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Purpose

The purpose of this course is to provide students with learning opportunities in a prescribed program of study within the Business Management and
Administration cluster(s) that will enhance opportunities for employment in the career field chosen by the student.

Additional Information relevant to this Career and Technical Education (CTE) program is provided at the end of this document.

Course Structure

The content is prescribed by the instructor based upon the individual student's assessed needs for directed study.

This course may be taken only by a student who has completed or is currently completing a specific secondary job preparatory program or
occupational completion point for additional study in this career cluster. A student may earn multiple credits in this course.

The selected standards and benchmarks, which the student must master to earn credit, must be outlined in an instructional plan developed by the
instructor.



Common Career Technical Core — Career Ready Practices

Career Ready Practices describe the career-ready skills that educators should seek to develop in their students. These practices are not exclusive
to a Career Pathway, program of study, discipline or level of education. Career Ready Practices should be taught and reinforced in all career
exploration and preparation programs with increasingly higher levels of complexity and expectation as a student advances through a program of
study.

1. Act as a responsible and contributing citizen and employee.

2. Apply appropriate academic and technical skills.

3. Attend to personal health and financial well-being.

4. Communicate clearly, effectively and with reason.

5. Consider the environmental, social and economic impacts of decisions.

6. Demonstrate creativity and innovation.

7. Employ valid and reliable research strategies.

8. Utilize critical thinking to make sense of problems and persevere in solving them.

9. Model integrity, ethical leadership and effective management.

10. Plan education and career path aligned to personal goals.

11. Use technology to enhance productivity.

12. Work productively in teams while using cultural/global competence.



Standards

After successfully completing this program, the student will be able to perform the following:

01.0
02.0

03.0
04.0

Demonstrate expertise in a specific occupation contained within the career cluster.

Conduct investigative research on a selected topic related to the career cluster using approved research methodology, interpret findings,
and prepare presentation to defend results.

Apply enhanced leadership and professional career skills.

Demonstrate higher order critical thinking and reasoning skills appropriate for the selected program of study.
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Course Title: Business Education Directed Study Directed Study
Course Number: 8200100
Course Credit: 1
CTE Standards and Benchmarks
01.0 Demonstrate expertise in a specific occupation within the career cluster — the student will be able to:
01.01 The benchmarks will be selected from the appropriate curriculum frameworks and determined by the instructor based upon the
individual students assessed needs.
02.0 Conduct investigative research on a selected topic related to the career cluster using approved research methodology, interpret findings,
and prepare presentation to defend results — the student will be able to:
02.01 Select investigative study referencing prior research and knowledge.
02.02 Collect, organize and analyze data accurately and precisely.
02.03 Design procedures to test the research.
02.04 Report, display and defend the results of investigations to audiences that may include professionals and technical experts.
03.0 Apply enhanced leadership and professional career skills — the student will be able to:
03.01 Develop and present a professional presentation offering potential solutions to a current issue.
03.02 Enhance leadership and career skills through work-based learning including job placement, job shadowing, entrepreneurship,
internship, or a virtual experience.
03.03 Participate in leadership development opportunities available through the appropriate student organization and/or other professional
organizations.
03.04 Enhance written and oral communications through the development of presentations, public speaking, and live and/or virtual
interviews.
04.0 Demonstrate higher order critical thinking and reasoning skills appropriate for the selected program of study — the student will be able to:
04.01 Use mathematical and/or scientific skills to solve problems encountered in the chosen occupation.
04.02 Read and interpret information relative to the chosen occupation.
04.03 Locate and evaluate key elements of oral and written information.




04.04 Analyze and apply data and/or measurements to solve problems and interpret documents.

04.05 Construct charts/tables/graphs using functions and data.




Additional Information

Laboratory Activities

Laboratory investigations that include scientific inquiry, research, measurement, problem solving, emerging technologies, tools and equipment, as
well as, experimental, quality, and safety procedures are an integral part of this career and technical program/course. Laboratory investigations
benefit all students by developing an understanding of the complexity and ambiguity of empirical work, as well as the skills required to manage,
operate, calibrate and troubleshoot equipment/tools used to make observations. Students understand measurement error; and have the skills to
aggregate, interpret, and present the resulting data. Equipment and supplies should be provided to enhance hands-on experiences for students.

Career and Technical Student Organization (CTSQO)

Future Business Leaders of America (FBLA) and Business Professionals of America (BPA) are the intercurricular career and technical student
organizations providing leadership training and reinforcing specific career and technical skills. Career and Technical Student Organizations provide
activities for students as an integral part of the instruction offered.

Accommodations

Federal and state legislation requires the provision of accommodations for students with disabilities as identified on the secondary student’s
Individual Educational Plan (IEP) or 504 plan or postsecondary student's accommaodations’ plan to meet individual needs and ensure equal access.
Accommodations change the way the student is instructed. Students with disabilities may need accommodations in such areas as instructional
methods and materials, assignments and assessments, time demands and schedules, learning environment, assistive technology and special
communication systems. Documentation of the accommodations requested and provided should be maintained in a confidential file.

In addition to accommodations, some secondary students with disabilities (students with an IEP served in Exceptional Student Education (ESE)) will
need modifications to meet their needs. Modifications change the outcomes or what the student is expected to learn, e.g., modifying the curriculum
of a secondary career and technical education course. Note: postsecondary curriculum and regulated secondary programs cannot be modified.

Some secondary students with disabilities (ESE) may need additional time (i.e., longer than the regular school year), to master the student
performance standards associated with a regular Occupational Completion Point (OCP) or a Modified Occupational Completion Point (MOCP). If
needed, a student may enroll in the same career and technical course more than once. Documentation should be included in the IEP that clearly
indicates that it is anticipated that the student may need an additional year to complete an OCP/MOCP. The student should work on different
competencies and new applications of competencies each year toward completion of the OCP/MOCP. After achieving the competencies identified
for the year, the student earns credit for the course. It is important to ensure that credits earned by students are reported accurately. The district’s
information system must be designed to accept multiple credits for the same course number for eligible students with disabilities.



Additional Resources

For additional information regarding articulation agreements, Bright Futures Scholarships, Fine Arts/Practical Arts Credit and Equivalent
Mathematics and Equally Rigorous Science Courses please refer to:

http://www.fldoe.org/academics/career-adult-edu/career-tech-edu/program-resources.stmil.
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Purpose

The purpose of this course is to assist students in making informed decisions regarding their future academic and occupational goals and to provide
information regarding careers in the Business Management and Administration career cluster. The content includes but is not limited to instruction
in introductory keyboarding, introductory word processing, introductory electronic presentation, introductory computer hardware, introductory
Internet, and skills for business applications.

Instruction and learning activities are provided in a laboratory setting using hands-on experiences with the equipment, materials and technology
appropriate to the course content and in accordance with current practices.



Florida Standards for English Language Development (ELD)
English language learners communicate for social and instructional purposes within the school setting. ELD.K12.SI.1.1

English Language Development (ELD) Standards Special Notes:

Teachers are required to provide listening, speaking, reading and writing instruction that allows English language learners (ELL) to communicate for
social and instructional purposes within the school setting. For the given level of English language proficiency and with visual, graphic, or
interactive support, students will interact with grade level words, expressions, sentences and discourse to process or produce language necessary
for academic success. The ELD standard should specify a relevant content area concept or topic of study chosen by curriculum developers and
teachers which maximizes an ELL’s need for communication and social skills. To access an ELL supporting document which delineates
performance definitions and descriptors, please click on the following link: http://www.cpalms.org/uploads/docs/standards/eld/Sl.pdf.

For additional information on the development and implementation of the ELD standards, please contact the Bureau of Student Achievement

through Language Acquisition at sala@fldoe.org.

Additional Information relevant to this Career and Technical Education (CTE) program is provided at the end of this document.



Standards

After successfully completing this program, the student will be able to perform the following:

01.0
02.0
03.0
04.0
05.0
06.0
07.0
08.0
09.0

Identify and understand computer hardware.

Identify information technology tools and their proper uses.

Develop and apply keyboarding skills utilizing current technology.

Develop and apply word processing skills utilizing current technology.

Develop and apply electronic presentation skills utilizing current technology.

Develop and utilize business-related skills.

Perform activities using the worldwide web.

Describe how information technology is used in the Business, Management and Administration career cluster.
Describe and use communication features of information technology.
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Course Title: Business Keyboarding
Course Number: 8200110
Course Length: Semester

Course Description:

This course is designed to provide instruction in introductory keyboarding, introductory word processing, introductory electronic presentation,
introductory computer hardware, introductory Internet, and business applications skills. These competencies provide the skills necessary to ensure
increased productivity and efficient utilization of equipment.

Activities including field trips and the use of guest presenters from the business community are appropriate for this course. These frameworks and
student performance standards are the MINIMUM required for this course. As time allows, teachers are encouraged to add competencies in
additional software and technologies.

CTE Standards and Benchmarks

01.0 Identify and understand computer hardware — the student will be able to:

01.01 Define and identify input, output, and storage devices and their functions.

01.02 Define and identify memory in a computer.

02.0 Identify information technology tools and their proper uses — the student will be able to:

02.01 Define and identify various software applications (word processing, spreadsheets, database, presentation, digital publishing) and
their uses.

03.0 Develop and apply keyboarding skills utilizing current technology — the student will be able to:

03.01 Demonstrate proper alphabet keyboarding techniques using correct ergonomic habits.

03.02 Demonstrate safety and respect for equipment and materials in lab.

03.03 Demonstrate proper techniques for keyboarding while keeping fingers on home row keys.

04.0 Develop and apply word processing skills utilizing current technology — the student will be able to:

04.01 Start and exit word processing software.




CTE Standards and Benchmarks

04.02 lIdentify the parts of a word processing screen, e.g., ribbon, status bar, title bar, insertion point, scroll box and bar, and tabs.

04.03 Demonstrate ability to use and recognize the word processing window, including menus, toolbars, dialog boxes, tabs and ribbons.

04.04 Create and edit a new document.

04.05 Understand different views of document and using the zoom function.

04.06 Identify methods of moving the insertion point, i.e., arrow keys, backspace and delete.

04.07 Select and edit text.

04.08 Move text in a document using the copying/cutting/pasting and drag/drop text commands.

04.09 Format text by changing the font, size, color.

04.10 Align text horizontally and vertically.

04.11 Utilize the Undo and Redo commands.

04.12 Utilize the Show/Hide command.

04.13 Use basic proofreading skills including proofreader’s marks.

04.14 Use spell/lgrammar check/thesaurus programs properly.

04.15 Understand the difference between Save and Save As.

04.16 Save, open and replace files.

04.17 Utilize Print Preview and demonstrate printing capabilities.

04.18 Demonstrate efficient use of the Help program.

05.0 Develop and apply electronic presentation skills utilizing current technology — the student will be able to:

05.01 Start and exit presentation software.

05.02 lIdentify the parts of a presentation screen, e.g., ribbon, status bar, title bar, insertion point, scroll box and bar, and tabs.

05.03 Create a new presentation document.

05.04 Select design layout, background, a template and color scheme.




CTE Standards and Benchmarks

05.05 Edit text.

05.06 Format text and graphics.

05.07 Select order of frames.

05.08 Demonstrate ability to spell check, save and print presentation.

06.0 Develop and utilize business-related skills — the student will be able to:

06.01 Understand the importance of positive attitude in obtaining and maintaining a job.

06.02 Identify good grooming/dress habits for the workplace.

06.03 Develop problem solving skills.

06.04 Identify the benefits of teamwork.

06.05 Identify the importance of impromptu speaking ability in the workplace.

06.06 Identify the importance of prepared speaking ability in the workplace.

07.0 Perform activities using the world wide web — the student will be able to:

07.01 Explore the history of the Internet.

07.02 Introduce Internet vocabulary such as hyperlink, WWW, URL, and web browser.

07.03 Understand basic principles of the Domain Name System (DNS).

07.04 Perform basic Internet searches.

07.05 Identify and use various web browsers.

07.06 Identify and use various search engines.

07.07 Evaluate websites.

07.08 Understand Favorites/Bookmarks.

07.09 Understand and demonstrate Internet safety.

07.10 Discuss Internet privacy, ethics, network etiquette and copyright laws.




CTE Standards and Benchmarks

08.0 Describe how information technology is used in the Business, Management and Administration career cluster — the student will be able to:

08.01 Identify through internet research information technology (IT) careers in the Business, Management and Administration career
cluster, including the responsibilities, tasks and skills they require.

08.02 Identify security-related ethical and legal IT issues faced by professionals in the Business, Management and Administration career
cluster.

09.0 Describe and use communication features of information technology — the student will be able to:

09.01 Identify and/or use various ways to communicate effectively using Internet technology, such as email, webcast, website, webpage,
messaging, social networks, and blogging.

09.02 Identify security and privacy issues related to the Internet, including passwords and information theft.




Additional Information

Laboratory Activities

Laboratory investigations that include scientific inquiry, research, measurement, problem solving, emerging technologies, tools and equipment, as
well as, experimental, quality, and safety procedures are an integral part of this career and technical program/course. Laboratory investigations
benefit all students by developing an understanding of the complexity and ambiguity of empirical work, as well as the skills required to manage,
operate, calibrate and troubleshoot equipment/tools used to make observations. Students understand measurement error; and have the skills to
aggregate, interpret, and present the resulting data. Equipment and supplies should be provided to enhance hands-on experiences for students,
including access to computers and appropriate software.

Special Notes

The length of this course is one semester. It may be offered for two semesters when appropriate. When offered for one semester, it is
recommended that it be at the exploratory level and more in-depth when offered for two semesters.

Career and Technical Student Organization (CTSO)

Future Business Leaders of America (FBLA) and Business Professionals of America (BPA) are the intercurricular career and technical student
organizations providing leadership training and reinforcing specific career and technical skills. Career and Technical Student Organizations provide
activities for students as an integral part of the instruction offered.

Accommodations

Federal and state legislation requires the provision of accommodations for students with disabilities as identified on the secondary student’s
Individual Educational Plan (IEP) or 504 plan or postsecondary student’s accommodations’ plan to meet individual needs and ensure equal access.
Accommodations change the way the student is instructed. Students with disabilities may need accommodations in such areas as instructional
methods and materials, assignments and assessments, time demands and schedules, learning environment, assistive technology and special
communication systems. Documentation of the accommodations requested and provided should be maintained in a confidential file.

In addition to accommodations, some secondary students with disabilities (students with an IEP served in Exceptional Student Education (ESE)) will
need maodifications to meet their needs. Modifications change the outcomes or what the student is expected to learn, e.g., modifying the curriculum
of a secondary career and technical education course. Note: postsecondary curriculum and regulated secondary programs cannot be modified.

Additional Resources

For additional information regarding articulation agreements, Bright Futures Scholarships, Fine Arts/Practical Arts Credit and Equivalent
Mathematics and Equally Rigorous Science Courses please refer to:
http://www.fldoe.org/academics/career-adult-edu/career-tech-edu/program-resources.stml.
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Purpose

The purpose of this course is to assist students in making informed decisions regarding their future academic and occupational goals and to provide
information regarding careers in the Business Management and Administration career cluster. The content includes but is not limited to accounting,
administrative support, digital publishing, entrepreneurship, international business, management and software applications.

Instruction and learning activities are provided in a laboratory setting using hands-on experiences with the equipment, materials and technology
appropriate to the course content and in accordance with current practices.



Florida Standards for English Language Development (ELD)
English language learners communicate for social and instructional purposes within the school setting. ELD.K12.SI.1.1

English Language Development (ELD) Standards Special Notes:

Teachers are required to provide listening, speaking, reading and writing instruction that allows English language learners (ELL) to communicate for
social and instructional purposes within the school setting. For the given level of English language proficiency and with visual, graphic, or
interactive support, students will interact with grade level words, expressions, sentences and discourse to process or produce language necessary
for academic success. The ELD standard should specify a relevant content area concept or topic of study chosen by curriculum developers and
teachers which maximizes an ELL’s need for communication and social skills. To access an ELL supporting document which delineates
performance definitions and descriptors, please click on the following link: http://www.cpalms.org/uploads/docs/standards/eld/Sl.pdf.

For additional information on the development and implementation of the ELD standards, please contact the Bureau of Student Achievement

through Language Acquisition at sala@fldoe.org.

Additional Information relevant to this Career and Technical Education (CTE) program is provided at the end of this document.



Standards

After successfully completing this program, the student will be able to perform the following:

01.0
02.0
03.0
04.0
05.0
06.0
07.0
08.0
09.0
10.0

Explore emerging workplace trends and issues.

Develop an awareness of business organizational structures.

Assess personal strengths as they relate to business career exploration.

Demonstrate business leadership skills.

Apply mathematical strategies to business applications.

Identify information technology tools and their purposes.

Apply communication skills.

Describe how information technology is used in the Business, Management and Administration career cluster.
Describe and use communication features of information technology.

Demonstrate knowledge of information systems.
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Course Title: Business Leadership Skills
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Course Length: Semester

Course Description:
The purpose of this course is to provide a comprehensive exploration of the core business themes. Students are exposed to concepts that may be

further studied in individual programs in grades 9-12. Students will rotate through a content which includes accounting, administrative support,
digital publishing, entrepreneurship, international business, management and software applications.

CTE Standards and Benchmarks

01.0 Explore emerging workplace trends and issues — the student will be able to:

01.01 Describe current trends and issues that impact global and local business environments.

02.0 Develop an awareness of business organizational structures — the student will be able to:

02.01 Explore organizational structures in today’s business environments.

02.02 Assess personal performance and identify strategies for improvement.

02.03 Develop an awareness of the impact of the economy as it relates to the marketplace.

03.0 Assess personal strengths as they relate to business career exploration — the student will be able to:

03.01 Survey and assess personal aptitudes and interests related to careers.

04.0 Demonstrate business leadership skills — the student will be able to:

04.01 Demonstrate leadership skills needed to develop a positive work environment.




CTE Standards and Benchmarks

04.02 Apply appropriate strategies to manage conflict in work situations.

05.0 Apply mathematical strategies to business applications — the student will be able to:

05.01 Select and implement appropriate mathematical tools to solve business financial problems.

06.0 Identify information technology tools and their purposes — the student will be able to:

06.01 Define and identify various software applications (word processing, spreadsheets, database, presentation, digital publishing) and
their uses.

06.02 Identify the functions of web browsers, and use them to access the World Wide Web and other computer resources typically used in
the Business, Management and Administration career cluster.

06.03 Use different types of web search engines effectively to locate information relevant to the Business, Management and
Administration career cluster.

07.0  Apply communication skills — the student will be able to:

07.01 Select and use appropriate modes of communication, including the Internet, for specific workplace situations.

07.02 Use presentation software to enhance personal and professional communications.

07.03 Produce electronic publications using digital publishing software.

08.0 Describe how information technology is used in the Business, Management and Administration career cluster — the student will be able to:

08.01 Identify through Internet research information technology (IT) careers in the Business, Management and Administration career
cluster, including the responsibilities, tasks and skills they require.

08.02 lIdentify security-related ethical and legal IT issues faced by professionals in the Business, Management and Administration career
cluster.

09.0 Describe and use communication features of information technology — the student will be able to:

09.01 Identify basic principles of the Domain Name System (DNS).

09.02 Identify security and privacy issues related to the Internet, including passwords and information theft.




CTE Standards and Benchmarks

09.03 lIdentify and/or use various ways to communicate effectively using internet technology, such as email, webcast, website, webpage,
messaging, social networks, and blogging.

09.04 Represent technical issues to a non-technical audience.

10.0 Demonstrate knowledge of information systems — the student will be able to:

10.01 Use current and emerging computer technology and software to perform personal and business related tasks.

10.02 Apply the use of information management tools to develop and coordinate the distribution of work.




Additional Information

Laboratory Activities

Laboratory investigations that include scientific inquiry, research, measurement, problem solving, emerging technologies, tools and equipment, as
well as, experimental, quality, and safety procedures are an integral part of this career and technical program/course. Laboratory investigations
benefit all students by developing an understanding of the complexity and ambiguity of empirical work, as well as the skills required to manage,
operate, calibrate and troubleshoot equipment/tools used to make observations. Students understand measurement error; and have the skills to
aggregate, interpret, and present the resulting data. Equipment and supplies should be provided to enhance hands-on experiences for students,
including access to computers and appropriate software.

Special Notes

The length of this course is one semester. It may be offered for two semesters when appropriate. When offered for one semester, it is
recommended that it be at the exploratory level and more in-depth when offered for two semesters.

Career and Technical Student Organization (CTSO)

Future Business Leaders of America (FBLA) and Business Professionals of America (BPA) are the intercurricular career and technical student
organizations providing leadership training and reinforcing specific career and technical skills. Career and Technical Student Organizations provide
activities for students as an integral part of the instruction offered.

Accommodations

Federal and state legislation requires the provision of accommodations for students with disabilities as identified on the secondary student’s
Individual Educational Plan (IEP) or 504 plan or postsecondary student's accommodations’ plan to meet individual needs and ensure equal access.
Accommodations change the way the student is instructed. Students with disabilities may need accommodations in such areas as instructional
methods and materials, assignments and assessments, time demands and schedules, learning environment, assistive technology and special
communication systems. Documentation of the accommodations requested and provided should be maintained in a confidential file.

In addition to accommodations, some secondary students with disabilities (students with an IEP served in Exceptional Student Education (ESE)) will
need modifications to meet their needs. Modifications change the outcomes or what the student is expected to learn, e.g., modifying the curriculum
of a secondary career and technical education course. Note: postsecondary curriculum and regulated secondary programs cannot be modified.

Additional Resources

For additional information regarding articulation agreements, Bright Futures Scholarships, Fine Arts/Practical Arts Credit and Equivalent
Mathematics and Equally Rigorous Science Courses please refer to:
http://www.fldoe.org/academics/career-adult-edu/career-tech-edu/program-resources.stml.
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Purpose

The purpose of this course is to assist students in making informed decisions regarding their future academic and occupational goals and to provide
information regarding careers in the Business Management and Administration career cluster. The content includes but is not limited to instruction
in introductory keyboarding, introductory word processing, introductory electronic presentation, introductory computer hardware, introductory
Internet, and skills for business applications.

Instruction and learning activities are provided in a laboratory setting using hands-on experiences with the equipment, materials and technology
appropriate to the course content and in accordance with current practices.



Florida Standards for English Language Development (ELD)
English language learners communicate for social and instructional purposes within the school setting. ELD.K12.SI.1.1

English Language Development (ELD) Standards Special Notes:

Teachers are required to provide listening, speaking, reading and writing instruction that allows English language learners (ELL) to communicate for
social and instructional purposes within the school setting. For the given level of English language proficiency and with visual, graphic, or
interactive support, students will interact with grade level words, expressions, sentences and discourse to process or produce language necessary
for academic success. The ELD standard should specify a relevant content area concept or topic of study chosen by curriculum developers and
teachers which maximizes an ELL’s need for communication and social skills. To access an ELL supporting document which delineates
performance definitions and descriptors, please click on the following link: http://www.cpalms.org/uploads/docs/standards/eld/Sl.pdf.

For additional information on the development and implementation of the ELD standards, please contact the Bureau of Student Achievement

through Language Acquisition at sala@fldoe.org.

Additional Information relevant to this Career and Technical Education (CTE) program is provided at the end of this document.



Standards

After successfully completing this program, the student will be able to perform the following:

01.0
02.0
03.0
04.0
05.0
06.0
07.0
08.0
09.0

Identify and understand computer hardware.

Identify information technology tools and their proper uses.

Develop and apply keyboarding skills utilizing current technology.

Develop and apply word processing skills utilizing current technology.

Develop and apply electronic presentation skills utilizing current technology.

Develop and utilize business-related skills.

Perform activities using the worldwide web.

Describe how information technology is used in the Business, Management and Administration career cluster.
Describe and use communication features of information technology.

Listed below are the standards that must be met to satisfy the requirements of Section 1003.4156, Florida Statutes.

10.0
11.0
12.0
13.0

14.0
15.0
16.0

17.0

Describe the influences that societal, economic, and technological changes have on employment trends and future training.

Develop skills to locate, evaluate, and interpret career information.

Identify and demonstrate processes for making short and long term goals.

Demonstrate employability skills such as working in a group, problem-solving and organizational skills, and the importance of
entrepreneurship.

Understand the relationship between educational achievement and career choices/postsecondary options.

Identify a career cluster and related pathways through an interest assessment that match career and education goals.

Develop a career and education plan that includes short and long-term goals, high school program of study, and postsecondary/career
goals.

Demonstrate knowledge of technology and its application in career fields/clusters.
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Course Title: Business Keyboarding and Career Planning
Course Number: 8200130
Course Length: Semester

Course Description:

This course is designed to provide instruction in introductory keyboarding, introductory word processing, introductory electronic presentation,
introductory computer hardware, introductory Internet, and soft skills for business applications. These competencies provide the skills necessary to
ensure increased productivity and efficient utilization of equipment.

Activities including field trips and the use of guest presenters from the business community are appropriate for this course. These frameworks and

student performance standards are the MINIMUM required for this course. As time allows, teachers are encouraged to add competencies in
additional software and technologies.

CTE Standards and Benchmarks

01.0 Identify and understand computer hardware — the student will be able to:

01.01 Define and identify input, output, and storage devices and their functions.

01.02 Define and identify memory in a computer.

02.0 Identify information technology tools and their proper uses — the student will be able to:

02.01 Define and identify various software applications (word processing, spreadsheets, database, presentation, digital publishing) and
their uses.

03.0 Develop and apply keyboarding skills utilizing current technology — the student will be able to:

03.01 Demonstrate proper alphabet keyboarding techniques using correct ergonomic habits.

03.02 Demonstrate safety and respect for equipment and materials in lab.

03.03 Demonstrate proper techniques for keyboarding while keeping fingers on home row keys.

4



CTE Standards and Benchmarks

04.0 Develop and apply word processing skills utilizing current technology — the student will be able to:

04.01 Start and exit word processing software.

04.02 Identify the parts of a word processing screen, e.g., ribbon, status bar, title bar, insertion point, scroll box and bar, and tabs.

04.03 Demonstrate ability to use and recognize the word processing window, including menus, toolbars, dialog boxes, tabs and ribbons.

04.04 Create and edit a new document.

04.05 Understand different views of document and using the zoom function.

04.06 Identify methods of moving the insertion point, i.e., arrow keys, backspace and delete.

04.07 Select and edit text.

04.08 Move text in a document using the copying/cutting/pasting and drag/drop text commands.

04.09 Format text by changing the font, size, color.

04.10 Align text horizontally and vertically.

04.11 Utilize the Undo and Redo commands.

04.12 Utilize the Show/Hide command.

04.13 Use basic proofreading skills including proofreader’'s marks.

04.14 Use spell/grammar check/thesaurus programs properly.

04.15 Understand the difference between Save and Save As.

04.16 Save, open and replace files.




CTE Standards and Benchmarks

04.17 Utilize Print Preview and demonstrate printing capabilities.

04.18 Demonstrate efficient use of the Help program.

05.0 Develop and apply electronic presentation skills utilizing current technology — the student will be able to:

05.01 Start and exit presentation software.

05.02 Identify the parts of a presentation screen, e.g., ribbon, status bar, title bar, insertion point, scroll box and bar, and tabs.

05.03 Create a new presentation document.

05.04 Select design layout, background, a template and color scheme.

05.05 Edit text.

05.06 Format text and graphics.

05.07 Select order of frames.

05.08 Demonstrate ability to spell check, save and print presentation.

06.0 Develop and utilize business-related skills — the student will be able to:

06.01 Understand the importance of positive attitude in obtaining and maintaining a job.

06.02 Identify good grooming/dress habits for the workplace.

06.03 Develop problem solving skills.

06.04 Identify the benefits of teamwork.

06.05 Identify the importance of impromptu speaking ability in the workplace.




CTE Standards and Benchmarks

06.06 Identify the importance of prepared speaking ability in the workplace.

07.0 Perform activities using the world wide web — the student will be able to:

07.01 Explore the history of the Internet.

07.02 Introduce Internet vocabulary such as hyperlink, WWW, URL, and web browser.

07.03 Understand basic principles of the Domain Name System (DNS).

07.04 Perform basic Internet searches.

07.05 Identify and use various web browsers.

07.06 Identify and use various search engines.

07.07 Evaluate websites.

07.08 Understand Favorites/Bookmarks.

07.09 Understand and demonstrate Internet safety.

07.10 Discuss Internet privacy, ethics, network etiquette and copyright laws.

08.0 Describe how information technology is used in the Business, Management and Administration career cluster — the student will be able to:

08.01 Identify through internet research information technology (IT) careers in the Business, Management and Administration career
cluster, including the responsibilities, tasks and skills they require.

08.02 lIdentify security-related ethical and legal IT issues faced by professionals in the Business, Management and Administration career
cluster.

09.0 Describe and use communication features of information technology — the student will be able to:

09.01 Identify and/or use various ways to communicate effectively using Internet technology, such as email, webcast, website, webpage,
messaging, social networks, and blogging.




CTE Standards and Benchmarks

09.02 Identify security and privacy issues related to the Internet, including passwords and information theft.

Listed below are the standards that must be met to satisfy the requirements of Section 1003.4156, Florida Statutes.

The student will be able to:

10.0 Describe the influences that societal, economic, and technological changes have on employment trends and future training.

11.0 Develop skills to locate, evaluate, and interpret career information.

12.0 Identify and demonstrate processes for making short and long term goals.

13.0 Demonstrate employability skills such as working in a group, problem-solving and organizational skills, and the importance of
entrepreneurship.

14.0 Understand the relationship between educational achievement and career choices/postsecondary options.

15.0 lIdentify a career cluster and related pathways through an interest assessment that match career and education goals.

16.0 Develop a career and education plan that includes short and long-term goals, high school program of study, and postsecondary/career
goals.

17.0 Demonstrate knowledge of technology and its application in career fields/clusters.




Additional Information

Laboratory Activities

Laboratory investigations that include scientific inquiry, research, measurement, problem solving, emerging technologies, tools and equipment, as
well as, experimental, quality, and safety procedures are an integral part of this career and technical program/course. Laboratory investigations
benefit all students by developing an understanding of the complexity and ambiguity of empirical work, as well as the skills required to manage,
operate, calibrate and troubleshoot equipment/tools used to make observations. Students understand measurement error; and have the skills to
aggregate, interpret, and present the resulting data. Equipment and supplies should be provided to enhance hands-on experiences for students,
including access to computers and appropriate software.

Special Notes

The length of this course is one semester. It may be offered for two semesters when appropriate. When offered for one semester, it is
recommended that it be at the exploratory level and more in-depth when offered for two semesters.

Career Planning

The requirements of section 1003.4156 (1) (e), Florida Statutes, have been integrated into this course. The statute requires that students take a
career and education planning course that must result in a completed personalized academic and career plan for the student; must emphasize the
importance of entrepreneurship skills; must emphasize technology or the application of technology in career fields; and, beginning in the 2014-2015
academic year, must provide information from the Department of Economic Opportunity’s economic security report as described in section 445.07,
Florida Statutes. For additional information on the Middle School Career and Education Planning course requirements, go to
http://www.fldoe.org/workforce/ced/.

Career and Technical Student Organization (CTSO)

Future Business Leaders of America (FBLA) and Business Professionals of America (BPA) are the intercurricular career and technical student
organizations providing leadership training and reinforcing specific career and technical skills. Career and Technical Student Organizations provide
activities for students as an integral part of the instruction offered.

Accommodations

Federal and state legislation requires the provision of accommodations for students with disabilities as identified on the secondary student’s
Individual Educational Plan (IEP) or 504 plan or postsecondary student's accommaodations’ plan to meet individual needs and ensure equal access.
Accommodations change the way the student is instructed. Students with disabilities may need accommodations in such areas as instructional
methods and materials, assignments and assessments, time demands and schedules, learning environment, assistive technology and special
communication systems. Documentation of the accommodations requested and provided should be maintained in a confidential file.



In addition to accommodations, some secondary students with disabilities (students with an IEP served in Exceptional Student Education (ESE)) will
need madifications to meet their needs. Modifications change the outcomes or what the student is expected to learn, e.g., modifying the curriculum
of a secondary career and technical education course. Note: postsecondary curriculum and regulated secondary programs cannot be modified.

Additional Resources

For additional information regarding articulation agreements, Bright Futures Scholarships, Fine Arts/Practical Arts Credit and Equivalent
Mathematics and Equally Rigorous Science Courses please refer to:
http://www.fldoe.org/academics/career-adult-edu/career-tech-edu/program-resources.stml.
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Purpose

The purpose of this course is to assist students in making informed decisions regarding their future academic and occupational goals and to provide
information regarding careers in the Business Management and Administration career cluster. The content includes but is not limited to instruction
in advanced keyboarding, advanced word processing, advanced hardware, advanced Internet, intermediate spreadsheet, introductory digital
design, and skills for business applications. These competencies provide the skills necessary to ensure increased productivity and efficient
utilization of equipment.

Instruction and learning activities are provided in a laboratory setting using hands-on experiences with the equipment, materials and technology
appropriate to the course content and in accordance with current practices.



Florida Standards for English Language Development (ELD)
English language learners communicate for social and instructional purposes within the school setting. ELD.K12.SI.1.1

English Language Development (ELD) Standards Special Notes:

Teachers are required to provide listening, speaking, reading and writing instruction that allows English language learners (ELL) to communicate for
social and instructional purposes within the school setting. For the given level of English language proficiency and with visual, graphic, or
interactive support, students will interact with grade level words, expressions, sentences and discourse to process or produce language necessary
for academic success. The ELD standard should specify a relevant content area concept or topic of study chosen by curriculum developers and
teachers which maximizes an ELL’s need for communication and social skills. To access an ELL supporting document which delineates
performance definitions and descriptors, please click on the following link: http://www.cpalms.org/uploads/docs/standards/eld/Sl.pdf.

For additional information on the development and implementation of the ELD standards, please contact the Bureau of Student Achievement

through Language Acquisition at sala@fldoe.org.

Additional Information relevant to this Career and Technical Education (CTE) program is provided at the end of this document.



Standards

After successfully completing this program, the student will be able to perform the following:

01.0
02.0
03.0
04.0
05.0
06.0
07.0
08.0
09.0

Develop and apply keyboarding skills utilizing current technology.

Develop and apply word processing skills utilizing current technology.

Develop and apply spreadsheet skills utilizing current technology.

Develop and apply digital design skills utilizing current technology.

Develop and utilize business-related skills.

Perform activities using the worldwide web.

Identify components of network systems.

Describe how information technology is used in the Business Management and Administration career cluster.
Describe and use communication features of information technology.



Course Title:

2016 — 2017
Florida Department of Education
Student Performance Standards

Computer Applications in Business 2

Course Number: 8200210
Course Length: Semester

Course Description:

This course is designed to provide instruction in advanced keyboarding, advanced word processing, advanced hardware, advanced Internet,
intermediate spreadsheet, introductory digital design, and skills for business applications. These competencies provide the skills necessary to
ensure increased productivity and efficient utilization of equipment.

CTE Standards and Benchmarks

01.0 Develop keyboarding skills utilizing current technology — the student will be able to:

01.01

Demonstrate speed building using techniques for numeric and symbol keyboarding.

01.02

Demonstrate proper hand positioning for numeric keypad entries and symbol keyboarding.

02.0 Develop and apply word processing skills utilizing current technology — the student will be able to:

02.01

Create and format memos.

02.02

Create and format business letters using the block and/or modified block style.

02.03

Create and format one-page academic and/or business reports using Modern Language Association (MLA) style.
http://www.mla.org/style

02.04

Use basic proofreading skills including using proofreader’s marks.

02.05

Identify how to address and print envelopes.

02.06

Insert a hyperlink into a document.

02.07

Understand and use Read-Only documents.

02.08

Work with multi-page documents: insert page breaks.

02.09

Format columns within a document.

02.10

Work with document templates.




CTE Standards and Benchmarks

02.11 Open and work with multiple documents.

03.0 Develop and apply spreadsheet skills utilizing current technology — the student will be able to:

03.01 Insert and delete rows and columns.

03.02 Clear and delete data.

03.03 Copy and move data.

03.04 Fill the same data in adjacent cells.

03.05 Fill data series in adjacent cells

03.06 Hide and unhide columns and rows.

03.07 Freeze and unfreeze columns and rows.

03.08 Sort data.

03.09 Print the worksheet, with and without grids.

03.10 Create a chart.

04.0 Develop and apply digital design skills utilizing current technology — the student will be able to:

04.01 Demonstrate ability to launch digital design software.

04.02 Create a new document from a template (e.g., newsletters, brochures, greeting cards, letterhead, or flyers).

04.03 Identify menus and toolbars of digital design software.

04.04 Apply design layout and color scheme.

04.05 Apply styles and borders.

04.06 Insert a text box, word art and graphics.

04.07 Apply formatting to a text box, word art and graphics.

04.08 Edit text and layouts.

04.09 Demonstrate the ability to spell check, save, and print a document.




CTE Standards and Benchmarks

05.0 Develop and utilize business-related skills — the student will be able to:

05.01 Determine why a positive attitude is necessary for success in the workplace.

05.02 Compare grooming/dress standards in various workplace environments.

05.03 Use problem solving skills to identify computer problems.

05.04 Apply teamwork in the classroom.

05.05 Perform an impromptu and/ or prepared presentation.

05.06 Prepare a resume and cover letter.

05.07 Prepare a thank you letter to a potential employer.

05.08 Discuss job searching skills.

05.09 Identify employment benefits.

05.10 Understand labor laws.

05.11 Understand appropriate procedures for changing jobs.

05.12 Complete a job application.

05.13 Demonstrate skills and appropriate dress/attire necessary for a successful job interview.

08.0 Identify components of network systems — the student will be able to:

08.01 Identify structure to access internet, including hardware and software components.

08.02 Identify user customization features in web browsers, including preferences, caching, bookmarks/ favorites and cookies.

08.03 Define database and identify how it is used in the business environment.

06.0 Perform activities using the worldwide web — the student will be able to:

06.01 Identify basic principles of the Domain Name System (DNS).

06.02 Perform advanced searches using Boolean operators.

06.03 Discuss email, email attachments, address book, and calendars.




CTE Standards and Benchmarks

06.04 Discuss instant messaging.

07.0 Describe how information technology is used in the Business Management and Administration career cluster — the student will be able to:

07.01 Identify through internet research information technology (IT) careers in the Business Management and Administration career
cluster, including the responsibilities, tasks and skills they require.

07.02 lIdentify security-related ethical and legal IT issues faced by professionals in the Business Management and Administration career
cluster.

09.0 Describe and use communication features of information technology — the student will be able to:

09.01 Define important internet communications protocols and their roles in delivering basic Internet services.

09.02 Identify security and privacy issues related to the Internet, including passwords and information theft.

09.03 Demonstrate ways to communicate effectively using Internet technology, such as email, webcast, website, webpage, messaging,
social networks, and blogging.




Additional Information

Laboratory Activities

Laboratory investigations that include scientific inquiry, research, measurement, problem solving, emerging technologies, tools and equipment, as
well as, experimental, quality, and safety procedures are an integral part of this career and technical program/course. Laboratory investigations
benefit all students by developing an understanding of the complexity and ambiguity of empirical work, as well as the skills required to manage,
operate, calibrate and troubleshoot equipment/tools used to make observations. Students understand measurement error; and have the skills to
aggregate, interpret, and present the resulting data. Equipment and supplies should be provided to enhance hands-on experiences for students,
including access to computers and appropriate software.

Special Notes

The length of this course is one semester. It may be offered for two semesters when appropriate. When offered for one semester, it is
recommended that it be at the exploratory level and more in-depth when offered for two semesters.

Career and Technical Student Organization (CTSO)

Future Business Leaders of America (FBLA) and Business Professionals of America (BPA) are the intercurricular career and technical student
organizations providing leadership training and reinforcing specific career and technical skills. Career and Technical Student Organizations provide
activities for students as an integral part of the instruction offered.

Accommodations

Federal and state legislation requires the provision of accommodations for students with disabilities as identified on the secondary student’s
Individual Educational Plan (IEP) or 504 plan or postsecondary student's accommodations’ plan to meet individual needs and ensure equal access.
Accommodations change the way the student is instructed. Students with disabilities may need accommodations in such areas as instructional
methods and materials, assignments and assessments, time demands and schedules, learning environment, assistive technology and special
communication systems. Documentation of the accommodations requested and provided should be maintained in a confidential file.

In addition to accommodations, some secondary students with disabilities (students with an IEP served in Exceptional Student Education (ESE)) will
need modifications to meet their needs. Modifications change the outcomes or what the student is expected to learn, e.g., modifying the curriculum
of a secondary career and technical education course. Note: postsecondary curriculum and regulated secondary programs cannot be modified.

Additional Resources

For additional information regarding articulation agreements, Bright Futures Scholarships, Fine Arts/Practical Arts Credit and Equivalent
Mathematics and Equally Rigorous Science Courses please refer to:
http://www.fldoe.org/academics/career-adult-edu/career-tech-edu/program-resources.stml.
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Purpose

The purpose of this course is to assist students in making informed decisions regarding their future academic and occupational goals and to provide
information regarding careers in the Business Management and Administration career cluster. The content includes but is not limited to instruction
in advanced spreadsheet, intermediate digital design, introductory database, introductory web design, and skills for business applications. These
competencies provide the skills necessary to ensure increased productivity and efficient utilization of equipment.

Instruction and learning activities are provided in a laboratory setting using hands-on experiences with the equipment, materials and technology
appropriate to the course content and in accordance with current practices.



Florida Standards for English Language Development (ELD)
English language learners communicate for social and instructional purposes within the school setting. ELD.K12.SI.1.1

English Language Development (ELD) Standards Special Notes:

Teachers are required to provide listening, speaking, reading and writing instruction that allows English language learners (ELL) to communicate for
social and instructional purposes within the school setting. For the given level of English language proficiency and with visual, graphic, or
interactive support, students will interact with grade level words, expressions, sentences and discourse to process or produce language necessary
for academic success. The ELD standard should specify a relevant content area concept or topic of study chosen by curriculum developers and
teachers which maximizes an ELL’s need for communication and social skills. To access an ELL supporting document which delineates
performance definitions and descriptors, please click on the following link: http://www.cpalms.org/uploads/docs/standards/eld/Sl.pdf.

For additional information on the development and implementation of the ELD standards, please contact the Bureau of Student Achievement

through Language Acquisition at sala@fldoe.org.

Additional Information relevant to this Career and Technical Education (CTE) program is provided at the end of this document.



Standards

After successfully completing this program, the student will be able to perform the following:

01.0
02.0
03.0
04.0
05.0
06.0
07.0
08.0
09.0

Identify information technology tools and their proper uses.

Develop and apply spreadsheet skills utilizing current technology.

Develop and apply digital design skills utilizing current technology.

Develop and apply database skills utilizing current technology.

Develop and apply web design skills utilizing current technology.

Develop and utilize business-related skills.

Identify components of network systems.

Describe how information technology is used in the Business Management and Administration career cluster.
Describe and use communication features of information technology.



Course Title:

2016 — 2017
Florida Department of Education
Student Performance Standards

Computer Applications in Business 3

Course Number: 8200211
Course Length: Semester

Course Description:

This course is designed to provide instruction in advanced spreadsheet, intermediate digital design, introductory database, introductory web design,
and skills for business applications. These competencies provide the skills necessary to ensure increased productivity and efficient utilization of

equipment.

CTE Standards and Benchmarks

01.0 Develop and apply spreadsheet skills utilizing current technology — the student will be able to:

01.01 Apply cell borders and shading.

01.02 Add a header and footer.

01.03 Rotate text in a cell.

01.04 Create a formula using mathematical operations.

01.05 Create a formula using more than one mathematical operation.

01.06 Create a formula finding maximum, minimum and average.

01.07 Format a chart changing the font size, component colors and rotation of charts for graphical emphasis.
01.08 Insert a picture in a worksheet.

02.0 Develop and apply digital design skills utilizing current technology — the student will be able to:

02.01

Apply special formatting including, but not limited to adding gradients to frames, text wrapping and positioning.

02.02

Insert graphics from files.

02.03

Create new document without using templates.

02.04 Ability to save graphics to file.




CTE Standards and Benchmarks

02.05 Demonstrate proficiency in advanced print layout options.

03.0 Develop and apply database skills utilizing current technology — the student will be able to:

03.01 Start and exit database software. Save a database in various formats (i.e., file types).

03.02 Identify the parts of the database screen.

03.03 View the database window and use the Navigation Pane. Open an object in Design view or Layout view.

03.04 Create a table.

03.05 Enter records in datasheet view.

03.06 Change the column width in a datasheet. Use Hide, Unhide, Freeze and Unfreeze fields.

03.07 Add and delete fields and create relationships between tables.

03.08 Create and modify fields, for example specify text, numbers, currency, and Yes/No.

03.09 Sort and filter record (use AutoFilter, Filter by Selection, and by Form).

03.10 Create a report.

04.0 Develop and apply web design skills utilizing current technology — the student will be able to:

04.01 Identify and describe the various components of the Internet, including, WWW, email, FTP, and URL.

04.02 Understand the difference between Web browser and Search engine.

04.03 Describe the difference between a client and the various types of servers, including Web servers.

04.04 Follow copyright laws.

04.05 Demonstrate an understanding of file storage and the path to describe the location of a document.

04.06 Describe how XHTML has altered the structure of HTML.

04.07 Identify and describe basic HTML/ XHTML terminology.

04.08 Identify and describe basic HTML/ XHTML tags.

04.09 Identify the elements of a Web page.




CTE Standards and Benchmarks

04.10 Produce a Web page using basic HTML tags, including but not limited to, links, anchors, lists, tables, background and fonts.

04.11 Include graphics in a Web page.

04.12 Use the Internet to find free components for a Web page such as Javascript, java applets, and banners.

04.13 Create a Web page for others to see.

05.0 Develop and utilize business-related skills — the student will be able to:

05.01 Classify characteristics of a positive attitude in the workplace.

05.02 Understand the importance of proper grooming and appearance for the workplace.

05.03 Apply problem solving skills to troubleshoot computer problems.

05.04 Identify brainstorming techniques.

05.05 Apply impromptu and/ or prepared presentation skills.

05.06 Research sources of employment.

05.07 List employment benefits.

05.08 Identify child labor laws.

05.09 Identify appropriate procedures for changing jobs.

05.10 Discuss importance of being prepared to complete a job application.

05.11 Discuss employer expectations toward prospective and current employees.

05.12 Discuss the value of sharpening technology skills as the workplace environment changes.

05.13 Prepare a list of strategies for communicating in multicultural settings.

05.14 Analyze the importance of good work habits for success in the workplace.

06.0 Identify information technology tools and their proper uses — the student will be able to:

06.01 Define and identify various software applications (word processing, spreadsheets, database, presentation, digital publishing) and
their uses.

06.02 Identify the functions of web browsers, and use them to access the World Wide Web and other computer resources typically used in
the Business, Management and Administration career cluster.
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CTE Standards and Benchmarks

06.03 Use different web search engines effectively to locate information relevant to the Business, Management and Administration career
cluster.

06.04 Understand how email clients send simple messages and files to other Internet users.

07.0 Identify components of network systems — the student will be able to:

07.01 Identify structure to access internet, including hardware and software components.

07.02 ldentify user customization features in web browsers, including preferences, caching, bookmarks/ favorites and cookies.

07.03 Recognize essential database concepts.

08.0 Describe how information technology is used in the Business Management and Administration career cluster — the student will be able to:

08.01 Identify through Internet research information technology (IT) careers in the Business Management and Administration career
cluster, including the responsibilities, tasks and skills they require.

08.02 Identify security-related ethical and legal IT issues faced by professionals in the Business Management and Administration career
cluster.

09.0 Describe and use communication features of information technology — the student will be able to:

09.01 Define important Internet communications protocols and their roles in delivering basic Internet services.

09.02 Identify basic principles of the Domain Name System (DNS).

09.03 ldentify security issues related to Internet clients.

09.04 lIdentify and use principles of personal information management (PIM), including common applications.

09.05 Identify and understand webcasting and related services.

09.06 Demonstrate ways to communicate effectively using Internet technology, such as email, webcast, websites, webpage, messaging,
social networks, and blogging.




Additional Information

Laboratory Activities

Laboratory investigations that include scientific inquiry, research, measurement, problem solving, emerging technologies, tools and equipment, as
well as, experimental, quality, and safety procedures are an integral part of this career and technical program/course. Laboratory investigations
benefit all students by developing an understanding of the complexity and ambiguity of empirical work, as well as the skills required to manage,
operate, calibrate and troubleshoot equipment/tools used to make observations. Students understand measurement error; and have the skills to
aggregate, interpret, and present the resulting data. Equipment and supplies should be provided to enhance hands-on experiences for students,
including access to computers and appropriate software.

Special Notes

The length of this course is one semester. It may be offered for two semesters when appropriate. When offered for one semester, it is
recommended that it be at the exploratory level and more in-depth when offered for two semesters.

Career and Technical Student Organization (CTSO)

Future Business Leaders of America (FBLA) and Business Professionals of America (BPA) are the intercurricular career and technical student
organizations providing leadership training and reinforcing specific career and technical skills. Career and Technical Student Organizations provide
activities for students as an integral part of the instruction offered.

Accommodations

Federal and state legislation requires the provision of accommodations for students with disabilities as identified on the secondary student’s
Individual Educational Plan (IEP) or 504 plan or postsecondary student's accommodations’ plan to meet individual needs and ensure equal access.
Accommodations change the way the student is instructed. Students with disabilities may need accommodations in such areas as instructional
methods and materials, assignments and assessments, time demands and schedules, learning environment, assistive technology and special
communication systems. Documentation of the accommodations requested and provided should be maintained in a confidential file.

In addition to accommodations, some secondary students with disabilities (students with an IEP served in Exceptional Student Education (ESE)) will
need modifications to meet their needs. Modifications change the outcomes or what the student is expected to learn, e.g., modifying the curriculum
of a secondary career and technical education course. Note: postsecondary curriculum and regulated secondary programs cannot be modified.

Additional Resources

For additional information regarding articulation agreements, Bright Futures Scholarships, Fine Arts/Practical Arts Credit and Equivalent
Mathematics and Equally Rigorous Science Courses please refer to:
http://www.fldoe.org/academics/career-adult-edu/career-tech-edu/program-resources.stml.
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Purpose

The purpose of this course is to assist students in making informed decisions regarding their future academic and occupational goals and to provide
information regarding careers in the Business Management and Administration career cluster. The content includes but is not limited to instruction
in intermediate database, intermediate web design, introductory programming, and skills for business applications. These competencies provide
the skills necessary to ensure increased productivity and efficient utilization of equipment.

Instruction and learning activities are provided in a laboratory setting using hands-on experiences with the equipment, materials and technology
appropriate to the course content and in accordance with current practices.

Additional Information relevant to this Career and Technical Education (CTE) program is provided at the end of this document.



Standards

After successfully completing this program, the student will be able to perform the following:

01.0
02.0
03.0
04.0
05.0
06.0
07.0
08.0

Identify information technology tools and their proper uses.

Develop and apply database skills utilizing current technology.

Develop and apply web design skills utilizing current technology.

Develop and apply programming skills utilizing current technology.

Develop and utilize business-related skills.

Identify components of network systems.

Describe how information technology is used in the Business Management and Administration career cluster.
Describe and use communication features of information technology.



2016 — 2017
Florida Department of Education
Student Performance Standards

Course Title: Computer Applications in Business 4
Course Number: 8200212
Course Length: Semester

Course Description:

This course is designed to provide instruction in intermediate database, intermediate web design, introductory programming, and soft skills for
business applications. These competencies provide the skills necessary to ensure increased productivity and efficient utilization of equipment.

CTE Standards and Benchmarks

01.0 Identify information technology tools and their proper uses — the student will be able to:

01.01 Identify the functions of web browsers, and use them to access the World Wide Web and other computer resources typically used in
the Business, Management and Administration career cluster.

01.02 Understand how e-mail clients send simple messages and files to other Internet users.

01.03 Use different web search engines effectively to locate information relevant to the Business, Management and Administration career
cluster.

01.04 Define and identify various software applications (word processing, spreadsheets, database, presentation, digital publishing) and
their uses.

02.0 Develop and apply database skills utilizing current technology — the student will be able to:

02.01 Start and exit a database software.

02.02 Use the Navigation Pane/change the view of an objects in the navigation pane.

02.03 Create a database from a template

02.04 Edit records in datasheet view.




CTE Standards and Benchmarks

02.05 Add and delete records in datasheet view.

02.06 Cut, copy, and paste data in datasheet view.

02.07 Change the datasheet layout.

02.08 Hide columns in a table

02.09 Create a table in design view/create and modify fields (or a field) in a datasheet.

02.10 Create a form and enter and edit data in a form.

02.11 Use form layout tools to modify a database design, arrangement and format (themes, fonts, colors).

02.12 Create a query. Save a database in a different format (i.e., file types).

03.0 Develop and apply web design skills utilizing current technology — the student will be able to:

03.01 Produce a Web page using basic HTML tags, including but not limited to, links, anchors, lists, tables, background and fonts.

03.02 Define principles of acceptable Web design.

03.03 Understand how different Web browsers interpret pages.

03.04 Understand the role of plug-ins.

03.05 Understand graphic, audio, and movie file formats and how they affect file size.

03.06 Use animated graphics, audio and video files in a Web page.

03.07 Use image editing software to create and edit images.

03.08 Demonstrate an understanding of compressing and decompressing files.

4



CTE Standards and Benchmarks

03.09 Understand the importance of regular file backup.

03.10 Create a Web page for others to see.

04.0 Develop and apply programming skills utilizing current technology — the student will be able to:

04.01 Give a brief history of computers.

04.02 Describe how hardware and software make up computer architecture.

04.03 Understand the binary representation of data and programs in computers.

04.04 Discuss the evolution of programming languages

04.05 Describe the software development process.

04.06 Describe the fundamental concepts of object-oriented programming.

04.07 Discuss the importance of the selected programming language.

04.08 Describe the structure of a simple program.

04.09 Write a simple program.

04.10 Edit, compile, and run a program.

04.11 Format a program for visual effects.

04.12 ldentify compile-time errors.

05.0 Develop and utilize business-related skills — the student will be able to:

05.01 Classify the characteristics of a positive attitude in the workplace.

5



CTE Standards and Benchmarks

05.02 Understand the importance of proper grooming and appearance for the workplace.

05.03 Utilize problem solving skills in programming areas.

05.04 Utilize brainstorming techniques to solve a problem.

05.05 Apply impromptu and/ or prepared presentation skills.

05.06 Research sources of employment.

05.07 Discuss employment benefits.

05.08 Discuss child labor laws.

05.09 Evaluate appropriate procedures for changing jobs.

05.10 Evaluate a quality completed job application.

05.11 Identify characteristics of ethical behavior in the workplace.

05.12 Understand the importance of personal integrity in the workplace.

05.13 Develop an understanding of the skills that transfer from school to work.

06.0 Identify components of network systems — the student will be able to:

06.01 Identify structure to access internet, including hardware and software components.

06.02 ldentify user customization features in web browsers, including preferences, caching, bookmarks/ favorites and cookies.

06.03 Recognize essential database concepts.

07.0 Describe how information technology is used in the Business Management and Administration career cluster — the student will be able to:

6



CTE Standards and Benchmarks

07.01 Identify through Internet research information technology (IT) careers in the Business Management and Administration career
cluster, including the responsibilities, tasks and skills they require.

07.02 Identify security-related ethical and legal IT issues faced by professionals in the Business Management and Administration career
cluster.

08.0 Describe and use communication features of information technology — the student will be able to:

08.01 Define important Internet communications protocols and their roles in delivering basic Internet services.

08.02 Identify basic principles of the Domain Name System (DNS).

08.03 Identify security issues related to Internet clients.

08.04 Identify and use principles of personal information management (PIM), including common applications.

08.05 Identify and understand webcasting and related services.

08.06 Demonstrate ways to communicate effectively using Internet technology, such as email, webcast, website, webpage, messaging,
social networks, and blogging.




Additional Information

Laboratory Activities

Laboratory investigations that include scientific inquiry, research, measurement, problem solving, emerging technologies, tools and equipment, as
well as, experimental, quality, and safety procedures are an integral part of this career and technical program/course. Laboratory investigations
benefit all students by developing an understanding of the complexity and ambiguity of empirical work, as well as the skills required to manage,
operate, calibrate and troubleshoot equipment/tools used to make observations. Students understand measurement error; and have the skills to
aggregate, interpret, and present the resulting data. Equipment and supplies should be provided to enhance hands-on experiences for students,
including access to computers and appropriate software.

Special Notes

The length of this course is one semester. It may be offered for two semesters when appropriate. When offered for one semester, it is
recommended that it be at the exploratory level and more in-depth when offered for two semesters.

Career and Technical Student Organization (CTSO)

Future Business Leaders of America (FBLA) and Business Professionals of America (BPA) are the intercurricular career and technical student
organizations providing leadership training and reinforcing specific career and technical skills. Career and Technical Student Organizations provide
activities for students as an integral part of the instruction offered.

Accommodations

Federal and state legislation requires the provision of accommodations for students with disabilities as identified on the secondary student’s
Individual Educational Plan (IEP) or 504 plan or postsecondary student's accommodations’ plan to meet individual needs and ensure equal access.
Accommodations change the way the student is instructed. Students with disabilities may need accommodations in such areas as instructional
methods and materials, assignments and assessments, time demands and schedules, learning environment, assistive technology and special
communication systems. Documentation of the accommodations requested and provided should be maintained in a confidential file.

In addition to accommodations, some secondary students with disabilities (students with an IEP served in Exceptional Student Education (ESE)) will
need modifications to meet their needs. Modifications change the outcomes or what the student is expected to learn, e.g., modifying the curriculum
of a secondary career and technical education course. Note: postsecondary curriculum and regulated secondary programs cannot be modified.

Additional Resources

For additional information regarding articulation agreements, Bright Futures Scholarships, Fine Arts/Practical Arts Credit and Equivalent
Mathematics and Equally Rigorous Science Courses please refer to:
http://www.fldoe.org/academics/career-adult-edu/career-tech-edu/program-resources.stml.
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Secondary — Middle School

Course Number 8200220
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Grade Level 6-8
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Purpose

The purpose of this course is to assist students in making informed decisions regarding their future academic and occupational goals and to provide
information regarding careers in the Business Management and Administration career cluster. The content includes but is not limited to instruction
in intermediate keyboarding, intermediate word processing, intermediate electronic presentation, intermediate computer hardware, intermediate
Internet, introductory spreadsheet, and skills for business applications.

Instruction and learning activities are provided in a laboratory setting using hands-on experiences with the equipment, materials and technology
appropriate to the course content and in accordance with current practices.



Florida Standards for English Language Development (ELD)
English language learners communicate for social and instructional purposes within the school setting. ELD.K12.SI.1.1

English Language Development (ELD) Standards Special Notes:

Teachers are required to provide listening, speaking, reading and writing instruction that allows English language learners (ELL) to communicate for
social and instructional purposes within the school setting. For the given level of English language proficiency and with visual, graphic, or
interactive support, students will interact with grade level words, expressions, sentences and discourse to process or produce language necessary
for academic success. The ELD standard should specify a relevant content area concept or topic of study chosen by curriculum developers and
teachers which maximizes an ELL’s need for communication and social skills. To access an ELL supporting document which delineates
performance definitions and descriptors, please click on the following link: http://www.cpalms.org/uploads/docs/standards/eld/Sl.pdf.

For additional information on the development and implementation of the ELD standards, please contact the Bureau of Student Achievement

through Language Acquisition at sala@fldoe.org.

Additional Information relevant to this Career and Technical Education (CTE) program is provided at the end of this document.



Standards

After successfully completing this program, the student will be able to perform the following:

01.0
02.0
03.0
04.0
05.0
06.0
07.0
08.0
09.0
10.0

Identify and understand computer hardware.

Identify information technology tools and their proper uses.

Develop and apply keyboarding skills utilizing current technology.

Develop and apply word processing skills utilizing current technology.

Develop and apply electronic presentation skills utilizing current technology.

Develop and apply spreadsheet skills utilizing current technology.

Develop and utilize business-related skills.

Perform activities using the worldwide web.

Describe how information technology is used in the Business, Management and Administration career cluster.
Describe and use communication features of information technology.

Listed below are the standards that must be met to satisfy the requirements of Section 1003.4156, Florida Statutes.

11.0
12.0
13.0
14.0

15.0
16.0
17.0

18.0

Describe the influences that societal, economic, and technological changes have on employment trends and future training.

Develop skills to locate, evaluate, and interpret career information.

Identify and demonstrate processes for making short and long term goals.

Demonstrate employability skills such as working in a group, problem-solving and organizational skills, and the importance of
entrepreneurship.

Understand the relationship between educational achievement and career choices/postsecondary options.

Identify a career cluster and related pathways through an interest assessment that match career and education goals.

Develop a career and education plan that includes short and long-term goals, high school program of study, and postsecondary/career
goals.

Demonstrate knowledge of technology and its application in career fields/clusters.



2016 — 2017
Florida Department of Education
Student Performance Standards

Course Title: Computer Applications in Business 1 and Career Planning
Course Number: 8200220
Course Length: Semester

Course Description:

This course is designed to provide instruction in intermediate keyboarding, intermediate word processing, intermediate electronic presentation,
intermediate computer hardware, intermediate Internet, introductory spreadsheet, and skills for business applications. These competencies provide
the skills necessary to ensure increased productivity and efficient utilization of equipment.

CTE Standards and Benchmarks

01.0

Identify and understand computer hardware — the student will be able to:

01.01 Define and identify input, output, and storage devices and their functions.

01.02 Define and identify memory in a computer.

02.0

Identify information technology tools and their proper uses — the student will be able to:

02.01 Define and identify various software applications (word processing, spreadsheets, database, presentation, digital publishing) and
their uses.

03.0

Develop and apply keyboarding skills utilizing current technology — the student will be able to:

03.01 Demonstrate proper keyboarding techniques using correct ergonomic habits.

03.02 Demonstrate safety and respect for equipment materials in lab.

03.03 Demonstrate proper techniques for alphanumeric keyboarding while keeping fingers on home row keys.

04.0

Develop and apply word processing skills utilizing current technology — the student will be able to:




CTE Standards and Benchmarks

04.01 Start and exit word processing software.

04.02 Apply different views to a document — select zoom options, document view, split windows, arrange windows, and switch windows.

04.03 Move text in a document using the copying/cutting/pasting and drag/drop text commands.

04.04 Apply tabs, line spacing and paragraph indents.

04.05 Align text horizontally and vertically.

04.06 Apply character attributes — font, font size, font color, underline, bold, italic, and text effects.

04.07 Apply Styles in a document.

04.08 Utilize the Undo and Redo commands.

04.09 Utilize the Show/Hide command.

04.10 Use Find and Replace.

04.11 Utilize the Format painter.

04.12 Utilize the Text Highlight feature in a document — select highlight color.

04.13 Insert date and time.

04.14 Insert and manipulate graphics, word art and text boxes.

04.15 Insert and remove a manual page break in a document.

04.16 Create bulleted and numbered lists.

04.17 Create a table — inserting, moving, and entering data.




CTE Standards and Benchmarks

04.18 Format a table — insert/delete columns, rows, and cells and merge cells.

04.19 Format a table — changing column/ row width/ height.

04.20 Apply table alignment on document — horizontally and vertically.

04.21 Apply text and number alignment within a table.

04.22 Use table tools — change table styles, apply borders, and shading.

04.23 Set the Page Layout in a document — margins, page orientation, and page size.

04.24 Change the Page Background — insert a watermark, page border, and change the page color.

04.25 Create headers and footers in a document.

04.26 Use spell/grammar check/ thesaurus programs properly.

04.27 Use basic proofreading skills including proofreader’'s marks.

04.28 Understand the difference between Save and Save As.

04.29 Save a document — specify file name and location.

04.30 Save a document in a different format, e.g., PDF, Web page, and jpeg.

04.31 Understand printing options including printer selection, scale to fit, and page number selection.

05.0 Develop and apply electronic presentation skills utilizing current technology — the student will be able to:

05.01 Start and exit presentation software.

05.02 Apply fill effects, lines and shapes.




CTE Standards and Benchmarks

05.03 Demonstrate ability to order, group and rotate objects.

05.04 Demonstrate ability to animate graphics.

05.05 Apply slide transitions and timings.

05.06 Incorporate text, tables, charts and graphic transitions into document.

05.07 Add sound using various media (e.g. internet and/or files).

05.08 Apply action buttons.

05.09 Insert a hyperlink.

05.10 Rearrange slide order through slide sorter.

05.11 Create note page to aid in oral presentation of slide show.

05.12 Customize timing and rehearsing to coordinate with oral presentation.

05.13 Save a presentation in a different format, e.g., PDF and Web page.

05.14 Demonstrate the ability to spell check and print presentations using different settings.

05.15 Demonstrate presentation skills.

06.0 Develop and apply spreadsheet skills utilizing current technology — the student will be able to:

06.01 Start and exit spreadsheet software.

06.02 ldentify the parts of the spreadsheet screen, e.g., ribbon, status bar, title bar, insertion point, scroll box and bar, and tabs.

06.03 Create a new worksheet.




CTE Standards and Benchmarks

06.04 Change column width and row height.

06.05 Format the contents of a cell, i.e., change fonts and font sizes, align text, and format numbers.

06.06 Merge cells.

06.07 Use Undo and Redo commands.

06.08 AutoFormat the worksheet if available. AutoFormat applies borders, shading, and data formatting.

06.09 Use the auto sum feature.

06.10 Create a chart.

07.0 Develop and utilize business-related skills — the student will be able to:

07.01 Demonstrate an understanding of the importance of a positive attitude in obtaining and maintaining a job.

07.02 Identify grooming/dress standards in various workplace environments.

07.03 Demonstrate problem solving skills.

07.04 Demonstrate an awareness of teamwork.

07.05 Make an impromptu presentation.

07.06 Make a prepared presentation.

07.07 Collaborate and effectively use teamwork to present in a group.

08.0 Perform activities using the worldwide web — the student will be able to:

08.01 Identify and define Internet vocabulary such as hyperlink, WWW, URL, and web browser




CTE Standards and Benchmarks

08.02 Understand basic principles of the Doman Name System (DNS).

08.03 Perform basic Internet searches.

08.04 Identify and use various web browsers.

08.05 Copy and paste from browser to other applications.

08.06 ldentify and use various search engines.

08.07 Evaluate websites.

08.08 Understand Favorites/ Bookmarks.

08.09 Understand and demonstrate Internet safety.

08.10 Discuss Internet privacy, ethics, network etiquette and copyright laws.

08.11 Download files.

08.12 Download graphics.

09.0 Describe how information technology is used in the Business, Management and Administration career cluster — the student will be able to:

09.01 Identify through internet research information technology (IT) careers in the Business, Management and Administration career
cluster, including the responsibilities, tasks and skills they require.

09.02 Identify security-related ethical and legal IT issues faced by professionals in the Business, Management and Administration career
cluster.

10.0 Describe and use communication features of information technology — the student will be able to:

10.01 Identify security and privacy issues related to the Internet, including passwords and information theft.

10.02 Identify and/or use various ways to communicate effectively using internet technology, such as email, webcast, website, webpage,
messaging, social networks, and blogging.




CTE Standards and Benchmarks

Listed below are the standards that must be met to satisfy the requirements of Section 1003.4156, Florida Statutes.

The student will be able to:

11.0 Describe the influences that societal, economic, and technological changes have on employment trends and future training.

12.0 Develop skills to locate, evaluate, and interpret career information.

13.0 Identify and demonstrate processes for making short and long term goals.

14.0 Demonstrate employability skills such as working in a group, problem-solving and organizational skills, and the importance of
entrepreneurship.

15.0 Understand the relationship between educational achievement and career choices/postsecondary options.

16.0 Identify a career cluster and related pathways through an interest assessment that match career and education goals.

17.0 Develop a career and education plan that includes short and long-term goals, high school program of study, and postsecondary/career
goals.

18.0 Demonstrate knowledge of technology and its application in career fields/clusters.

10



Additional Information

Laboratory Activities

Laboratory investigations that include scientific inquiry, research, measurement, problem solving, emerging technologies, tools and equipment, as
well as, experimental, quality, and safety procedures are an integral part of this career and technical program/course. Laboratory investigations
benefit all students by developing an understanding of the complexity and ambiguity of empirical work, as well as the skills required to manage,
operate, calibrate and troubleshoot equipment/tools used to make observations. Students understand measurement error; and have the skills to
aggregate, interpret, and present the resulting data. Equipment and supplies should be provided to enhance hands-on experiences for students,
including access to computers and appropriate software.

Special Notes

The length of this course is one semester. It may be offered for two semesters when appropriate. When offered for one semester, it is
recommended that it be at the exploratory level and more in-depth when offered for two semesters.

Career Planning

The requirements of section 1003.4156 (1) (e), Florida Statutes, have been integrated into this course. The statute requires that students take a
career and education planning course that must result in a completed personalized academic and career plan for the student; must emphasize the
importance of entrepreneurship skills; must emphasize technology or the application of technology in career fields; and, beginning in the 2014-2015
academic year, must provide information from the Department of Economic Opportunity’s economic security report as described in section 445.07,
Florida Statutes. For additional information on the Middle School Career and Education Planning course requirements, go to
http://www.fldoe.org/workforce/ced/.

Career and Technical Student Organization (CTSO)

Future Business Leaders of America (FBLA) and Business Professionals of America (BPA) are the intercurricular career and technical student
organizations providing leadership training and reinforcing specific career and technical skills. Career and Technical Student Organizations provide
activities for students as an integral part of the instruction offered.

Accommodations

Federal and state legislation requires the provision of accommodations for students with disabilities as identified on the secondary student’s
Individual Educational Plan (IEP) or 504 plan or postsecondary student's accommaodations’ plan to meet individual needs and ensure equal access.
Accommodations change the way the student is instructed. Students with disabilities may need accommodations in such areas as instructional
methods and materials, assignments and assessments, time demands and schedules, learning environment, assistive technology and special
communication systems. Documentation of the accommodations requested and provided should be maintained in a confidential file.

11



In addition to accommodations, some secondary students with disabilities (students with an IEP served in Exceptional Student Education (ESE)) will
need maodifications to meet their needs. Modifications change the outcomes or what the student is expected to learn, e.g., modifying the curriculum
of a secondary career and technical education course. Note: postsecondary curriculum and regulated secondary programs cannot be modified.

Additional Resources

For additional information regarding articulation agreements, Bright Futures Scholarships, Fine Arts/Practical Arts Credit and Equivalent
Mathematics and Equally Rigorous Science Courses please refer to:
http://www.fldoe.org/academics/career-adult-edu/career-tech-edu/program-resources.stml.
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CTE Program Resources http://www.fldoe.org/academics/career-adult-edu/career-tech-edu/program-resources.stml
Purpose

This program offers a sequence of courses that provides coherent and rigorous content aligned with challenging academic standards and relevant
technical knowledge and skills needed to prepare for further education and careers in the Business Management and Administration career cluster;
provides technical skill proficiency, and includes competency-based applied learning that contributes to the academic knowledge, higher-order
reasoning and problem-solving skills, work attitudes, general employability skills, technical skills, and occupation-specific skills, and knowledge of all
aspects of the Business Management and Administration career cluster.

The content includes but is not limited to planning and development, retail and Internet marketing, ethics, laws and regulations, web design,
entrepreneurship, and systems and design of e-commerce enterprises.

Additional Information relevant to this Career and Technical Education (CTE) program is provided at the end of this document.



Program Structure

This program is a planned sequence of instruction consisting of four occupational completion points.

The following table illustrates the secondary program structure:

Course Title Length SOC Code Level Graduation

Requirement

A 8207310 Digital Information Technology 1 credit 15-1151 2 PA
B 8200340 Introduction to E-Commerce 1 credit 43-4051 2 PA
C 8200350 E-Commerce Entrepreneurship 1 credit 11-1021 2 VO
D 8200360 E-Commerce Systems Analysis and Design 1 credit 15-1134 2 VO

(Graduation Requirement Abbreviations- EQ= Equally Rigorous Science, PA= Practical Arts, EC= Economics, VO= Career and Technical
Education)

Academic Alignment Tables

Academic alignment is an ongoing, collaborative effort of professional educators specializing in the fields of science, mathematics, English/language
arts, and Career and Technical Education (CTE). This initiative supports CTE programs by improving student performance through the integration of
academic content within CTE courses. Career and Technical Education courses that have been aligned to the Next Generation Sunshine State
Standards for Science and the Florida Standards for Mathematics and English/Language Arts will show the following data: the quantity of academic
standards in the CTE course; the total number of standards contained in the academic course; and the percentage of alignment to the CTE course.

Courses F’Ahr;/zt:c))?;é/y ngtrr/%n;;nc);ic Biology | Chemistry gggge Envirqnmental Genetics Integrated Slc\:/ilgrzlcr:]: 1 Ph_ysical Physics
1 1 ) Science Science Science 1
Honors Honors Science Honors
8207310 5/87 5/80 24/83 5/69 24/67 5/70 5/69 24/82 5/66 24/74 5/72
6% 6% 29% 7% 36% 7% 7% 29% 8% 32% 7%
8200340 1/87 4/80 24/83 3/69 21/67 8/70 5/69 23/82 7166 23/74 3/72
1% 5% 29% 4% 31% 11% 7% 28% 11% 31% 4%
8200350 20/87 24/80 5/83 24/69 4/67 26/70 22/69 4/82 20/66 5/74 23/72
23% 30% 6% 35% 6% 37% 32% 5% 30% 7% 32%
8200360 20/87 20/80 1/83 20/69 1/67 20/70 20/69 1/82 15/66 1/74 20/72
23% 25% 1% 29% 1% 29% 29% 1% 23% 1% 28%

**  Alignment pending review

# Alignment attempted, but no correlation to academic course



Courses Algebra 1 Algebra 2 | Geometry | English 1 English 2 English 3 | English 4
8207310 20/67 15/75 18/54 40/46 40/45 40/45 40/45
30% 20% 33% 87% 89% 89% 89%
14/67 8/75 14/54 - . - .
8200340 21% 11% 26%
8/67 14/75 8/54 - . - .
8200350 12% 19% 15%
8/67 14/75 8/54 - - - -
8200360 12% 19% 15%

**  Alignment pending review # Alignment attempted, but no correlation to academic course

Florida Standards for Technical Subjects

Florida Standards (FS) for English Language Arts and Literacy in History/Social Studies, Science, and Technical Subjects are the critical reading
and writing literacy standards designed for grade 6 and above. These standards are predicated on teachers of history/social studies, science, and
technical subjects using their content area expertise to help students meet the particular challenges of reading, writing, speaking, listening, and
language in their respective fields. Itis important to note that the 6-12 literacy standards in history/social studies, science, and technical subjects
are not meant to replace content standards in those areas but rather to supplement them.

This curriculum framework incorporates the grades 9-10 reading and writing literacy standards in the first two courses of this CTE program and
grade 11-12 reading and writing literacy standards in the third and fourth courses of this CTE program. The standards for Mathematical Practices
describe varieties of expertise that educators at all levels should seek to develop in their students. These practices rest on important “processes
and proficiencies” with longstanding importance in mathematics education. This curriculum framework incorporates the appropriate mathematical
practices in the first four courses of this CTE program.

Florida Standards for English Language Development (ELD)
English language learners communicate for social and instructional purposes within the school setting. ELD.K12.SI.1.1

English Language Development (ELD) Standards Special Notes:

Teachers are required to provide listening, speaking, reading and writing instruction that allows English language learners (ELL) to communicate for
social and instructional purposes within the school setting. For the given level of English language proficiency and with visual, graphic, or
interactive support, students will interact with grade level words, expressions, sentences and discourse to process or produce language necessary
for academic success. The ELD standard should specify a relevant content area concept or topic of study chosen by curriculum developers and
teachers which maximizes an ELL’s need for communication and social skills. To access an ELL supporting document which delineates
performance definitions and descriptors, please click on the following link: http://www.cpalms.org/uploads/docs/standards/eld/Sl.pdf.

For additional information on the development and implementation of the ELD standards, please contact the Bureau of Student Achievement
through Language Acquisition at sala@fldoe.org.




Common Career Technical Core — Career Ready Practices

Career Ready Practices describe the career-ready skills that educators should seek to develop in their students. These practices are not exclusive
to a Career Pathway, program of study, discipline or level of education. Career Ready Practices should be taught and reinforced in all career
exploration and preparation programs with increasingly higher levels of complexity and expectation as a student advances through a program of
study.

1. Act as a responsible and contributing citizen and employee.

2. Apply appropriate academic and technical skills.

3. Attend to personal health and financial well-being.

4. Communicate clearly, effectively and with reason.

5. Consider the environmental, social and economic impacts of decisions.

6. Demonstrate creativity and innovation.

7. Employ valid and reliable research strategies.

8. Utilize critical thinking to make sense of problems and persevere in solving them.

9. Model integrity, ethical leadership and effective management.

10. Plan education and career path aligned to personal goals.

11. Use technology to enhance productivity.

12. Work productively in teams while using cultural/global competence.



Standards

After successfully completing this program, the student will be able to perform the following:

01.0

02.0

03.0

04.0
05.0
06.0
07.0
08.0
09.0
10.0
11.0

12.0

13.0

14.0
15.0
16.0
17.0
18.0
19.0
20.0
21.0
22.0
23.0
24.0
25.0
26.0
27.0
28.0
29.0

Methods and strategies for using Florida Standards for grades 09-10 reading in Technical Subjects for student success in Electronic
Business Enterprise.

Methods and strategies for using Florida Standards for grades 09-10 writing in Technical Subjects for student success in Electronic Business
Enterprise.

Methods and strategies for using Florida Standards for grades 09-10 Mathematical Practices in Technical Subjects for student success in
Electronic Business Enterprise.

Demonstrate knowledge, skill, and application of information systems to accomplish job objectives and enhance workplace performance.
Develop an awareness of microprocessors and digital computers.

Demonstrate an understanding of operating systems.

Use technology to enhance the effectiveness of communication skills utilizing word processing applications.

Use technology to enhance communication skills utilizing presentation applications.

Use technology to enhance the effectiveness of communication utilizing spreadsheet and database applications.

Use technology to enhance communication skills utilizing electronic mail.

Investigate individual assessment and job/career exploration and individual career planning that reflect the transition from school to work,
lifelong learning, and personal and professional goals.

Incorporate appropriate leadership and supervision techniques, customer service strategies, and standards of personal ethics to accomplish
job objectives and enhance workplace performance.

Demonstrate competence using computer networks, internet and online databases to facilitate collaborative or individual learning and
communication.

Demonstrate competence in page design applicable to the WWW.

Develop an awareness of emerging technologies.

Develop awareness of computer languages and software applications.

Demonstrate comprehension and communication skills.

Demonstrate language arts knowledge and skills.

Demonstrate mathematics knowledge and skills.

Use oral and written communication skills in creating, expressing and interpreting information and ideas.

Demonstrate knowledge of the Internet to enhance workplace performance.

Demonstrate knowledge of e-commerce principles.

Develop an awareness of career opportunities and options in e-commerce and the criteria for entering those fields.

Perform e-mail activities.

Identify the challenges and issues associated with e-commerce business models. .

Develop an online marketing plan.

Demonstrate an awareness of the issues involved in a global/international e-commerce environment.

Research the plan and design of an e-commerce web page.

Create an e-commerce web site.



30.0 Apply skills that will enhance the presentation, value and profitability of the web site.

31.0 Methods and strategies for using Florida Standards for grades 11-12 reading in Technical Subjects for student success in Electronic
Business Enterprise.

32.0 Methods and strategies for using Florida Standards for grades 11-12 writing in Technical Subjects for student success in Electronic Business
Enterprise.

33.0 Methods and strategies for using Florida Standards for grades 11-12 Mathematical Practices in Technical Subjects for student success in
Electronic Business Enterprise.

34.0 Apply mathematical operations and processes as well as financial planning strategies to commonly occurring situations in the workplace to
accomplish job objectives and enhance workplace performance.

35.0 Create an e-commerce web site.

36.0 Develop and implement a business plan for an e-commerce site.

37.0 Perform human resources management activities to build interpersonal skills with individuals and teams.

38.0 Explain the importance of employability skill and entrepreneurship skills.

39.0 Describe the importance of professional ethics and legal responsibilities.

40.0 Demonstrate personal money-management concepts, procedures, and strategies.

41.0 Use information technology tools.

42.0 Evaluate market expansion to the Internet and the effect of global access on e-commerce.

43.0 Demonstrate knowledge of basic market research tools.

44.0 Demonstrate knowledge of data collection methods.

45.0 Demonstrate knowledge of advertising principles.

46.0 Demonstrate proficiency in web site promotion of an e-commerce site.

47.0 Define the building blocks of a secure system.

48.0 Demonstrate knowledge, skill, management and application of an Internet advertising campaign.

49.0 Analyze financial data relevant to e-commerce decision making.

50.0 Identify principles of pricing.

51.0 Identify principles of selling.

52.0 Analyze electronic payment mechanisms.

53.0 Analyze taxation issues relevant to e-commerce.

54.0 Describe mobile commerce.

55.0 Demonstrate an understanding of global concepts relevant to customer relationship management.

56.0 Explain the role of quality, warranties and guarantees, and e-commerce usability in customer satisfaction.

57.0 Develop communication skills for an international audience.

58.0 Analyze the building blocks of a secure system.

59.0 Demonstrate an awareness of the issues and trends involved in an e-commerce environment.

60.0 Analyze effectiveness and proficiency of web site.

61.0 Demonstrate knowledge of e-commerce legal issues.

62.0 Demonstrate knowledge of disaster protection methods.

63.0 Analyze methods of web hosting.

64.0 Analyze and demonstrate the application of e-commerce software packages.

65.0 Demonstrate knowledge of network components.

66.0 Maintain an e-portfolio for job application purposes.



67.0
68.0
69.0

70.0

Demonstrate leadership and teamwork skills needed to accomplish team goals and objectives.

Solve problems using critical thinking skills, creativity and innovation.

Demonstrate the importance of health, safety, and environmental management systems in organizations and their importance to
organizational performance and regulatory compliance.

Describe the roles within teams, work units, departments, organizations, inter-organizational systems, and the larger environment.
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Course Title: Digital Information Technology
Course Number: 8207310
Course Credit: 1

Course Description:

This course is designed to provide a basic overview of current business and information systems and trends, and to introduce students to
fundamental skills required for today's business and academic environments. Emphasis is placed on developing fundamental computer skills. The
intention of this course is to prepare students to be successful both personally and professionally in an information based society. Digital
Information Technology includes the exploration and use of: databases, the internet, spreadsheets, presentation applications, management of
personal information and email, word processing and document manipulation, HTML, web page design, and the integration of these programs using
software that meets industry standards. After successful completion of this core course, students will have met Occupational Completion Point A,
Information Technology Assistant - SOC Code 15-1151.

Digital Information Technology (8207310) is part of several programs across the various CTE career clusters. To ensure consistency, the
standards and benchmarks for this course (01.0 — 17.0) have been placed in a separate document. To access this document, visit:
http://www.fldoe.org/core/fileparse.php/9943/urlt/DIT 2016-17.rtf.
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Course Title: Introduction to E-Commerce
Course Number: 8200340
Course Credit: 1

Course Description:

This course is designed to provide an introduction to Electronic-Commerce (E-Commerce). This course covers topics such as history and evolution
of e-commerce; e-commerce business models; impact of e-commerce in the world economy; security and tax issues in e-commerce; and e-
commerce web site design, development and maintenance.

Florida Standards Correlation to CTE Program Standard #
01.0 Methods and strategies for using Florida Standards for grades 09-10 reading in Technical
Subjects for student success in Electronic Business Enterprise.

01.01 Key Ideas and Details

01.01.1 Cite specific textual evidence to support analysis of science and
technical texts, attending to the precise details of explanations or
descriptions.

LAFS.910.RST.1.1

01.01.2 Determine the central ideas or conclusions of a text; trace the text's
explanation or depiction of a complex process, phenomenon, or
concept; provide an accurate summary of the text.

LAFS.910.RST.1.2

01.01.3 Follow precisely a complex multistep procedure when carrying out
experiments, taking measurements, or performing technical tasks,
attending to special cases or exceptions defined in the text.

LAFS.910.RST.1.3

01.02 Craft and Structure

01.02.1 Determine the meaning of symbols, key terms, and other domain-specific
words and phrases as they are used in a specific scientific or technical
context relevant to grades 9-10 texts and topics.

LAFS.910.RST.2.4

01.02.2 Analyze the structure of the relationships among concepts in a text,
including relationships among key terms (e.g., force, friction, reaction
force, energy).

LAFS.910.RST.2.5




Florida Standards

01.02.3 Analyze the author’s purpose in providing an explanation, describing a
procedure, or discussing an experiment in a text, defining the question
the author seeks to address.

LAFS.910.RST.2.6

01.03 Integration of Knowledge and Ideas

01.03.1 Translate quantitative or technical information expressed in words in a
text into visual form (e.g., a table or chart) and translate information
expressed visually or mathematically (e.g., in an equation) into words.

LAFS.910.RST.3.7

01.03.2 Assess the extent to which the reasoning and evidence in a text support
the author’s claim or a recommendation for solving a scientific or
technical problem.

LAFS.910.RST.3.8

01.03.3 Compare and contrast findings presented in a text to those from other
sources (including their own experiments), noting when the findings
support or contradict previous explanations or accounts.

LAFS.910.RST.3.9

01.04 Range of Reading and Level of Text Complexity

01.04.1 By the end of grade 9, read and comprehend literature [informational
texts, history/social studies texts, science/technical texts] in the grades
9-10 text complexity band proficiently, with scaffolding as needed at the
high end of the range.

01.04.2 By the end of grade 10, read and comprehend literature [informational
texts, history/social studies texts, science/technical texts] at the high end
of the grades 9-10 text complexity band independently and proficiently.

LAFS.910.RST.4.10

02.0

Methods and strategies for using Florida Standards for grades 09-10 writing in Technical
Subijects for student success in Electronic Business Enterprise.

02.01 Text Types and Purposes

02.01.1 Write arguments focused on discipline-specific content.
LAFS.910.WHST.1.1
02.01.2 Write informative/explanatory texts, including the narration of historical

events, scientific procedures/experiments, or technical processes.
LAFS.910.WHST.1.2

02.02 Production and Distribution of Writing

02.02.1 Produce clear and coherent writing in which the development,
organization, and style are appropriate to task, purpose, and audience.
LAFS.910.WHST.2.4

02.02.2 Develop and strengthen writing as needed by planning, revising, editing,
rewriting, or trying a new approach, focusing on addressing what is most

10

Correlation to CTE Program Standard #




Florida Standards Correlation to CTE Program Standard #
significant for a specific purpose and audience.

LAFS.910.WHST.2.5
02.02.3 Use technology, including the Internet, to produce, publish, and update
individual or shared writing products, taking advantage of technology’s
capacity to link to other information and to display information flexibly
and dynamically.

LAFS.910.WHST.2.6

02.03 Research to Build and Present Knowledge
02.03.1 Conduct short as well as more sustained research projects to answer a
question (including a self-generated question) or solve a problem; narrow,
or broaden the inquiry when appropriate; synthesize multiple sources on
the subject, demonstrating understanding of the subject under
investigation.

LAFS.910.WHST.3.7
02.03.2 Gather relevant information from multiple authoritative print and digital
sources, using advanced searches effectively; assess the usefulness of
each source in answering the research question; integrate information
into the text selectively to maintain the flow of ideas, avoiding plagiarism
and following a standard format for citation.

LAFS.910.WHST.3.8
02.03.3 Draw evidence from informational texts to support analysis, reflection,
and research.

LAFS.910.WHST.3.9

02.04 Range of Writing
02.04.1 Write routinely over extended time frames (time for reflection and
revision) and shorter time frames (a single sitting or a day or two) for a
range of discipline-specific tasks, purposes, and audiences.
LAFS.910.WHST.4.10
03.0 Methods and strategies for using Florida Standards for grades 09-10 Mathematical Practices in
Technical Subjects for student success in Electronic Business Enterprise.
03.01 Make sense of problems and persevere in solving them.

MAFS.K12.MP.1.1

03.02 Reason abstractly and quantitatively.
MAFS.K12.MP.2.1

03.03 Construct viable arguments and critique the reasoning of others.
MAFS.K12.MP.3.1

03.04 Model with mathematics.
MAFS.K12.MP.4.1

03.05 Use appropriate tools strategically.
MAFS.K12.MP.5.1

11



 Florida Standatrds ... Correlation to CTE Program Standard #
03.06 Attend to precision.

MAFS.K12.MP.6.1

03.07 Look for and make use of structure.
MAFS.K12.MP.7.1

03.08 Look for and express regularity in repeated reasoning.

MAFS.K12.MP.8.1

Abbreviations:
FS-M/LA = Florida Standards for Math/Language Arts
NGSSS-Sci = Next Generation Sunshine State Standards for Science

Note: This course is pending alignment in the following categories: FS-M/LA and NGSSS-Sci.

CTE Standards and Benchmarks FS-M/LA NGSSS-Sci

18.0

Demonstrate language arts knowledge and skills — the student will be able to:

18.01 Locate, comprehend and evaluate key elements of oral and written information.

18.02 Draft, revise, and edit written documents using correct grammar, punctuation and
vocabulary.

18.03 Present information formally and informally for specific purposes and audiences.

19.0 Demonstrate mathematics knowledge and skills — the student will be able to:
19.01 Demonstrate knowledge of arithmetic operations.
19.02 Analyze and apply data and measurements to solve problems and interpret documents.
19.03 Construct charts/tables/graphs using functions and data.

20.0 Use oral and written communication skills in creating, expressing and interpreting information

and ideas — the student will be able to:

20.01 Select and employ appropriate communication concepts and strategies to enhance oral
and written communication in the workplace.

20.02 Locate, organize and reference written information from various sources.

20.03 Design, develop and deliver formal and informal presentations using appropriate media
to engage and inform diverse audiences.

20.04 Interpret verbal and nonverbal cues/behaviors that enhance communication.

20.05 Apply active listening skills to obtain and clarify information.
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CTE Standards and Benchmarks FS-M/LA NGSSS-Sci

20.06 Develop and interpret tables and charts to support written and oral communications.

20.07 Exhibit public relations skills that aid in achieving customer satisfaction.

21.0 Demonstrate knowledge of the internet to enhance workplace performance -- the student will

be able to: SC.912.17.11
21.01 Explain the history of the Internet and development of e-commerce.
21.02 Discuss the social, economic, and political impact of the Internet on society.
21.03 Identify accepted Internet etiquette (i.e., netiquette).
21.04 Identify and describe Web terminology.
21.05 Identify the differences between the Internet, Intranet and WWW.
21.06 Describe and demonstrate the use of the different methods by which information may
be accessed on the Internet/Intranet (browser, FTP, gopher, telnet, server).
21.07 Explain the main elements of Web Browsers (example: status bar, refresher button,
toolbar tabs, scroll bars, location field, title bar, bookmarks).
21.08 Copy information from the Internet/Intranet, save, and print using a Web browser.
21.09 Identify and use search engines to locate information.
21.10 Define Web robot/bot/spider and identify its advantages.
21.11 Explain the difference between a search engine and a web directory.
22.0 Demonstrate knowledge of e-commerce principles -- the student will be able to: SC.912.L.17.1

22.01 Define Electronic Commerce (e-commerce).

22.02 Explain domain name and why it is important to e-commerce sites.

22.03 Identify and describe the difference between ‘brick-and-mortar’ and ‘click-and-mortar’
businesses.

22.04 Describe business-to-business e-commerce.

22.05 Describe business-to-consumer e-commerce.

22.06 Define the scope of business-to-consumer e-commerce.

22.07 Identify the components of a successful business-to-consumer e-commerce site.

13



CTE Standards and Benchmarks FS-M/LA NGSSS-Sci

22.08 ldentify and discuss issues associated with business-to-consumer e-commerce.

22.09 Describe the difference between e-tailing and wholesaling.

22.10 Explain how e-commerce is similar to and/or different from traditional commerce.

22.11 Identify types of businesses most likely to succeed online.

23.0 Develop an awareness of career opportunities and options in e-commerce and the criteria for
entering those fields -- the student will be able to:

23.01 Identify entry-level positions in e-commerce.

23.02 lIdentify education, skills, and training requirements for possible career pathways in e-
commerce.

23.03 Identify present and future employment opportunities.

23.04 Compare salary ranges and benefit packages.

23.05 Design a personal career ladder in e-commerce with a time-line for career
advancement.

23.06 ldentify professional organizations in the area of e-commerce.

23.07 Define the role of a webmaster.

23.08 lIdentify job titles and describe the job functions of a web development team.

24.0 Perform e-mail activities -- the student will be able to:

24.01 Describe e-mail capabilities and functions.

24.02 Explain how to setup an e-mail address.

24.03 Explain the rules for using e-mail on the Internet.

24.04 Describe the issues involved in sending and receiving documents as e-mail
attachments.

24.05 Use the Internet to perform e-mail activities.

24.06 Utilize all applicable e-mail options and functions (forward, reply, attach, address book).

24.07 Organize and manage e-mail messages.

24.08 Explain some abbreviations, acronyms and emoticons used in e-mail.

14



CTE Standards and Benchmarks FS-M/LA NGSSS-Sci

24.09 Explain the purpose of an e-mail signature and how to create one.

25.0 Identify the challenges and issues associated with e-commerce business models -- the student SC.912.N.3.5;
will be able to: SC.912.N.1.1

25.01 Explain the scope of e-commerce and how it relates to business operations.

25.02 Explain how the self-serve economy impacts e-commerce.

25.03 Discuss the global impact of e-commerce.

25.04 ldentify ways e-commerce sites can develop and enhance customer relationships to
encourage repeat business and brand loyalty.

25.05 Explain why the main purpose of any e-commerce site is to transform surfers into
customers.

25.06 Using a variety of problem solving strategies, charts, diagrams, etc. to identify the range
of costs associated with developing an e-commerce site.

25.07 ldentify security issues involved in developing a site (firewalls, sniffer programs,
hacking, viruses, encryption, SSL, TSL, digital certificates).

25.08 Explain why web site design is critical to the success of an e-commerce venture.

25.09 Discuss advantages/disadvantages of using an e-commerce developer or an in-house
web team to design and maintain a site.

25.10 Define SET and compare it to SSL using Venn diagrams.

25.11 Explain how PGP works.

25.12 Define Structured Query Language (SQL).

25.13 Explain how SQL enables users on the Internet.

25.14 Define electronic payment.

25.15 Discuss customer security and privacy issues when providing financial information on
the Internet.

25.16 Explain different payment methods available for online purchase (credit card, e-check,
e-cash, smart card, electronic wallets, virtual credit cards).

25.17 Explain the Electronic Funds Transfer Act and its application to online payments.

SC.912.N.1.1;

26.0 Develop an online marketing plan -- the student will be able to: SCO121L171

26.01 Identify trends in e-marketing using a variety of problem solving strategies.
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CTE Standards and Benchmarks FS-M/LA NGSSS-Sci

26.02 Define marketing-related terms.

26.03 Describe the effect of e-mail and spamming on marketing in e-commerce sites.

26.04 Identify legal, ethical and privacy issues in online marketing.

26.05 Explain target marketing and niche marketing in relation to e-commerce.

26.06 Describe customer profiling and related issues.

26.07 Identify the various types of advertising options in e-commerce (links, banner ads,
affiliate programs, pop-up windows, viral marketing, newsgroup postings).

26.08 Describe electronic marketing techniques.

26.09 Identify types of and describe the use of databases in e-commerce sites. Symbolically
represent and solve multi-step and real world applications.

26.10 Explain how electronic catalogs work Internet sales.

26.11 Explain database-driven system and describe its advantages over a static catalog.

26.12 Analyze e-commerce solutions including shopping carts, electronic malls, order entry
systems, full cost display and smart cards. Decide whether a solution is reasonable and
whether a given statement is always, sometimes or never true.

26.13 Identify, define and discuss shipping options for an e-commerce web site.

27.0 Demonstrate an awareness of the issues involved in a global/international e-commerce
environment -- the student will be able to:

27.01 Define and discuss the advantages of global/international e-commerce.

27.02 Describe the implications of trade barriers on global e-commerce.

27.03 Describe the effect of currency exchange rates on international e-commerce, using
functions and equations for specified variables.

27.04 Identify cultural attitudes and practices in the USA that could inhibit successful business
operations in another country.

27.05 Describe changes in American business practices required for success in the global
marketplace.

27.06 Identify and discuss import, export, and international tax laws and their effect on e-
commerce trade.

27.07 Analyze multi-cultural influences on global e-commerce.

28.0 Research the plan and design of an e-commerce web page -- the student will be able to:

16
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28.01 Research web site design principles and explain how each contributes towards an
effective web site.

28.02 Compare and contrast positive and negative features of different web sites, using Venn
diagrams, unions and intersections.

28.03 ldentify elements of a web page.

28.04 Plan the goals, structure and design of the web site.

28.05 Determine business goals for the e-commerce site.

28.06 Determine product assortment, incentive, pricing, payment and shipping options.

28.07 Develop a storyboard for the web site.

28.08 Explain the importance of loading time as an element of web site design.

28.09 Define HTML, DHTML, XML, VRML, web page design software and how each can be
effectively used in creating an e-commerce web site.

SC.912.L17.1, 17.13,
17.16, 17.17,
SC.912.N.1.1, 2.1,
2.2

29.0 Create an e-commerce web site — the student will be able to:

29.01 Create a business for an e-commerce site.

29.02 Create a web page.

29.03 Create and apply a custom theme and a solid color background.

29.04 Create a logo.

29.05 Add clip art, graphics, images and/or photos and text.

29.06 Add animation to text and objects using DHTML.

29.07 Utilize navigation aids and plug-ins.

29.08 Add graphic buttons.

29.09 Add form elements.

29.10 Add graphics as a form button.

29.11 Link buttons and forms.

17
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29.12 Embed audio and video files.

29.13 Add a host counter to display the number of times the web page has been visited.

29.14 Organize information using frames.

29.15 Launch the web browser and view the page created.

29.16 Test the website for effectiveness (loading time, graphics, link integrity).

30.0 Apply skills that will enhance the presentation, value and profitability of the web site — the
student will be able to:

30.01 Develop site personality (create useful site content).

30.02 Discuss the advantages and disadvantages of outsourcing vs. an in-house team to
create and manage the e-commerce site.

30.03 Determine customer service options (e.g., e-mail, phone, fax).

30.04 Determine the terms and conditions of sale, including warranties, after-sales service,
and privacy assurances.

30.05 Explain client-side application.

30.06 Explain the purpose of forms in e-commerce web sites.

30.07 Design forms for e-commerce web sites using different procedures for constructing
forms (HTML tags, Software programs).

30.08 Use JavaScript to validate data in form fields.

30.09 Use programming tools to make web site more powerful and interactive.

30.10 Explain the difference between dynamic and static web programming.

30.11 Use programming language to support multi-tasking and exception handling.

30.12 Create a site map and explain its importance.

30.13 Create a Frequently Asked Questions page.
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Course Title: E-Commerce Entrepreneurship
Course Number: 8200350
Course Credit: 1

Course Description:

This course is designed to provide the tools necessary to create an e-commerce site by developing, analyzing and implementing a business plan.
This course covers topics such as business plan development and implementation, human resources, marketing, Internet advertisement, financial
management, pricing and selling of product or service, payment methods, mobile commerce, and customer service.

Florida Standards Correlation to CTE Program Standard #

31.0 Methods and strategies for using Florida Standards for grades 11-12 reading in Technical
Subijects for student success in Electronic Business Enterprise.
31.01 Key Ideas and Details
31.01.1 Cite specific textual evidence to support analysis of science and
technical texts, attending to important distinctions the author makes and
to any gaps or inconsistencies in the account.

LAFS.1112.RST.1.1
31.01.2 Determine the central ideas or conclusions of a text; trace the text's
explanation or depiction of a complex process, phenomenon, or
concept; provide an accurate summary of the text.

LAFS.1112.RST.1.2
31.01.3 Follow precisely a complex multistep procedure when carrying out
experiments, taking measurements, or performing technical tasks,
attending to special cases or exceptions defined in the text.
LAFS.1112.RST.1.3

31.02 Craft and Structure
31.02.1 Determine the meaning of symbols key terms, and other domain-specific
words and phrases as they are used in a specific scientific or technical
context relevant to grades 11-12 texts and topics.

LAFS.1112.RST.2.4
31.02.2 Analyze how the text structures information or ideas into categories or
hierarchies, demonstrating understanding of the information or ideas.
LAFS.1112.RST.2.5
31.02.3 Analyze the author’s purpose in providing an explanation, describing a
procedure, or discussing an experiment in a text, identifying important
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issues that remain unresolved.
LAFS.1112.RST.2.6

31.03 Integration of Knowledge and ldeas

31.03.1

Integrate and evaluate multiple sources of information presented in
diverse formats and media (e.g. quantitative data, video, multimedia) in
order to address a question or solve a problem.

LAFS.1112.RST.3.7

31.03.2

Evaluate the hypotheses, data, analysis, and conclusions in a science or

technical text, verifying the data when possible and corroborating or

challenging conclusions with other sources of information.
LAFS.1112.RST.3.8

31.03.3

Synthesize information from a range of sources (e.g., texts, experiments,

simulations) into a coherent understanding of a process, phenomenon,

or concept, resolving conflicting information when possible.
LAFS.1112.RST.3.9

31.04 Range of Reading and Level of Text Complexity

31.04.1

31.04.2

By the end of grade 11, read and comprehend literature [informational
texts, history/social studies texts, science/technical texts] in the grades
11-CCR text complexity band proficiently, with scaffolding as needed at
the high end of the range.
By the end of grade 12, read and comprehend literature [informational
texts, history/social studies texts, science/technical texts] at the high end
of the grades 11-CCR text complexity band independently and
proficiently.

LAFS.1112.RST.4.10

32.0 Methods and strategies for using Florida Standards for grades 11-12 writing in Technical
Subjects for student success in Electronic Business Enterprise.

32.01 Text Types and Purposes

32.01.1 Write arguments focused on discipline-specific content.
LAFS.1112.WHST.1.1
32.01.2 Write informative/explanatory texts, including the narration of historical

events, scientific procedures/experiments, or technical processes.
LAFS.1112.WHST.1.2

32.02 Production and Distribution of Writing

32.02.1 Produce clear and coherent writing in which the development,
organization, and style are appropriate to task, purpose, and audience.
LAFS.1112.WHST.2.4
32.02.2 Develop and strengthen writing as needed by planning, revising, editing,

rewriting, or trying a new approach, focusing on addressing what is most
significant for a specific purpose and audience.
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LAFS.1112.WHST.2.5

Correlation to CTE Program Standard #

32.02.3

Use technology, including the Internet, to produce, publish, and update
individual or shared writing products in response to ongoing feedback,
including new arguments or information.

LAFS.1112.WHST.2.6

32.03 Research to Build and Present Knowledge

32.03.1

Conduct short as well as more sustained research projects to answer a
guestion (including a self-generated question) or solve a problem; narrow,
or broaden the inquiry when appropriate; synthesize multiple sources on
the subject, demonstrating understanding of the subject under
investigation.

LAFS.1112.WHST.3.7

32.03.2

Gather relevant information from multiple authoritative print and digital
sources, using advanced searches effectively; assess the strengths and
limitations of each source in terms of the specific task, purpose, and
audience; integrate information into the text selectively to maintain the
flow of ideas, avoiding plagiarism and overreliance on any one source
and following a standard format for citation.

LAFS.1112.WHST.3.8

32.03.3

Draw evidence from informational texts to support analysis, reflection,
and research.
LAFS.1112.WHST.3.9

32.04 Range of Writing

32.04.1

Write routinely over extended time frames (time for reflection and

revision) and shorter time frames (a single sitting or a day or two) for a

range of discipline-specific tasks, purposes, and audiences.
LAFS.1112.WHST.4.10

33.0

Methods and strategies for using Florida Standards for grades 11-12 Mathematical Practices in
Technical Subjects for student success in Electronic Business Enterprise.

33.01 Make sense of problems and persevere in solving them.

MAFS.K12.MP.1.1

33.02 Reason abstractly and quantitatively.

MAFS.K12.MP.2.1
33.03 Construct viable arguments and critique the reasoning of others.

MAFS.K12.MP.3.1
33.04 Model with mathematics.

MAFS.K12.MP.4.1
33.05 Use appropriate tools strategically.

MAFS.K12.MP.5.1
33.06 Attend to precision.
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MAFS.K12.MP.6.1

Correlation to CTE Program Standard #

33.07

Look for and make use of structure.
MAFS.K12.MP.7.1

33.08 Look for and express regularity in repeated reasoning.

MAFS.K12.MP.8.1

Abbreviations:
FS-M/LA = Florida Standards for Math/Language Arts
NGSSS-Sci = Next Generation Sunshine State Standards for Science

Note: This course is pending alignment in the following categories: FS-M/LA and NGSSS-Sci.

CTE Standards and Benchmarks

Apply mathematical operations and processes as well as financial planning strategies to
commonly occurring situations in the workplace to accomplish job objectives and enhance
workplace performance — the student will be able to:

34.0

FS-M/LA NGSSS-Sci

34.01

Monitor expense accounts by using a variety of problem-solving strategies, including
drawing diagrams, charts and tables.

34.02

Prepare and interpret balance sheets, income statements, cash-flow statements,
change-in-equity statements, forecasts, break-even analyses and budgets. Decide
whether a solution is reasonable, true and solve equations. Symbolically represent and
solve multi-step and real world applications.

34.03

Document the impact of financial analysis on the strategic planning process. Graph and
chart information, using equations to solve problems.

34.04

Revise short-term and long-term strategic plans based on financial analyses.

35.0

Create an e-commerce website — the student will be able to:

35.01

Edit web pages.

35.02

Use appropriate file names for the Internet.

35.03

Explain optimization of files for load time.

35.04

Differentiate between pixels and KB as it relates to graphic size.

35.05

Explain the purpose of Common Gateway Interface (CGIl) script and Active Server
Pages (ASP) in e-commerce web sites.

35.06

Demonstrate the use of Java Applets in an e-commerce site.

35.07

Define Java Script and explain its role in e-commerce sites.
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35.08 Demonstrate the use of data-processing tools to perform specific tasks with information
that customers enter into a web site.

35.09 Explain the use of Common Gateway Interface script in processing data on web sites.

35.10 Explain the use of Active Server Pages (ASP) in processing data in web sites.

35.11 Define ActiveX and indicate its advantages/disadvantages.

35.12 Locate a host site that offers free web space.

35.13 Upload web pages to the Internet.

SC.912.N.1.4,1.5,

36.0 Develop and implement a business plan for an e-commerce site — the student will be able to: 52

36.01 Identify types of businesses most likely to succeed online.

36.02 Identify the range of costs associated with developing an e-commerce site.

36.03 Identify the risks/rewards associated with online business.

36.04 Identify legal and political environments that affect e-commerce.

36.05 Describe the process of obtaining a business license for an e-commerce site.

36.06 Distinguish between trademark and copyright.

36.07 Identify federal legislation protecting competition.

36.08 Explain the concepts and benefits of e-business systems.

36.09 Describe and explain the use of e-business systems to achieve the goals of Enterprise
Resource Planning (ERP).

36.10 Define the purpose of and describe the major components included in a business plan.

36.11 Develop a basic business plan. Solve and graph inequalities, justify steps, determine
range and domain and other appropriate multi-step applications.

36.12 Evaluate the plan using milestones and benchmarks.

36.13 Develop overall marketing objectives.

36.14 Evaluate online catalog implementation methodologies.

36.15 Coordinate and plan an evaluation of promotional activities.
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37.0 Perform human resources management activities to build interpersonal skills with individuals SC.912.N.1.1, 1.6,
and teams — the student will be able to: 2.2

37.01 Compare personal interests and skills with those needed by an entrepreneur.

37.02 Determine motives for becoming an entrepreneur.

37.03 Examine characteristics of online entrepreneurs.

37.04 Explain ethical and legal issues faced by e-commerce professionals.

37.05 Explain the social implications of decisions made and actions taken as an e-commerce
professional.

37.06 ldentify the major functions and activities of management.

37.07 Explain the role of authority, accountability, and responsibility in task management.

37.08 Describe current and emerging e-commerce management trends.

37.09 Analyze the interdependence of empathetic listening, synergy, and consensus building.

37.10 Promote teamwork, leadership, empowerment, and strategies for fostering creativity.

37.11 Define the roles within the group in the decision-making process.

38.0 Explain the importance of employability skill and entrepreneurship skills — the student will be

able to: SC.912.N.1.1

38.01 Identify and demonstrate positive work behaviors needed to be employable.

38.02 Develop personal career plan that includes goals, objectives, and strategies.

38.03 Examine licensing, certification, and industry credentialing requirements.

38.04 Maintain a career portfolio to document knowledge, skills, and experience.

38.05 Evaluate and compare employment opportunities that match career goals.

38.06 Identify and exhibit traits for retaining employment.

38.07 Identify opportunities and research requirements for career advancement.

38.08 Research the benefit of ongoing professional development.

38.09 Examine and describe entrepreneurship opportunities as a career planning option.
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39.0 Describe the importance of professional ethics and legal responsibilities — the student will be
able to:

39.01 Evaluate and justify decisions based on ethical reasoning.

39.02 Evaluate alternative responses to workplace situations based on personal, professional,
ethical, legal responsibilities, and employer policies.

39.03 Identify and explain personal and long-term consequences of unethical or illegal
behaviors in the workplace.

39.04 Interpret and explain written organizational policies and procedures.

40.0 Demonstrate personal money-management concepts, procedures, and strategies — the student
will be able to:

40.01 Identify and describe the services and legal responsibilities of financial institutions.

40.02 Describe the effect of money management on personal and career goals.

40.03 Develop a personal budget and financial goals.

40.04 Complete financial instruments for making deposits and withdrawals.

40.05 Maintain financial records.

40.06 Read and reconcile financial statements.

40.07 Research, compare and contrast investment opportunities.

41.0 Use information technology tools — the student will be able to:

41.01 Use personal information management (PIM) applications to increase workplace
efficiency.

41.02 Employ technological tools to expedite workflow, including word processing, databases,
reports, spreadsheets, multimedia presentations, electronic calendar, contacts, e-mail,
and internet applications.

41.03 Employ computer operations applications to access, create, manage, integrate, and
store information.

41.04 Employ collaborative/groupware applications to facilitate group work.

42.0 Evaluate market expansion to the internet and the effect of global access on e-commerce — the | MAFS.912.N-Q.1.3;
student will be able to: MAFS.912.S-IC.2
42.01 Evaluate the impact of multiple time zones, languages, currencies, social, and cultural
issues on e-commerce.

SC.912.N.1.1

42.02 Analyze the concept of personalization in e-commerce.
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42.03 Identify e-commerce site components that influence branding (logo, graphic style, online
customer service, product information, site navigation, testing, core values).

42.04 Integrate logos, slogans, URL, etc., throughout offline and online publications and
advertising.

42.05 Identify products, which are most likely to succeed in an e-commerce venture.

42.06 Compare and contrast traditional product development with online product development.

42.07 Explain the need for differing development cycles for online products.

42.08 Describe rapid release marketing introduction strategies.

42.09 Explain the Gutenberg Diagonal and its international implications.

SC.912.L.17.11,

43.0 Demonstrate knowledge of basic market research tools — the student will be able to: MAFS.912.S-IC.2 SC.912.N.1.1, 2.2

43.01 Identify the steps of market research.

43.02 Describe market research as both a formal and informal process.

43.03 Identify common market research activities and the type of information each provides.

43.04 Explain the role of ethics in marketing research.

43.05 Explain internal/external research and the advantages/disadvantages of each.

43.06 Explain factors limiting market research (objectives, level of commitment, resources
available).

43.07 Develop a sampling plan (who, how many, how chosen).

43.08 Establish means to identify customer base and marketing profile.

44.0 Demonstrate knowledge of data collection methods — the student will be able to: SC.912.N.1.1

44.01 Explain the differences in data generated from surveys and questionnaires collected
over the telephone, by mail, online, and in person.

44.02 Explain the purpose and types of observational research and focus groups.

44.03 Determine priorities for and potential sources of information that should be gathered.

44.04 Explain target audience/user group as a key information source.

44.05 Conduct interviews with selected human information sources.
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44.06 Gather information from selected print and electronic sources.

44.07 Determine the accuracy and completeness of the information gathered.

44.08 Define Electronic Data Interchange (EDI).

44.09 Identify the benefits and essential elements of EDI.

44.10 Define EDI transaction sets and data elements.

44.11 Describe the different standards governing EDI transactions.

44.12 Define data mining.

44.13 Identify basic tools and techniques of data mining.

44.14 Explain the use of data mining in Customer Relationship Management (CRM).

44.15 ldentify ethical issues of data mining.

45.0 Demonstrate knowledge of advertising principles — the student will be able to:

45.01 Publicize e-commerce site through non-Internet means such as mail, press release,
broadcast media, print media, and specialty advertising.

45.02 Prepare a display advertisement for an e-commerce product or service.

45.03 Create offline ads for an e-commerce product or service.

45.04 Create online ads for an e-commerce product or service.

45.05 Write a news release to promote an e-commerce business.

45.06 Analyze the nature of direct advertising strategies (direct mail, e-mail, automated callers,
faxes, catalogs).

45.07 Identify factors affecting the cost of e-mail advertising.

45.08 Identify factors affecting the cost of newspaper ads, magazine ads, radio ads, television
ads, direct mail advertising, outdoor ads, and Internet advertising.

45.09 Differentiate between publicity and public relations.

45.10 Describe the impact of the Internet on publicity.

45.11 Identify niche advertising.
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45.12 Discuss the role of online communities.

45.13 Examine the use, sources, and costs of databases in advertising.

45.14 Identify the difference between business-to-business and business-to-consumer

46.0 E)?mon:t?;'?;tzlggéiency in web site promotion of an e-commerce site — the student will be able MAFS.912 S-IC.2 SC.912.N.11
46.01 Research site development methodology.
46.02 Demonstrate site registration with search engines, shopping bots, and Web directories.
46.03 Identify processes to improve visibility in search engines (meta tags, titling, keyword
repetition, content management, site design, and link popularity).
46.04 Evaluate legal effects of registration (spamming, duplication).
46.05 Establish and manage links with other sites.
46.06 Determine methods to generate hit analysis data.
46.07 Determine whether to offer response incentives.
46.08 Determine what type of response incentives to offer.
46.09 Use design elements and principles to facilitate use and buying decision.
46.10 Provide company information and update frequently.
47.0 Define the building blocks of a secure system — the student will be able to: SC.912.N.1.1

47.01 Define terms associated with system security (user authentication, data origin
authentication, confidentiality, data integrity, non-repudiation, peer authentication,
message digests).

47.02 Describe security and privacy issues in e-business systems.

47.03 Explain the difference between security and privacy.

47.04 Explain how Internet and Intranet sites become vulnerable to attack.

47.05 ldentify security issues associated with business-to-consumer e-commerce.

47.06 Describe Intrusion Detection System, misuse intrusion, and anomaly intrusion.

47.07 Explain transaction security.
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47.08 Explain security-related agencies and software.

47.09 Explain how privacy affects personalization.

47.10 Identify security and payment processing issues involved in developing a site (SSL,

Digital Certificates, SET Protocol, Cyber Cash).
48.0 Demonstrate knowledge, skill, management and application of an internet advertising campaign SC.912.N.1.1;

— the student will be able to: SC.912.L.17.1

48.01 Analyze the types, advantages, and disadvantages of Internet advertising (interacting
personally and wireless network).

48.02 Evaluate locations for ad placement (search engines, directories, specialty websites,
sponsorship websites).

48.03 Identify factors affecting the cost of e-mail advertising and banner ads (click-through
pricing, bartering, Internet Advertising Bureau rate cards, audience demographics).

48.04 Identify standard sizes for Internet ads.

48.05 lIdentify file formats for graphic ads.

48.06 Define goal of Internet ads (banners, buttons).

48.07 Create Internet ads using layers to create simple animation, a tagline, and design
features to gain attention.

48.08 Create design that encourages customer order.

48.09 Place Internet ads, evaluate results, and cost effectiveness.

48.10 Compare potential effectiveness with other Internet strategies.

49.0 Analyze financial data relevant to e-commerce decision making — the student will be able to:

49.01 Explain the critical nature of banking relationships.

49.02 Explain the purpose and importance of obtaining business financing.

49.03 Describe sources of financing for businesses.

49.04 Describe electronic financial services.

49.05 Use the Internet to locate sources of financing for businesses.

49.06 Examine the costs of owning/running a server.

49.07 Examine the costs of using an Internet Service Provider (ISP).
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49.08 Examine costs related to e-commerce (site design, maintenance, and support).

49.09 Explain costs of interfacing with existing databases, order systems, and accounting
systems.

49.10 Explain profitability in e-commerce sites.

49.11 Explain the financial implications of outsourcing vs. internal development.

50.0 Identify principles of pricing — the student will be able to:

50.01 Perform set operations using Venn diagrams to explore relationships and patterns.

50.02 Explain the nature and scope of the pricing function, the role of business ethics and the
use of technology in pricing.

50.03 Identify the basic considerations consumers and businesses weigh in accepting a price.

50.04 Explain how supply, demand, and price are related.

50.05 Research and analyze competitors’ prices.

50.06 Evaluate psychological and discount pricing techniques.

50.07 Describe geographic and promotional pricing techniques.

50.08 Calculate product cost, break-even point, and elasticity of demand.

50.09 Evaluate difficulties in applying traditional pricing strategies to e-commerce.

50.10 Evaluate characteristics, goals, advantages and disadvantages of cost-based pricing,
demand-based, competition-based, product mix, product change, segmented (customer
segmented, location, time), and the impact of e-commerce on pricing strategies.

50.11 Evaluate the relationship between shipping costs and prices in online sales.

50.12 Evaluate the impact of pricing errors in e-commerce.

50.13 Explain real-time pricing in the online environment.

51.0 Identify principles of selling — the student will be able to:

51.01 Explain the purpose, importance and business ethics of selling.

51.02 Describe the nature of selling regulations.

51.03 Describe the use of technology in the selling function.
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51.04 Identify the benefits of site/online sales.

51.05 Explain the role of customer service as a component of selling relationships.

51.06 Identify key factors in building a clientele.

51.07 Identify incentives for sales staff.

51.08 lIdentify types of sales promotion (coupons, premiums, sweepstakes) and it can be used
in e-commerce.

51.09 Determine when sales promotion activities are the best promotional tool.

51.10 Generate a sales promotion plan for an e-commerce site.

51.11 Calculate the costs of sales promotion activities.

51.12 Identify return on investment of sales promotion activities.

51.13 Create an electronic sales presentation with an integrated Internet link.

51.14 Evaluate effectiveness of integration.

51.15 Use on-line strategies for follow-up.

51.16 Examine automated follow-up.

51.17 Prepare and evaluate sales reports.

52.0 Analyze electronic payment mechanisms — the student will be able to: MAFS.912.S-IC.2 SC.912.N.1.1

52.01 Identify e-cash terminology.

52.02 Describe stored-value cards, online checks and electronic wallets.

52.03 Define real time processing.

52.04 Explain the purpose of auto e-mail.

52.05 Describe risks and costs involved with credit card use online.

52.06 Identify the advantages/disadvantages of electronic/digital cash.

52.07 Evaluate the impact of multiple currencies on e-commerce.

52.08 Describe electronic funds transfer at point of sale (EFT/POS).
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52.09 Describe direct data entry transmissions and financial electronic data interchanges (F-
EDI).

52.10 Describe the characteristics of successful payment systems.

52.11 Identify future trends in and risks associated with electronic payment systems.

52.12 Differentiate between the payment systems applicable for business-to-consumer,
business-to-business, and consumer-to-consumer transactions.

52.13 Describe a transaction-processing service.

52.14 Explain Internet Transaction Brokers (ITBs).

52.15 Explain the Electronic Funds Transfer Act and its application to online payments.

52.16 Describe a turnkey system.

52.17 Define Merchant Account Provider (MAP).

52.18 lIdentify costs associated with a merchant service and/or third-party verifier agreement.

52.19 Locate an online application for a merchant account.

52.20 Define related terms (Card Not Present (CNP), Mail Order/Telephone Order (MOTO),
real time and digital certificate).
52.21 Explain verification activities.

53.0 Analyze taxation issues relevant to e-commerce — the student will be able to:

53.01 Define permanent establishment.

53.02 Explain permanent establishment issues in e-commerce.

53.03 lIdentify the issues of digital downloads.

53.04 Describe international issues.

53.05 Identify global taxation solutions.

53.06 Explain Value Added Tax.

53.07 Explain the Internet Tax Freedom Act (ITFA).

53.08 Determine payment options that comply with legal regulations regarding sales taxes.
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54.0 Describe mobile commerce — the student will be able to: SC.912.N.1.1

54.01 Define mobile-commerce.

54.02 Define related terms (personal digital assistant, micro browser, Wireless Application
Protocol/WAP).

54.03 ldentify m-commerce payment methods.

54.04 Identify the challenges associated with M-Commerce.

54.05 Compare WML with HTML.

54.06 Identify attributes of mobile communications and how each will affect mobile commerce.

55.0 Demonstrate an understanding of global concepts relevant to customer relationship

management (CRM) — the student will be able to: SC912N.11
55.01 Identify ways an e-commerce site can be used to develop and enhance customer
relationships to encourage repeat business and brand loyalty.
56.0 Explain the role of quality, warranties and guarantees, and e-commerce usability in customer SC.912.N.11

satisfaction — the student will be able to:

56.01 Identify ways of keeping in touch with customers after the sale.

56.02 Explain the correlation between customer retention and acquisition costs.

56.03 Explain the use of CRM software in business-to-consumer and business-to-business
operations.

56.04 Describe the influence of culture on consumer behavior.

56.05 Determine training needs for traditional sales staff for use on an e-commerce site.

56.06 Provide customer training for use of on-line buying.

56.07 Facilitate a customer service policy.

56.08 Explain the purpose of a call center for an online business.

56.09 Explain click-through rates and the role of visit duration on click decision.

56.10 Explain why and how consumer decision-making is influenced online.

56.11 Explain and evaluate the impact of online customer support.

56.12 Explain the 80/20 rule of customer support.
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56.13 Use online methods to receive and respond to customers’ questions (e-mail, mailbots,
auto responder).

56.14 Enable consumer to choose communication vehicle (call home, work, cell, fax, e-mail).

56.15 Create Frequently Asked Questions (FAQS).

56.16 Use file libraries and archives.

56.17 Project a professional image (appearance, voice, grammar, word usage, enunciation,
nonverbal communication).

56.18 Interact with customers and colleagues in a professional manner (prompt, friendly,
courteous, respectful, helpful, knowledgeable, clear).

56.19 Explain how the Communications Decency Act applies to e-commerce issues.

56.20 Evaluate how online forums can promote customer relations.

56.21 Conduct conferences and surveys.

56.22 Use sales promotion (free samples, contests).

56.23 Provide links to complementary sites.

56.24 Discuss the benefits of an extranet.

56.25 Describe how Value Added Networks (VANS) operate.

56.26 Explain VAN-based EDI and Internet EDI.

57.0 Develop communication skills for an international audience — the student will be able to:

57.01 Identify the customs of the recipient that impact communication.

57.02 Find answers to questions related to international communications using available
human, print, and electronic sources.

57.03 Prepare documents in correct style for international communications.

57.04 Use appropriate message and delivery in oral communications.
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Student Performance Standards

Course Title: E-Commerce Systems Analysis and Design
Course Number: 8200360
Course Credit: 1

Course Description:

This course is designed to provide a systematic overview of analysis and design factors, as well as trends and issues impacting the effectiveness,
efficiency and profitability of e-commerce web sites.

31.0 Methods and strategies for using Florida Standards for grades 11-12 reading in Technical
Subjects for student success in Electronic Business Enterprise.
31.01 Key Ideas and Details
31.01.1 Cite specific textual evidence to support analysis of science and
technical texts, attending to important distinctions the author makes and
to any gaps or inconsistencies in the account.

LAFS.1112.RST.1.1
31.01.2 Determine the central ideas or conclusions of a text; trace the text’s
explanation or depiction of a complex process, phenomenon, or
concept; provide an accurate summary of the text.
LAFS.1112.RST.1.2
31.01.3 Follow precisely a complex multistep procedure when carrying out
experiments, taking measurements, or performing technical tasks,
attending to special cases or exceptions defined in the text.
LAFS.1112.RST.1.3

31.02 Craft and Structure
31.02.1 Determine the meaning of symbols key terms, and other domain-specific
words and phrases as they are used in a specific scientific or technical
context relevant to grades 11-12 texts and topics.
LAFS.1112.RST.2.4
31.02.2 Analyze how the text structures information or ideas into categories or
hierarchies, demonstrating understanding of the information or ideas.
LAFS.1112.RST.2.5
31.02.3 Analyze the author’s purpose in providing an explanation, describing a
procedure, or discussing an experiment in a text, identifying important
issues that remain unresolved.

LAFS.1112.RST.2.6
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31.03 Integration of Knowledge and Ideas

31.03.1

Integrate and evaluate multiple sources of information presented in
diverse formats and media (e.g. quantitative data, video, multimedia) in
order to address a question or solve a problem.

LAFS.1112.RST.3.7

31.03.2

Evaluate the hypotheses, data, analysis, and conclusions in a science or

technical text, verifying the data when possible and corroborating or

challenging conclusions with other sources of information.
LAFS.1112.RST.3.8

31.03.3

Synthesize information from a range of sources (e.qg., texts, experiments,

simulations) into a coherent understanding of a process, phenomenon,

or concept, resolving conflicting information when possible.
LAFS.1112.RST.3.9

31.04 Range of Reading and Level of Text Complexity

31.04.1

31.04.2

By the end of grade 11, read and comprehend literature [informational
texts, history/social studies texts, science/technical texts] in the grades
11-CCR text complexity band proficiently, with scaffolding as needed at
the high end of the range.
By the end of grade 12, read and comprehend literature [informational
texts, history/social studies texts, science/technical texts] at the high end
of the grades 11-CCR text complexity band independently and
proficiently.

LAFS.1112.RST.4.10

32.0 Methods and strategies for using Florida Standards for grades 11-12 writing in Technical
Subijects for student success in Electronic Business Enterprise.

32.01 Text Types and Purposes

32.01.1 Write arguments focused on discipline-specific content.
LAFS.1112.WHST.1.1
32.01.2 Write informative/explanatory texts, including the narration of historical

events, scientific procedures/experiments, or technical processes.
LAFS.1112.WHST.1.2

32.02 Production and Distribution of Writing

32.02.1

Produce clear and coherent writing in which the development,
organization, and style are appropriate to task, purpose, and audience.
LAFS.1112.WHST.2.4

32.02.2

Develop and strengthen writing as needed by planning, revising, editing,
rewriting, or trying a new approach, focusing on addressing what is most
significant for a specific purpose and audience.

LAFS.1112.WHST.2.5

32.02.3

Use technology, including the Internet, to produce, publish, and update
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individual or shared writing products in response to ongoing feedback,

including new arguments or information.
LAFS.1112.WHST.2.6

Correlation to CTE Program Standard #

32.03 Research to Build and Present Knowledge

32.03.1

Conduct short as well as more sustained research projects to answer a
guestion (including a self-generated question) or solve a problem; narrow,
or broaden the inquiry when appropriate; synthesize multiple sources on
the subject, demonstrating understanding of the subject under
investigation.

LAFS.1112.WHST.3.7

32.03.2

Gather relevant information from multiple authoritative print and digital
sources, using advanced searches effectively; assess the strengths and
limitations of each source in terms of the specific task, purpose, and
audience; integrate information into the text selectively to maintain the
flow of ideas, avoiding plagiarism and overreliance on any one source
and following a standard format for citation.

LAFS.1112.WHST.3.8

32.03.3

Draw evidence from informational texts to support analysis, reflection,
and research.
LAFS.1112.WHST.3.9

32.04 Range of Writing

32.04.1

Write routinely over extended time frames (time for reflection and

revision) and shorter time frames (a single sitting or a day or two) for a

range of discipline-specific tasks, purposes, and audiences.
LAFS.1112.WHST.4.10

33.0

Methods and strategies for using Florida Standards for grades 11-12 Mathematical Practices in
Technical Subjects for student success in Electronic Business Enterprise.

33.01 Make sense of problems and persevere in solving them.

MAFS.K12.MP.1.1

33.02 Reason abstractly and quantitatively.

MAFS.K12.MP.2.1

33.03 Construct viable arguments and critique the reasoning of others.

MAFS.K12.MP.3.1

33.04 Model with mathematics.

MAFS.K12.MP 4.1

33.05 Use appropriate tools strategically.

MAFS.K12.MP.5.1

33.06 Attend to precision.

MAFS.K12.MP.6.1

33.07 Look for and make use of structure.
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MAFS.K12.MP.7.1

Correlation to CTE Program Standard #

33.08

Look for and express regularity in repeated reasoning.
MAFS.K12.MP.8.1

Abbreviations:
FS-M/LA = Florida Standards for Math/Language Arts
NGSSS-Sci = Next Generation Sunshine State Standards for Science

Note: This course is pending alignment in the following categories: FS-M/LA and NGSSS-Sci.

CTE Standards and Benchmarks FS-M/LA NGSSS-Sci

58.0 Analyze the building blocks of a secure system — the student will be able to:

SC.912.N.1.1

58.01

Define system and network security.

58.02

Describe the different types of Internet security.

58.03

Explain and identify anti-virus programs.

58.04

Explain the difference between security and privacy.

58.05

List the principal protocols used in Internet security.

58.06

Explain Intrusion Detection System.

58.07

Define security-related terms.

58.08

Explain how a user identification and password provide security one-commerce sites.

58.09

Explain encryption, decryption, private key encryption and public key encryption.

58.10

Explain the difference between the two types of key encryptions.

58.11

Identify and explain data transmission technology and how it is used in web pages (SSL,
TLS, SET).

58.12

Describe a SET enabled browser and a SET enabled server.

58.13

Explain the use of digital signatures and certificates.

58.14

Describe the certificate life cycle.

58.15

Develop a privacy policy that considers what information is being collected with and
without the user’s (IP address, personal data, demographics); why the data is needed
(customization, administration, communication); when is it collected (forms, cookies,
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other locations); who will use the information (suppliers, sell or lease to others, third
parties); where will the information be housed (on-site, sent to data base); how can the
data be removed or modified.

58.16 Describe procedures for maintaining the confidentiality of client information.

58.17 Explain why information is a competitive resource.

58.18 Explain the importance of data warehouses.

58.19 Discuss application security measures.

58.20 Describe the various messaging security techniques.

58.21 Define a Virtual Private Network and explain its features, its components, and how it is
deployed.
59.0 Demonstrate an awareness of the issues and trends involved in an e-commerce environment —
the student will be able to:
59.01 Discuss issues and trends impacting the economy and the success of e-commerce web
sites.

59.02 Discuss reasons for slow productivity despite advancing technology.

59.03 Discuss the advantages/disadvantages of removing bugs from software already installed
in information systems.

59.04 Discuss solutions to ease the shortage of technology workers.

59.05 Discuss factors faced by e-commerce companies when seeking funding.

59.06 Research current trends and issues impacting e-commerce nationally and globally.

59.07 Explain how the Communications Decency Act applies to e-commerce issues.

59.08 Research and discuss privacy issues faced by employees and consumers in today’s
electronic society.

59.09 Identify developing ethical and legal issues in e-commerce.

59.10 Explain the social, ethical, and legal implications of decisions made and actions taken as
an e-commerce professional.

60.0 Analyze effectiveness and proficiency of web site — the student will be able to:

60.01 Explain why the website design is critical to the success of an e-commerce venture. Use
a variety of problem solving strategies, draw diagrams and charts. Decide if a solution is
reasonable and if a statement is true. Symbolically represent applications and solve and
graph variables and solutions.
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60.02 Define System Development Life Cycle (SDLC).

60.03 Explain the five major phases of a SDLC (Planning, Analysis, Design, Implementation,
and Support).

60.04 Research and discuss activities performed during the planning, analysis, design,
implementation, and support phase.

60.05 Discuss the necessity to correct major errors during the System Development Life Cycle
(SDLC) of an e-commerce site.

60.06 Explain potential costs involved in correcting problems not caught during the SDLC.

60.07 Explain the use of web statistics in planning, management, marketing and
developing/revising promotional strategy.

60.08 Determine site profitability over time.

60.09 Assess the impact of site on costs.

60.10 Determine if the site increases quality of customer service, builds brand and improves
business image.

60.11 Explain advantage decision support systems (e.g., airlines use it to sum up flight history,
aircraft wear, reduce traffic congestion).

60.12 Create an evaluation plan to measure the effectiveness of the Web site (page counters,
logs, search engines, asking visitors how they found the site).

60.13 Determine methods to generate hit analysis data.

60.14 Evaluate sources of raw data for statistical web site analysis (HTTP server logs, web
server hardware and operating system logs, network monitor logs, user registration
databases, and third-party web site analysis services).

60.15 Calculate and analyze site effectiveness based on statistical hits and clickstream data.

60.16 Compose a report of relevant data that includes charts or graphs and presents
conclusions.

60.17 Implement financial analysis techniques in decision making.

60.18 Implement non-financial analysis techniques in decision making.

61.0 Demonstrate knowledge of e-commerce legal issues — the student will be able to:

61.01 Explain the legal use of digital signatures for electronic contracting.

61.02 Discuss laws pertaining to security and privacy of data collected.

61.03 Explain consumer protection law.
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61.04 Explain court jurisdictional issues related to e-commerce.

61.05 lIdentify the liability for invasion of privacy.

61.06 Describe confidentiality issues and their liability implications.

61.07 Explain legal and ethical issues related to consumer privacy.

61.08 Identify federal legislation protecting competition.

61.09 Identify major federal food and drug legislation affecting marketing strategies.

62.0 Demonstrate knowledge of disaster protection methods — the student will be able to:

62.01 lIdentify the purpose of a server accelerator card.

62.02 Define noise, spike, brownout, and blackout.

62.03 Research ways to protect hardware from system failure.

62.04 Explain UPS and the importance of having one.

62.05 Discuss types of backups to prevent data loss.

63.0 Analyze methods of web hosting — the student will be able to:

63.01 Compare the advantages/disadvantages and costs of self-hosting vs. web hosting.

63.02 Compare the advantages/disadvantages of using web development and design services.

63.03 Identify the qualities of server providers (uptime, technical support, connection time).

63.04 lIdentify and describe hardware necessary for web site hosting.

63.05 Design a sample business system architecture for a self-hosting web site.

63.06 Examine the requirements of Web, Commerce, Transaction and Database servers used
in e-commerce.

63.07 Examine costs related to e-commerce (site design, maintenance and support). Solve
real world problems, use charts and graphs, perform set operations, and use Venn
diagrams.

63.08 Plan how to establish a domain name.

63.09 Upload files to the server.
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63.10 Explain server capacity to support site options and user traffic.

63.11 Explain the process to e-commerce-enable a website.

63.12 Collect/analyze usage statistics.

63.13 Select hosting company based on set criteria.

63.14 Test site with different browsers.

63.15 Register site with various search engines/portals.

63.16 Revise design to reflect user feedback.

64.0 Analyze and demonstrate the application of e-commerce software packages — the student will
be able to:

64.01 Analyze project management software.

64.02 Evaluate software packages for Internet ads management.

64.03 Explain the use of CRM software in business-to-consumer and business-to business-
operations.

64.04 Identify the key functions of systems software.

64.05 Explain and identify widely used software applications (browsers, word processing,
database management, spreadsheet development, CRM applications, web content
development).

64.06 ldentify new and emerging classes of software.

64.07 ldentify software used in e-commerce.

64.08 ldentify storefront software packages.

64.09 Identify selection criteria used for software purchases.

64.10 Identify differences between implementing an e-commerce site with an off-the-shelf
software package vs. freeware CGl solutions.

64.11 Outline and explain business application tools and processes that can be used as part of
a company's e-commerce solution.

64.12 Define site template.

64.13 Identify types of editor software used as a source of templates (HTML, Word Processor,
WYSIWYG).
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64.14 Identify advantages/disadvantages of using templates.

64.15 ldentify online services that provide templates.

64.16 ldentify storefront hosting services.

64.17 Differentiate between site templates and store templates.

64.18 Create an example site using a site template.

64.19 Create an example site using a store template.

65.0 Demonstrate knowledge of network components — the student will be able to:

65.01 Identify the four components of a network operating system (server platform, network
services software, network redirection software, communications software).

65.02 Define fat client and thin client.

65.03 Interpret basic networking terminology.

65.04 Identify the different types of Wide-Are Network (WAN) connections.

65.05 Describe point-to-point (PPP) interconnection.

65.06 Identify basic telecommunications services (satellite, circuit switching, packet switching,
wireless).

65.07 Differentiate between local exchange carriers and interexchange carriers.

65.08 Define local access and transport areas.

65.09 Identify packet carriers and their services.

65.10 Identify the role of telecommunications tariffs.

65.11 Explain the role of the router in connecting to the Internet.

65.12 Explain the role of a Channel Service Unit/Data Service Unit.

65.13 ldentify basic telecommunication bandwidths.

65.14 Describe the basics of ISDN, X.400, and DSL technologies.

66.0 Maintain an e-portfolio for job application purposes — the student will be able to:
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66.01 Plan, design, and create e-commerce websites that include a theme, backgrounds,
content, categories and product, text, graphics, graphic buttons, graphics as a form
button, hyperlinks, form elements, company and contact information, navigation bars,
navigation aids, a company logo, audio and video files, a host counter, frames.

66.02 Prepare and submit a résumé to use for online job applications.

66.03 Prepare and submit a letter of application online.

67.0 Demonstrate leadership and teamwork skills needed to accomplish team goals and objectives —
the student will be able to:

67.01 Employ leadership skills to accomplish organizational goals and objectives.

67.02 Establish and maintain effective working relationships with others in order to accomplish
objectives and tasks.

67.03 Conduct and participate in meetings to accomplish work tasks.

67.04 Employ mentoring skills to inspire and teach others.

68.0 Solve problems using critical thinking skills, creativity and innovation — the student will be able
to:
68.01 Employ critical thinking skills independently and in teams to solve problems and make
decisions.

68.02 Employ critical thinking and interpersonal skills to resolve conflicts.

68.03 Identify and document workplace performance goals and monitor progress toward those
goals.

68.04 Conduct technical research to gather information necessary for decision-making.

69.0 Demonstrate the importance of health, safety, and environmental management systems in
organizations and their importance to organizational performance and regulatory compliance —
the student will be able to:

69.01 Describe personal and jobsite safety rules and regulations that maintain safe and
healthy work environments.

69.02 Explain emergency procedures to follow in response to workplace accidents.

69.03 Create a disaster and/or emergency response plan.

70.0 Describe the roles within teams, work units, departments, organizations, inter-organizational
systems, and the larger environment — the student will be able to:

70.01 Describe the nature and types of business organizations.

70.02 Explain the effect of key organizational systems on performance and quality.
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70.03 List and describe quality control systems and/or practices common to the workplace.

70.04 Explain the impact of the global economy on business organizations.
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Additional Information

Laboratory Activities

Laboratory investigations that include scientific inquiry, research, measurement, problem solving, emerging technologies, tools and equipment, as
well as, experimental, quality, and safety procedures are an integral part of this career and technical program/course. Laboratory investigations
benefit all students by developing an understanding of the complexity and ambiguity of empirical work, as well as the skills required to manage,
operate, calibrate and troubleshoot equipment/tools used to make observations. Students understand measurement error; and have the skills to
aggregate, interpret, and present the resulting data. Equipment and supplies should be provided to enhance hands-on experiences for students.

Special Notes

The occupational standards and benchmarks outlined in this secondary program correlate to the standards and benchmarks of the postsecondary
program with the same Classification of Instructional Programs (CIP) number.

Implementation

This program is intended for implementation as an academy and as such, it is strongly suggested that a total interdisciplinary approach be
implemented. It is through a balanced and integrated curriculum that students attain the attitudes, skills, and knowledge needed to compete
successfully in today's workforce. It is also strongly suggested that program teachers have common planning periods to achieve curriculum
integration.

The use of cooperative learning groups through program courses is recommended. By learning and practicing group process skills, students will be
prepared to work "together" in real work situations.

Emphasis in the program should be given to the development of abilities and/or awareness necessary to function in a high technological society.
Students in the program are encouraged to enroll in the Emerging Technology in Business course to become effective users of evolving technology.

Situations may occur in which non-International Business program students may be scheduled in International Business program classes.
Therefore, consideration should be given to incorporate the teaching of global business concepts to all students in the class. Understanding global
business concepts will be beneficial to the growth and development of all students.

Career and Technical Student Organization (CTSO)

Future Business Leaders of America (FBLA) and Business Professionals of America (BPA) are the intercurricular career and technical student
organizations providing leadership training and reinforcing specific career and technical skills. Career and Technical Student Organizations provide
activities for students as an integral part of the instruction offered.
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Cooperative Training — OJT

On-the-job training is appropriate but not required for this program. Whenever offered, the rules, guidelines, and requirements specified in the OJT
framework apply.

Accommodations

Federal and state legislation requires the provision of accommodations for students with disabilities as identified on the secondary student’s
Individual Educational Plan (IEP) or 504 plan or postsecondary student's accommodations’ plan to meet individual needs and ensure equal access.
Accommodations change the way the student is instructed. Students with disabilities may need accommodations in such areas as instructional
methods and materials, assignments and assessments, time demands and schedules, learning environment, assistive technology and special
communication systems. Documentation of the accommodations requested and provided should be maintained in a confidential file.

In addition to accommodations, some secondary students with disabilities (students with an IEP served in Exceptional Student Education (ESE)) will
need modifications to meet their needs. Modifications change the outcomes or what the student is expected to learn, e.g., modifying the curriculum
of a secondary career and technical education course. Note: postsecondary curriculum and regulated secondary programs cannot be modified.

Some secondary students with disabilities (ESE) may need additional time (i.e., longer than the regular school year), to master the student
performance standards associated with a regular Occupational Completion Point (OCP) or a Modified Occupational Completion Point (MOCP). If
needed, a student may enroll in the same career and technical course more than once. Documentation should be included in the IEP that clearly
indicates that it is anticipated that the student may need an additional year to complete an OCP/MOCP. The student should work on different
competencies and new applications of competencies each year toward completion of the OCP/MOCP. After achieving the competencies identified
for the year, the student earns credit for the course. It is important to ensure that credits earned by students are reported accurately. The district’s
information system must be designed to accept multiple credits for the same course number for eligible students with disabilities.

Additional Resources

For additional information regarding articulation agreements, Bright Futures Scholarships, Fine Arts/Practical Arts Credit and Equivalent
Mathematics and Equally Rigorous Science Courses please refer to:
http://www.fldoe.org/academics/career-adult-edu/career-tech-edu/program-resources.stml.
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Florida Department of Education
Curriculum Framework

Program Title: Applied Computer Business Skills Il
Program Type: Non Career Preparatory
Career Cluster: Business Management and Administration

Note: This course has been daggered and will be deleted after the 2016-17 school year.

Secondary — Non Career Preparatory

Program Number 8200330

CIP Number 05070797PA

Grade Level 9-12, 30, 31

Standard Length .5 credit

Teacher Certification BOOKKEEPIN @4 @7 7 G
BUS DP @7 %G
BUSED 1 @2

CLERICAL @77 G
ELECT DP @7 %G
SECRETAR 7 G
STENOG @4 @ 7
TECELEC @7 7G
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VOE @7
CTSO FBLA
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CTE Program Resources http://www.fldoe.org/academics/career-adult-edu/career-tech-edu/program-resources.stml

Purpose

The purpose of this program is to give students an opportunity to apply knowledge and skills related to the area of Computer and Business Skills.

The content includes but is not limited to developing proficiency with touch keyboarding and fundamental computer applications using databases,
spreadsheets, presentation applications, and the integration of these programs using software that meets industry standards.

Additional Information relevant to this Career and Technical Education (CTE) program is provided at the end of this document.



Program Structure

This program is a planned sequence of instruction consisting of .5 credit hours.
The following table illustrates the secondary program structure:

Graduation Requirement |
2 VO

' Course Title

Applied Computer Business SkKills Il
(Graduation Requirement Abbreviations- EQ= Equally Rigorous Science, PA= Practical Arts, EC= Economics, VO= Career and Technical
Education)

Course Number
8200330

.5 credit

Note: This course has been daggered and will be deleted after the 2016-17 school year.

Academic Alignment Tables

Academic alignment is an ongoing, collaborative effort of professional educators specializing in the fields of science, mathematics, English/language
arts, and Career and Technical Education (CTE). This initiative supports CTE programs by improving student performance through the integration of
academic content within CTE courses. Career and Technical Education courses that have been aligned to the Next Generation Sunshine State
Standards for Science and the Florida Standards for Mathematics and English/Language Arts will show the following data: the quantity of academic
standards in the CTE course; the total number of standards contained in the academic course; and the percentage of alignment to the CTE course.

**  Alignment pending review

# Alignment attempted, but no correlation to academic course

Anatomy/ Astronomy . . Earth- : Marine . :
Courses Physiology | Solar/Galactic Eieleny | EliemEny Space Enqunmental Genetics Integrated Science 1 Ph_yS|caI Physics
1 1 ; Science Science Science 1
Honors Honors Science Honors
8200330 11/87 11/80 5/83 11/69 5/67 9/70 11/69 5/82 11/66 5/74 10/72
13% 14% 6% 16% 7% 13% 16% 6% 17% 7% 14%
** - Alignment pending review # Alignment attempted, but no correlation to academic course
Courses Algebra 1 Algebra 2 | Geometry | English 1 English 2 English 3 English 4
8200330 37/67 23/75 22/54 32/46 32/45 32/45 32/45
55% 31% 41% 70% 71% 71% 71%



Florida Standards for Technical Subjects

Florida Standards (FS) for English Language Arts and Literacy in History/Social Studies, Science, and Technical Subjects are the critical reading
and writing literacy standards designed for grade 6 and above. These standards are predicated on teachers of history/social studies, science, and
technical subjects using their content area expertise to help students meet the particular challenges of reading, writing, speaking, listening, and
language in their respective fields. Itis important to note that the 6-12 literacy standards in history/social studies, science, and technical subjects
are not meant to replace content standards in those areas but rather to supplement them.

This curriculum framework incorporates the grades 9-10 reading and writing literacy standards The standards for Mathematical Practices describe
varieties of expertise that educators at all levels should seek to develop in their students. These practices rest on important “processes and
proficiencies” with longstanding importance in mathematics education. This curriculum framework incorporates the appropriate mathematical

practices.

Florida Standards for English Language Development (ELD)
English language learners communicate for social and instructional purposes within the school setting. ELD.K12.SI1.1.1

English Language Development (ELD) Standards Special Notes:

Teachers are required to provide listening, speaking, reading and writing instruction that allows English language learners (ELL) to communicate for
social and instructional purposes within the school setting. For the given level of English language proficiency and with visual, graphic, or
interactive support, students will interact with grade level words, expressions, sentences and discourse to process or produce language necessary
for academic success. The ELD standard should specify a relevant content area concept or topic of study chosen by curriculum developers and
teachers which maximizes an ELL’s need for communication and social skills. To access an ELL supporting document which delineates
performance definitions and descriptors, please click on the following link: http://www.cpalms.org/uploads/docs/standards/eld/Sl.pdf.

For additional information on the development and implementation of the ELD standards, please contact the Bureau of Student Achievement
through Language Acquisition at sala@fldoe.org.




Common Career Technical Core — Career Ready Practices

Career Ready Practices describe the career-ready skills that educators should seek to develop in their students. These practices are not exclusive
to a Career Pathway, program of study, discipline or level of education. Career Ready Practices should be taught and reinforced in all career
exploration and preparation programs with increasingly higher levels of complexity and expectation as a student advances through a program of
study.

1. Act as a responsible and contributing citizen and employee.

2. Apply appropriate academic and technical skills.

3. Attend to personal health and financial well-being.

4. Communicate clearly, effectively and with reason.

5. Consider the environmental, social and economic impacts of decisions.

6. Demonstrate creativity and innovation.

7. Employ valid and reliable research strategies.

8. Utilize critical thinking to make sense of problems and persevere in solving them.

9. Model integrity, ethical leadership and effective management.

10. Plan education and career path aligned to personal goals.

11. Use technology to enhance productivity.

12. Work productively in teams while using cultural/global competence.



Standards

After successfully completing this program, the student will be able to perform the following:

01.0

02.0

03.0

04.0
05.0
06.0
07.0
08.0
09.0

10.0

11.0
12.0

Methods and strategies for using Florida Standards for grades 09-10 reading in Technical Subjects for student success in Applied Computer
Business Skills II.

Methods and strategies for using Florida Standards for grades 09-10 writing in Technical Subjects for student success in Applied Computer
Business Skills Il

Methods and strategies for using Florida Standards for grades 09-10 Mathematical Practices in Technical Subjects for student success in
Applied Computer Business Skills II.

Demonstrate knowledge, skill, and application of information systems to accomplish job objectives and enhance workplace performance.
Use computer networks, internet and online databases to facilitate collaborative or individual learning and communication.

Investigate emerging technologies.

Demonstrate proficiency using common software applications.

Use database and spreadsheet applications.

Apply mathematical operations and processes as well as financial planning strategies to commonly occurring situations in the workplace to
accomplish job objectives and enhance workplace performance.

Incorporate knowledge gained from individual assessment and job/career exploration to design an individual career plan that reflects the
transition from school to work, lifelong learning, and personal and professional goals.

Demonstrate personal and interpersonal skills appropriate for the workplace.

Incorporate appropriate leadership and supervision techniques, customer service strategies and standards of personal ethics to accomplish
job objectives and enhance workplace performance.



2016 — 2017
Florida Department of Education
Student Performance Standards

Course Title: Applied Computer Business Skills Il
Course Number: 8200330
Course Credit: 5

Course Description:

This course is designed to provide a basic overview of current business and information systems to introduce students to the foundations required
for today's business environments. Emphasis is placed on developing proficiency with communication tools for enhancing personal and work place
proficiency in an information-based society. Skills taught include: proficiency working with computer networks, internet and online databases,
awareness of emerging technologies, common software applications, database and spreadsheet applications, mathematics and financial strategies,
career exploration, and development of personal and interpersonal skills.

Florida Standards Correlation to CTE Program Standard #
01.0 Methods and strategies for using Florida Standards for grades 09-10 reading in Technical
Subjects for student success in Applied Computer Business Skills 1.
01.01 Key Ideas and Details
01.01.1 Cite specific textual evidence to support analysis of science and
technical texts, attending to the precise details of explanations or
descriptions.

LAFS.910.RST.1.1
01.01.2 Determine the central ideas or conclusions of a text; trace the text's
explanation or depiction of a complex process, phenomenon, or
concept; provide an accurate summary of the text.

LAFS.910.RST.1.2
01.01.3 Follow precisely a complex multistep procedure when carrying out
experiments, taking measurements, or performing technical tasks,
attending to special cases or exceptions defined in the text.
LAFS.910.RST.1.3

01.02 Craft and Structure
01.02.1 Determine the meaning of symbols, key terms, and other domain-specific
words and phrases as they are used in a specific scientific or technical
context relevant to grades 9-10 texts and topics.

LAFS.910.RST.2.4
01.02.2 Analyze the structure of the relationships among concepts in a text,
including relationships among key terms (e.g., force, friction, reaction
force, energy).

LAFS.910.RST.2.5




Florida Standards

01.02.3 Analyze the author’s purpose in providing an explanation, describing a
procedure, or discussing an experiment in a text, defining the question
the author seeks to address.

LAFS.910.RST.2.6

01.03 Integration of Knowledge and Ideas

01.03.1 Translate quantitative or technical information expressed in words in a
text into visual form (e.g., a table or chart) and translate information
expressed visually or mathematically (e.g., in an equation) into words.

LAFS.910.RST.3.7

01.03.2 Assess the extent to which the reasoning and evidence in a text support
the author’s claim or a recommendation for solving a scientific or
technical problem.

LAFS.910.RST.3.8

01.03.3 Compare and contrast findings presented in a text to those from other
sources (including their own experiments), noting when the findings
support or contradict previous explanations or accounts.

LAFS.910.RST.3.9

01.04 Range of Reading and Level of Text Complexity

01.04.1 By the end of grade 9, read and comprehend literature [informational
texts, history/social studies texts, science/technical texts] in the grades
9-10 text complexity band proficiently, with scaffolding as needed at the
high end of the range.

01.04.2 By the end of grade 10, read and comprehend literature [informational
texts, history/social studies texts, science/technical texts] at the high end
of the grades 9-10 text complexity band independently and proficiently.

LAFS.910.RST.4.10

02.0

Methods and strategies for using Florida Standards for grades 09-10 writing in Technical
Subijects for student success in Applied Computer Business Skills 1.

02.01 Text Types and Purposes

02.01.1 Write arguments focused on discipline-specific content.
LAFS.910.WHST.1.1
02.01.2 Write informative/explanatory texts, including the narration of historical

events, scientific procedures/experiments, or technical processes.
LAFS.910.WHST.1.2

02.02 Production and Distribution of Writing

02.02.1 Produce clear and coherent writing in which the development,
organization, and style are appropriate to task, purpose, and audience.
LAFS.910.WHST.2.4

02.02.2 Develop and strengthen writing as needed by planning, revising, editing,
rewriting, or trying a new approach, focusing on addressing what is most
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Florida Standards Correlation to CTE Program Standard #
significant for a specific purpose and audience.

LAFS.910.WHST.2.5
02.02.3 Use technology, including the Internet, to produce, publish, and update
individual or shared writing products, taking advantage of technology’s
capacity to link to other information and to display information flexibly
and dynamically.

LAFS.910.WHST.2.6

02.03 Research to Build and Present Knowledge
02.03.1 Conduct short as well as more sustained research projects to answer a
question (including a self-generated question) or solve a problem; narrow,
or broaden the inquiry when appropriate; synthesize multiple sources on
the subject, demonstrating understanding of the subject under
investigation.

LAFS.910.WHST.3.7
02.03.2 Gather relevant information from multiple authoritative print and digital
sources, using advanced searches effectively; assess the usefulness of
each source in answering the research question; integrate information
into the text selectively to maintain the flow of ideas, avoiding plagiarism
and following a standard format for citation.

LAFS.910.WHST.3.8
02.03.3 Draw evidence from informational texts to support analysis, reflection,
and research.

LAFS.910.WHST.3.9

02.04 Range of Writing
02.04.1 Write routinely over extended time frames (time for reflection and
revision) and shorter time frames (a single sitting or a day or two) for a
range of discipline-specific tasks, purposes, and audiences.
LAFS.910.WHST.4.10
03.0 Methods and strategies for using Florida Standards for grades 09-10 Mathematical Practices in
Technical Subjects for student success in Applied Computer Business Skills .
03.01 Make sense of problems and persevere in solving them.

MAFS.K12.MP.1.1

03.02 Reason abstractly and quantitatively.
MAFS.K12.MP.2.1

03.03 Construct viable arguments and critique the reasoning of others.
MAFS.K12.MP.3.1

03.04 Model with mathematics.
MAFS.K12.MP.4.1

03.05 Use appropriate tools strategically.
MAFS.K12.MP.5.1
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03.06

Attend to precision.
MAFS.K12.MP.6.1

Correlation to CTE Program Standard #

03.07

Look for and make use of structure.
MAFS.K12.MP.7.1

03.08

Look for and express regularity in repeated reasoning.
MAFS.K12.MP.8.1

Abbreviations:
FS-M/LA = Florida Standards for Math/Language Arts
NGSSS-Sci = Next Generation Sunshine State Standards for Science

Note: This course is pending alignment in the following categories: NGSSS-Sci.

CTE Standards and Benchmarks
04.0 Demonstrate knowledge, skill, and application of information systems to accomplish job
objectives and enhance workplace performance — the student will be able to:

FS-M/LA

04.01

Develop keyboarding skills to enter and manipulate text and data.

LAFS.910.SL.1.2,2.5
LAFS.910.W.2.6
LAFS.910.L.1.2,
LAFS.1112.L.1.2
LAFS.1112.W.2.6,
LAFS.1112.SL.1.2, 2.5

MAFS.912.5-1D.3.7

04.02

Describe and use current computer technology and software to perform personal and
business related tasks in the workplace by establishing digital calendars, meetings,
appointments, and create and manipulate e-mail contacts.

LAFS.910.SL.1.1, 1.2,
13,24,25,26
LAFS.910.W.1.2, 2.6
LAFS.1112.SL.1.1, 1.2,
13,24,25,2.6
LAFS.1112.W.1.2, 2.6

04.03

Identify and describe types of file systems and classify common file extensions based
on software application programs used in the workplace environment.

LAFS.910.RI.2.4
LAFS.910.SL.1.2
LAFS.910.W.2.4, 2.5, 2.6,
3.8

LAFS.1112.W.2.4, 2.5,
2.6,3.8
LAFS.1112.R1.2.4
LAFS.1112.SL.1.2

04.04

Use reference materials such as on-line help, tutorials, and manuals available for
application software.

LAFS.910.RI.1.1, 1.2,
13,2.4,25,26,3.7,
4.10
LAFS.1112.RI.1.1, 1.2,

NGSSS-Sci




1.3,2.4, 2.5, 2.6, 3.1,
4.10

LAFS.910.RI.2.4
LAFS.910.SL.1.2
LAFS.910.W.2.4, 2.5, 2.6,

04.05 Demonstrate basic computer file management skills and file naming conventions to 3.8
accurately organize files into hierarchies by labeling file folders for easy accessibility. LAFS.1112.W.2.4, 2.5,
2.6,3.8

LAFS.1112.RI.2.4,
LAFS.1112.SL.1.2
04.06 Discuss the process of troubleshooting problems with computer hardware peripherals, | LAFS.910.SL1.1, 2.5
including input and output devices in the workplace environment. LAFS.1112.SL.1.1, 2.5
LAFS.910.RI.1.1, 1.2,
1.3, 3.8,4.10
LAFS.910.W.1.1, 1.2, 3.8
LAFS.910.SL.1.1, 1.2,

04.07 Describe ethical issues and problems associated with computers and information 1.3,2.4,25,2.6
systems, including federal laws against anti-piracy with computers and PC software LAFS.1112.5L.1.1, 1.2,
security protection. 13,2.4,25,26

LAFS.1112.W.1.1, 1.2,
3.8

LAFS.1112.RI.1.1, 1.2,
1.3,3.8,4.10

04.08 Apply ergonomic principles and view devices applicable to computer workstation and LAFS.910.L.2.3, 3.6,
the workplace environment. LAFS.1112.L.2.3,3.6

05.0 Use computer networks, internet and online databases to facilitate collaborative or individual
learning and communication — the student will be able to:

LAFS.910.L.2.3, 3.4, 3.5,
3.6
LAFS.910. SL.1.1, 1.2,
05.01 Demonstrate how to connect to the Internet and use appropriate Internet protocol. 1.3,2.4,25,2.6
Identify and describe web terminology, addresses and how browsers work. LAFS.1112.L.2.3, 3.4,
35,36
LAFS.1112.SL.1.1, 1.2,
13,24,25,26
LAFS.910.L.2.3, 3.4, 3.5,
3.6

05.02 Demonstrate proficiency using basic features of GUI browsers, including: bookmarks, 'I@)Fg'ilg'?"zlél' 12,

basic conflgur_atlons, _e—mall_ configurations, and address books. Describe appropriate LAFS.1112.5L.1.1, 1.2
browser security configurations. 13.24 25 26

LAFS.1112.L.2.3, 3.4,
3.5,3.6

10
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LAFS.910.L.2.3, 3.4, 3.5,

o . . . . : : 3.6
05.03 Describe information technology terminology, including Internet, intranet, ethics, LAFS.910.SL.1.1. 1.2,

copyright laws, and regulatory control. 1324 25 26

LAFS.910.RI1.4.10
LAFS.910.L.2.3, 3.4, 3.5,
3.6
LAFS.910.RI.4.10
LAFS.910.SL.1.1, 1.2,
1.3,24,25,2.6
LAFS.1112.SL.1.1, 1.2,
1.3,24,25,2.6
LAFS.1112.RI1.4.10
LAFS.1112.L.2.3, 3.4,
35,36
05.05 Use various web tools, including: downloading files, transfer of files, telnet, PDF, plug- | LAFS.910.R1.4.10

ins, and data compression. Identify Boolean search strategies. LAFS.1112.R1.4.10
LAFS.910.SL.1.1, 1.2,
05.06 Use computer networks, including on-line databases and resources to facilitate 1.3,2.4,25,2.6

collaborative or individual learning and communication. LAFS.1112.SL.1.1,1.2,
13,24,25,26
LAFS.910.L.1.1,1.2,1.3,
2.3,34,35,3.6
LAFS.910.SL.1.1, 1.2,
1.3,24,25,2.6
LAFS.910.W.1.1, 1.2, 1.3,

05.07 Describe how business transactions and academic applications are supported by 421"11'02'5' 26,3.7,38,3.9,

interactive web apphcajuons, including sharing photos and video clips, messaging, LAFS.1112.W.1.1, 1.2,
chatting and collaborating. 13.24 25 26.3.7. 3.8

3.9,4.10
LAFS.1112.SL.1.1, 1.2,
13,24,25,26
LAFS.1112.1L.1.1, 1.2,
13,23,34,35,36
LAFS.910.L.1.1,1.2, 1.3,

05.04 Demonstrate proficiency using search engines and search tools.

2.3,34,35,3.6
LAFS.910.SL.1.1, 1.2,
: . . . . g 1.3,24,25,2.6
05.08 Describe appropriate use of social networking sites and applications, blogs and
. . - . : LAFS.910.W.1.1, 1.2, 1.3,
collaborative tools for file sharing and using listservers. 24 25 26 37 38 3.9

4.10
LAFS.1112.W.1.1, 1.2,
13,24,25,26,3.7,3.8,

11
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3.9,4.10
LAFS.1112.1L.1.1, 1.2,
1.3,23,3.4,35,36
LAFS.1112.SL.1.1, 1.2,
13,24,25,2.6

06.0 Investigate emerging technologies — the student will be able to:

LAFS.910.RI.1.1, 1.2,
13,24,25,26,3.7, 3.8,
3.9,4.10
LAFS.1112.RI.1.1, 1.2,
13,24,25,26,3.7, 3.8,
06.01 Compare and contrast various methods of evaluation for emerging technologies. 3.9,4.10

MAFS.912.A-REI.4.10
MAFS.912.S-1C.1.2,
MAFS.912.S-I1D1.1, 1.2,
13,14, 25,26, 3.7
LAFS.910.RI.1.1, 1.2,
13,24,25,26,3.7,3.8,
3.9,4.10
LAFS.1112.RI.1.1, 1.2,
13,24,25,26,3.7,3.8,
3.9,4.10
LAFS.910.RI.1.1, 1.2,
1.3,24,25,26,3.7, 3.8,
39,410
LAFS.1112.RI.1.1, 1.2,
06.03 Compare and contrast emerging technologies and describe how they impact business | 1.3, 2.4, 2.5, 2.6, 3.7, 3.8,
in the global marketplace (e.g., wireless, wireless web, cell phones, 3.9,4.10
portables/handhelds, smart appliances, home networks, peer-to-peer, etc.).

06.02 Demonstrate knowledge of the process of planning upgrades and changeovers.

MAFS.912.A-REI.4.10
MAFS.912.5-IC.1.2,
MAFS.912.S-ID1.1, 1.2,
13,1.4,25, 26,37

07.0 Demonstrate proficiency using common software applications — the student will be able to:

LAFS.910.RI.1.1, 1.2,

07.01 Compare and contrast the appropriate use of various software applications (e.g., word ég 421'1’02'5’ 26,3.7,38,

processing, desktop publishing, graphics design, web browser, e-mail, presentation,
. . . . LAFS.1112.RI.1.1, 1.2,
database, scheduling, financial management, Java applet, music, etc.). 1.3,2.4,2.5 2.6 3.7, 38,

3.9,4.10
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MAFS.912.A-REI.4.10
MAFS.912.S-IC.1.2
MAFS.912.S-ID1.1, 1.2,
13,14,25, 26,37
LAFS.910.RI.1.1, 1.2,
13,24,25,26,3.7, 3.8,

3.9,4.10
LAFS.1112.RI.1.1, 1.2,
07.02 Demonstrate proficiency in the use of various software applications (e.g., word 1.3,2.4,25,26,3.7,3.8,
processing, desktop publishing, graphics design, web browser, e-mail, presentation, 3.9,4.10

database, scheduling, financial management, Java applet, music, etc.).
MAFS.912.A-REI.4.10

MAFS.912.5-I1C.1.2
MAFS.912.S-ID1.1, 1.2,
13,114,255 26,37

08.0 Use database and spreadsheet applications — the student will be able to:

LAFS.910.RI.1.1, 1.2,
13,24,25,26,3.7, 3.8,

08.01 Manage the worksheet environment by navigating through and printing a worksheet. 3.9,4.10
Personalize the environment by manipulating the ribbon tabs, group settings, importing | LAFS.1112.RI.1.1, 1.2,
data, manipulating properties, files and folders. 1.3,2.4,25,2.6,3.7,3.8,
3.9,4.10

LAFS.910.RI.4.10
LAFS.910.W.4.10
LAFS.910.SL.2.5
LAFS.1112.SL.2.5
LAFS.1112.RI1.4.10
LAFS.1112.W.4.10
08.02 Create cell data, apply auto fill and hyperlinks. MAFS.912.A-SSE.1.1,
MAFS.912.A-APR.1.1,
4.6
MAFS.912.A-CED.1.1,
1.2,1.3,1.4
MAFS.912.A-REI.1.1,
1.2,2.3

. . .. LAFS.910.RI.4.10
08.03 Format cells and worksheets by applying cell formats, merging and splitting cells, create LAFS.910 W 4.10

row and column titles, hide and unhide column titles, rows and columns. Manipulate LAFS 1112.W.4.10
page set up options. Create and apply cell styles. LAFS 1112.R14.10

13
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LAFS.910.R1.4.10
08.04 Manage worksheets and workbooks by creating and formatting worksheets and LAFS.910.W.4.10
manipulating views. LAFS.1112.W.4.10
LAFS.1112.RI1.4.10
LAFS.910.RI1.4.10
LAFS.910.W.4.10
LAFS.1112.W.4.10
LAFS.1112.RI1.4.10

08.05 Apply formulas and functions by creating formulas, enforcing precedence and cell MAFS.912.A-SSE.1.1,
formula references. Apply conditional formula logic, name and cell ranges. MAFS.912.A-APR.1.1,
4.6
MAFS.912.A-CED.1.1,
1.2,1.3, 1.4,
MAFS.912.A-REIL.1.1,
12,23
LAFS.910.R1.4.10
LAFS.910.W.4.10
LAFS.910.SL.2.5
LAFS.1112.SL.2.5
LAFS.1112.R1.4.10
LAFS.1112.W.4.10
LAFS.910.R1.4.10
08.07 Share worksheet data through email, changing file type and different versions. Manage| LAFS.910.W.4.10
comments. LAFS.1112.W.4.10
LAFS.1112.R1.4.10
LAFS.910.R1.4.10
LAFS.910.W.4.10
08.08 Analyze and organize data through filters, sorting and applying conditional formatting. | LAFS.1112.W.4.10
LAFS.1112.R1.4.10

08.06 Demonstrate data visually by creating and modifying charts and images.

09.0 Apply mathematical operations and processes as well as financial_planning strategies to
commonly occurring situations in the workplace to accomplish job objectives and enhance
workplace performance — the student will be able to:

LAFS.910.RI1.4.10
LAFS.910.W.4.10
LAFS.1112.W.4.10

09.01 Analyze, interpret, compile, and demonstrate the ability to present and communicate LAFS 1112 R1.4.10

data in understandable and measurable terms using common statistical procedures

using charts and graphs. MAFS.9.12.A-APR.4.6
MAFS.912.A-CED.1.3
MAFS.912.5-MD.2.5 B
LAFS.910.RI.4.10
LAFS.910.W.4.10

09.02 Use common standards of measurement including the metric system in solving work-
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related or business problems (e.g., length, weight, currency, time). LAFS.1112.W.4.10
LAFS.1112.R1.4.10
LAFS.910.R1.4.10
LAFS.910.W. 4.10
LAFS.1112.W. 4.10
LAFS.1112.RI. 4.10

09.03 Select and use the correct mathematical processes and tools to solve complex problem
situations that are typical of business settings and use formulas and spreadsheets

when appropriate MAFS.9.12.A-APR.4.6

MAFS.912.A-CED.1.3
MAFS.912.5-MD.2.5 B

10.0 Incorporate knowledge gained from individual assessment and job/career exploration to design
an individual career plan that reflects the transition from school to work, lifelong learning, and
personal and professional goals — the student will be able to:

LAFS.910.R1.4.10

10.01 Analyze personal skills and aptitudes in comparison with various business related job | LAFS.910.W.4.10
and career options. LAFS.1112.wW.4.10

LAFS.1112.RI1.4.10

; ; LAFS.910.R1.4.10
10.02 Use career resources to develop an information base that reflects local and global LAFS 910.W 4.10

business related occupations and opportunities for continuing education and workplace LAFS 1112.W.4.10

experience. LAFS.1112.R1.4.10
LAFS.910.SL.1.2
LAFS.910.RI1.4.10
LAFS.910.W.1.1, 1.2, 1.3,

10.03 Demonstrate job-seeking skills required for entry-level employment, including resume, 421'41162'5’ 26,3.7,38,3.9,

cover letter, thank you letter, online/hard copy application, mock interview, and follow- LAFS.1112.W.1.1, 1.2,

up call. 1.3, 2.4, 2.5, 2.6, 3.7, 3.8,
3.9,4.10
LAFS.1112.SL.1.2
LAFS.1112.RI1.4.10
LAFS.910.SL.1.2
LAFS.910.R1.4.10
10.04 Design and initiate a plan to facilitate growth and skill development related to LAFS.910.W.4.10
anticipated job requirements and career expectations. LAFS.1112.W.4.10
LAFS.1112.SL..1.2
LAFS.1112.R1.4.10
LAFS.910.SL.1.2
LAFS.910.R1.4.10
10.05 Refine and implement a plan to facilitate personal growth and skill development related | LAFS.910.W.4.10
to anticipated job requirements and career expectations. LAFS.1112.wW.4.10
LAFS.1112.SL..1.2
LAFS.1112.RI1.4.10
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LAFS.910.SL.1.2
LAFS.910.R1.4.10
10.06 Demonstrate an awareness of specific job requirements and career paths (e.g., LAFS.910.W.4.10
requirements, characteristics needed) in business environments. LAFS.1112.W.4.10
LAFS.1112.SL..1.2
LAFS.1112.R1.4.10
LAFS.910.SL.1.2
LAFS.910.R1.4.10
10.07 Demonstrate an awareness of the potential impact of local and global trends on career | LAFS.910.W.4.10
plans and life goals. LAFS.1112.wW.4.10
LAFS.1112.SL.1.2
LAFS.1112.RI1.4.10
LAFS.910.SL.1.2
LAFS.910.R1.4.10
10.08 Describe the importance of building community and mentor relationships in a variety of | LAFS.910.W.4.10
professional and workplace situations. LAFS.1112.W.4.10
LAFS.1112.SL..1.2
LAFS.1112.R1.4.10

11.0 Demonstrate personal and interpersonal skills appropriate for the workplace — the student will

be able to:
11.01 Demonstrate ways of accepting constructive criticism on team projects within the LAFS.910.SL.1.1
workplace. LAFS.1112.SL.1.1

LAFS.910.SL.1.1

11.02 Apply appropriate strategies to manage and resolve conflicts in work situations. LAFS 1112.SL 1.1

11.03 Demonstrate personal and interpersonal skills appropriate for the workplace, including:
responsibility, dependability, punctuality, integrity, positive attitude, initiative, respect for
self and others, and professional dress.

12.0 Incorporate appropriate leadership and supervision techniques, customer service strategies,
and standards of personal ethics to accomplish job objectives and enhance workplace
performance — the student will be able to:

LAFS.910.SL.1.1
LAFS.1112.SL.1.1

LAFS.910.SL.1.1

12.01 Demonstrate awareness of the following workplace essentials: Quality customer LAFS.910.RI.4.10
service; business ethics; confidentiality of information; copyright violations; accepted LAFS.910.W.4.10
workplace rules, regulations, policies, procedures, processes, and workplace safety, LAFS.1112.W.4.10
and appropriate attire and grooming. LAFS.1112.5L1.1

LAFS.1112.RI1.4.10
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Additional Information

Laboratory Activities

Laboratory investigations that include scientific inquiry, research, measurement, problem solving, emerging technologies, tools and equipment, as
well as, experimental, quality, and safety procedures are an integral part of this career and technical program/course. Laboratory investigations
benefit all students by developing an understanding of the complexity and ambiguity of empirical work, as well as the skills required to manage,
operate, calibrate and troubleshoot equipment/tools used to make observations. Students understand measurement error; and have the skills to
aggregate, interpret, and present the resulting data. Equipment and supplies should be provided to enhance hands-on experiences for students.

Special Notes

This course has been daggered and will be deleted after the 2016-17 school year.

Career and Technical Student Organization (CTSQO)

Future Business Leaders of America (FBLA) and Business Professionals of America (BPA) are the intercurricular career and technical student
organizations providing leadership training and reinforcing specific career and technical skills. Career and Technical Student Organizations provide
activities for students as an integral part of the instruction offered.

Cooperative Training — OJT

On-the-job training is appropriate but not required for this program. Whenever offered, the rules, guidelines, and requirements specified in the OJT
framework apply.

Accommodations

Federal and state legislation requires the provision of accommodations for students with disabilities as identified on the secondary student’s
Individual Educational Plan (IEP) or 504 plan or postsecondary student's accommodations’ plan to meet individual needs and ensure equal access.
Accommodations change the way the student is instructed. Students with disabilities may need accommodations in such areas as instructional
methods and materials, assignments and assessments, time demands and schedules, learning environment, assistive technology and special
communication systems. Documentation of the accommodations requested and provided should be maintained in a confidential file.

In addition to accommodations, some secondary students with disabilities (students with an IEP served in Exceptional Student Education (ESE)) will
need modifications to meet their needs. Modifications change the outcomes or what the student is expected to learn, e.g., modifying the curriculum
of a secondary career and technical education course. Note: postsecondary curriculum and regulated secondary programs cannot be modified.

Some secondary students with disabilities (ESE) may need additional time (i.e., longer than the regular school year), to master the student
performance standards associated with a regular Occupational Completion Point (OCP) or a Modified Occupational Completion Point (MOCP). If
needed, a student may enroll in the same career and technical course more than once. Documentation should be included in the IEP that clearly
indicates that it is anticipated that the student may need an additional year to complete an OCP/MOCP. The student should work on different
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competencies and new applications of competencies each year toward completion of the OCP/MOCP. After achieving the competencies identified
for the year, the student earns credit for the course. It is important to ensure that credits earned by students are reported accurately. The district's
information system must be designed to accept multiple credits for the same course number for eligible students with disabilities.

Additional Resources

For additional information regarding articulation agreements, Bright Futures Scholarships, Fine Arts/Practical Arts Credit and Equivalent
Mathematics and Equally Rigorous Science Courses please refer to:
http://www.fldoe.org/academics/career-adult-edu/career-tech-edu/program-resources.stml.
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2016 — 2017
Florida Department of Education
Curriculum Framework

Course Title: Business Cooperative Education - OJT
Course Type: Career Preparatory
Career Cluster: Business Management and Administration
Secondary — Cooperative Education - OJT

Course Number 8200410
CIP Number 05079999CP
Grade Level 9-12, 30, 31
Standard Length Multiple credits
Teacher Certification ANY BUSINESS ED G

ANY BUSINESS ED w/TC COOP E G

BUSED 1 @2

TC COOP ED @7

VOE @7
CTSO FBLA

BPA
CTE Program Resources http://www.fldoe.org/academics/career-adult-edu/career-tech-edu/program-resources.stml
Purpose

This program offers a sequence of courses that provides coherent and rigorous content aligned with challenging academic standards and relevant
technical knowledge and skills needed to prepare for further education and careers in the Business Management and Administration cluster;
provides technical skill proficiency, and includes competency-based applied learning that contributes to the academic knowledge, higher-order
reasoning and problem-solving skills, work attitudes, general employability skills, technical skills, and occupation-specific skills, and knowledge of all
aspects of the Business Management and Administration cluster.

Each student job placement must be related to the job preparatory program in which the student is enrolled or has completed.

The purpose of this course is to provide the on-the-job training component when the cooperative method of instruction is appropriate. Whenever
the cooperative method is offered, the following is required for each student: a training agreement; a training plan signed by the student, teacher
and employer, including instructional objectives; a list of on-the-job and in-school learning experiences; a workstation which reflects equipment,
skills and tasks which are relevant to the occupation which the student has chosen as a career goal; and a site supervisor with a working knowledge
of the selected occupation. The workstation may be in an industry setting or in a virtual learning environment. The student must be compensated
for work performed.



The teacher/coordinator must meet with the site supervisor a minimum of once during each grading period for the purpose of evaluating the
student's progress in attaining the competencies listed in the training plan.

Business Cooperative Education - OJT may be taken by a student for one or more semesters. A student may earn multiple credits in this course.
The specific student performance standards which the student must achieve to earn credit are specified in the Cooperative Education - OJT

Training Plan.

Additional Information relevant to this Career and Technical Education (CTE) program is provided at the end of this document.



Common Career Technical Core — Career Ready Practices

Career Ready Practices describe the career-ready skills that educators should seek to develop in their students. These practices are not exclusive
to a Career Pathway, program of study, discipline or level of education. Career Ready Practices should be taught and reinforced in all career
exploration and preparation programs with increasingly higher levels of complexity and expectation as a student advances through a program of
study.

1. Act as a responsible and contributing citizen and employee.

2. Apply appropriate academic and technical skills.

3. Attend to personal health and financial well-being.

4. Communicate clearly, effectively and with reason.

5. Consider the environmental, social and economic impacts of decisions.

6. Demonstrate creativity and innovation.

7. Employ valid and reliable research strategies.

8. Utilize critical thinking to make sense of problems and persevere in solving them.

9. Model integrity, ethical leadership and effective management.

10. Plan education and career path aligned to personal goals.

11. Use technology to enhance productivity.

12. Work productively in teams while using cultural/global competence.



Standards
After successfully completing this program, the student will be able to perform the following:

01.0 Perform designated job skills.
02.0 Demonstrate work ethics.



2016 — 2017
Florida Department of Education
Student Performance Standards

Program Title: Business Cooperative Education - OJT
Secondary Number: 8200410

Standards and Benchmarks

01.0 Perform designated job skills — the student will be able to:

01.01 Perform tasks as outlined in the training plan.

01.02 Demonstrate job performance skills.

01.03 Demonstrate safety procedures on the job.

01.04 Maintain appropriate records.

01.05 Attain an acceptable level of productivity.

01.06 Demonstrate appropriate dress and grooming habits.

02.0 Demonstrate work ethics — the student will be able to:

02.01 Follow directions.

02.02 Demonstrate good human relations skills on the job.

02.03 Demonstrate good work habits.

02.04 Demonstrate acceptable business ethics.




Additional Information

Special Notes

The Cooperative Education Manual is available on-line and has guidelines for students, teachers, employers, parents and other administrators
and sample training agreements. It can be accessed on the DOE Website at http://www.fldoe.org/core/fileparse.php/3/urlt/steps-manual.pdf.

The occupational standards and benchmarks outlined in this secondary course correlate to the standards and benchmarks of the postsecondary
course with the same Classification of Instructional Programs (CIP) number.

Career and Technical Student Organization (CTSO)

Future Business Leaders of America (FBLA), Business Professionals of America (BPA) are the intercurricular career and technical student
organizations providing leadership training and reinforcing specific career and technical skills. Career and Technical Student Organizations provide
activities for students as an integral part of the instruction offered.

Accommodations

Federal and state legislation requires the provision of accommodations for students with disabilities as identified on the secondary student’s
Individual Educational Plan (IEP) or 504 plan or postsecondary student’s accommodations’ plan to meet individual needs and ensure equal access.
Accommodations change the way the student is instructed. Students with disabilities may need accommodations in such areas as instructional
methods and materials, assignments and assessments, time demands and schedules, learning environment, assistive technology and special
communication systems. Documentation of the accommodations requested and provided should be maintained in a confidential file.

Note: postsecondary curriculum and regulated secondary programs cannot be modified.

Some secondary students with disabilities may need additional time (beyond the regular school year) to master the student performance standards
associated with a regular Occupational Completion Point (OCP) or a Modified Occupational Completion Point (MOCP). If needed, a student may
enroll in the same career and technical course more than once. Documentation should be included in the IEP that clearly indicates that it is
anticipated that the student may need an additional year to complete an OCP/MOCP. The student should work on different competencies and new
applications of competencies each year toward completion of the OCP/MOCP. After achieving the competencies identified for the year, the student
earns credit for the course. It is important to ensure that credits earned by students are reported accurately. The district’s information system must
be designed to accept multiple credits for the same course number for eligible students.

Additional Resources

For additional information regarding articulation agreements, Bright Futures Scholarships, Fine Arts/Practical Arts Credit and Equivalent
Mathematics and Equally Rigorous Science Courses please refer to:
http://www.fldoe.org/academics/career-adult-edu/career-tech-edu/program-resources.stml.




2016 — 2017
Florida Department of Education
Curriculum Framework

Program Title: Business Cooperative Education Organization and Management
Program Type: Career Preparatory
Career Cluster: Business Management and Administration
Secondary — Career Preparatory

Program Number 8200420
CIP Number 050799990M
Grade Level 9-12, 30, 31
Standard Length Multiple credits
Teacher Certification ANY BUS ED w/TC COOPEDE G

BUSED 1 @2

TC COOP ED @7

VOE @7
CTSO FBLA

BPA
SOC Codes Varies
CTE Program Resources http://www.fldoe.org/academics/career-adult-edu/career-tech-edu/program-resources.stml
Purpose

This course provides Business Cooperative Education students with a common class that can be used to reinforce and provide additional
competencies in their selected Business Technology Education Program.

This course may be taken only by a student who is enrolled in the BCE - OJT course. A student may earn multiple credits in this course.

The content includes but is not limited to maintaining job related forms and instruction in subjects related to the specific job that the student is
performing.

Additional Information relevant to this Career and Technical Education (CTE) program is provided at the end of this document.



Program Structure

This program is a planned sequence of instruction consisting of multiple credits.
The following table illustrates the secondary program structure:

Graduation
Requirement

Course Course Title Level

~Number
* 8200420

* The OCP and SOC Codes recorded for this course vary according to the originating program.

‘| Business Cooperative Education Organization

and Management VO

multiple credits * 2

(Graduation Requirement Abbreviations- EQ= Equally Rigorous Science, PA= Practical Arts, EC= Economics, VO= Career and Technical
Education)

Academic Alignment Tables

Academic alignment is an ongoing, collaborative effort of professional educators specializing in the fields of science, mathematics, English/language
arts, and Career and Technical Education (CTE). This initiative supports CTE programs by improving student performance through the integration of
academic content within CTE courses. Career and Technical Education courses that have been aligned to the Next Generation Sunshine State
Standards for Science and the Florida Standards for Mathematics and English/Language Arts will show the following data: the quantity of academic
standards in the CTE course; the total number of standards contained in the academic course; and the percentage of alignment to the CTE course.

**  Alignment pending review

# Alignment attempted, but no correlation to academic course

Anatomy/ Astronomy . . Earth- . Marine . .
Courses Physiology | Solar/Galactic EIgy | Cnemisi; Space Enqunmental Genetics Integrated Science 1 Physwal s
1 1 ; Science Science Science 1
Honors Honors Science Honors
19/83 19/67 19/82 19/74
*% *% *% *% *% *% *%
8200420 23% 28% 23% 26%
**  Alignment pending review # Alignment attempted, but no correlation to academic course
Courses Algebra 1 Algebra 2 | Geometry | English 1 English 2 English 3 | English 4
14/67 8/75 14/54 - *% o *x
8200420 21% 11% 26%



Florida Standards for Technical Subjects

Florida Standards (FS) for English Language Arts and Literacy in History/Social Studies, Science, and Technical Subjects are the critical reading
and writing literacy standards designed for grade 6 and above. These standards are predicated on teachers of history/social studies, science, and
technical subjects using their content area expertise to help students meet the particular challenges of reading, writing, speaking, listening, and
language in their respective fields. Itis important to note that the 6-12 literacy standards in history/social studies, science, and technical subjects
are not meant to replace content standards in those areas but rather to supplement them.

This curriculum framework incorporates the grades 9-10 reading and writing literacy standards. The standards for Mathematical Practices describe
varieties of expertise that educators at all levels should seek to develop in their students. These practices rest on important “processes and
proficiencies” with longstanding importance in mathematics education. This curriculum framework incorporates the appropriate mathematical

practices.

Florida Standards for English Language Development (ELD)
English language learners communicate for social and instructional purposes within the school setting. ELD.K12.SI1.1.1

English Language Development (ELD) Standards Special Notes:

Teachers are required to provide listening, speaking, reading and writing instruction that allows English language learners (ELL) to communicate for
social and instructional purposes within the school setting. For the given level of English language proficiency and with visual, graphic, or
interactive support, students will interact with grade level words, expressions, sentences and discourse to process or produce language necessary
for academic success. The ELD standard should specify a relevant content area concept or topic of study chosen by curriculum developers and
teachers which maximizes an ELL’s need for communication and social skills. To access an ELL supporting document which delineates
performance definitions and descriptors, please click on the following link: http://www.cpalms.org/uploads/docs/standards/eld/Sl.pdf.

For additional information on the development and implementation of the ELD standards, please contact the Bureau of Student Achievement
through Language Acquisition at sala@fldoe.org.




Common Career Technical Core — Career Ready Practices

Career Ready Practices describe the career-ready skills that educators should seek to develop in their students. These practices are not exclusive
to a Career Pathway, program of study, discipline or level of education. Career Ready Practices should be taught and reinforced in all career
exploration and preparation programs with increasingly higher levels of complexity and expectation as a student advances through a program of
study.

1. Act as a responsible and contributing citizen and employee.

2. Apply appropriate academic and technical skills.

3. Attend to personal health and financial well-being.

4. Communicate clearly, effectively and with reason.

5. Consider the environmental, social and economic impacts of decisions.

6. Demonstrate creativity and innovation.

7. Employ valid and reliable research strategies.

8. Utilize critical thinking to make sense of problems and persevere in solving them.

9. Model integrity, ethical leadership and effective management.

10. Plan education and career path aligned to personal goals.

11. Use technology to enhance productivity.

12. Work productively in teams while using cultural/global competence.



Standards

After successfully completing this program, the student will be able to perform the following:

01.0
02.0
03.0
04.0
05.0
06.0
07.0
08.0

09.0
10.0

11.0
12.0

Methods and strategies for using Florida Standards for grades 09-10 reading in Technical Subjects for student success in Business
Cooperative Education Organization and Management.

Methods and strategies for using Florida Standards for grades 09-10 writing in Technical Subjects for student success in Business
Cooperative Education Organization and Management.

Methods and strategies for using Florida Standards for grades 09-10 Mathematical Practices in Technical Subjects for student success in
Business Cooperative Education Organization and Management.

Apply communication skills (reading, writing, speaking, listening, and viewing) in a courteous, concise, and correct manner on personal and
professional levels.

Use technology to enhance the effectiveness of communications in order to accomplish job objectives and enhance workplace performance.
Practice quality performance in the learning environment and the workplace.

Incorporate appropriate leadership and supervision techniques, customer service strategies, and standards of personal ethics to accomplish
job objectives and enhance workplace performance.

Apply mathematical operations and processes as well as financial planning strategies to commonly occurring situations in the workplace to
accomplish job objectives and enhance workplace performance.

Assess personal strengths and weaknesses as they relate to job objectives, career exploration, personal development, and life goals.
Incorporate knowledge gained from individual assessment and job/career exploration to design an individual career plan that reflects the
transition from school to work, lifelong learning, and personal and professional goals.

Demonstrate human relations/interpersonal skills appropriate for the workplace.

Perform office functions and responsibilities to accomplish job objectives and enhance workplace performance.
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Course Title: Business Cooperative Education Organization and Management
Course Number: 8200420
Course Credit: Multiple

Course Description:

This course provides Business Cooperative Education students with a common class that can be used to reinforce and provide additional
competencies in their selected Business Management & Administration program. Curriculum may include maintaining job related forms and
instruction in subjects related to the specific job that the student is performing.

Florida Standards Correlation to CTE Program Standard #

01.0 Methods and strategies for using Florida Standards for grades 09-10 reading in Technical
Subijects for student success in Business Cooperative Education Organization and

Management.
01.01 Key Ideas and Details
01.01.1 Cite specific textual evidence to support analysis of science and

technical texts, attending to the precise details of explanations or
descriptions.
LAFS.910.RST.1.1
01.01.2 Determine the central ideas or conclusions of a text; trace the text's
explanation or depiction of a complex process, phenomenon, or
concept; provide an accurate summary of the text.

LAFS.910.RST.1.2
01.01.3 Follow precisely a complex multistep procedure when carrying out
experiments, taking measurements, or performing technical tasks,
attending to special cases or exceptions defined in the text.
LAFS.910.RST.1.3

01.02 Craft and Structure
01.02.1 Determine the meaning of symbols, key terms, and other domain-specific
words and phrases as they are used in a specific scientific or technical
context relevant to grades 9-10 texts and topics.

LAFS.910.RST.2.4
01.02.2 Analyze the structure of the relationships among concepts in a text,
including relationships among key terms (e.g., force, friction, reaction
force, energy).

LAFS.910.RST.2.5




Florida Standards

01.02.3 Analyze the author’s purpose in providing an explanation, describing a
procedure, or discussing an experiment in a text, defining the question
the author seeks to address.

LAFS.910.RST.2.6

01.03 Integration of Knowledge and Ideas

01.03.1 Translate quantitative or technical information expressed in words in a
text into visual form (e.g., a table or chart) and translate information
expressed visually or mathematically (e.g., in an equation) into words.

LAFS.910.RST.3.7

01.03.2 Assess the extent to which the reasoning and evidence in a text support
the author’s claim or a recommendation for solving a scientific or
technical problem.

LAFS.910.RST.3.8

01.03.3 Compare and contrast findings presented in a text to those from other
sources (including their own experiments), noting when the findings
support or contradict previous explanations or accounts.

LAFS.910.RST.3.9

01.04 Range of Reading and Level of Text Complexity

01.04.1 By the end of grade 9, read and comprehend literature [informational
texts, history/social studies texts, science/technical texts] in the grades
9-10 text complexity band proficiently, with scaffolding as needed at the
high end of the range.

01.04.2 By the end of grade 10, read and comprehend literature [informational
texts, history/social studies texts, science/technical texts] at the high end
of the grades 9-10 text complexity band independently and proficiently.

LAFS.910.RST.4.10

02.0

Methods and strategies for using Florida Standards for grades 09-10 writing in Technical
Subijects for student success in Business Cooperative Education Organization and
Management.

02.01 Text Types and Purposes

02.01.1 Write arguments focused on discipline-specific content.
LAFS.910.WHST.1.1
02.01.2 Write informative/explanatory texts, including the narration of historical

events, scientific procedures/experiments, or technical processes.
LAFS.910.WHST.1.2

02.02 Production and Distribution of Writing

02.02.1 Produce clear and coherent writing in which the development,
organization, and style are appropriate to task, purpose, and audience.
LAFS.910.WHST.2.4

02.02.2 Develop and strengthen writing as needed by planning, revising, editing,

7

Correlation to CTE Program Standard #




Florida Standards

rewriting, or trying a new approach, focusing on addressing what is most

significant for a specific purpose and audience.
LAFS.910.WHST.2.5

02.02.3

Use technology, including the Internet, to produce, publish, and update
individual or shared writing products, taking advantage of technology’s
capacity to link to other information and to display information flexibly
and dynamically.

LAFS.910.WHST.2.6

02.03 Research to Build and Present Knowledge

02.03.1

Conduct short as well as more sustained research projects to answer a
guestion (including a self-generated question) or solve a problem; narrow,
or broaden the inquiry when appropriate; synthesize multiple sources on
the subject, demonstrating understanding of the subject under
investigation.

LAFS.910.WHST.3.7

02.03.2

Gather relevant information from multiple authoritative print and digital
sources, using advanced searches effectively; assess the usefulness of
each source in answering the research question; integrate information
into the text selectively to maintain the flow of ideas, avoiding plagiarism
and following a standard format for citation.

LAFS.910.WHST.3.8

02.03.3

Draw evidence from informational texts to support analysis, reflection,
and research.
LAFS.910.WHST.3.9

02.04 Range of Writing

02.04.1

Write routinely over extended time frames (time for reflection and

revision) and shorter time frames (a single sitting or a day or two) for a

range of discipline-specific tasks, purposes, and audiences.
LAFS.910.WHST.4.10

03.0

Methods and strategies for using Florida Standards for grades 09-10 Mathematical Practices in
Technical Subjects for student success in Business Cooperative Education Organization and

Management.

03.01 Make sense of problems and persevere in solving them.

MAFS.K12.MP.1.1

03.02 Reason abstractly and quantitatively.

MAFS.K12.MP.2.1

03.03 Construct viable arguments and critique the reasoning of others.

MAFS.K12.MP.3.1

03.04 Model with mathematics.

MAFS.K12.MP 4.1

Correlation to CTE Program Standard #




Florida Standards

03.05 Use appropriate tools strategically.
MAFS.K12.MP.5.1

Correlation to CTE Program Standard #

03.06 Attend to precision.
MAFS.K12.MP.6.1

03.07 Look for and make use of structure.
MAFS.K12.MP.7.1

03.08 Look for and express regularity in repeated reasoning.
MAFS.K12.MP.8.1

Abbreviations:
FS-M/LA = Florida Standards for Math/Language Arts
NGSSS-Sci = Next Generation Sunshine State Standards for Science

Note: This course is pending alignment in the following categories: FS-M/LA and NGSSS-Sci.

CTE Standards and Benchmarks

FS-M/LA

NGSSS-Sci

04.0 Apply communication skills (reading, writing, speaking, listening, and viewing) in a courteous,
concise, and correct manner on personal and professional levels — the student will be able to:
04.01 Function as a team member and participate in group discussions to identify and resolve
problems.
04.02 Organize and lead discussions.
04.03 Use appropriate etiquette and manners when communicating with people of varying
cultures.
05.0 Use technology to enhance the effectiveness of communications in order to accomplish job
objectives and enhance workplace performance — the student will be able to:
05.01 Demonstrate effective and efficient use of a variety of telephone features and equipment
for business communications.
06.0 Practice quality performance in the learning environment and the workplace — the student will be

able to:

06.01 Apply appropriate organizational skills to manage time and resources.

06.02 Demonstrate job performance skills in the chosen occupation.

06.03 Demonstrate increasingly higher levels of productivity in the chosen occupation.

06.04 Perform tasks as outlined in the OJT training plan.

06.05 Maintain appropriate OJT records (e.g., training agreement, training plan, time cards,

employer forms).




CTE Standards and Benchmarks FS-M/LA NGSSS-Sci

07.0 Incorporate appropriate leadership and supervision techniques, customer service strategies,
and standards of personal ethics to accomplish job objectives and enhance workplace
performance — the student will be able to:

07.01 Project a professional image through appropriate business attire, ethical behavior,
personal responsibility, flexibility, and respect for confidentiality.

07.02 Follow accepted rules, regulations, policies, and workplace safety.

07.03 Apply decision-making processes to business applications.

07.04 Demonstrate good work habits.

07.05 Determine priorities for assigned tasks.

07.06 Determine appropriate actions to take in chain of command situations.

07.07 Demonstrate knowledge of parliamentary procedure (e.g., Robert’s Rules of Order).

07.08 Participate in Future Business Leaders of America/Phi Beta Lambda activities.

08.0 Apply mathematical operations and processes as well as financial planning strategies to
commonly occurring situations in the workplace and to accomplish job objectives and enhance
workplace performance — the student will be able to:

08.01 Apply appropriate mathematical processes to complete personal finance activities (e.g.,
maintain a checking account, reconcile a bank statement, prepare income tax forms).

09.0 Assess personal strengths and weaknesses as they relate to job objectives, career exploration,
personal development, and life goals — the student will be able to:

09.01 Analyze school and work evaluation to assess strengths, weaknesses, and areas for
improvement.

10.0 Incorporate knowledge gained from individual assessment and job/career exploration to design
an individual career plan that reflects the transition from school to work, lifelong learning, and
personal and professional goals — the student will be able to:

10.01 Demonstrate job seeking skills required for entry-level employment (e.g., resume,
application, interview, follow up).

10.02 Refine and implement a plan to facilitate personal growth and skill development related
to anticipated job requirements and career expectations.

10.03 Create and use a portfolio in a job search process.

10.04 Model behavior that contributes to a successful interview.

11.0 Demonstrate human relations/interpersonal skills appropriate for the workplace — the student
will be able to:

10



CTE Standards and Benchmarks FS-M/LA NGSSS-Sci

11.01 Accept constructive criticism.

11.02 Develop professional workplace relationship skills both internally and externally to
include team building, group dynamics, and conflict resolution.

11.03 Practice appropriate interpersonal skills working with and for others.

12.0 Perform office functions and responsibilities to accomplish job objectives and enhance
workplace performance — the student will be able to:
12.01 Perform office tasks (e.qg., filing and records management, scheduling, reprographics,
mail handling).

11



Additional Information

Laboratory Activities

Laboratory investigations that include scientific inquiry, research, measurement, problem solving, emerging technologies, tools and equipment, as
well as, experimental, quality, and safety procedures are an integral part of this career and technical program/course. Laboratory investigations
benefit all students by developing an understanding of the complexity and ambiguity of empirical work, as well as the skills required to manage,
operate, calibrate and troubleshoot equipment/tools used to make observations. Students understand measurement error; and have the skills to
aggregate, interpret, and present the resulting data. Equipment and supplies should be provided to enhance hands-on experiences for students.

Career and Technical Student Organization (CTSO)

Future Business Leaders of America (FBLA) and Business Professionals of America (BPA) are the intercurricular career and technical student
organizations providing leadership training and reinforcing specific career and technical skills. Career and Technical Student Organizations provide
activities for students as an integral part of the instruction offered.

Cooperative Training — OJT

On-the-job training is appropriate but not required for this program. Whenever offered, the rules, guidelines, and requirements specified in the OJT
framework apply.

The Cooperative Education Manual is available on-line and has guidelines for students, teachers, employers, parents and other administrators
and sample training agreements. It can be accessed on the DOE Website at http://www.fldoe.org/core/fileparse.php/3/urlt/steps-manual.pdf.

Accommodations

Federal and state legislation requires the provision of accommodations for students with disabilities as identified on the secondary student’s
Individual Educational Plan (IEP) or 504 plan or postsecondary student's accommaodations’ plan to meet individual needs and ensure equal access.
Accommodations change the way the student is instructed. Students with disabilities may need accommodations in such areas as instructional
methods and materials, assignments and assessments, time demands and schedules, learning environment, assistive technology and special
communication systems. Documentation of the accommodations requested and provided should be maintained in a confidential file.

In addition to accommodations, some secondary students with disabilities (students with an IEP served in Exceptional Student Education (ESE)) will
need modifications to meet their needs. Modifications change the outcomes or what the student is expected to learn, e.g., modifying the curriculum
of a secondary career and technical education course. Note: postsecondary curriculum and regulated secondary programs cannot be modified.

Some secondary students with disabilities (ESE) may need additional time (i.e., longer than the regular school year), to master the student
performance standards associated with a regular Occupational Completion Point (OCP) or a Modified Occupational Completion Point (MOCP). If
needed, a student may enroll in the same career and technical course more than once. Documentation should be included in the IEP that clearly
indicates that it is anticipated that the student may need an additional year to complete an OCP/MOCP. The student should work on different
competencies and new applications of competencies each year toward completion of the OCP/MOCP. After achieving the competencies identified

12



for the year, the student earns credit for the course. It is important to ensure that credits earned by students are reported accurately. The district's
information system must be designed to accept multiple credits for the same course number for eligible students with disabilities.

Additional Resources

For additional information regarding articulation agreements, Bright Futures Scholarships, Fine Arts/Practical Arts Credit and Equivalent
Mathematics and Equally Rigorous Science Courses please refer to:

http://www.fldoe.org/academics/career-adult-edu/career-tech-edu/program-resources.stml.
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Course Type: Orientation/Exploratory
Career Cluster: Business Management and Administration
Secondary — Middle School

Course Number 8200520
CIP Number 05079999MS
Grade Level 6-8
Standard Length Semester
Teacher Certification BUSED1 @2

COMPU SCI 6

TC COOP ED @7

TECED 1@2

VOE @7
CTSO FBLA

BPA
CTE Program Resources http://www.fldoe.org/academics/career-adult-edu/career-tech-edu/program-resources.stml
Purpose

The purpose of this course is to assist students in making informed decisions regarding their future academic and occupational goals and to provide
information regarding careers in the Business Management and Administration career cluster. The content includes but is not limited to instruction
in intermediate keyboarding, intermediate word processing, intermediate electronic presentation, intermediate computer hardware, intermediate
Internet, introductory spreadsheet, and skills for business applications. These competencies provide the skills necessary to ensure increased
productivity and efficient utilization of equipment.

Instruction and learning activities are provided in a laboratory setting using hands-on experiences with the equipment, materials and technology
appropriate to the course content and in accordance with current practices.



Florida Standards for English Language Development (ELD)
English language learners communicate for social and instructional purposes within the school setting. ELD.K12.SI.1.1

English Language Development (ELD) Standards Special Notes:

Teachers are required to provide listening, speaking, reading and writing instruction that allows English language learners (ELL) to communicate for
social and instructional purposes within the school setting. For the given level of English language proficiency and with visual, graphic, or
interactive support, students will interact with grade level words, expressions, sentences and discourse to process or produce language necessary
for academic success. The ELD standard should specify a relevant content area concept or topic of study chosen by curriculum developers and
teachers which maximizes an ELL’s need for communication and social skills. To access an ELL supporting document which delineates
performance definitions and descriptors, please click on the following link: http://www.cpalms.org/uploads/docs/standards/eld/Sl.pdf.

For additional information on the development and implementation of the ELD standards, please contact the Bureau of Student Achievement

through Language Acquisition at sala@fldoe.org.

Additional Information relevant to this Career and Technical Education (CTE) program is provided at the end of this document.



Standards

After successfully completing this program, the student will be able to perform the following:

01.0
02.0
03.0
04.0
05.0
06.0
07.0
08.0
09.0
10.0

Identify and understand computer hardware.

Identify information technology tools and their proper uses.

Develop and apply keyboarding skills utilizing current technology.

Develop and apply word processing skills utilizing current technology.

Develop and apply electronic presentation skills utilizing current technology.

Develop and apply spreadsheet skills utilizing current technology.

Develop and utilize business-related skills.

Perform activities using the worldwide web.

Describe how information technology is used in the Business, Management and Administration career cluster.
Describe and use communication features of information technology.



2016 — 2017
Florida Department of Education
Student Performance Standards

Course Title: Computer Applications in Business 1
Course Number: 8200520
Course Length: Semester

Course Description:

This course is designed to provide instruction in intermediate keyboarding, intermediate word processing, intermediate electronic presentation,
intermediate computer hardware, intermediate Internet, introductory spreadsheet, and business applications skills. These competencies provide the
skills necessary to ensure increased productivity and efficient utilization of equipment.

CTE Standards and Benchmarks

01.0 Identify and understand computer hardware — the student will be able to:
01.01 Define and identify input, output, and storage devices and their functions.
01.02 Define and identify memory in a computer.
02.0 Identify information technology tools and their proper uses — the student will be able to:
02.01 Define and identify various software applications (word processing, spreadsheets, database, presentation, digital publishing) and
their uses.
03.0 Develop and apply keyboarding skills utilizing current technology — the student will be able to:
03.01 Demonstrate proper keyboarding techniques using correct ergonomic habits.
03.02 Demonstrate safety and respect for equipment materials in lab.
03.03 Demonstrate proper techniques for alphanumeric keyboarding while keeping fingers on home row keys.
04.0 Develop and apply word processing skills utilizing current technology — the student will be able to:
04.01 Start and exit word processing software.
04.02 Apply different views to a document — select zoom options, document view, split windows, arrange windows, and switch windows.
04.03 Move text in a document using the copying/cutting/pasting and drag/drop text commands.
04.04 Apply tabs, line spacing and paragraph indents.




CTE Standards and Benchmarks

04.05 Align text horizontally and vertically.

04.06 Apply character attributes — font, font size, font color, underline, bold, italic, and text effects.

04.07 Apply Styles in a document.

04.08 Utilize the Undo and Redo commands.

04.09 Utilize the Show/Hide command.

04.10 Use Find and Replace.

04.11 Utilize the Format painter.

04.12 Utilize the Text Highlight feature in a document — select highlight color.

04.13 Insert date and time.

04.14 Insert and manipulate graphics, word art and text boxes.

04.15 Insert and remove a manual page break in a document.

04.16 Create bulleted and numbered lists.

04.17 Create a table — inserting, moving, and entering data.

04.18 Format a table — insert/delete columns, rows, and cells and merge cells.

04.19 Format a table — changing column/ row width/ height.

04.20 Apply table alignment on document — horizontally and vertically.

04.21 Apply text and number alignment within a table.

04.22 Use table tools — change table styles, apply borders, and shading.

04.23 Set the Page Layout in a document — margins, page orientation, and page size.

04.24 Change the Page Background — insert a watermark, page border, and change the page color.

04.25 Create headers and footers in a document.

04.26 Use spell/grammar check/ thesaurus programs properly.




CTE Standards and Benchmarks

04.27 Use basic proofreading skills including proofreader’s marks.

04.28 Understand the difference between Save and Save As.

04.29 Save a document — specify file name and location.

04.30 Save a document in a different format, e.g., PDF, Web page, and jpeg.

04.31 Understand printing options including printer selection, scale to fit, and page number selection.

05.0 Develop and apply electronic presentation skills utilizing current technology — the student will be able to:

05.01 Start and exit presentation software.

05.02 Apply fill effects, lines and shapes.

05.03 Demonstrate ability to order, group and rotate objects.

05.04 Demonstrate ability to animate graphics.

05.05 Apply slide transitions and timings.

05.06 Incorporate text, tables, charts and graphic transitions into document.

05.07 Add sound using various media (e.g. internet and/or files).

05.08 Apply action buttons.

05.09 Insert a hyperlink.

05.10 Rearrange slide order through slide sorter.

05.11 Create note page to aid in oral presentation of slide show.

05.12 Customize timing and rehearsing to coordinate with oral presentation.

05.13 Save a presentation in a different format, e.g., PDF and Web page.

05.14 Demonstrate the ability to spell check and print presentations using different settings.

05.15 Demonstrate presentation skills.

06.0 Develop and apply spreadsheet skills utilizing current technology — the student will be able to:




CTE Standards and Benchmarks

06.01 Start and exit spreadsheet software.

06.02 Identify the parts of the spreadsheet screen, e.g., ribbon, status bar, title bar, insertion point, scroll box and bar, and tabs.

06.03 Create a new worksheet.

06.04 Change column width and row height.

06.05 Format the contents of a cell, i.e., change fonts and font sizes, align text, and format numbers.

06.06 Merge cells.

06.07 Use Undo and Redo commands.

06.08 AutoFormat the worksheet if available. AutoFormat applies borders, shading, and data formatting.

06.09 Use the auto sum feature.

06.10 Create a chart.

07.0 Develop and utilize business-related skills — the student will be able to:

07.01 Demonstrate an understanding of the importance of a positive attitude in obtaining and maintaining a job.

07.02 Identify grooming/dress standards in various workplace environments.

07.03 Demonstrate problem solving skills.

07.04 Demonstrate an awareness of teamwork.

07.05 Make an impromptu presentation.

07.06 Make a prepared presentation.

07.07 Collaborate and effectively use teamwork to present in a group.

08.0 Perform activities using the worldwide web — the student will be able to:

08.01 Identify and define Internet vocabulary such as hyperlink, WWW, URL, and web browser

08.02 Understand basic principles of the Doman Name System (DNS).

08.03 Perform basic Internet searches.




CTE Standards and Benchmarks

08.04 Identify and use various web browsers.

08.05 Copy and paste from browser to other applications.

08.06 Identify and use various search engines.

08.07 Evaluate websites.

08.08 Understand Favorites/ Bookmarks.

08.09 Understand and demonstrate Internet safety.

08.10 Discuss Internet privacy, ethics, network etiquette and copyright laws.

08.11 Download files.

08.12 Download graphics.

09.0 Describe how information technology is used in the Business, Management and Administration career cluster — the student will be able to:

09.01 Identify through internet research information technology (IT) careers in the Business, Management and Administration career
cluster, including the responsibilities, tasks and skills they require.

09.02 Identify security-related ethical and legal IT issues faced by professionals in the Business, Management and Administration career
cluster.

10.0 Describe and use communication features of information technology — the student will be able to:

10.01 Identify security and privacy issues related to the Internet, including passwords and information theft.

10.02 Identify and/or use various ways to communicate effectively using internet technology, such as email, webcast, website, webpage,
messaging, social networks, and blogging.




Additional Information

Laboratory Activities

Laboratory investigations that include scientific inquiry, research, measurement, problem solving, emerging technologies, tools and equipment, as
well as, experimental, quality, and safety procedures are an integral part of this career and technical program/course. Laboratory investigations
benefit all students by developing an understanding of the complexity and ambiguity of empirical work, as well as the skills required to manage,
operate, calibrate and troubleshoot equipment/tools used to make observations. Students understand measurement error; and have the skills to
aggregate, interpret, and present the resulting data. Equipment and supplies should be provided to enhance hands-on experiences for students,
including access to computers and appropriate software.

Special Notes

The length of this course is one semester. It may be offered for two semesters when appropriate. When offered for one semester, it is
recommended that it be at the exploratory level and more in-depth when offered for two semesters.

Career and Technical Student Organization (CTSO)

Future Business Leaders of America (FBLA) and Business Professionals of America (BPA) are the intercurricular career and technical student
organizations providing leadership training and reinforcing specific career and technical skills. Career and Technical Student Organizations provide
activities for students as an integral part of the instruction offered.

Accommodations

Federal and state legislation requires the provision of accommodations for students with disabilities as identified on the secondary student’s
Individual Educational Plan (IEP) or 504 plan or postsecondary student's accommodations’ plan to meet individual needs and ensure equal access.
Accommodations change the way the student is instructed. Students with disabilities may need accommodations in such areas as instructional
methods and materials, assignments and assessments, time demands and schedules, learning environment, assistive technology and special
communication systems. Documentation of the accommodations requested and provided should be maintained in a confidential file.

In addition to accommodations, some secondary students with disabilities (students with an IEP served in Exceptional Student Education (ESE)) will
need modifications to meet their needs. Modifications change the outcomes or what the student is expected to learn, e.g., modifying the curriculum
of a secondary career and technical education course. Note: postsecondary curriculum and regulated secondary programs cannot be modified.

Additional Resources

For additional information regarding articulation agreements, Bright Futures Scholarships, Fine Arts/Practical Arts Credit and Equivalent
Mathematics and Equally Rigorous Science Courses please refer to:
http://www.fldoe.org/academics/career-adult-edu/career-tech-edu/program-resources.stml.
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Florida Department of Education
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Program Title: Emerging Technology in Business
Program Type: Non Career Preparatory

Career Cluster: Business Management and Administration
Program Number 8207010

CIP Number 05070701PA

Grade Level 9-12, 30, 31

Standard Length 1 credit

Teacher Certification ACCTING @77 G

BOOKKEEPIN @4 @7 7 G
BUS DP @7 %G

BUSED 1 @2

CLERICAL @7 7 G
COMPU SCI 6

ELECT DP @7 %G
MANAG SUPV 7 G
SECRETAR 7 G

TC COOP ED @7
TECELEC @77 G

VOE @7
CTSO FBLA
BPA
CTE Program Resources http://www.fldoe.org/academics/career-adult-edu/career-tech-edu/program-resources.stml

Purpose

The purpose of this program is to give students an opportunity to apply knowledge and skills related to the area of Emerging Technology in
Business.

The content includes but is not limited to electronic research methods; business communications including speaking, listening, writing, and
telecommunicating; multimedia presentation skills; ethical considerations related to technology; and emerging technologies affecting business
environments. Instruction is designed to provide an understanding of the advances being made in technology today and in the future.



Additional Information relevant to this Career and Technical Education (CTE) program is provided at the end of this document.

Program Structure

This program is a planned sequence of instruction consisting of 1 credit.

The following table illustrates the secondary program structure:

Course Number Course Title Level Graduation Requirement
8207010 Emerging Technology in Business 1 credit 2 VO

(Graduation Requirement Abbreviations- EQ= Equally Rigorous Science, PA= Practical Arts, EC= Economics, VO= Career and Technical
Education)

Academic Alignment Tables

Academic alignment is an ongoing, collaborative effort of professional educators specializing in the fields of science, mathematics, English/language
arts, and Career and Technical Education (CTE). This initiative supports CTE programs by improving student performance through the integration of
academic content within CTE courses. Career and Technical Education courses that have been aligned to the Next Generation Sunshine State
Standards for Science and the Florida Standards for Mathematics and English/Language Arts will show the following data: the quantity of academic
standards in the CTE course; the total number of standards contained in the academic course; and the percentage of alignment to the CTE course.

BRI Astronom Earth- Marine
Physiolog Y Biology | Chemistry Environmental . Integrated ; Physical | Physics
Courses Solar/Galactic Space : Genetics ; Science 1 2
y 1 1 ; Science Science Science 1
Honors Honors Science Honors
8207010 *% *% *% *% *% *% *% *% *% *% *%
**  Alignment pending review # Alignment attempted, but no correlation to academic course
Courses Algebra 1 Algebra 2 | Geometry | English 1 English 2 English 3 | English 4
8207010 *% *% *% *% *% *% *%
**  Alignment pending review # Alignment attempted, but no correlation to academic course



Florida Standards for Technical Subjects

Florida Standards (FS) for English Language Arts and Literacy in History/Social Studies, Science, and Technical Subjects are the critical reading
and writing literacy standards designed for grade 6 and above. These standards are predicated on teachers of history/social studies, science, and
technical subjects using their content area expertise to help students meet the particular challenges of reading, writing, speaking, listening, and
language in their respective fields. Itis important to note that the 6-12 literacy standards in history/social studies, science, and technical subjects
are not meant to replace content standards in those areas but rather to supplement them.

This curriculum framework incorporates the grades 9-10 reading and writing literacy standards in the first two courses of this CTE program and
grade 11-12 reading and writing literacy standards in the third and fourth courses of this CTE program. The standards for Mathematical Practices
describe varieties of expertise that educators at all levels should seek to develop in their students. These practices rest on important “processes
and proficiencies” with longstanding importance in mathematics education. This curriculum framework incorporates the appropriate mathematical
practices in the first four courses of this CTE program.

Florida Standards for English Language Development (ELD)
English language learners communicate for social and instructional purposes within the school setting. ELD.K12.S1.1.1

English Language Development (ELD) Standards Special Notes:

Teachers are required to provide listening, speaking, reading and writing instruction that allows English language learners (ELL) to communicate for
social and instructional purposes within the school setting. For the given level of English language proficiency and with visual, graphic, or
interactive support, students will interact with grade level words, expressions, sentences and discourse to process or produce language necessary
for academic success. The ELD standard should specify a relevant content area concept or topic of study chosen by curriculum developers and
teachers which maximizes an ELL’s need for communication and social skills. To access an ELL supporting document which delineates
performance definitions and descriptors, please click on the following link: http://www.cpalms.org/uploads/docs/standards/eld/SI.pdf.

For additional information on the development and implementation of the ELD standards, please contact the Bureau of Student Achievement
through Language Acquisition at sala@fldoe.org.




Common Career Technical Core — Career Ready Practices

Career Ready Practices describe the career-ready skills that educators should seek to develop in their students. These practices are not exclusive
to a Career Pathway, program of study, discipline or level of education. Career Ready Practices should be taught and reinforced in all career
exploration and preparation programs with increasingly higher levels of complexity and expectation as a student advances through a program of
study.

1. Act as a responsible and contributing citizen and employee.

2. Apply appropriate academic and technical skills.

3. Attend to personal health and financial well-being.

4. Communicate clearly, effectively and with reason.

5. Consider the environmental, social and economic impacts of decisions.

6. Demonstrate creativity and innovation.

7. Employ valid and reliable research strategies.

8. Utilize critical thinking to make sense of problems and persevere in solving them.

9. Model integrity, ethical leadership and effective management.

10. Plan education and career path aligned to personal goals.

11. Use technology to enhance productivity.

12. Work productively in teams while using cultural/global competence.



Standards

After successfully completing this program, the student will be able to perform the following:

01.0

02.0

03.0

04.0

05.0
06.0

07.0

Methods and strategies for using Florida Standards for grades 09-10 reading in Technical Subjects for student success in Emerging
Technology in Business.

Methods and strategies for using Florida Standards for grades 09-10 writing in Technical Subjects for student success in Emerging
Technology in Business.

Methods and strategies for using Florida Standards for grades 09-10 Mathematical Practices in Technical Subjects for student success in
Emerging Technology in Business.

Apply communication skills (reading, writing, speaking, listening, and viewing) in a courteous, concise, and correct manner on personal and
professional levels.

Use technology to enhance the effectiveness of communications in order to accomplish job objectives and enhance workplace performance.
Incorporate appropriate leadership and supervision techniques, customer service strategies, and standards of personal ethics to accomplish
job objectives and enhance workplace performance.

Perform decision-making activities.



2016 — 2017
Florida Department of Education
Student Performance Standards

Course Title: Emerging Technology in Business
Course Number: 8207010
Course Credit: 1

Course Description:

This course provides instruction in electronic research methods; business communications including speaking, listening, writing, and
telecommunicating; multimedia presentation skills; ethical considerations related to technology; and emerging technologies affecting business
environments.

Florida Standards Correlation to CTE Program Standard #

01.0 Methods and strategies for using Florida Standards for grades 09-10 reading in Technical
Subjects for student success in Emerging Technology in Business.
01.01 Key Ideas and Details
01.01.1 Cite specific textual evidence to support analysis of science and
technical texts, attending to the precise details of explanations or
descriptions.

LAFS.910.RST.1.1
01.01.2 Determine the central ideas or conclusions of a text; trace the text's
explanation or depiction of a complex process, phenomenon, or
concept; provide an accurate summary of the text.

LAFS.910.RST.1.2
01.01.3 Follow precisely a complex multistep procedure when carrying out
experiments, taking measurements, or performing technical tasks,
attending to special cases or exceptions defined in the text.
LAFS.910.RST.1.3

01.02 Craft and Structure
01.02.1 Determine the meaning of symbols, key terms, and other domain-specific
words and phrases as they are used in a specific scientific or technical
context relevant to grades 9-10 texts and topics.

LAFS.910.RST.2.4
01.02.2 Analyze the structure of the relationships among concepts in a text,
including relationships among key terms (e.qg., force, friction, reaction
force, energy).

LAFS.910.RST.2.5
01.02.3 Analyze the author’s purpose in providing an explanation, describing a
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Florida Standards

procedure, or discussing an experiment in a text, defining the question
the author seeks to address.
LAFS.910.RST.2.6

01.03 Integration of Knowledge and Ideas

01.03.1 Translate quantitative or technical information expressed in words in a
text into visual form (e.g., a table or chart) and translate information
expressed visually or mathematically (e.g., in an equation) into words.

LAFS.910.RST.3.7

01.03.2 Assess the extent to which the reasoning and evidence in a text support
the author’s claim or a recommendation for solving a scientific or
technical problem.

LAFS.910.RST.3.8

01.03.3 Compare and contrast findings presented in a text to those from other
sources (including their own experiments), noting when the findings
support or contradict previous explanations or accounts.

LAFS.910.RST.3.9

01.04 Range of Reading and Level of Text Complexity

01.04.1 By the end of grade 9, read and comprehend literature [informational
texts, history/social studies texts, science/technical texts] in the grades
9-10 text complexity band proficiently, with scaffolding as needed at the
high end of the range.

01.04.2 By the end of grade 10, read and comprehend literature [informational
texts, history/social studies texts, science/technical texts] at the high end
of the grades 9-10 text complexity band independently and proficiently.

LAFS.910.RST.4.10

02.0

Methods and strategies for using Florida Standards for grades 09-10 writing in Technical
Subjects for student success in Emerging Technology in Business.

02.01 Text Types and Purposes

02.01.1 Write arguments focused on discipline-specific content.
LAFS.910.WHST.1.1
02.01.2 Write informative/explanatory texts, including the narration of historical
events, scientific procedures/experiments, or technical processes.
LAFS.910.WHST.1.2

02.02 Production and Distribution of Writing

02.02.1 Produce clear and coherent writing in which the development,
organization, and style are appropriate to task, purpose, and audience.
LAFS.910.WHST.2.4

02.02.2 Develop and strengthen writing as needed by planning, revising, editing,
rewriting, or trying a new approach, focusing on addressing what is most
significant for a specific purpose and audience.
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Florida Standards

LAFS.910.WHST.2.5

02.02.3

Use technology, including the Internet, to produce, publish, and update
individual or shared writing products, taking advantage of technology’s
capacity to link to other information and to display information flexibly
and dynamically.

LAFS.910.WHST.2.6

02.03 Research to Build and Present Knowledge

02.03.1

Conduct short as well as more sustained research projects to answer a
guestion (including a self-generated question) or solve a problem; narrow,
or broaden the inquiry when appropriate; synthesize multiple sources on
the subject, demonstrating understanding of the subject under
investigation.

LAFS.910.WHST.3.7

02.03.2

Gather relevant information from multiple authoritative print and digital
sources, using advanced searches effectively; assess the usefulness of
each source in answering the research question; integrate information
into the text selectively to maintain the flow of ideas, avoiding plagiarism
and following a standard format for citation.

LAFS.910.WHST.3.8

02.03.3

Draw evidence from informational texts to support analysis, reflection,
and research.
LAFS.910.WHST.3.9

02.04 Range of Writing

02.04.1

Write routinely over extended time frames (time for reflection and

revision) and shorter time frames (a single sitting or a day or two) for a

range of discipline-specific tasks, purposes, and audiences.
LAFS.910.WHST .4.10

03.0

Methods and strategies for using Florida Standards for grades 09-10 Mathematical Practices in
Technical Subjects for student success in Emerging Technology in Business.

03.01 Make sense of problems and persevere in solving them.

MAFS.K12.MP.1.1

03.02 Reason abstractly and quantitatively.

MAFS.K12.MP.2.1

03.03 Construct viable arguments and critique the reasoning of others.

MAFS.K12.MP.3.1

03.04 Model with mathematics.

MAFS.K12.MP 4.1

03.05 Use appropriate tools strategically.

MAFS.K12.MP.5.1

03.06 Attend to precision.

Correlation to CTE Program Standard #




Florida Standards

MAFS.K12.MP.6.1

Correlation to CTE Program Standard #

03.07

Look for and make use of structure.
MAFS.K12.MP.7.1

03.08

Look for and express regularity in repeated reasoning.
MAFS.K12.MP.8.1

Abbreviations:
FS-M/LA = Florida Standards for Math/Language Arts
NGSSS-Sci = Next Generation Sunshine State Standards for Science

Note: This course is pending alignment in the following categories: FS-M/LA and NGSSS-Sci.

CTE Standards and Benchmarks
04.0 Apply communication skills (reading, writing, speaking, listening, and viewing) in a courteous,
concise, and correct manner on personal and professional levels — the student will be able to:

FS-M/LA

NGSSS-Sci

04.01

Demonstrate interactive listening techniques.

04.02

Identify research methods used to gather information.

04.03

Demonstrate proficiency in taking notes while gathering information.

04.04

Demonstrate interviewing techniques for gathering information.

04.05

Identify electronic research sources.

04.06

Evaluate and select appropriate electronic resources.

04.07

Describe the process for arranging an electronic conference.

05.0 Use technology to enhance the effectiveness of communications in order to accomplish job
objectives and enhance workplace performance — the student will be able to:

05.01

Gather and compile data using a wide variety of references and research resources
(e.g., electronic bulletin boards, information services).

05.02

Demonstrate an awareness of emerging technologies.

05.03

Identify and define multimedia terminology.

05.04

Identify techniques for designing effective multimedia presentations.

05.05

Create and deliver a multimedia presentation.

05.06

Conduct business-related research using electronic resources.
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CTE Standards and Benchmarks FS-M/LA NGSSS-Sci

05.07 Distribute business information electronically.

05.08 Demonstrate techniques for conducting a business meeting via satellite or on-line
conferencing.

05.09 Apply the rules of electronic conferencing etiquette.

05.10 Participate in an electronic discussion on a business topic.

05.11 Use electronic reference manuals.

05.12 Evaluate and select appropriate electronic resources.

06.0 Incorporate appropriate leadership and supervision techniques, customer service strategies,
and standards of personal ethics to accomplish job objectives and enhance workplace
performance — the student will be able to:

06.01 Identify ethical issues resulting from technological advances (e.g., computer snooping,
hacking).

06.02 Discuss copyright laws that affect the use of technology.

06.03 Discuss computer security issues related to the use of technology.

07.0 Perform decision-making activities — the student will be able to:

07.01 Evaluate and select appropriate software packages to complete assigned tasks.

07.02 Evaluate information to be used and choose relevant material.

07.03 Compare and select appropriate multimedia tools.
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Additional Information

Laboratory Activities

Laboratory investigations that include scientific inquiry, research, measurement, problem solving, emerging technologies, tools and equipment, as
well as, experimental, quality, and safety procedures are an integral part of this career and technical program/course. Laboratory investigations
benefit all students by developing an understanding of the complexity and ambiguity of empirical work, as well as the skills required to manage,
operate, calibrate and troubleshoot equipment/tools used to make observations. Students understand measurement error; and have the skills to
aggregate, interpret, and present the resulting data. Equipment and supplies should be provided to enhance hands-on experiences for students.

Career and Technical Student Organization (CTSO)

Future Business Leaders of America (FBLA) and Business Professionals of America (BPA) are the intercurricular career and technical student
organizations providing leadership training and reinforcing specific career and technical skills. Career and Technical Student Organizations provide
activities for students as an integral part of the instruction offered.

Cooperative Training — OJT

On-the-job training is appropriate but not required for this program. Whenever offered, the rules, guidelines, and requirements specified in the OJT
framework apply.

Accommodations

Federal and state legislation requires the provision of accommodations for students with disabilities as identified on the secondary student’s
Individual Educational Plan (IEP) or 504 plan or postsecondary student's accommaodations’ plan to meet individual needs and ensure equal access.
Accommodations change the way the student is instructed. Students with disabilities may need accommodations in such areas as instructional
methods and materials, assignments and assessments, time demands and schedules, learning environment, assistive technology and special
communication systems. Documentation of the accommodations requested and provided should be maintained in a confidential file.

In addition to accommodations, some secondary students with disabilities (students with an IEP served in Exceptional Student Education (ESE)) will
need madifications to meet their needs. Modifications change the outcomes or what the student is expected to learn, e.g., modifying the curriculum
of a secondary career and technical education course. Note: postsecondary curriculum and regulated secondary programs cannot be modified.

Some secondary students with disabilities (ESE) may need additional time (i.e., longer than the regular school year), to master the student
performance standards associated with a regular Occupational Completion Point (OCP) or a Modified Occupational Completion Point (MOCP). If
needed, a student may enroll in the same career and technical course more than once. Documentation should be included in the IEP that clearly
indicates that it is anticipated that the student may need an additional year to complete an OCP/MOCP. The student should work on different
competencies and new applications of competencies each year toward completion of the OCP/MOCP. After achieving the competencies identified
for the year, the student earns credit for the course. It is important to ensure that credits earned by students are reported accurately. The district's
information system must be designed to accept multiple credits for the same course number for eligible students with disabilities.
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Additional Resources

For additional information regarding articulation agreements, Bright Futures Scholarships, Fine Arts/Practical Arts Credit and Equivalent
Mathematics and Equally Rigorous Science Courses please refer to:

http://www.fldoe.org/academics/career-adult-edu/career-tech-edu/program-resources.stmil.
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2016 — 2017

Florida Department of Education
Curriculum Framework

Program Title: Legal Administrative Specialist

Program Type: Career Preparatory

Career Cluster: Business Management and Administration
Program Number 8212000

CIP Number 0522030103

Grade Level 9-12, 30, 31

Standard Length 7 credits

Teacher Certification BUSED 1 @2

CLERICAL @77 G
SECRETAR 7 G
STENOG @4 @ 7
TC COOP ED @7
VOE @7

Additional Teacher Digital Information Technology Only: COMPU SCI 6

Certification:
CTSO FBLA
BPA
SOC Codes 15-1151 — Computer User Support Specialists
43-4171 — Receptionists and Information Clerks
43-6011 — Executive Secretaries and Administrative Assistants
43-6012 — Legal Secretaries
CTE Program Resources http://www.fldoe.org/academics/career-adult-edu/career-tech-edu/program-resources.stml
Purpose

This program offers a sequence of courses that provides coherent and rigorous content aligned with challenging academic standards and relevant
technical knowledge and skills needed to prepare for further education and careers as an Information Technology Assistant, Front Desk Specialist,
Administrative Support, and Legal Administrative Specialist in the Business Management and Administration career cluster; provides technical skill
proficiency, and includes competency-based applied learning that contributes to the academic knowledge, higher-order reasoning and problem-



solving skills, work attitudes, general employability skills, technical skills, and occupation-specific skills, and knowledge of all aspects of the
Business Management and Administration career cluster.

The content includes but is not limited to the use of technology to develop communications skills, higher level thinking skills, and decision making
skills; legal terminology; the performance of office procedures specific to the legal environment; transcription of legal documents from machine
dictation; the production of quality work in an efficient manner using advanced features of business software applications; research of job
opportunities; and the production of high quality employment portfolios and job-seeking documents.

Additional Information relevant to this Career and Technical Education (CTE) program is provided at the end of this document.

Program Structure

This program is a planned sequence of instruction consisting of four occupational completion points.

The following table illustrates the secondary program structure:

Course Course Title SOC Code Graduation
Number Requirement
A 8207310 Digital Information Technology 1 credit 15-1151 2 PA
8212110 Administrative Office Technology 1 1 credit 43-4171 2 VO
8212120 Business Software Applications 1 1 credit 2 VO
c 8215130 Legal Aspects of Business 1 credit 43-6011 3 VO
D 8212230 Legal Office Technology 1 1 credit 43-6012 2 VO
8212240 Legal Office Technology 2 1 credit 2 VO
8212250 Legal Office Technology 3 1 credit 2 VO

Graduation Requirement Abbreviations- EQ= Equally Rigorous Science, PA= Practical Arts, EC= Economics, VO= Career and Technical Education)



Academic Alignment Tables

Academic alignment is an ongoing, collaborative effort of professional educators specializing in the fields of science, mathematics, English/language
arts, and Career and Technical Education (CTE). This initiative supports CTE programs by improving student performance through the integration of
academic content within CTE courses. Career and Technical Education courses that have been aligned to the Next Generation Sunshine State
Standards for Science and the Florida Standards for Mathematics and English/Language Arts will show the following data: the quantity of academic
standards in the CTE course; the total number of standards contained in the academic course; and the percentage of alignment to the CTE course.

Anatomy/ Astronom : - Earth- ] Marine ] !
Courses Physioloz;y Solar/GaIac);ic Blollogy CheTlstry Space En\gré)igrr:lintal Genetics I'ggg:ézd Science 1 Zgjr'liil Phyls ICS
Honors Honors Science Honors
8207310 5/87 5/80 24/83 5/69 24/67 5/70 5/69 24/82 5/66 24174 5172
6% 6% 29% 7% 36% 7% 7% 29% 8% 32% 7%
8212110 9/87 9/80 27/83 8/69 26/67 7/70 18/69 26/82 10/66 26/74 8/72
10% 11% 33% 12% 39% 10% 26% 32% 15% 35% 11%
8212120 23/87 23/80 4/83 23/69 4/67 21/70 23/69 4/82 18/66 4/74 23/72
26% 29% 5% 33% 6% 30% 33% 5% 27% 5% 32%
8215130 27/87 27/80 1/83 27/69 1/67 26/70 27169 1/82 22/66 1/74 26/72
31% 34% 1% 39% 1% 37% 39% 1% 33% 1% 36%
8212230 3/87 3/80 4/83 2/69 4/67 1/70 3/69 4/82 3/66 4/74 2[72
3% 4% 5% 3% 6% 1% 4% 5% 5% 5% 3%
4/87 4/80 *k 4/69 i 4/70 4/69 4/66 * 4/72
8212240 5% 5% 6% 6% 6% ** 6% 6%
8212250 4/87 4/80 1/83 4/69 1/67 4/70 4/69 1/82 4/66 1/74 4/72
5% 5% 1% 6% 1% 6% 6% 1% 6% 1% 6%
** Alignment pending review # Alignment attempted, but no correlation to academic course
Courses Algebra 1 Algebra 2 | Geometry | English 1 English 2 English 3 | English 4
8207310 20/67 15/75 18/54 40/46 40/45 40/45 40/45
30% 20% 33% 87% 89% 89% 89%
8212110 21/67 15/75 18/54 11/46 11/45 11/45 11/45
31% 20% 33% 24% 24% 24% 24%
8212120 12/67 16/75 9/54 4/46 4/45 4/45 4/45
18% 21% 17% 9% 9% 9% 9%
8215130 15/67 26/75 13/54 12/46 12/45 12/45 12/45
22% 35% 24% 26% 27% 27% 27%
5/67 1/75 3/54 9/46 9/45 1/45 1/45
8212230 7% 1% 6% 20% 20% 1% 1%
5/75 1/46 1/45 6/45 6/45
8212240 # 7% # 2% 2% 13% 13%
8212250 1/67 3/75 1/54 3/46 3/45 10/45 10/45
1% 4% 2% 7% 7% 22% 22%
**  Alignment pending review # Alignment attempted, but no correlation to academic course
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Florida Standards for Technical Subjects

Florida Standards (FS) for English Language Arts and Literacy in History/Social Studies, Science, and Technical Subjects are the critical reading
and writing literacy standards designed for grade 6 and above. These standards are predicated on teachers of history/social studies, science, and
technical subjects using their content area expertise to help students meet the particular challenges of reading, writing, speaking, listening, and
language in their respective fields. Itis important to note that the 6-12 literacy standards in history/social studies, science, and technical subjects
are not meant to replace content standards in those areas but rather to supplement them.

This curriculum framework incorporates the grades 9-10 reading and writing literacy standards in the first two courses of this CTE program and
grade 11-12 reading and writing literacy standards in the third and fourth courses of this CTE program. The standards for Mathematical Practices
describe varieties of expertise that educators at all levels should seek to develop in their students. These practices rest on important “processes
and proficiencies” with longstanding importance in mathematics education. This curriculum framework incorporates the appropriate mathematical
practices in the first four courses of this CTE program.

Florida Standards for English Language Development (ELD)
English language learners communicate for social and instructional purposes within the school setting. ELD.K12.S1.1.1

English Language Development (ELD) Standards Special Notes:

Teachers are required to provide listening, speaking, reading and writing instruction that allows English language learners (ELL) to communicate for
social and instructional purposes within the school setting. For the given level of English language proficiency and with visual, graphic, or
interactive support, students will interact with grade level words, expressions, sentences and discourse to process or produce language necessary
for academic success. The ELD standard should specify a relevant content area concept or topic of study chosen by curriculum developers and
teachers which maximizes an ELL’s need for communication and social skills. To access an ELL supporting document which delineates
performance definitions and descriptors, please click on the following link: http://www.cpalms.org/uploads/docs/standards/eld/Sl.pdf.

For additional information on the development and implementation of the ELD standards, please contact the Bureau of Student Achievement
through Language Acquisition at sala@fldoe.org.




Common Career Technical Core — Career Ready Practices

Career Ready Practices describe the career-ready skills that educators should seek to develop in their students. These practices are not exclusive
to a Career Pathway, program of study, discipline or level of education. Career Ready Practices should be taught and reinforced in all career
exploration and preparation programs with increasingly higher levels of complexity and expectation as a student advances through a program of
study.

1. Act as a responsible and contributing citizen and employee.

2. Apply appropriate academic and technical skills.

3. Attend to personal health and financial well-being.

4. Communicate clearly, effectively and with reason.

5. Consider the environmental, social and economic impacts of decisions.

6. Demonstrate creativity and innovation.

7. Employ valid and reliable research strategies.

8. Utilize critical thinking to make sense of problems and persevere in solving them.

9. Model integrity, ethical leadership and effective management.

10. Plan education and career path aligned to personal goals.

11. Use technology to enhance productivity.

12. Work productively in teams while using cultural/global competence.



Standards

Digital Information Technology (8207310) is the first course in this and other programs within the Business Management &
Administration Career Cluster. Standards 01.0 — 17.0 are associated with this course.

After successfully completing this program, the student will be able to perform the following:

01.0

02.0

03.0

04.0
05.0
06.0
07.0
08.0
09.0
10.0
11.0

12.0

13.0

14.0
15.0
16.0
17.0
18.0

19.0
20.0
21.0
22.0
23.0

24.0
25.0

Methods and strategies for using Florida Standards for grades 09-10 reading in Technical Subjects for student success in Legal
Administrative Specialist.

Methods and strategies for using Florida Standards for grades 09-10 writing in Technical Subjects for student success in Legal
Administrative Specialist.

Methods and strategies for using Florida Standards for grades 09-10 Mathematical Practices in Technical Subjects for student success in
Legal Administrative Specialist.

Demonstrate knowledge, skill, and application of information systems to accomplish job objectives and enhance workplace performance.
Develop an awareness of microprocessors and digital computers.

Demonstrate an understanding of operating systems.

Use technology to enhance the effectiveness of communication skills utilizing word processing applications.

Use technology to enhance communication skills utilizing presentation applications.

Use technology to enhance the effectiveness of communication utilizing spreadsheet and database applications.

Use technology to enhance communication skills utilizing electronic mail.

Investigate individual assessment and job/career exploration and individual career planning that reflect the transition from school to work,
lifelong learning, and personal and professional goals.

Incorporate appropriate leadership and supervision techniques, customer service strategies, and standards of personal ethics to accomplish
job objectives and enhance workplace performance.

Demonstrate competence using computer networks, internet and online databases to facilitate collaborative or individual learning and
communication.

Demonstrate competence in page design applicable to the WWW.

Develop an awareness of emerging technologies.

Develop awareness of computer languages and software applications.

Demonstrate comprehension and communication skills.

Demonstrate knowledge, skill, and application of information systems to accomplish job objectives and enhance workplace performance.
Apply ergonomic principles applicable to the configuration of computer workstations.

Demonstrate language arts knowledge and skills.

Demonstrate mathematics knowledge and skills.

Use oral and written communication skills in creating, expressing and interpreting information and ideas.

Solve problems using critical thinking skills, creativity and innovation.

Apply communication skills (reading, writing, speaking, listening, and viewing) in a courteous, concise, and correct manner on personal and
professional levels.

Use technology to enhance the effectiveness of communications in order to accomplish job objectives and enhance workplace performance.
Practice quality performance in the learning environment and the workplace.
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26.0
27.0

28.0

29.0
30.0
31.0
32.0
33.0

34.0

35.0

36.0
37.0
38.0
39.0
40.0
41.0
42.0
43.0

44.0
45.0

46.0
47.0
48.0
49.0
50.0
51.0
52.0

Incorporate appropriate customer service strategies to accomplish job objectives and enhance workplace performance.

Incorporate appropriate leadership and supervision techniques and standards of personal ethics to accomplish job objectives and enhance
workplace performance.

Incorporate knowledge gained from individual assessment and job/career exploration to design an individual career plan that reflects the
transition from school to work, lifelong learning, and personal and professional goals.

Demonstrate human relations/interpersonal skills appropriate for the workplace.

Perform administrative office functions and responsibilities to accomplish job objectives and enhance workplace performance.

Describe the importance of professional ethics and legal responsibilities.

Participate in work-based learning experiences.

Methods and strategies for using Florida Standards for grades 11-12 reading in Technical Subjects for student success in Legal
Administrative Specialist.

Methods and strategies for using Florida Standards for grades 11-12 writing in Technical Subjects for student success in Legal
Administrative Specialist.

Methods and strategies for using Florida Standards for grades 11-12 Mathematical Practices in Technical Subjects for student success in
Legal Administrative Specialist.

Use technology to increase administrative office support productivity and enhance workplace performance.

Use information technology tools.

Participate in administrative work-based learning experiences.

Use technology to apply and enhance communication skills in technical reading, writing, speaking, listening, and viewing.

Participate in work-based learning experiences.

Demonstrate and understanding of business law concepts.

Demonstrate an understanding of different types of insurance.

Develop an awareness of management functions and organizational structures as they relate to today's workplace and employer/employee
roles.

Practice quality performance in the learning environment and the workplace.

Incorporate appropriate leadership and supervision techniques, customer service strategies, and standards of personal ethics to accomplish
job objectives and enhance workplace performance.

Perform legal office functions and responsibilities to accomplish job objectives and enhance workplace performance.

Participate in work-based learning experiences in a legal office.

Perform legal office functions and responsibilities to accomplish job objectives and enhance workplace performance.

Participate in work-based learning experiences in a legal administrative setting.

Perform legal office functions and responsibilities to accomplish job objectives and enhance workplace performance.

Use technology to increase legal office support productivity and enhance workplace performance.

Participate in work-based learning experiences.



2016 — 2017

Florida Department of Education
Student Performance Standards

Course Title: Digital Information Technology
Course Number: 8207310
Course Credit: 1

Course Description:

This course is designed to provide a basic overview of current business and information systems and trends, and to introduce students to
fundamental skills required for today's business and academic environments. Emphasis is placed on developing fundamental computer skills. The
intention of this course is to prepare students to be successful both personally and professionally in an information based society. Digital
Information Technology includes the exploration and use of: databases, the internet, spreadsheets, presentation applications, management of
personal information and email, word processing and document manipulation, HTML, web page design, and the integration of these programs using
software that meets industry standards. After successful completion of this core course, students will have met Occupational Completion Point A,
Information Technology Assistant - SOC Code 15-1151.

Digital Information Technology (8207310) is part of several programs across the various CTE career clusters. To ensure consistency, the
standards and benchmarks for this course (01.0 — 17.0) have been placed in a separate document. To access this document, visit:
http://www.fldoe.org/core/fileparse.php/9943/urlt/DIT 2016-17.rtf.




Florida Department of Education
Student Performance Standards

Course Title: Administrative Office Technology 1
Course Number: 8212110

Course Credit: 1

Course Description:

2016 — 2017

This course is designed to assist with administrative and general office duties in a support capacity. This course explores and expands the core
competencies in the areas of personal and professional development and promotes application of higher level office procedures tasks and
communications skills through the use of technology.

Florida Standards

01.0 Methods and strategies for using Florida Standards for grades 09-10 reading in Technical
Subjects for student success in Legal Administrative Specialist.

Correlation to CTE Program Standard #

01.01 Key Ideas and Details

01.01.1

Cite specific textual evidence to support analysis of science and
technical texts, attending to the precise details of explanations or
descriptions.

LAFS.910.RST.1.1

01.01.2

Determine the central ideas or conclusions of a text; trace the text's
explanation or depiction of a complex process, phenomenon, or
concept; provide an accurate summary of the text.

LAFS.910.RST.1.2

01.01.3

Follow precisely a complex multistep procedure when carrying out

experiments, taking measurements, or performing technical tasks,

attending to special cases or exceptions defined in the text.
LAFS.910.RST.1.3

01.02 Craft and Structure

01.02.1 Determine the meaning of symbols, key terms, and other domain-specific
words and phrases as they are used in a specific scientific or technical
context relevant to grades 9-10 texts and topics.

LAFS.910.RST.2.4

01.02.2 Analyze the structure of the relationships among concepts in a text,

including relationships among key terms (e.g., force, friction, reaction
force, energy).
LAFS.910.RST.2.5




Florida Standards

01.02.3 Analyze the author’s purpose in providing an explanation, describing a
procedure, or discussing an experiment in a text, defining the question
the author seeks to address.

LAFS.910.RST.2.6

01.03 Integration of Knowledge and Ideas

01.03.1 Translate quantitative or technical information expressed in words in a
text into visual form (e.g., a table or chart) and translate information
expressed visually or mathematically (e.g., in an equation) into words.

LAFS.910.RST.3.7

01.03.2 Assess the extent to which the reasoning and evidence in a text support
the author’s claim or a recommendation for solving a scientific or
technical problem.

LAFS.910.RST.3.8

01.03.3 Compare and contrast findings presented in a text to those from other
sources (including their own experiments), noting when the findings
support or contradict previous explanations or accounts.

LAFS.910.RST.3.9

01.04 Range of Reading and Level of Text Complexity

01.04.1 By the end of grade 9, read and comprehend literature [informational
texts, history/social studies texts, science/technical texts] in the grades
9-10 text complexity band proficiently, with scaffolding as needed at the
high end of the range.

01.04.2 By the end of grade 10, read and comprehend literature [informational
texts, history/social studies texts, science/technical texts] at the high end
of the grades 9-10 text complexity band independently and proficiently.

LAFS.910.RST.4.10

02.0

Methods and strategies for using Florida Standards for grades 09-10 writing in Technical
Subijects for student success in Legal Administrative Specialist.

02.01 Text Types and Purposes

02.01.1 Write arguments focused on discipline-specific content.
LAFS.910.WHST.1.1
02.01.2 Write informative/explanatory texts, including the narration of historical

events, scientific procedures/experiments, or technical processes.
LAFS.910.WHST.1.2

02.02 Production and Distribution of Writing

02.02.1 Produce clear and coherent writing in which the development,
organization, and style are appropriate to task, purpose, and audience.
LAFS.910.WHST.2.4

02.02.2 Develop and strengthen writing as needed by planning, revising, editing,
rewriting, or trying a new approach, focusing on addressing what is most
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Florida Standards Correlation to CTE Program Standard #
significant for a specific purpose and audience.

LAFS.910.WHST.2.5
02.02.3 Use technology, including the Internet, to produce, publish, and update
individual or shared writing products, taking advantage of technology’s
capacity to link to other information and to display information flexibly
and dynamically.

LAFS.910.WHST.2.6

02.03 Research to Build and Present Knowledge
02.03.1 Conduct short as well as more sustained research projects to answer a
question (including a self-generated question) or solve a problem; narrow,
or broaden the inquiry when appropriate; synthesize multiple sources on
the subject, demonstrating understanding of the subject under
investigation.

LAFS.910.WHST.3.7
02.03.2 Gather relevant information from multiple authoritative print and digital
sources, using advanced searches effectively; assess the usefulness of
each source in answering the research question; integrate information
into the text selectively to maintain the flow of ideas, avoiding plagiarism
and following a standard format for citation.

LAFS.910.WHST.3.8
02.03.3 Draw evidence from informational texts to support analysis, reflection,
and research.

LAFS.910.WHST.3.9

02.04 Range of Writing
02.04.1 Write routinely over extended time frames (time for reflection and
revision) and shorter time frames (a single sitting or a day or two) for a
range of discipline-specific tasks, purposes, and audiences.
LAFS.910.WHST.4.10
03.0 Methods and strategies for using Florida Standards for grades 09-10 Mathematical Practices in
Technical Subjects for student success in Legal Administrative Specialist.
03.01 Make sense of problems and persevere in solving them.

MAFS.K12.MP.1.1

03.02 Reason abstractly and quantitatively.
MAFS.K12.MP.2.1

03.03 Construct viable arguments and critique the reasoning of others.
MAFS.K12.MP.3.1

03.04 Model with mathematics.
MAFS.K12.MP.4.1

03.05 Use appropriate tools strategically.
MAFS.K12.MP.5.1

11



 Florida Standatrds ... Correlation to CTE Program Standard #
03.06 Attend to precision.

MAFS.K12.MP.6.1

03.07 Look for and make use of structure.
MAFS.K12.MP.7.1

03.08 Look for and express regularity in repeated reasoning.

MAFS.K12.MP.8.1

Abbreviations:
FS-M/LA = Florida Standards for Math/Language Arts
NGSSS-Sci = Next Generation Sunshine State Standards for Science

CTE Standards and Benchmarks FS-M/LA NGSSS-Sci
18.0 Demonstrate knowledge, skill, and application of information systems to accomplish job
objectives and enhance workplace of performance. Apply ergonomic principles applicable to
the configuration of computer workstations — the student will be able to:
18.01 Enhance proficiency with touch keyboarding skills (speed and accuracy to enter and
manipulate data.
18.02 Use communications and networking to perform tasks and solve problems in business
environments.

19.0 Demonstrate language arts knowledge and skills — the students will be able to:

LAFS.910.SL.1.3
LAFS.910.SL.2.4
LAFS.1112.SL..1.3
LAFS.1112.S5L..2.4
19.02 Draft, revise, and edit written documents using correct grammar, punctuation and LAFS.910.W.2.5
vocabulary. LAFS.1112.W.2.5
LAFS.910.SL.2.4
LAFS.910.SL.2.5
LAFS.1112.SL.2.4
LAFS.1112.SL.2.5

19.01 Locate, comprehend and evaluate key elements of oral and written information.

19.03 Present information formally and informally for specific purposes and audiences.

20.0 Demonstrate mathematics knowledge and skills — the student will be able to:

20.01 Demonstrate knowledge of arithmetic operations.

20.02 Analyze and apply data and measurements to solve problems and interpret documents. | MAFS.912.S-1C.2.6

20.03 Construct charts/tables/graphs using functions and data. MAFS.912.F-IF.3.7

21.0 Use oral and written communication skills in creating, expressing and interpreting information
and ideas — the students will be able to:

12



CTE Standards and Benchmarks FS-M/LA NGSSS-Sci

21.01 Select and employ appropriate communication concepts and strategies to enhance oral | LAFS.910.W.3.8
and written communication in the workplace. LAFS.1112.W.3.8

21.02 Locate, organize and reference written information from various sources LAFS.910.W.3.8
) ! ' LAFS.1112.W.3.8
21.03 Design, develop and deliver formal and informal presentations using appropriate media | LAFS.910.SL.1.1
to engage and inform diverse audiences. LAFS.1112.SL.1.1

21.04 Interpret verbal and nonverbal cues/behaviors that enhance communication.

. . . . . o . LAFS.910.SL.1.1
21.05 Apply active listening skills to obtain and clarify information. LAFS.1112.SL 1.1

LAFS.910.W.1.2

. . o LAFS.910.SL.1.2
21.06 Develop and interpret tables and charts to support written and oral communications. LAES.1112.SL 1.2
LAFS.1112.W.1.2

21.07 Exhibit public relations skills that aid in achieving customer satisfaction. LAFS.910.SL.1.1

LAFS.1112.SL.1.1

22.0

Solve problems using critical thinking skills, creativity and innovation — the students will be able
to:

22.01 Employ critical thinking skills independently and in teams to solve problems and make

decisions.

SC.912.1L..17.13
SC.912.L..17.15

22.02 Employ critical thinking and interpersonal skills to resolve conflicts.

22.03 Identify and document workplace performance goals and monitor progress toward those

goals.

22.04 Conduct technical research to gather information necessary for decision-making.

SC.912.L.17.13
SC.912.L.17.15

23.0

Apply communication skills (reading, writing, speaking, listening, and viewing) in a courteous,
concise, and correct manner on personal and professional levels — the student will be able to:

23.01 Integrate all forms of communication in the successful pursuit of an administrative

career.

LAFS.910.W.2.4
LAFS.910.SL.2.4
LAFS.1112.SL.2.4
LAFS.1112.W.2.4

23.02 Discuss the need to use appropriate tone and professional demeanor in business

communications, including e-mails, correspondence, conference calls, and conversation.

24.0

Use technology to enhance the effectiveness of communications in order to accomplish job
objectives and enhance workplace performance — the students will be able to:

24.01 Discuss communication systems - cultural, organizational, technological, and
interpersonal.

24.02 Write complex business communications.

LAFS.910.W.2.6
LAFS.1112.W.2.6

25.0

Practice quality performance in the learning environment and the workplace — the student will be
able to:
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CTE Standards and Benchmarks FS-M/LA NGSSS-Sci

25.01 Discuss performance evaluation methods and instruments used to assess employee
progress and performance.
26.0 Incorporate appropriate customer service strategies to accomplish job objectives and enhance
workplace performance — the student will be able to:
26.01 Develop an understanding of the integral value of a customer and practice skills to
provide excellent customer service.
26.02 Develop and implement a plan for maintaining quality service and production in a
workplace, business, or learning environment.
27.0 Incorporate appropriate leadership and supervision techniques and standards of personal ethics
to accomplish job objectives and enhance workplace performance — the student will be able to:

| : : : : - : SC.912.L..17.13
27.01 Facilitate focus group discussions regarding service, supervision, and ethical SC.012 L1715

considerations that impact the workplace, business, or learning environment. SC912 L1717

27.02 Discuss the main causes of accidents in the office and identify preventive measures.

27.03 Discuss the role of agencies that establish and monitor health and safety standards
(e.g., OSHA) and discuss standards established by these agencies.
27.04 Discuss the responsibilities organizations have to their employees (e.g., Right to Work
laws, risk management).
28.0 Incorporate knowledge gained from individual assessment and job/career exploration to design
an individual career plan that reflects the transition from school to work, lifelong learning, and
personal and professional goals — the student will be able to:

28.01 Plan ethical, political strategies to achieve goals and advance careers.

28.02 Discuss the role of and understand how to use professional networking resources,
including web-based resources.
29.0 Demonstrate human relations/interpersonal skills appropriate for the workplace — the student
will be able to:
29.01 Develop professional workplace relationship skills both internally and externally to
include team building and group dynamics. Understand how individual personalities fit
the team.

29.02 Develop initiative and problem-solving skills to effectively deal with conflict resolution.

30.0 Perform administrative office functions and responsibilities to accomplish job objectives and
enhance workplace performance — the student will be able to:
30.01 Apply the use of information management tools (e.g., calendars, ticklers, and
schedulers) to develop and coordinate distribution of work.

30.02 Maintain equipment and supplies. SC.912.L..17.15

MAFS.912.N-Q.1.1
MAFS.912.N-Q.1.2

30.03 Perform financial functions (e.g., payroll, invoices, bank deposits, and travel vouchers).
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CTE Standards and Benchmarks FS-M/LA NGSSS-Sci

MAFS.912.N-Q.1.3

30.04 Have knowledge of transcription and how to prepare documents using machine
dictation.

30.05 Perform specialized records management functions.

30.06 Determine the most efficient method to send mail (e.g., fax, email, external/internal
courier systems, and U.S. Mail).
31.0 Describe the importance of professional ethics and legal responsibilities — the student will be
able to:

LAFS.910.W.3.7
LAFS.910.W.3.8
LAFS.1112.W.3.7
LAFS.1112.W.3.8
LAFS.910.W.3.7
31.02 Identify and discuss personal and long term consequences of unethical choices in the LAFS.910.W.3.8
workplace. LAFS.1112.W.3.7
LAFS.1112.W.3.8

31.01 Identify the importance of making decisions that are based on ethical reasoning.

32.0 Participate in work-based learning experiences — the student will be able to:

32.01 Participate in work-based learning experiences in the administrative field.

LAFS.910.SL.1.1
LAFS.1112.SL.1.1
LAFS.910.W.3.8
LAFS.1112.W.3.8
32.04 Discuss organizational networks or charts and describe the relationships between LAFS.910.SL.1.1
positions and responsibilities. LAFS.1112.SL.1.1

32.02 Discuss the use of technology in the administrative field.

32.03 Compare and contrast the software applications used in the administrative field.
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2016 - 2017
Florida Department of Education
Student Performance Standards

Course Title: Business Software Applications 1
Course Number: 8212120
Course Credit: 1

Course Description:

This course is designed to develop proficiency in using the advanced features of software programs to perform office-related tasks.

33.0 Methods and strategies for using Florida Standards for grades 11-12 reading in Technical
Subjects for student success in Legal Administrative Specialist.
33.01 Key Ideas and Details
33.01.1 Cite specific textual evidence to support analysis of science and
technical texts, attending to important distinctions the author makes and
to any gaps or inconsistencies in the account.

LAFS.1112.RST.1.1
33.01.2 Determine the central ideas or conclusions of a text; trace the text's
explanation or depiction of a complex process, phenomenon, or
concept; provide an accurate summary of the text.
LAFS.1112.RST.1.2
33.01.3 Follow precisely a complex multistep procedure when carrying out
experiments, taking measurements, or performing technical tasks,
attending to special cases or exceptions defined in the text.
LAFS.1112.RST.1.3

33.02 Craft and Structure
33.02.1 Determine the meaning of symbols key terms, and other domain-specific
words and phrases as they are used in a specific scientific or technical
context relevant to grades 11-12 texts and topics.
LAFS.1112.RST.2.4
33.02.2 Analyze how the text structures information or ideas into categories or
hierarchies, demonstrating understanding of the information or ideas.
LAFS.1112.RST.2.5
33.02.3 Analyze the author’s purpose in providing an explanation, describing a
procedure, or discussing an experiment in a text, identifying important
issues that remain unresolved.

LAFS.1112.RST.2.6

33.03 Integration of Knowledge and Ideas
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Florida Standards
33.03.1

Integrate and evaluate multiple sources of information presented in
diverse formats and media (e.g. quantitative data, video, multimedia) in
order to address a question or solve a problem.

LAFS.1112.RST.3.7

33.03.2

Evaluate the hypotheses, data, analysis, and conclusions in a science or

technical text, verifying the data when possible and corroborating or

challenging conclusions with other sources of information.
LAFS.1112.RST.3.8

33.03.3

Synthesize information from a range of sources (e.g., texts, experiments,

simulations) into a coherent understanding of a process, phenomenon,

or concept, resolving conflicting information when possible.
LAFS.1112.RST.3.9

33.04 Range of Reading and Level of Text Complexity

33.04.1

33.04.2

By the end of grade 11, read and comprehend literature [informational
texts, history/social studies texts, science/technical texts] in the grades
11-CCR text complexity band proficiently, with scaffolding as needed at
the high end of the range.
By the end of grade 12, read and comprehend literature [informational
texts, history/social studies texts, science/technical texts] at the high end
of the grades 11-CCR text complexity band independently and
proficiently.

LAFS.1112.RST.4.10

34.0 Methods and strategies for using Florida Standards for grades 11-12 writing in Technical
Subjects for student success in Legal Administrative Specialist.

34.01 Text Types and Purposes

34.01.1 Write arguments focused on discipline-specific content.
LAFS.1112.WHST.1.1
34.01.2 Write informative/explanatory texts, including the narration of historical

events, scientific procedures/experiments, or technical processes.
LAFS.1112.WHST.1.2

34.02 Production and Distribution of Writing

34.02.1

Produce clear and coherent writing in which the development,
organization, and style are appropriate to task, purpose, and audience.
LAFS.1112.WHST.2.4

34.02.2

Develop and strengthen writing as needed by planning, revising, editing,
rewriting, or trying a new approach, focusing on addressing what is most
significant for a specific purpose and audience.

LAFS.1112.WHST.2.5

34.02.3

Use technology, including the Internet, to produce, publish, and update
individual or shared writing products in response to ongoing feedback,
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Florida Standards

including new arguments or information.

LAFS.1112.WHST.2.6

Correlation to CTE Program Standard #

34.03 Research to Build and Present Knowledge

34.03.1

Conduct short as well as more sustained research projects to answer a
guestion (including a self-generated question) or solve a problem; narrow,
or broaden the inquiry when appropriate; synthesize multiple sources on
the subject, demonstrating understanding of the subject under
investigation.

LAFS.1112.WHST.3.7

34.03.2

Gather relevant information from multiple authoritative print and digital
sources, using advanced searches effectively; assess the strengths and
limitations of each source in terms of the specific task, purpose, and
audience; integrate information into the text selectively to maintain the
flow of ideas, avoiding plagiarism and overreliance on any one source
and following a standard format for citation.

LAFS.1112.WHST.3.8

34.03.3

Draw evidence from informational texts to support analysis, reflection,
and research.
LAFS.1112.WHST.3.9

34.04 Range of Writing

34.04.1

Write routinely over extended time frames (time for reflection and

revision) and shorter time frames (a single sitting or a day or two) for a

range of discipline-specific tasks, purposes, and audiences.
LAFS.1112.WHST.4.10

35.0

Methods and strategies for using Florida Standards for grades 11-12 Mathematical Practices in
Technical Subjects for student success in Legal Administrative Specialist.

35.01 Make sense of problems and persevere in solving them.

MAFS.K12.MP.1.1

35.02 Reason abstractly and quantitatively.

MAFS.K12.MP.2.1

35.03 Construct viable arguments and critique the reasoning of others.

MAFS.K12.MP.3.1

35.04 Model with mathematics.

MAFS.K12.MP 4.1

35.05 Use appropriate tools strategically.

MAFS.K12.MP.5.1

35.06 Attend to precision.

MAFS.K12.MP.6.1

35.07 Look for and make use of structure.

MAFS.K12.MP.7.1
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Florida Standards

35.08

MAFS.K12.MP.8.1

Correlation to CTE Program Standard #

Abbreviations:
FS-M/LA = Florida Standards for Math/Language Arts
NGSSS-Sci = Next Generation Sunshine State Standards for Science

CTE Standards and Benchmarks
Use technology to increase administrative office support productivity and enhance workplace
performance — the student will be able to:

36.0

FS-M/LA

NGSSS-Sci

36.01 Access, process, and transmit information through all mediums (e.g., fax, email,
modem, Internet, and collaboration software).
36.02 Create documents using advanced features in word processing, database, maggggmgi;
spreadsheet, presentation, and multimedia software. MAFS.912.N-Q.1.3
36.03 Discuss how to and where access is possible install/ download and update software for
current office use.
36.04 Use technology to research, compile, create, and deliver an oral presentation.
LAFS.910.SL.1.2
LAFS.910.SL.2.5
LAFS.910.W.2.5
36.05 Key with speed and accuracy to meet industry standards for employment as a secretary| LAFS.910.W.2.6
or administrative assistant. LAFS.1112.SL.1.2
LAFS.1112.SL.2.5
LAFS.1112.W.2.5
LAFS.1112.W.2.6
36.06 Perform integrated functions using various software applications.
36.07 Perform proofreading skills including electronic reference tools.
36.08 ldentify various means to scan, store and manage electronic documents and

understand how to use.

37.0

Use information technology tools — the students will be able to:

37.01

Employ technological tools to expedite workflow including word processing, databases,
reports, spreadsheets, multimedia presentations, electronic calendar, contacts, email,
and internet applications.

37.02

Employ computer operations applications to access, create, manage, integrate, and
store information.

37.03

Employ collaborative/groupware applications to facilitate group work.
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CTE Standards and Benchmarks FS-M/LA NGSSS-Sci

38.0 Participate in administrative work-based learning experiences — the student will be able to:

38.01 Participate in work-based learning experiences in the administrative field.

38.02 Compare and contrast the software applications used in the administrative field.

38.03 Discuss organizational networks or charts and describe the relationships between
positions and responsibilities.
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2016 — 2017
Florida Department of Education
Student Performance Standards

Course Title: Legal Aspects of Business
Course Number: 8215130
Course Credit: 1

Course Description:

This course is designed to provide an introduction to the legal aspects of business. Topics include business law concepts, forms of business
ownership, insurance awareness, governmental regulations, management functions, human resources management issues, and career
development. The use of computers is an integral part of this program.

Florida Standards Correlation to CTE Program Standard #

33.0 Methods and strategies for using Florida Standards for grades 11-12 reading in Technical
Subjects for student success in Legal Administrative Specialist.
33.01 Key Ideas and Details
33.01.1 Cite specific textual evidence to support analysis of science and
technical texts, attending to important distinctions the author makes and
to any gaps or inconsistencies in the account.

LAFS.1112.RST.1.1
33.01.2 Determine the central ideas or conclusions of a text; trace the text's
explanation or depiction of a complex process, phenomenon, or
concept; provide an accurate summary of the text.

LAFS.1112.RST.1.2
33.01.3 Follow precisely a complex multistep procedure when carrying out
experiments, taking measurements, or performing technical tasks,
attending to special cases or exceptions defined in the text.
LAFS.1112.RST.1.3

33.02 Craft and Structure
33.02.1 Determine the meaning of symbols key terms, and other domain-specific
words and phrases as they are used in a specific scientific or technical
context relevant to grades 11-12 texts and topics.

LAFS.1112.RST.2.4
33.02.2 Analyze how the text structures information or ideas into categories or
hierarchies, demonstrating understanding of the information or ideas.
LAFS.1112.RST.2.5
33.02.3 Analyze the author’s purpose in providing an explanation, describing a
procedure, or discussing an experiment in a text, identifying important
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issues that remain unresolved.
LAFS.1112.RST.2.6

33.03 Integration of Knowledge and ldeas

33.03.1

Integrate and evaluate multiple sources of information presented in
diverse formats and media (e.g. quantitative data, video, multimedia) in
order to address a question or solve a problem.

LAFS.1112.RST.3.7

33.03.2

Evaluate the hypotheses, data, analysis, and conclusions in a science or

technical text, verifying the data when possible and corroborating or

challenging conclusions with other sources of information.
LAFS.1112.RST.3.8

33.03.3

Synthesize information from a range of sources (e.g., texts, experiments,

simulations) into a coherent understanding of a process, phenomenon,

or concept, resolving conflicting information when possible.
LAFS.1112.RST.3.9

33.04 Range of Reading and Level of Text Complexity

33.04.1

33.04.2

By the end of grade 11, read and comprehend literature [informational
texts, history/social studies texts, science/technical texts] in the grades
11-CCR text complexity band proficiently, with scaffolding as needed at
the high end of the range.
By the end of grade 12, read and comprehend literature [informational
texts, history/social studies texts, science/technical texts] at the high end
of the grades 11-CCR text complexity band independently and
proficiently.

LAFS.1112.RST.4.10

34.0 Methods and strategies for using Florida Standards for grades 11-12 writing in Technical
Subjects for student success in Legal Administrative Specialist.

34.01 Text Types and Purposes

34.01.1 Write arguments focused on discipline-specific content.
LAFS.1112.WHST.1.1
34.01.2 Write informative/explanatory texts, including the narration of historical

events, scientific procedures/experiments, or technical processes.
LAFS.1112.WHST.1.2

34.02 Production and Distribution of Writing

34.02.1 Produce clear and coherent writing in which the development,
organization, and style are appropriate to task, purpose, and audience.
LAFS.1112.WHST.2.4
34.02.2 Develop and strengthen writing as needed by planning, revising, editing,

rewriting, or trying a new approach, focusing on addressing what is most
significant for a specific purpose and audience.
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Florida Standards

LAFS.1112.WHST.2.5

Correlation to CTE Program Standard #

34.02.3

Use technology, including the Internet, to produce, publish, and update
individual or shared writing products in response to ongoing feedback,
including new arguments or information.

LAFS.1112.WHST.2.6

34.03 Research to Build and Present Knowledge

34.03.1

Conduct short as well as more sustained research projects to answer a
guestion (including a self-generated question) or solve a problem; narrow,
or broaden the inquiry when appropriate; synthesize multiple sources on
the subject, demonstrating understanding of the subject under
investigation.

LAFS.1112.WHST.3.7

34.03.2

Gather relevant information from multiple authoritative print and digital
sources, using advanced searches effectively; assess the strengths and
limitations of each source in terms of the specific task, purpose, and
audience; integrate information into the text selectively to maintain the
flow of ideas, avoiding plagiarism and overreliance on any one source
and following a standard format for citation.

LAFS.1112.WHST.3.8

34.03.3

Draw evidence from informational texts to support analysis, reflection,
and research.
LAFS.1112.WHST.3.9

34.04 Range of Writing

34.04.1

Write routinely over extended time frames (time for reflection and

revision) and shorter time frames (a single sitting or a day or two) for a

range of discipline-specific tasks, purposes, and audiences.
LAFS.1112.WHST.4.10

35.0

Methods and strategies for using Florida Standards for grades 11-12 Mathematical Practices in
Technical Subjects for student success in Legal Administrative Specialist.

35.01 Make sense of problems and persevere in solving them.

MAFS.K12.MP.1.1

35.02 Reason abstractly and quantitatively.

MAFS.K12.MP.2.1
35.03 Construct viable arguments and critique the reasoning of others.

MAFS.K12.MP.3.1
35.04 Model with mathematics.

MAFS.K12.MP.4.1
35.05 Use appropriate tools strategically.

MAFS.K12.MP.5.1
35.06 Attend to precision.
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MAFS.K12.MP.6.1

Correlation to CTE Program Standard #

35.07 Look for and make use of structure.
MAFS.K12.MP.7.1

35.08 Look for and express regularity in repeated reasoning.
MAFS.K12.MP.8.1

Abbreviations:
FS-M/LA = Florida Standards for Math/Language Arts
NGSSS-Sci = Next Generation Sunshine State Standards for Science

Note: This course is pending alignment in the following categories: NGSSS-Sci.

CTE Standards and Benchmarks

39.0

Use technology to apply and enhance communication skills in technical reading, writing,
speaking, listening, and viewing — the student will be able to:

FS-M/LA

39.01 Demonstrate an understanding of the importance of establishing and maintaining a
work-related network through social contacts.

LAFS.910.RI1.4.10
LAFS.910.SL.1.1
LAFS.1112.RI1.4.10
LAFS.1112.SL.1.1

39.02 Use appropriate etiquette and manners when communicating with people of varying
cultures.

LAFS.910.L.2.3, 3.4,
35,36
LAFS.910.R1.4.10
LAFS.910.SL.1.1, 1.2,
1.3

LAFS.1112.L.2.3,
3.4,35,3.6
LAFS.1112.RI1.4.10
LAFS.1112.SL.1.1, 1.2,
13

40.0

Participate in work-based learning experiences — the student will be able to:

40.01 Participate in work-based learning experiences in a supervisory, management, or small
business environment.

LAFS.910.L.2.3
LAFS.910.SL.1.1, 1.2,
13

LAFS.910.R1.4.10
LAFS.910.W.4.10
LAFS.1112.L.2.3
LAFS.1112.RI1.4.10
LAFS.1112.SL.1.1, 1.2,
1.3

LAFS.1112.W.4.10

40.02 Discuss the use of technology in a supervisory, management, or small business

LAFS.910.RI1.4.10
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environment. LAFS.910.SL.1.1,1.2,
1.3

LAFS.1112.R1.4.10
LAFS.1112.SL.1.1, 1.2,
1.3

LAFS.910.RI.4.10
LAFS.910.SL.1.1, 1.2,

1.3
LAFS.910.W.4.10
40.03 Compare and contrast software applications used in a supervisory, management, or LAFS.1112.R1.4.10
small business environment. LAFS.1112.SL.1.1, 1.2,
1.3

LAFS.1112.W.4.10

MAFS.912.S-1D.2.5
41.0 Demonstrate an understanding of business law concepts — the student will be able to: SC.912.N.1.1

LAFS.910.L.2.3
LAFS.910.RI1.4.10
LAFS.910.SL.1.1, 1.2,
1.3

LAFS.1112.L.2.3
LAFS.1112.RI1.4.10
LAFS.1112.SL.1.1, 1.2,
13

LAFS.910.L.2.3
LAFS.910.RI1.4.10
LAFS.910.SL.1.1
LAFS.1112.L..2.3
LAFS.1112.RI1.4.10
LAFS.1112.SL.1.1

41.01 Demonstrate an understanding of contractual relationships.

41.02 Identify the elements of an enforceable contract.

MAFS.912.G-SRT.1.3
LAFS.910.L.2.3
LAFS.910.R1.4.10
LAFS.910.SL.1.1, 1.2,

1.3
41.03 Differentiate among classes of contracts (e.g., bilateral and unilateral, express and LAFS.1112.L.2.3
implied, oral and written). LAFS.1112.RI1.4.10
LAFS.1112.SL.1.1, 1.2,
1.3

MAFS.912.5-I1C.1.1
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LAFS.910.L.2.3
LAFS.910.R1.4.10
LAFS.910.SL.1.1, 1.2,
1.3
LAFS.1112.SL.1.1, 1.2,
1.3
LAFS.1112.L..2.3
LAFS.1112.R1.4.10
LAFS.910.R1.4.10
LAFS.910.SL.1.1, 1.2,
1.3
LAFS.910.L.2.3, 3.4,
35,36
LAFS.1112.1..2.3, 3.6,
34,35
LAFS.1112.SL.1.1, 1.2,
1.3
LAFS.1112.R1.4.10
LAFS.910.L.2.3
LAFS.910.R1.4.10
LAFS.910.SL.1.1, 1.2,
41.06 Differentiate among the ways that assent can be disrupted (e.g., fraud, non-disclosure, | 1.3
misrepresentation, mistake, duress, undue influence). LAFS.1112.L.2.3
LAFS.1112.RI1.4.10
LAFS.1112.SL..1.1,1.2,
1.3
LAFS.910.L.2.3, 3.4,
35,36
LAFS.910.R1.4.10,
LAFS.910.SL.1.1, 1.2,

41.04 Explain how offer and acceptance can create contractual rights and duties.

41.05 Determine whether an agreement is enforceable as a contract.

1.3
41.07 Define and distinguish among different types of consideration and list the exceptions to | LAFS.1112.L.2.3, 3.4,
the requirements of consideration. 35,36

LAFS.1112.RI.4.10,
LAFS.1112.SL.1.1, 1.2,
13

MAFS.912.5-1D.2.6
LAFS.910.RI1.4.10,
LAFS.910.SL.1.1
LAFS.910.L.2.3
LAFS.1112.L.2.3
LAFS.1112.RI1.4.10
LAFS.1112.SL.1.1

41.08 Identify people who lack contractual capacity.
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LAFS.910.R1.4.10,
LAFS.910.SL.1.1, 1.2,
1.3

LAFS.910.L.2.3,
LAFS.1112.L..2.3
LAFS.1112.R1.4.10,
LAFS.1112.SL.1.1, 1.2,
1.3

LAFS.910.L.2.3, 3.4,
35,36
LAFS.910.R1.4.10
LAFS.910.SL.1.1, 1.2,
1.3

LAFS.1112.R1.4.10
41.10 Describe the rules that apply to the interpretation of contracts. LAFS.1112.SL.1.1, 1.2,
1.3

LAFS.1112.1..2.3, 3.4,
35,36

41.09 Explain a minor’s right to avoid a contract.

MAFS.912.5-IC.1.1,
MAFS.912.A-REI.1.1
LAFS.910.L.2.3, 3.4,
3.5,36
LAFS.910.RI1.4.10
LAFS.910.SL.1.1, 1.2,
13

LAFS.1112.L.2.3, 3.4,
35,36
LAFS.1112.RI1.4.10
LAFS.1112.SL.1.1, 1.2,
1.3

LAFS.910.R1.4.10
LAFS.910.SL.1.1
LAFS.910.L.2.3
LAFS.1112.L.2.3
LAFS.1112.RI1.4.10
LAFS.1112.SL.1.1
LAFS.910.RI1.4.10
LAFS.910.SL.1.1, 1.2,

41.11 Describe the rules that apply to contracts involving third parties.

41.12 List the ways a contract can be discharged.

1.3

41.13 Describe breach of contract and the remedies available when a contract is breached. LAFS.910.L.2.3, 3.4,
3.5, 3.6
LAFS.1112.L.2.3, 3.4,
3.5, 3.6
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LAFS.1112.RI1.4.10,
LAFS.1112.SL.1.1, 1.2,
1.3

LAFS.910.R1.4.10
LAFS.910.SL.1.1
LAFS.910.L.2.3, 3.4,

41.14 Define an agency relationship and list the ways that agency relationships may be 3.5,3.6
created. LAFS.1112.L..2.3, 3.4,
3.5,3.6

LAFS.1112.RI1.4.10
LAFS.1112.SL.1.1
LAFS.910.R1.4.10
LAFS.910.SL.1.1, 1.2,
1.3
LAFS.910.L.2.3
LAFS.1112.L..2.3
LAFS.1112.R1.4.10,
LAFS.1112.SL.1.1, 1.2,
1.3
LAFS.910.R1.4.10
LAFS.910.SL.1.1
LAFS.910.L.2.3
LAFS.1112.L..2.3
LAFS.1112.RI1.4.10
LAFS.1112.SL.1.1
LAFS.910.R1.4.10
LAFS.910.SL.1.1
41.17 Determine which employees or applicants may be asked to participate in employee LAFS.910.L.2.3
testing (e.g., aptitude, psychological, polygraph, and drug). LAFS.1112.L.2.3
LAFS.1112.R1.4.10
LAFS.1112.SL..1.1
LAFS.910.R1.4.10
LAFS.910.SL.1.1
41.18 Identify legislation that regulates employee rights (e.g., Americans with Disabilities Act, | LAFS.910.L.2.3
Age Discrimination in Employment Act, Family and Medical Leave Act). LAFS.1112.L.2.3
LAFS.1112.R1.4.10
LAFS.1112.SL.1.1
LAFS.910.R1.4.10
LAFS.910.SL.1.1
41.19 Identify legislation that regulates employment conditions (e.g., Fair Labor Standards LAFS.910.L.2.3
Act, Immigration Reform and Control Act, Occupational Safety and Health Act). LAFS.1112.L.2.3
LAFS.1112.R1.4.10
LAFS.1112.SL..1.1

41.15 Discuss potential problems with signing employment contracts.

41.16 Determine questions that can and cannot be asked during an employment interview.

28



CTE Standards and Benchmarks FS-M/LA NGSSS-Sci

41.20

Define key terms in computer law.

LAFS.910.RI1.4.10
LAFS.910.SL.1.1
LAFS.910.L.2.3
LAFS.1112.L.2.3
LAFS.1112.RI1.4.10
LAFS.1112.SL.1.1

41.21

Identify circumstances under which the copyright of a computer program has been
violated.

LAFS.910.R1.4.10
LAFS.910.SL.1.1
LAFS.910.L.2.3
LAFS.1112.L.2.3
LAFS.1112.RI1.4.10
LAFS.1112.SL.1.1

41.22

Describe the various kinds of federal, state, territory, and province statutes designed to
combat computer crime and how regulations can be used to prevent the use of
computers to invade privacy.

LAFS.910.RI1.4.10
LAFS.910.SL.1.1, 1.2,
13

LAFS.910.L.2.3
LAFS.1112.L.2.3
LAFS.1112.RI1.4.10,
LAFS.1112.SL.1.1, 1.2,
13

41.23

Describe the purposes of various consumer laws and explain their effect on the
consumer’s well-being.

LAFS.910.R1.4.10
LAFS.910.SL.1.1, 1.2,
13

LAFS.910.L.2.3
LAFS.1112.L.2.3
LAFS.1112.RI1.4.10,
LAFS.1112.SL.1.1, 1.2,
13

41.24

Describe how local businesses can be a source of consumer assistance and identify
consumer organizations, businesses, and governmental agencies that provide
consumer assistance.

LAFS.910.RI1.4.10
LAFS.910.SL.1.1, 1.2,
1.3

LAFS.910.L.2.3,
LAFS.1112.L.2.3
LAFS.1112.RI1.4.10
LAFS.1112.SL.1.1, 1.2,
13

41.25

Differentiate among the various types of consumer fraud and explain steps that can be
taken by victims to gain redress.

LAFS.910.L.2.3, 3.4,
3.5,36
LAFS.910.RI1.4.10,
LAFS.910.SL.1.1, 1.2,

13,24,25,2.6
LAFS.1112.L. 2.3, 3.6,
34,35

LAFS.1112.RI1.4.10
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LAFS.1112.SL.1.1, 1.2,
13,24,25,2.6
LAFS.910.SL.1.1, 1.2,
13,24,25,2.6
LAFS.910.R1.4.10
LAFS.910.W.4.10
LAFS.910.L.2.3, 3.4,
41.26 Distinguish fraudulent, misleading, and legitimate product claims and explain what the | 3.5, 3.6

consumer should do if such claims lead to the purchase of a faulty product. LAFS.1112.L.2.3, 3.4,
3.5,36
LAFS.1112.SL.1.1, 1.2,
13,24,25,26
LAFS.1112.RI1.4.10
LAFS.1112.W.4.10

42.0 Demonstrate an understanding of different types of insurance — the student will be able to:

LAFS.910.L.2.3
LAFS.910.RI.4.10,
LAFS.910.SL.1.1, 1.2,
1.3

LAFS.1112.L.2.3
LAFS.1112.RI1.4.10,
LAFS.1112.SL.1.1, 1.2,
1.3

42.01 Differentiate between requirements for insurable interest for property insurance with
those needed for life insurance.

MAFS.912.S-MD.1.2,
25,27
MAFS.912.S-CP.1.1,
12,13,14,15
LAFS.910.L.2.3
LAFS.910.R1.4.10
LAFS.910.SL.1.1, 1.2,
1.3
LAFS.1112.L..2.3
LAFS.1112.R1.4.10
42.02 Compare and contrast the different types of life insurance (e.g., ordinary, limited LAFS.1112.SL..1.1, 1.2,
payment, endowment, and term). 1.3

MAFS.912.5-MD.1.2,
25,26,27
MAFS.912.5-1D.2.6,
MAFS.912.S-CP.1.1,
12,13,14,15,2.6
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LAFS.910.L.2.3,
LAFS.910.R1.4.10,
LAFS.910.SL.1.1, 1.2,
1.3
LAFS.1112.L..2.3
LAFS.1112.R1.4.10,
42.03 Compare and contrast the different types of other insurance (e.g., property, liability, LAFS.1112.SL.1.1, 1.2,
automobile, homeowners’, disability, and marine). 1.3

MAFS.912.5-MD.1.2,
25,26,27
MAFS.912.5-1D.2.6,
MAFS.912.S-CP.1.1,
12,13,14,15,2.6
LAFS.910.L.2.3,
LAFS.910.RI.4.10,
LAFS.910.SL.1.1, 1.2,
1.3
LAFS.1112.L.2.3
LAFS.1112.R1.4.10,
LAFS.1112.SL.1.1, 1.2,
13

42.04 Compare and contrast the differences in health insurance coverage.

MAFS.912.5-MD.1.2,
25,26,27
MAFS.912.5-1D.2.6,
MAFS.912.S-CP.1.1,
12,13,14,15,26

42.05 Demonstrate an understanding of professional liability (i.e., malpractice) coverage.

43.0 Develop an awareness of management functions and organizational structures as they relate
to today’s workplace and employer/employee roles — the student will be able to:

LAFS.910.R1.4.10
LAFS.910.SL.1.1, 1.2,
1.3

43.01 Compare and contrast the legal procedures and processes for forming and dissolving | LAFS.910.L.2.3

various forms of business ownership (e.g., sole proprietorship associations, registered | LAFS.1112.L..2.3

partnerships having limited liability, limited liability company, corporation, and LAFS.1112.R1.4.10
franchise). LAFS.1112.SL.1.1, 1.2,
1.3

MAFS.912.S-ID.2.6

44.0 Practice quality performance in the learning environment and the workplace — the student will
be able to:
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LAFS.910.RI1.4.10
LAFS.910.SL.1.1, 1.2,

1.3
44.01 Discuss the impact of time management practices on one’s personal and professional | LAFS.910.L.2.3
image. LAFS.1112.L.2.3

LAFS.1112.RI1.4.10
LAFS.1112.SL.1.1, 1.2,
1.3

45.0 Incorporate appropriate leadership and supervision technigues, customer service strategies,
and standards of personal ethics to accomplish job objectives and enhance workplace
performance — the student will be able to:

LAFS.910.L.2.3
LAFS.910.R1.4.10

. : , , , , . , LAFS.910.SL.1.2,1.3
45.01 Project professional image through appropriate business attire, ethical behavior, LAFS.1112.5L.1.1, 1.2,

personal responsibility, flexibility, and respect for confidentiality. 13

LAFS.1112.L..2.3
LAFS.1112.R1.4.10
LAFS.910.R1.4.10
LAFS.910.SL.1.2, 1.3
45.02 Apply principles of group dynamics in structured activities. LAFS.1112.SL.1.1, 1.2,
1.3

LAFS.1112.R1.4.10
LAFS.910.R1.4.10
LAFS.910.SL.1.2, 1.3,
45.03 Exhibit a positive attitude and professional behavior. LAFS.1112.RI.4.10
LAFS.1112.SL.1.1, 1.2,
1.3
LAFS.910.SL.1.2,1.3
45.04 Participate in school, community, and/or volunteer activities. LAFS.1112.SL.1.1, 1.2,
1.3
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Florida Department of Education
Student Performance Standards

Course Title: Legal Office Technology 1
Course Number: 8212230
Course Credit: 1

Course Description:

2016 — 2017

This course is designed to assist with administrative office duties and procedures specific to the legal environment. The course explores and
expands the competencies learned in Administrative Office Technology 1 and promotes application of higher level office procedures tasks and
communication skills.

Abbreviations:
FS-M/LA = Florida Standards for Math/Language Arts
NGSSS-Sci = Next Generation Sunshine State Standards for Science

Note: This course is pending alignment in the following categories: NGSSS-Sci.

CTE Standards and Benchmarks

46.0

Perform legal office functions and responsibilities to accomplish job objectives and enhance
workplace performance — the student will be able to:

FS-M/LA

NGSSS-Sci

46.01 Use legal terminology.

LAFS.910.SL.1.1
LAFS.910.L.3.6

46.02 Perform specialized legal office procedures.

MAFS.912.N-Q.1.1

46.03 Prepare legal documents.

LAFS.910.W.2.6
LAFS.910.W.3.9
LAFS.910.L.1.2

MAFS.912.5-I1C.2.6

46.04 Utilize an electronic legal reference library.

LAFS.1112.RI.3.7

MAFS.912.5-ID.1.1

46.05 Use legal and ethical procedures in the legal office.

MAFS.912.5-IC.2.6

46.06 Recognize usage of specialized legal software.

LAFS.910.W.2.6

MAFS.912.5-IC.2.6

46.07 Proofread to include mechanics, content, and specialized legal formats.

LAFS.910.L.1.1
LAFS.910.L.1.2
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46.08 Perform specialized records management functions specific to the legal field. LAFS.910.RI1.1.2

47.0 Participate in work-based learning experiences in a legal office — the student will be able to:

LAFS.910.SL.1.1
47.01 Participate in work-based learning experiences in a legal office environment. LAFS.910.SL.1.3
MAFS.912.5-IC.2.6

47.02 Discuss the use of technology in a legal office environment. LAFS.910.SL.1.2
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Florida Department of Education
Student Performance Standards

Course Title: Legal Office Technology 2
Course Number: 8212240
Course Credit: 1

Course Description:

2016 — 2017

This course expands the competencies learned in Legal Office Technology 1, including legal terminology usage, proofreading, and legal office
procedures. Students are required to perform higher-level thinking and decision making and to use technology as a resource to efficiently perform
systematic procedural tasks and to produce quality work in an efficient manner.

Abbreviations:
FS-M/LA = Florida Standards for Math/Language Arts
NGSSS-Sci = Next Generation Sunshine State Standards for Science

Note: This course is pending alignment in the following categories: NGSSS-Sci.

CTE Standards and Benchmarks

48.0

Perform legal office functions and responsibilities to accomplish job objectives and
enhance workplace performance — the student will be able to:

FS-M/LA

NGSSS-Sci

48.01 Recognize the levels of the judicial system.

LAFS.1112.RI.3.7

48.02 Apply professional communication skills in all situations with clients and legal
contacts.

LAFS.1112.SL.1.1
LAFS.1112.SL.1.2
LAFS.1112.SL.2.4
LAFS.1112.SL.2.6

49.0

Participate in work-based learning experiences in a legal administrative setting — the
student will be able to:

49.01 Participate in work-based learning experiences in a legal office environment.

LAFS.1112.SL.1.1
LAFS.1112.SL.1.2
LAFS.1112.SL.2.4

MAFS.912.5-CP.1.5

49.02 Discuss the use of technology in a legal office environment.

LAFS.1112.SL.2.5
LAFS.1112.5L.1.2

49.03 Discuss the management/supervisory skills needed in a legal office environment.

LAFS.1112.SL.2.5
LAFS.1112.SL.1.2

MAFS.912.5-CP.2.7
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2016 — 2017
Florida Department of Education
Student Performance Standards

Course Title: Legal Office Technology 3
Course Number: 8212250
Course Credit: 1

Course Description:

This course expands the competencies learned in Legal Office Technology 2, including communication skills, technology skills, and legal office
responsibilities. It is designed to develop skill in transcribing legal documents from machine dictation. Students will use technology to produce high
guality employment portfolios, research job opportunities, and compile and disseminate job-seeking documents.

Abbreviations:
FS-M/LA = Florida Standards for Math/Language Arts
NGSSS-Sci = Next Generation Sunshine State Standards for Science

Note: This course is pending alignment in the following categories: NGSSS-Sci.

CTE Standards and Benchmarks FS-M/LA NGSSS-Sci

50.0 Perform legal office functions and responsibilities to accomplish job objectives and enhance
workplace performance — the student will be able to:

50.01 Understand various ways to complete electronic filing. LAFS.1112.W.2.6

50.02 Demonstrate general knowledge of rules regulating the Florida Bar at LAFS.1112.W.1.1
www.floridabar.org. LAFS.1112.W.1.2

50.03 Identify references for Federal and State rules of civil procedure and a general LAFS.1112.RI.3.7
understanding of their purpose and application. LAFS.1112.RI1.4.10

50.04 Manage time efficiently (e.g., organizational skills, prioritizing, managing
interruptions, etc.).

50.05 Perform specialized legal office tasks within acceptable time frames (e.g., diarying,
docketing, statute of limitations, etc.).

LAFS.1112.SL.1.1
LAFS.1112.SL.1.2
LAFS.1112.5L.2.4

50.06 Demonstrate knowledge of the rules of lawyer/client confidentiality. LAFS 1112.SL.2.5

MAFS.912.5-MD.2.6
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LAFS.1112.SL.1.1
50.07 Demonstrate familiarity with different governmental agencies (e.g., Secretary of LAFS.1112.SL.1.2

State, insurance commissioner's office, medical regulations office, etc.). LAFS.1112.5L.2.4
LAFS.1112.SL.2.5

. . . LAFS.1112.SL.1.1
50.08 Demonstrate knowledge of the various types of law practices found in each of the LAFS 1112.SL 1.2

areas of law, including Business Law, Civil Law and Criminal Law; i.e. Business Law
includ | LAFS.1112.SL.2.4
includes corporate, tax, real estate, etc. LAFS.1112.SL 2.5

51.0 Use technology to increase legal office support productivity and enhance workplace
performance — the student will be able to:

LAFS.910.W.2.4
LAFS.910.L.1.2

51.02 Key with speed and accuracy to meet industry standards for employment as a legal | LAFS.910.W.2.4

51.01 Transcribe legal documents.

secretary. LAFS.910.L.1.2
51.03 Integrate all forms of communication in the successful pursuit of a career as a legal | LAFS.910.W.2.4
secretary. LAFS.910.L.1.2

52.0 Participate in work-based learning experiences — the student will be able to:

LAFS.1112.SL.1.1
52.01 Participate in work-based learning experiences in a legal office environment. LAFS.1112.5L.1.2
MAFS.912.5-MD.2.7
LAFS.910.SL.1.2
LAFS.1112.SL.2.5

52.03 Compare and contrast the software applications used in a legal office environment. | LAFS.1112.SL.1.1

LAFS.1112.SL.1.1
52.04 Discuss ways to respond positively to change and reduce stress in a busy legal LAFS.1112.SL.2.5
office. LAFS.1112.SL.2.6,
LAFS.910.SL.1.2
LAFS.1112.SL.2.6
LAFS.1112.SL.1.1

52.02 Discuss the use of technology in a legal office environment.

52.05 Discuss the management/supervisory skills needed in a legal office environment.
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Additional Information

Laboratory Activities

Laboratory investigations that include scientific inquiry, research, measurement, problem solving, emerging technologies, tools and equipment, as
well as, experimental, quality, and safety procedures are an integral part of this career and technical program/course. Laboratory investigations
benefit all students by developing an understanding of the complexity and ambiguity of empirical work, as well as the skills required to manage,
operate, calibrate and troubleshoot equipment/tools used to make observations. Students understand measurement error; and have the skills to
aggregate, interpret, and present the resulting data. Equipment and supplies should be provided to enhance hands-on experiences for students.

Special Notes

The occupational standards and benchmarks outlined in this secondary program correlate to the standards and benchmarks of the postsecondary
program with the same Classification of Instructional Programs (CIP) number.

Career and Technical Student Organization (CTSO)

Future Business Leaders of America (FBLA) and Business Professionals of America (BPA) are the intercurricular career and technical student
organizations providing leadership training and reinforcing specific career and technical skills. Career and Technical Student Organizations provide
activities for students as an integral part of the instruction offered.

Cooperative Training — OJT

On-the-job training is appropriate but not required for this program. Whenever offered, the rules, guidelines, and requirements specified in the OJT
framework apply.

Accommodations

Federal and state legislation requires the provision of accommodations for students with disabilities as identified on the secondary student’s
Individual Educational Plan (IEP) or 504 plan or postsecondary student's accommaodations’ plan to meet individual needs and ensure equal access.
Accommodations change the way the student is instructed. Students with disabilities may need accommodations in such areas as instructional
methods and materials, assignments and assessments, time demands and schedules, learning environment, assistive technology and special
communication systems. Documentation of the accommodations requested and provided should be maintained in a confidential file.

In addition to accommodations, some secondary students with disabilities (students with an IEP served in Exceptional Student Education (ESE)) will
need modifications to meet their needs. Modifications change the outcomes or what the student is expected to learn, e.g., modifying the curriculum
of a secondary career and technical education course. Note: postsecondary curriculum and regulated secondary programs cannot be modified.

Some secondary students with disabilities (ESE) may need additional time (i.e., longer than the regular school year), to master the student
performance standards associated with a regular Occupational Completion Point (OCP) or a Modified Occupational Completion Point (MOCP). If
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needed, a student may enroll in the same career and technical course more than once. Documentation should be included in the IEP that clearly
indicates that it is anticipated that the student may need an additional year to complete an OCP/MOCP. The student should work on different
competencies and new applications of competencies each year toward completion of the OCP/MOCP. After achieving the competencies identified
for the year, the student earns credit for the course. It is important to ensure that credits earned by students are reported accurately. The district's
information system must be designed to accept multiple credits for the same course number for eligible students with disabilities.

Additional Resources

For additional information regarding articulation agreements, Bright Futures Scholarships, Fine Arts/Practical Arts Credit and Equivalent
Mathematics and Equally Rigorous Science Courses please refer to:
http://www.fldoe.org/academics/career-adult-edu/career-tech-edu/program-resources.stml.
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2016 — 2017
Florida Department of Education
Curriculum Framework

Program Title: Medical Administrative Specialist

Program Type: Career Preparatory

Career Cluster: Business Management and Administration
Program Number 8212300

CIP Number 0551071603

Grade Level 9-12, 30, 31

Standard Length 7 credits

Teacher Certification BUSED1 @2

CLERICAL @77 G
SECRETAR 7 G
STENOG @4 @7
TC COOP ED @7

VOE @7
Additional Teacher Digital Information Technology Only: COMPU SCI 6
Certification:
CTSO FBLA
BPA
SOC Codes 15-1151 — Computer User Support Specialists
43-4171 — Receptionists and Information Clerks
43-6013 — Medical Secretaries
CTE Program Resources http://www.fldoe.org/academics/career-adult-edu/career-tech-edu/program-resources.stml
Purpose

This program offers a sequence of courses that provides coherent and rigorous content aligned with challenging academic standards and relevant
technical knowledge and skills needed to prepare for further education and careers as an Information Technology Assistant, Front Desk Specialist,
Medical Office Technologist, and Medical Administrative Specialist in the Business Management and Administration career cluster; provides
technical skill proficiency, and includes competency-based applied learning that contributes to the academic knowledge, higher-order reasoning and
problem-solving skills, work attitudes, general employability skills, technical skills, and occupation-specific skills, and knowledge of all aspects of the
Business Management and Administration career cluster.



The content includes but is not limited to the use of technology to develop communication skills, higher level thinking skills, and decision making
skills; medical terminology; the performance of office procedures specific to the medical environment; transcription of medical documents from
machine dictation; the production of quality work in an efficient manner using advanced features of business software applications; research of job
opportunities; and the production of high quality employment portfolios and job-seeking documents.

Program Structure

This program is a planned sequence of instruction consisting of four occupational completion points.

The following table illustrates the secondary program structure:

Course Course Title Length SOC Code Graduation
Number Requirement
A 8207310 Digital Information Technology 1 credit 15-1151 2 PA
8212110 Administrative Office Technology 1 1 credit 43-4171 2 VO
8212120 Business Software Applications 1 1 credit 2 VO
C 8212201 Medical Office Technology 1 1 credit 43-6013 2 VO
8212202 Medical Office Technology 2 1 credit 2 VO
D 8212203 Medical Office Technology 3 1 credit 43-6013 2 VO
8212204 Medical Office Internship 1 credit 2 VO

(Graduation Requirement Abbreviations- EQ= Equally Rigorous Science, PA= Practical Arts, EC= Economics, VO= Career and Technical
Education)

Academic Alignment Tables

Academic alignment is an ongoing, collaborative effort of professional educators specializing in the fields of science, mathematics, English/language
arts, and Career and Technical Education (CTE). This initiative supports CTE programs by improving student performance through the integration of
academic content within CTE courses. Career and Technical Education courses that have been aligned to the Next Generation Sunshine State
Standards for Science and the Florida Standards for Mathematics and English/Language Arts will show the following data: the quantity of academic
standards in the CTE course; the total number of standards contained in the academic course; and the percentage of alignment to the CTE course.

Anatomy/ Astronomy . . Earth- : Marine . .
Courses Physiology [ Solar/Galactic Eelogy | CemE; Space Enqunmental Genetics Inte_grated Science 1 Physmal Physics
1 1 ) Science Science Science 1
Honors Honors Science Honors
8207310 5/87 5/80 24/83 5/69 24/67 5/70 5/69 24/82 5/66 24/74 5/72
6% 6% 29% 7% 36% 7% 7% 29% 8% 32% 7%




8212110 9/87 9/80 27/83 8/69 26/67 7/70 18/69 26/82 10/66 26/74 8/72
10% 11% 33% 12% 39% 10% 26% 32% 15% 35% 11%
8212120 23/87 23/80 4/83 23/69 4/67 21/70 23/69 4/82 18/66 4174 23/72
26% 29% 5% 33% 6% 30% 33% 5% 27% 5% 32%
8212201 26/87 26/80 2/83 25/69 2/67 23/70 26/69 2/82 21/66 2/74 25/72
30% 33% 2% 36% 3% 33% 38% 2% 32% 3% 35%
5/87 5/80 b 4/69 o 4/70 5/69 - 5/66 b 4172
8212202 6% 6% 6% 6% 7% 8% 6%
5/87 5/80 * 4/69 % 4/70 5/69 . 5/66 ** 4172
8212203 6% 6% 6% 6% 7% 8% 6%
82 12204 *% *% *% *% *% *% *% *% *% *% *%
** - Alignment pending review Alignment attempted, but no correlation to academic course
Courses Algebra 1 Algebra 2 | Geometry | English 1 English 2 English 3 | English 4
8207310 20/67 15/75 18/54 40/46 40/45 40/45 40/45
30% 20% 33% 87% 89% 89% 89%
8212110 21/67 15/75 18/54 12/46 12/45 12/45 12/45
31% 20% 33% 26% 27% 27% 27%
8212120 12/67 16/75 9/54 4/46 4/45 4/45 4/45
18% 21% 17% 9% 9% 9% 9%
12/67 20/75 8/54 - - 15/45 15/45
8212201 18% 27% 15% 33% 33%
5/75 13/45 13/45
8212202 # 7% # *x *x 29% 29%
1/67 5/75 o . 13/45 13/45
8212203 1% 7% # 29% 20%
8212204 *% ** *% ** ** *% *%*

**  Alignment pending review

# Alignment attempted, but no correlation to academic course




Florida Standards for Technical Subjects

Florida Standards (FS) for English Language Arts and Literacy in History/Social Studies, Science, and Technical Subjects are the critical reading
and writing literacy standards designed for grade 6 and above. These standards are predicated on teachers of history/social studies, science, and
technical subjects using their content area expertise to help students meet the particular challenges of reading, writing, speaking, listening, and
language in their respective fields. Itis important to note that the 6-12 literacy standards in history/social studies, science, and technical subjects
are not meant to replace content standards in those areas but rather to supplement them.

This curriculum framework incorporates the grades 9-10 reading and writing literacy standards in the first two courses of this CTE program and
grade 11-12 reading and writing literacy standards in the third and fourth courses of this CTE program. The standards for Mathematical Practices
describe varieties of expertise that educators at all levels should seek to develop in their students. These practices rest on important “processes
and proficiencies” with longstanding importance in mathematics education. This curriculum framework incorporates the appropriate mathematical
practices in the first four courses of this CTE program.

Florida Standards for English Language Development (ELD)
English language learners communicate for social and instructional purposes within the school setting. ELD.K12.SI.1.1

English Language Development (ELD) Standards Special Notes:

Teachers are required to provide listening, speaking, reading and writing instruction that allows English language learners (ELL) to communicate for
social and instructional purposes within the school setting. For the given level of English language proficiency and with visual, graphic, or
interactive support, students will interact with grade level words, expressions, sentences and discourse to process or produce language necessary
for academic success. The ELD standard should specify a relevant content area concept or topic of study chosen by curriculum developers and
teachers which maximizes an ELL’s need for communication and social skills. To access an ELL supporting document which delineates
performance definitions and descriptors, please click on the following link: http://www.cpalms.org/uploads/docs/standards/eld/Sl.pdf.

For additional information on the development and implementation of the ELD standards, please contact the Bureau of Student Achievement
through Language Acquisition at sala@fldoe.org.




Common Career Technical Core — Career Ready Practices

Career Ready Practices describe the career-ready skills that educators should seek to develop in their students. These practices are not exclusive
to a Career Pathway, program of study, discipline or level of education. Career Ready Practices should be taught and reinforced in all career
exploration and preparation programs with increasingly higher levels of complexity and expectation as a student advances through a program of
study.

1. Act as a responsible and contributing citizen and employee.

2. Apply appropriate academic and technical skills.

3. Attend to personal health and financial well-being.

4. Communicate clearly, effectively and with reason.

5. Consider the environmental, social and economic impacts of decisions.

6. Demonstrate creativity and innovation.

7. Employ valid and reliable research strategies.

8. Utilize critical thinking to make sense of problems and persevere in solving them.

9. Model integrity, ethical leadership and effective management.

10. Plan education and career path aligned to personal goals.

11. Use technology to enhance productivity.

12. Work productively in teams while using cultural/global competence.



Standards

Digital Information Technology (8207310) is the first course in this and other programs within the Business Management &
Administration Career Cluster. Standards 01.0 — 17.0 are associated with this course.

After successfully completing this program, the student will be able to perform the following:

01.0 Methods and strategies for using Florida Standards for grades 09-10 reading in Technical Subjects for student success in Medical
Administrative Specialist.

02.0 Methods and strategies for using Florida Standards for grades 09-10 writing in Technical Subjects for student success in Medical
Administrative Specialist.

03.0 Methods and strategies for using Florida Standards for grades 09-10 Mathematical Practices in Technical Subjects for student success in
Medical Administrative Specialist.

04.0 Demonstrate knowledge, skill, and application of information systems to accomplish job objectives and enhance workplace performance.

05.0 Develop an awareness of microprocessors and digital computers.

06.0 Demonstrate an understanding of operating systems.

07.0 Use technology to enhance the effectiveness of communication skills utilizing word processing applications.

08.0 Use technology to enhance communication skills utilizing presentation applications.

09.0 Use technology to enhance the effectiveness of communication utilizing spreadsheet and database applications.

10.0 Use technology to enhance communication skills utilizing electronic mail.

11.0 Investigate individual assessment and job/career exploration and individual career planning that reflect the transition from school to work,
lifelong learning, and personal and professional goals.

12.0 Incorporate appropriate leadership and supervision techniques, customer service strategies, and standards of personal ethics to accomplish
job objectives and enhance workplace performance.

13.0 Demonstrate competence using computer networks, internet and online databases to facilitate collaborative or individual learning and
communication.

14.0 Demonstrate competence in page design applicable to the WWW.

15.0 Develop an awareness of emerging technologies.

16.0 Develop awareness of computer languages and software applications.

17.0 Demonstrate comprehension and communication skills.

18.0 Demonstrate knowledge, skill, and application of information systems to accomplish job objectives and enhance workplace of performance.
Apply ergonomic principles applicable to the configuration of computer workstations.

19.0 Demonstrate language arts knowledge and skills.

20.0 Demonstrate mathematics knowledge and skills.

21.0 Use oral and written communication skills in creating, expressing and interpreting information and ideas.

22.0 Solve problems using critical thinking skills, creativity and innovation.

23.0 Apply communication skills (reading, writing, speaking, listening, and viewing) in a courteous, concise and correct manner on personal and
professional levels.

24.0 Use technology to enhance the effectiveness of communications in order to accomplish job objectives and enhance workplace performance.

25.0 Practice quality performance in the learning environment and the workplace.

26.0 Incorporate appropriate customer service strategies to accomplish job objectives and enhance workplace performance.
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27.0

28.0

29.0
30.0
31.0
32.0
33.0

34.0

35.0

36.0
37.0
38.0
39.0
40.0
41.0
42.0
43.0
44.0
45.0
46.0
47.0
48.0
49.0
50.0
51.0
52.0
53.0
54.0
55.0

56.0

Incorporate appropriate leadership and supervision techniques and standards of personal ethics to accomplish job objectives and enhance
workplace performance.

Incorporate knowledge gained from individual assessment and job/career exploration to design an individual career plan that reflects the
transition from school to work, lifelong learning, and personal and professional goals.

Demonstrate human relations/interpersonal skills appropriate for the workplace.

Perform administrative office functions and responsibilities to accomplish job objectives and enhance workplace performance.
Describe the importance of professional ethics and legal responsibilities.

Participate in work-based learning experiences.

Methods and strategies for using Florida Standards for grades 11-12 reading in Technical Subjects for student success in Medical
Administrative Specialist.

Methods and strategies for using Florida Standards for grades 11-12 writing in Technical Subjects for student success in Medical
Administrative Specialist.

Methods and strategies for using Florida Standards for grades 11-12 Mathematical Practices in Technical Subjects for student success in
Medical Administrative Specialist.

Use technology to increase administrative office support productivity and enhance workplace performance.

Use information technology tools.

Participate in administrative work-based learning experiences.

Perform medical office functions and responsibilities to accomplish job objectives and enhance workplace performance.
Participate in work-based learning experiences in a medical office environment.

Describe the roles within teams, work units, departments, organizations, inter-organizational systems, and the larger environment.
Demonstrate leadership and teamwork skills needed to accomplish team goals and objectives.

Perform medical office functions and responsibilities to accomplish job objectives and enhance workplace performance.

Use technology to increase medical office support productivity and enhance workplace performance.

Participate in work-based learning experiences.

Perform medical office functions and responsibilities to accomplish job objectives and enhance workplace performance.

Use technology to increase medical office support productivity and enhance workplace performance.

Participate in medical office work-based learning experiences.

Demonstrate employability skills.

Explain the importance of employability skill and entrepreneurial skills.

Demonstrate business management skills.

Demonstrate positive human relations and leadership skills in the workplace.

Demonstrate business ethics.

Describe the importance of professional ethics and legal responsibilities.

Demonstrate the importance of health, safety, and environmental management systems in organizations and their importance to
organizational performance and regulatory compliance.

Demonstrate personal money-management concepts, procedures, and strategies.



2016 — 2017
Florida Department of Education
Student Performance Standards

Course Title: Digital Information Technology
Course Number: 8207310
Course Credit: 1

Course Description:

This course is designed to provide a basic overview of current business and information systems and trends, and to introduce students to
fundamental skills required for today's business and academic environments. Emphasis is placed on developing fundamental computer skills. The
intention of this course is to prepare students to be successful both personally and professionally in an information based society. Digital
Information Technology includes the exploration and use of: databases, the internet, spreadsheets, presentation applications, management of
personal information and email, word processing and document manipulation, HTML, web page design, and the integration of these programs using
software that meets industry standards. After successful completion of this core course, students will have met Occupational Completion Point A,
Information Technology Assistant - SOC Code 15-1151.

Digital Information Technology (8207310) is part of several programs across the various CTE career clusters. To ensure consistency, the
standards and benchmarks for this course (01.0 — 17.0) have been placed in a separate document. To access this document, visit:
http://www.fldoe.org/core/fileparse.php/9943/urlt/DIT 2016-17.rtf.




2016 — 2017
Florida Department of Education
Student Performance Standards

Course Title: Administrative Office Technology 1
Course Number: 8212110
Course Credit: 1

Course Description:

This course is designed to assist with administrative and general office duties in a support capacity. This course explores and expands the core
competencies in the areas of personal and professional development and promotes application of higher level office procedures tasks and
communications skills through the use of technology.

Florida Standards Correlation to CTE Program Standard #
01.0 Methods and strategies for using Florida Standards for grades 09-10 reading in Technical
Subjects for student success in Medical Administrative Specialist.
01.01 Key ldeas and Details
01.01.1 Cite specific textual evidence to support analysis of science and
technical texts, attending to the precise details of explanations or
descriptions.

LAFS.910.RST.1.1
01.01.2 Determine the central ideas or conclusions of a text; trace the text’s
explanation or depiction of a complex process, phenomenon, or
concept; provide an accurate summary of the text.

LAFS.910.RST.1.2
01.01.3 Follow precisely a complex multistep procedure when carrying out
experiments, taking measurements, or performing technical tasks,
attending to special cases or exceptions defined in the text.
LAFS.910.RST.1.3

01.02 Craft and Structure
01.02.1 Determine the meaning of symbols, key terms, and other domain-specific
words and phrases as they are used in a specific scientific or technical
context relevant to grades 9-10 texts and topics.

LAFS.910.RST.2.4
01.02.2 Analyze the structure of the relationships among concepts in a text,
including relationships among key terms (e.qg., force, friction, reaction
force, energy).

LAFS.910.RST.2.5
01.02.3 Analyze the author’s purpose in providing an explanation, describing a
procedure, or discussing an experiment in a text, defining the question
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Florida Standards

the author seeks to address.
LAFS.910.RST.2.6

01.03 Integration of Knowledge and ldeas

01.03.1 Translate quantitative or technical information expressed in words in a
text into visual form (e.g., a table or chart) and translate information
expressed visually or mathematically (e.g., in an equation) into words.

LAFS.910.RST.3.7

01.03.2 Assess the extent to which the reasoning and evidence in a text support
the author’s claim or a recommendation for solving a scientific or
technical problem.

LAFS.910.RST.3.8

01.03.3 Compare and contrast findings presented in a text to those from other
sources (including their own experiments), noting when the findings
support or contradict previous explanations or accounts.

LAFS.910.RST.3.9

01.04 Range of Reading and Level of Text Complexity

01.04.1 By the end of grade 9, read and comprehend literature [informational
texts, history/social studies texts, science/technical texts] in the grades
9-10 text complexity band proficiently, with scaffolding as needed at the
high end of the range.

01.04.2 By the end of grade 10, read and comprehend literature [informational
texts, history/social studies texts, science/technical texts] at the high end
of the grades 9-10 text complexity band independently and proficiently.

LAFS.910.RST.4.10

02.0

Methods and strategies for using Florida Standards for grades 09-10 writing in Technical
Subjects for student success in Medical Administrative Specialist.

02.01 Text Types and Purposes

02.01.1 Write arguments focused on discipline-specific content.
LAFS.910.WHST.1.1
02.01.2 Write informative/explanatory texts, including the narration of historical
events, scientific procedures/experiments, or technical processes.
LAFS.910.WHST.1.2

02.02 Production and Distribution of Writing

02.02.1 Produce clear and coherent writing in which the development,
organization, and style are appropriate to task, purpose, and audience.
LAFS.910.WHST.2.4

02.02.2 Develop and strengthen writing as needed by planning, revising, editing,
rewriting, or trying a new approach, focusing on addressing what is most
significant for a specific purpose and audience.

LAFS.910.WHST.2.5
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Florida Standards Correlation to CTE Program Standard #
02.02.3 Use technology, including the Internet, to produce, publish, and update

individual or shared writing products, taking advantage of technology’s
capacity to link to other information and to display information flexibly
and dynamically.

LAFS.910.WHST.2.6

02.03 Research to Build and Present Knowledge
02.03.1 Conduct short as well as more sustained research projects to answer a
guestion (including a self-generated question) or solve a problem; narrow,
or broaden the inquiry when appropriate; synthesize multiple sources on
the subject, demonstrating understanding of the subject under
investigation.

LAFS.910.WHST.3.7
02.03.2 Gather relevant information from multiple authoritative print and digital
sources, using advanced searches effectively; assess the usefulness of
each source in answering the research question; integrate information
into the text selectively to maintain the flow of ideas, avoiding plagiarism
and following a standard format for citation.

LAFS.910.WHST.3.8
02.03.3 Draw evidence from informational texts to support analysis, reflection,
and research.

LAFS.910.WHST.3.9

02.04 Range of Writing
02.04.1 Write routinely over extended time frames (time for reflection and
revision) and shorter time frames (a single sitting or a day or two) for a
range of discipline-specific tasks, purposes, and audiences.
LAFS.910.WHST.4.10
03.0 Methods and strategies for using Florida Standards for grades 09-10 Mathematical Practices in
Technical Subjects for student success in Medical Administrative Specialist.
03.01 Make sense of problems and persevere in solving them.

MAFS.K12.MP.1.1

03.02 Reason abstractly and quantitatively.
MAFS.K12.MP.2.1

03.03 Construct viable arguments and critique the reasoning of others.
MAFS.K12.MP.3.1

03.04 Model with mathematics.
MAFS.K12.MP.4.1

03.05 Use appropriate tools strategically.
MAFS.K12.MP.5.1

03.06 Attend to precision.
MAFS.K12.MP.6.1
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Florida Standards

03.07 Look for and make use of structure.

MAFS.K12.MP.7.1

Correlation to CTE Program Standard #

03.08 Look for and express regularity in repeated reasoning.

MAFS.K12.MP.8.1

Abbreviations:
FS-M/LA = Florida Standards for Math/Language Arts
NGSSS-Sci = Next Generation Sunshine State Standards for Science

CTE Standards and Benchmarks

FS-M/LA

18.0 Demonstrate knowledge, skill, and application of information systems to accomplish job
objectives and enhance workplace of performance. Apply ergonomic principles applicable to
the configuration of computer workstations — the student will be able to:
18.01 Enhance proficiency with touch keyboarding skills (speed and accuracy to enter and
manipulate data.
18.02 Use communications and networking to perform tasks and solve problems in business
environments.
19.0 Demonstrate language arts knowledge and skills — the students will be able to:
LAFS.910.SL.1.3
. . . LAFS.910.SL.2.4
19.01 Locate, comprehend and evaluate key elements of oral and written information. LAFS 1112.SL 1.3
LAFS.1112.SL.2.4
19.02 Draft, revise, and edit written documents using correct grammar, punctuation and LAFS.910.W.2.5
vocabulary. LAFS.1112.W.2.5
LAFS.910.SL.2.4
. . . . . LAFS.910.SL.2.5
19.03 Present information formally and informally for specific purposes and audiences. LAFS 1112.SL.2.4
LAFS.1112.SL.2.5
20.0 Demonstrate mathematics knowledge and skills — the student will be able to:

20.01 Demonstrate knowledge of arithmetic operations.

20.02 Analyze and apply data and measurements to solve problems and interpret documents.

MAFS.912.5-1C.2.6

20.03 Construct charts/tables/graphs using functions and data.

MAFS.912.F-IF.3.7
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CTE Standards and Benchmarks FS-M/LA NGSSS-Sci

21.0 Use oral and written communication skills in creating, expressing and interpreting information

and ideas — the students will be able to:

21.01 Select and employ appropriate communication concepts and strategies to enhance oral | LAFS.910.W.3.8
and written communication in the workplace. LAFS.1112.W.3.8
. . . . . LAFS.910.W.3.8
21.02 Locate, organize and reference written information from various sources. LAES 1112 W 3.8
21.03 Design, develop and deliver formal and informal presentations using appropriate media | LAFS.910.SL.1.1
to engage and inform diverse audiences. LAFS.1112.SL.1.1
21.04 Interpret verbal and nonverbal cues/behaviors that enhance communication.
. . . . . - . LAFS.910.SL.1.1
21.05 Apply active listening skills to obtain and clarify information. LAES 1112.SL 1.1
LAFS.910.W.1.2
. . L LAFS.910.SL.1.2
21.06 Develop and interpret tables and charts to support written and oral communications. LAES 1112.SL.1.2
LAFS.1112.W.1.2
21.07 Exhibit public relations skills that aid in achieving customer satisfaction. LAFS.910.5L.1.1

LAFS.1112.SL.1.1

22.0

Solve problems using critical thinking skills, creativity and innovation — the students will be able

to:

22.01

Employ critical thinking skills independently and in teams to solve problems and make
decisions.

SC.912.L.17.13
SC.912.L.17.15

22.02

Employ critical thinking and interpersonal skills to resolve conflicts.

22.03

Identify and document workplace performance goals and monitor progress toward those
goals.

22.04

Conduct technical research to gather information necessary for decision-making.

SC.912.L.17.13
SC.912.L.17.15

23.0

Apply communication skills (reading, writing, speaking, listening, and viewing) in a courteous,
concise, and correct manner on personal and professional levels — the student will be able to:

23.01 Integrate all forms of communication in the successful pursuit of an administrative LAFS.910.L.3.6
career. LAFS.1112.L.3.6
LAFS.910.W.2.4
23.02 Discuss the need to use appropriate tone and professional demeanor in business LAFS.910.SL.2.4

communications, including e-mails, correspondence, conference calls, and conversation.

LAFS.1112.SL.2.4
LAFS.1112.W.2.4
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CTE Standards and Benchmarks FS-M/LA NGSSS-Sci

24.0 Use technology to enhance the effectiveness of communications in order to accomplish job
objectives and enhance workplace performance — the students will be able to:
24.01 Discuss communication systems - cultural, organizational, technological, and
interpersonal.

24.02 Write complex business communications.

25.0 Practice quality performance in the learning environment and the workplace — the student will be| LAFS.910.W.2.6
able to: LAFS.1112.W.2.6

25.01 Discuss performance evaluation methods and instruments used to assess employee
progress and performance.

26.0 Incorporate appropriate customer service strategies to accomplish job objectives and enhance
workplace performance — the student will be able to:

26.01 Develop an understanding of the integral value of a customer and practice skills to
provide excellent customer service.

26.02 Develop and implement a plan for maintaining quality service and production in a
workplace, business, or learning environment.

27.0 Incorporate appropriate leadership and supervision techniques and standards of personal ethics
to accomplish job objectives and enhance workplace performance — the student will be able to:

27.01 Facilitate focus group discussions regarding service, supervision, and ethical
considerations that impact the workplace, business, or learning environment.

SC.912.L.17.13

27.02 Discuss the main causes of accidents in the office and identify preventive measures. SC.912.L.17.15
SC.912.L.17.17

27.03 Discuss the role of agencies that establish and monitor health and safety standards
(e.g., OSHA) and discuss standards established by these agencies.
27.04 Discuss the responsibilities organizations have to their employees (e.g., Right to Work
laws, risk management).
28.0 Incorporate knowledge gained from individual assessment and job/career exploration to design
an individual career plan that reflects the transition from school to work, lifelong learning, and
personal and professional goals — the student will be able to:
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CTE Standards and Benchmarks FS-M/LA NGSSS-Sci

28.01 Plan ethical, political strategies to achieve goals and advance careers.

28.02 Discuss the role of and understand how to use professional networking resources,
including web-based resources.
29.0 Demonstrate human relations/interpersonal skills appropriate for the workplace — the student
will be able to:
29.01 Develop professional workplace relationship skills both internally and externally to

include team building and group dynamics. Understand how individual personalities fit
the team.

29.02 Develop initiative and problem-solving skills to effectively deal with conflict resolution.

30.0 Perform administrative office functions and responsibilities to accomplish job objectives and
enhance workplace performance — the student will be able to:

30.01 Apply the use of information management tools (e.g., calendars, ticklers, schedulers) to
develop and coordinate distribution of work.

30.02 Maintain equipment and supplies.

30.03 Perform financial functions (e.qg., payroll, invoices, bank deposits, travel vouchers). SC.912.L.17.15

MAFS.912.N-Q.1.1
MAFS.912.N-Q.1.2
MAFS.912.N-Q.1.3

30.04 Have knowledge of transcription and how to prepare documents using machine
dictation.

30.05 Perform specialized records management functions.

30.06 Determine the most efficient method to send mail (e.qg., fax, e-mail, external/internal
courier systems, U.S. Mail).

31.0 Describe the importance of professional ethics and legal responsibilities — the student will be
able to:

31.01 Identify the importance of making decisions that are based on ethical reasoning.

LAFS.910.W.3.7

31.02 Identify and discuss personal and long term consequences of unethical choices in the LAFS.910.W.3.8
workplace. LAFS.1112.W.3.7

LAFS.1112.W.3.8

15



CTE Standards and Benchmarks FS-M/LA NGSSS-Sci

LAFS.910.W.3.7
LAFS.910.W.3.8
LAFS.1112.W.3.7
LAFS.1112.W.3.8

32.0 Participate in work-based learning experiences — the student will be able to:

32.01 Participate in work-based learning experiences in the administrative field.

32.02 Discuss the use of technology in the administrative field.

LAFS.910.SL.1.1
LAFS.1112.SL.1.1

32.04 Discuss organizational networks or charts and describe the relationships between LAFS.910.W.3.8
positions and responsibilities. LAFS.1112.W.3.8

32.03 Compare and contrast the software applications used in the administrative field.
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2016 — 2017
Florida Department of Education
Student Performance Standards

Course Title: Business Software Applications 1
Course Number: 8212120
Course Credit: 1

Course Description:

This course is designed to develop proficiency in using the advanced features of software programs to perform office-related tasks.

33.0 Methods and strategies for using Florida Standards for grades 11-12 reading in Technical
Subjects for student success in Medical Administrative Specialist.
33.01 Key Ideas and Details
33.01.1 Cite specific textual evidence to support analysis of science and
technical texts, attending to important distinctions the author makes and
to any gaps or inconsistencies in the account.

LAFS.1112.RST.1.1
33.01.2 Determine the central ideas or conclusions of a text; trace the text’s
explanation or depiction of a complex process, phenomenon, or
concept; provide an accurate summary of the text.
LAFS.1112.RST.1.2
33.01.3 Follow precisely a complex multistep procedure when carrying out
experiments, taking measurements, or performing technical tasks,
attending to special cases or exceptions defined in the text.
LAFS.1112.RST.1.3

33.02 Craft and Structure
33.02.1 Determine the meaning of symbols key terms, and other domain-specific
words and phrases as they are used in a specific scientific or technical
context relevant to grades 11-12 texts and topics.
LAFS.1112.RST.2.4
33.02.2 Analyze how the text structures information or ideas into categories or
hierarchies, demonstrating understanding of the information or ideas.
LAFS.1112.RST.2.5
33.02.3 Analyze the author’s purpose in providing an explanation, describing a
procedure, or discussing an experiment in a text, identifying important
issues that remain unresolved.

LAFS.1112.RST.2.6
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Florida Standards

33.03 Integration of Knowledge and Ideas

33.03.1

Integrate and evaluate multiple sources of information presented in
diverse formats and media (e.g. quantitative data, video, multimedia) in
order to address a question or solve a problem.

LAFS.1112.RST.3.7

33.03.2

Evaluate the hypotheses, data, analysis, and conclusions in a science or

technical text, verifying the data when possible and corroborating or

challenging conclusions with other sources of information.
LAFS.1112.RST.3.8

33.03.3

Synthesize information from a range of sources (e.qg., texts, experiments,

simulations) into a coherent understanding of a process, phenomenon,

or concept, resolving conflicting information when possible.
LAFS.1112.RST.3.9

33.04 Range of Reading and Level of Text Complexity

33.04.1

33.04.2

By the end of grade 11, read and comprehend literature [informational
texts, history/social studies texts, science/technical texts] in the grades
11-CCR text complexity band proficiently, with scaffolding as needed at
the high end of the range.
By the end of grade 12, read and comprehend literature [informational
texts, history/social studies texts, science/technical texts] at the high end
of the grades 11-CCR text complexity band independently and
proficiently.

LAFS.1112.RST.4.10

34.0 Methods and strategies for using Florida Standards for grades 11-12 writing in Technical
Subijects for student success in Medical Administrative Specialist.

34.01 Text Types and Purposes

34.01.1 Write arguments focused on discipline-specific content.
LAFS.1112.WHST.1.1
34.01.2 Write informative/explanatory texts, including the narration of historical

events, scientific procedures/experiments, or technical processes.
LAFS.1112.WHST.1.2

34.02 Production and Distribution of Writing

34.02.1

Produce clear and coherent writing in which the development,
organization, and style are appropriate to task, purpose, and audience.
LAFS.1112.WHST.2.4

34.02.2

Develop and strengthen writing as needed by planning, revising, editing,
rewriting, or trying a new approach, focusing on addressing what is most
significant for a specific purpose and audience.

LAFS.1112.WHST.2.5

34.02.3

Use technology, including the Internet, to produce, publish, and update
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Florida Standards

individual or shared writing products in response to ongoing feedback,

including new arguments or information.
LAFS.1112.WHST.2.6

Correlation to CTE Program Standard #

34.03 Research to Build and Present Knowledge

34.03.1

Conduct short as well as more sustained research projects to answer a
guestion (including a self-generated question) or solve a problem; narrow,
or broaden the inquiry when appropriate; synthesize multiple sources on
the subject, demonstrating understanding of the subject under
investigation.

LAFS.1112.WHST.3.7

34.03.2

Gather relevant information from multiple authoritative print and digital
sources, using advanced searches effectively; assess the strengths and
limitations of each source in terms of the specific task, purpose, and
audience; integrate information into the text selectively to maintain the
flow of ideas, avoiding plagiarism and overreliance on any one source
and following a standard format for citation.

LAFS.1112.WHST.3.8

34.03.3

Draw evidence from informational texts to support analysis, reflection,
and research.
LAFS.1112.WHST.3.9

34.04 Range of Writing

34.04.1

Write routinely over extended time frames (time for reflection and

revision) and shorter time frames (a single sitting or a day or two) for a

range of discipline-specific tasks, purposes, and audiences.
LAFS.1112.WHST.4.10

35.0

Methods and strategies for using Florida Standards for grades 11-12 Mathematical Practices in
Technical Subjects for student success in Medical Administrative Specialist.

35.01 Make sense of problems and persevere in solving them.

MAFS.K12.MP.1.1

35.02 Reason abstractly and quantitatively.

MAFS.K12.MP.2.1

35.03 Construct viable arguments and critique the reasoning of others.

MAFS.K12.MP.3.1

35.04 Model with mathematics.

MAFS.K12.MP 4.1

35.05 Use appropriate tools strategically.

MAFS.K12.MP.5.1

35.06 Attend to precision.

MAFS.K12.MP.6.1

35.07 Look for and make use of structure.
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MAFS.K12.MP.7.1

Correlation to CTE Program Standard #

35.08

Look for and express regularity in repeated reasoning.
MAFS.K12.MP.8.1

Abbreviations:
FS-M/LA = Florida Standards for Math/Language Arts
NGSSS-Sci = Next Generation Sunshine State Standards for Science

CTE Standards and Benchmarks

36.0 Use technology to increase administrative office support productivity and enhance workplace
performance — the student will be able to:

FS-M/LA

36.01

Access, process, and transmit information through all mediums (e.g., fax, email, Internet,
and collaboration software).

MAFS.912.N-Q.1.1
MAFS.912.N-Q.1.2
MAFS.912.N-Q.1.3

36.02

Create documents using advanced features in word processing, database, spreadsheet,
presentation, and multimedia software.

LAFS.910.SL.1.2
LAFS.910.SL.2.5
LAFS.910.W.2.5

36.03 Discuss how to and where access is possible install/ download and update software for | LAFS.910.W.2.6
current office use. LAFS.1112.SL.1.2
LAFS.1112.SL.2.5
LAFS.1112.W.2.5
LAFS.1112.W.2.6
36.04 Use technology to research, compile, create, and deliver an oral presentation.
36.05 Key with speed and accuracy to meet industry standards for employment as a secretary
or administrative assistant.
36.06 Perform integrated functions using various software applications.
36.07 Perform proofreading skills including electronic reference tools.
36.08 ldentify various means to scan, store and manage electronic documents and understand

how to use.

37.0

Use information technology tools — the students will be able to:

37.01

Employ technological tools to expedite workflow including word processing, databases,
reports, spreadsheets, multimedia presentations, electronic calendar, contacts, email,
and internet applications.
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CTE Standards and Benchmarks FS-M/LA NGSSS-Sci

37.02 Employ computer operations applications to access, create, manage, integrate, and
store information.

37.03 Employ collaborative/groupware applications to facilitate group work.

38.0 Participate in administrative work-based learning experiences — the student will be able to:

38.01 Participate in work-based learning experiences in the administrative field.

38.02 Compare and contrast the software applications used in the administrative field.

38.03 Discuss organizational networks or charts and describe the relationships between
positions and responsibilities.
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2016 — 2017
Florida Department of Education
Student Performance Standards

Course Title: Medical Office Technology 1
Course Number: 8212201
Course Credit: 1

Course Description:

This course is designed to assist with administrative office duties and procedures specific to the medical environment. The course explores and
expands the competencies learned in Administrative Office Technology 1 and promotes application of higher level office procedures tasks and
communication skills.

Florida Standards Correlation to CTE Program Standard #

33.0 Methods and strategies for using Florida Standards for grades 11-12 reading in Technical
Subjects for student success in Medical Administrative Specialist.
33.01 Key Ideas and Details
33.01.1 Cite specific textual evidence to support analysis of science and
technical texts, attending to important distinctions the author makes and
to any gaps or inconsistencies in the account.

LAFS.1112.RST.1.1
33.01.2 Determine the central ideas or conclusions of a text; trace the text's
explanation or depiction of a complex process, phenomenon, or
concept; provide an accurate summary of the text.
LAFS.1112.RST.1.2
33.01.3 Follow precisely a complex multistep procedure when carrying out
experiments, taking measurements, or performing technical tasks,
attending to special cases or exceptions defined in the text.
LAFS.1112.RST.1.3

33.02 Craft and Structure
33.02.1 Determine the meaning of symbols key terms, and other domain-specific
words and phrases as they are used in a specific scientific or technical
context relevant to grades 11-12 texts and topics.
LAFS.1112.RST.2.4
33.02.2 Analyze how the text structures information or ideas into categories or
hierarchies, demonstrating understanding of the information or ideas.
LAFS.1112.RST.2.5
33.02.3 Analyze the author’s purpose in providing an explanation, describing a
procedure, or discussing an experiment in a text, identifying important
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Florida Standards

issues that remain unresolved.
LAFS.1112.RST.2.6

33.03 Integration of Knowledge and ldeas

33.03.1

Integrate and evaluate multiple sources of information presented in
diverse formats and media (e.g. quantitative data, video, multimedia) in
order to address a question or solve a problem.

LAFS.1112.RST.3.7

33.03.2

Evaluate the hypotheses, data, analysis, and conclusions in a science or

technical text, verifying the data when possible and corroborating or

challenging conclusions with other sources of information.
LAFS.1112.RST.3.8

33.03.3

Synthesize information from a range of sources (e.g., texts, experiments,

simulations) into a coherent understanding of a process, phenomenon,

or concept, resolving conflicting information when possible.
LAFS.1112.RST.3.9

33.04 Range of Reading and Level of Text Complexity

33.04.1

33.04.2

By the end of grade 11, read and comprehend literature [informational
texts, history/social studies texts, science/technical texts] in the grades
11-CCR text complexity band proficiently, with scaffolding as needed at
the high end of the range.
By the end of grade 12, read and comprehend literature [informational
texts, history/social studies texts, science/technical texts] at the high end
of the grades 11-CCR text complexity band independently and
proficiently.

LAFS.1112.RST.4.10

34.0 Methods and strategies for using Florida Standards for grades 11-12 writing in Technical
Subjects for student success in Medical Administrative Specialist.

34.01 Text Types and Purposes

34.01.1 Write arguments focused on discipline-specific content.
LAFS.1112.WHST.1.1
34.01.2 Write informative/explanatory texts, including the narration of historical

events, scientific procedures/experiments, or technical processes.
LAFS.1112.WHST.1.2

34.02 Production and Distribution of Writing

34.02.1 Produce clear and coherent writing in which the development,
organization, and style are appropriate to task, purpose, and audience.
LAFS.1112.WHST.2.4
34.02.2 Develop and strengthen writing as needed by planning, revising, editing,

rewriting, or trying a new approach, focusing on addressing what is most
significant for a specific purpose and audience.
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LAFS.1112.WHST.2.5

Correlation to CTE Program Standard #

34.02.3

Use technology, including the Internet, to produce, publish, and update
individual or shared writing products in response to ongoing feedback,
including new arguments or information.

LAFS.1112.WHST.2.6

34.03 Research to Build and Present Knowledge

34.03.1

Conduct short as well as more sustained research projects to answer a
guestion (including a self-generated question) or solve a problem; narrow,
or broaden the inquiry when appropriate; synthesize multiple sources on
the subject, demonstrating understanding of the subject under
investigation.

LAFS.1112.WHST.3.7

34.03.2

Gather relevant information from multiple authoritative print and digital
sources, using advanced searches effectively; assess the strengths and
limitations of each source in terms of the specific task, purpose, and
audience; integrate information into the text selectively to maintain the
flow of ideas, avoiding plagiarism and overreliance on any one source
and following a standard format for citation.

LAFS.1112.WHST.3.8

34.03.3

Draw evidence from informational texts to support analysis, reflection,
and research.
LAFS.1112.WHST.3.9

34.04 Range of Writing

34.04.1

Write routinely over extended time frames (time for reflection and

revision) and shorter time frames (a single sitting or a day or two) for a

range of discipline-specific tasks, purposes, and audiences.
LAFS.1112.WHST.4.10

35.0

Methods and strategies for using Florida Standards for grades 11-12 Mathematical Practices in
Technical Subjects for student success in Medical Administrative Specialist.

35.01 Make sense of problems and persevere in solving them.

MAFS.K12.MP.1.1

35.02 Reason abstractly and quantitatively.

MAFS.K12.MP.2.1
35.03 Construct viable arguments and critique the reasoning of others.

MAFS.K12.MP.3.1
35.04 Model with mathematics.

MAFS.K12.MP.4.1
35.05 Use appropriate tools strategically.

MAFS.K12.MP.5.1
35.06 Attend to precision.
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Florida Standards Correlation to CTE Program Standard #
MAFS.K12.MP.6.1

35.07 Look for and make use of structure.
MAFS.K12.MP.7.1

35.08 Look for and express regularity in repeated reasoning.

MAFS.K12.MP.8.1

Abbreviations:
FS-M/LA = Florida Standards for Math/Language Arts
NGSSS-Sci = Next Generation Sunshine State Standards for Science

Note: This course is pending alignment in the following categories: NGSSS-Sci.

CTE Standards and Benchmarks FS-M/LA NGSSS-Sci

39.0 Perform medical office functions and responsibilities to accomplish job objectives and
enhance workplace performance — the student will be able to:

LAFS.1112.RI.1.1
LAFS.1112.RI.1.3
LAFS.1112.SL.2.4
LAFS.1112.SL.2.6

39.01 Perform specialized medical office procedures including health insurance and LAFS.1112.L.1.1

insurance verification, billing and collections, and scheduling auxiliary services. MAES 912 N-RN 2.3

MAFS.912.N-Q.1.1
MAFS.912.N-Q.1.3
MAFS.912.A-REI.1.2
MAFS.912.A-REI.4.10

LAFS.1112.W.2.4

39.02 Prepare medical documents. LAFS.1112.W.2.6
LAFS.1112.L..3.6

39.03 Maintain and utilize a medical reference library. LAFS.1112.R1.3.7
LAFS.1112.SL.1.1

39.04 Discuss and simulate legal and ethical procedures in the medical office. LAFS.1112.SL.1.2

LAFS.1112.SL.1.3

39.05 Recognize usage of specialized medical software.

LAFS.1112.RI.2.4
39.06 Proofread to include mechanics, content, and specialized medical formats. LAFS.1112.L.1.1
LAFS.1112.L..1.2

LAFS.1112.RI.1.3
39.07 Perform specialized records management functions specific to the medical field.

MAFS.912.N-Q.1.3
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CTE Standards and Benchmarks FS-M/LA NGSSS-Sci

LAFS.1112.R1.3.7
39.08 Use medical terminology. LAFS.1112.SL.2.6
LAFS.1112.L..3.6

39.09 Identify key standards for privacy of health information as mandated in Health
Insurance Portability and Accountability Act HIPAA), including online application
process, state standards and standards for minors.

LAFS.1112.RI.3.7
LAFS.1112.SL.2.6

LAFS.1112.RI.3.7
39.10 Transcribe medical documents, including use of voice-integration technology LAFS.1112.W.2.4

applications and scanning technology for medical records. LAFS.1112.W.2.5
LAFS.1112.W.2.6

39.11 Discuss how to use encryption to support patient confidentiality when sending
communication.
40.0 Participate in work-based learning experiences in a medical office environment — the student
will be able to:

LAFS.1112.SL.1.1

LAFS.1112.R1.3.7
LAFS.1112.W.2.4
LAFS.1112.W.3.8
LAFS.1112.SL.1.1
LAFS.1112.SL.2.4
40.01 Participate in work-based learning experiences in a medical office environment. LAFS.1112.L..1.1
LAFS.1112.L.1.2
LAFS.1112.L.3.6

MAFS.912.S-MD.2.6
MAFS.912.S-1C.2.6
40.02 Discuss the use of technology in a medical office environment. LAFS.1112.SL.1.1
LAFS.1112.SL.1.1

40.03 Discuss the management/supervisory skills needed in a medical office environment.
MAFS.912.5-MD.2.6

41.0 Describe the roles within teams, work units, departments, organizations, inter-organizational
systems, and the larger environment — the student will be able to:

LAFS.1112.R1.3.7

41.01 Describe the nature and types of business organizations. LAFS.11121.36

MAFS.912.5-I1C.2.6
LAFS.1112.SL.1.2

41.02 Explain the effect of key organizational systems on performance and quality.

41.03 List and describe quality control systems and/or practices common to the workplace. | LAFS.1112.SL.1.2

41.04 Explain the impact of the global economy on business organizations. LAFS.1112.SL.1.2

26



CTE Standards and Benchmarks FS-M/LA NGSSS-Sci

42.0 Demonstrate leadership and teamwork skills needed to accomplish team goals and
objectives — the student will be able to:

LAFS.1112.SL.1.1
LAFS.1112.SL.2.4
42.01 Employ leadership skills to accomplish organizational goals and objectives. LAFS.1112.5L.2.6
MAFS.912.N-Q.1.1
MAFS.912.N-Q.1.3
LAFS.1112.SL.1.1
LAFS.1112.SL.2.4
LAFS.1112.SL.2.6
LAFS.1112.SL.1.1
42.03 Employ mentoring skills to inspire and teach others. LAFS.1112.SL..2.4
LAFS.1112.SL.2.6

42.02 Establish and maintain effective working relationships with others in order to
accomplish objectives and tasks.
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2016 — 2017
Florida Department of Education
Student Performance Standards

Course Title: Medical Office Technology 2
Course Number: 8212202
Course Credit: 1

Course Description:

This course expands the competencies learned in Medical Office Technology 1. Students are required to perform higher level thinking and decision
making and to use technology as a resource to efficiently perform systematic procedural tasks and to produce quality work in an efficient manner.

Abbreviations:
FS-M/LA = Florida Standards for Math/Language Arts
NGSSS-Sci = Next Generation Sunshine State Standards for Science

Note: This course is pending alignment in the following categories: NGSSS-Sci.

CTE Standards and Benchmarks FS-M/LA NGSSS-Sci

43.0 Perform medical office functions and responsibilities to accomplish job objectives and enhance
workplace performance — the student will be able to:

LAFS.1112.SL.1.1

43.01 Simulate professional communication skills in situations with patients and medical LAFS 1112.SL 1.2

contacts. LAFS.1112.SL.1.3
LAFS.1112.R1.3.7
43.02 Use medical terminology. LAFS.1112.SL.2.6

LAFS.1112.L.3.6

44.0 Use technology to increase medical office support productivity and enhance workplace
performance — the student will be able to:

LAFS.1112.R1.3.7
44.01 Transcribe medical documents, including the use of voice-integration technology LAFS.1112.W.2.4

applications and scanning technology for medical records. LAFS.1112.W.2.5
LAFS.1112.W.2.6

LAFS.1112.SL.1.1

44.02 Discuss how to use encryption to support patient confidentiality when sending
communication.

45.0 Participate in work-based learning experiences — the student will be able to:

LAFS.1112.RI.3.7

45.01 Participate in work-based learning experiences in a medical office environment. LAFS.1112.wW.2.4
LAFS.1112.W.3.8
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CTE Standards and Benchmarks FS-M/LA NGSSS-Sci

LAFS.1112.SL.1.1
LAFS.1112.SL.2.4
LAFS.1112.L.1.1
LAFS.1112.L.1.2
LAFS.1112.L.3.6

MAFS.912.5-MD.2.6
MAFS.912.5-IC.2.6

45.02 Discuss the use of technology in a medical office environment. LAFS.1112.SL.1.1

45.03 Discuss the management/supervisory skills needed in a medical office environment. LAFS.1112.SL.1.1
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2016 — 2017
Florida Department of Education
Student Performance Standards

Course Title: Medical Office Technology 3
Course Number: 8212203
Course Credit: 1

Course Description:

This course expands the competencies learned in Medical Office Technology 2 and is designed to develop medical vocabulary and skill in
transcribing medical documents from machine transcription. Students will use technology to produce high-quality employment portfolios, research
job opportunities, and compile and disseminate job-seeking documents.

Abbreviations:
FS-M/LA = Florida Standards for Math/Language Arts
NGSSS-Sci = Next Generation Sunshine State Standards for Science

Note: This course is pending alignment in the following categories: NGSSS-Sci.
CTE Standards and Benchmarks FS-M/LA NGSSS-Sci

46.0 Perform medical office functions and responsibilities to accomplish job objectives and
enhance workplace performance — the student will be able to:

LAFS.1112.R1.3.7

46.01 Use medical terminology. LAFS.1112.SL.2.6
LAFS.1112.L.3.6

LAFS.1112.R1.3.7
46.02 Demonstrate knowledge of medical emergency management procedures (e.g., LAFS.1112.SL.1.1

perform CPR, call 911, etc.). LAFS.1112.5L.1.2
LAFS.1112.L..3.6

LAFS.1112.RI.3.7

46.03 Demonstrate an understanding of insurance fraud and abuse. LAFS 1112 L 3.6

46.04 Communicate with health organizations to process referrals and verify patient LAFS.1112.W.2.6
coverage. LAFS.1112.SL.1.1

46.05 Demonstrate knowledge of OSHA regulations and compliances as they relate to
medical offices (e.g., disposal of biohazard waste, do's and don'ts of transporting files
into and out of contaminated areas, etc.).

LAFS.1112.RI.3.7
LAFS.1112.SL.2.6

46.06 Identify and discuss various State Insurance Licenses offered covering physicians’ LAFS.1112.RI.3.7
offices. LAFS.1112.SL.1.1

LAFS.1112.RI.3.7

46.07 Participate in work-based learning experiences in a medical office environment. LAFS 1112 W 2.4
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CTE Standards and Benchmarks FS-M/LA NGSSS-Sci

LAFS.1112.W.3.8
LAFS.1112.SL.1.1
LAFS.1112.S5L.2.4
LAFS.1112.L.1.1
LAFS.1112.L.1.2
LAFS.1112.L.3.6

MAFS.912.5-MD.2.6
MAFS.912.5-I1C.2.6

46.08 Discuss the use of technology in a medical office environment. LAFS.1112.SL.1.1

47.0 Use technology to increase medical office support productivity and enhance workplace
performance — the student will be able to:

LAFS.1112.RI.3.7
47.01 Transcribe medical documents, including the use of voice-integrations technology LAFS.1112.W.2.4

applications and scanning technology. LAFS.1112.W.2.5
LAFS.1112.W.2.6

. . LAFS.1112.W.2.6
47.02 Key with speed and accuracy to meet industry standards for employment as a LAFS 1112.L 11

medical secretary. LAFS.1112.L.1.2

T . : LAFS.1112.SL.2.5
47.03 Integrate all forms of communication in the successful pursuit of a career as a medical LAES 1112 L 1.1

secretary. LAFS.1112.L.1.2
48.0 Participate in medical office work-based learning experiences — the student will be able to:

LAFS.1112.RI.3.7
LAFS.1112.W.2.4
LAFS.1112.W.3.8
LAFS.1112.SL.1.1
LAFS.1112.S5L.2.4
48.01 Participate in work-based learning experiences in a medical office environment. LAFS.1112.L.1.1
LAFS.1112.1L..1.2
LAFS.1112.1..3.6

MAFS.912.5-MD.2.6
MAFS.912.5-IC.2.6
LAFS.1112. W.3.8
LAFS.1112.SL.2.4
LAFS.1112.L.1.1
LAFS.1112.L.1.2

48.02 Compare and contrast the software applications used in a medical office environment.

MAFS.912.N-Q.1.1
48.03 Discuss ways to respond positively to change and reduce stress in a business LAFS.1112.SL.1.1
medical office. LAFS.1112.SL.2.6
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2016 — 2017
Florida Department of Education
Student Performance Standards

Course Title: Medical Office Internship
Course Number: 8212204
Course Credit: 1

Course Description:

This course is designed to provide students with the opportunity to stimulate their career interest in medical secretarial technology. Students will
also enhance and apply the instructional competencies learned in the classroom with the internship experience. Students will be able to develop
human relations skills, communications and employability skills needed to secure a position in the medical office environment.

For this six to eight-week internship, the rules, guidelines, and requirements specified in the Florida Department of Education Cooperative
Education Manual.

Abbreviations:
FS-M/LA = Florida Standards for Math/Language Arts
NGSSS-Sci = Next Generation Sunshine State Standards for Science

Note: This course is pending alignment in the following categories: FS-M/LA and NGSSS-Sci.

CTE Standards and Benchmarks FS-M/LA NGSSS-Sci
49.0 Demonstrate employability skills — the student will be able to:

49.01 Demonstrate successful interview techniques.

49.02 Maintain and update a career portfolio.

49.03 Define terms related to medical office careers.

49.04 Apply for positions with a letter of application and resume.

50.0 Explain the importance of employability skills and entrepreneurial skills — the student will be
able to:

50.01 Identify and demonstrate positive work behaviors needed to be employable.

50.02 Develop personal career plan that includes goals, objectives, and strategies.

50.03 Examine licensing, certification, and industry credentialing requirements.
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CTE Standards and Benchmarks FS-M/LA NGSSS-Sci

50.04 Maintain a career portfolio to document knowledge, skills, and experience.

50.05 Evaluate and compare employment opportunities that match career goals.

50.06 Identify and exhibit traits for retaining employment.

50.07 Identify opportunities and research requirements for career advancement.

50.08 Research the benefits of ongoing professional development.

50.09 Examine and describe entrepreneurship opportunities as a career planning

51.0 Demonstrate business management skills — the student will be able to:

51.01 Apply the major functions of management in all workplace experiences.

52.0 Demonstrate positive human relations and leadership skills in the workplace — the student will
be able to:
52.01 Apply ethnocentric, polycentric, regiocentric, and geocentric approaches to managing
human resources.
52.02 Demonstrate communication strategies (verbal and non-verbal) necessary and
appropriate for effective medical office business relations.

52.03 Demonstrate skills as a team member.

52.04 Participate in leadership activities in FBLA or BPA.

52.05 Participate in community service activities.

53.0 Demonstrate business ethics — the student will be able to:

53.01 Demonstrate ethical medical business behavior.

54.0 Describe the importance of professional ethics and legal responsibilities — the student will be
able to:

54.01 Evaluate and justify decisions based on ethical reasoning.

54.02 Evaluate alternative responses to workplace situations based on personal,
professional, ethical, legal responsibilities and employer policies.

54.03 ldentify and explain personal and long-term consequences of unethical or illegal
behaviors in the workplace.

54.04 Interpret and explain written organizational policies and procedures.

55.0 Demonstrate the importance of health, safety, and environmental management systems in
organizations and their importance to organizational performance and regulatory compliance
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CTE Standards and Benchmarks FS-M/LA NGSSS-Sci

— the student will be able to:

55.01 Describe personal and jobsite safety rules and regulations that maintain safe and
healthy work environments.

55.02 Explain the effect of key organizational systems on performance and quality.

55.03 Create a disaster and/or emergency response plan.

56.0 Demonstrate personal money-management concepts, procedures, and strategies — the
student will be able to:

56.01 Identify and describe the services and legal responsibilities of financial institutions.

56.02 Describe the effect of money management on personal and career goals.

56.03 Develop a personal budget and financial goals.

56.04 Complete financial instruments for making deposits and withdrawals.

56.05 Maintain financial records.

56.06 Read and reconcile financial statements.

56.07 Research, compare and contrast investment opportunities.
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Additional Information

Laboratory Activities

Laboratory investigations that include scientific inquiry, research, measurement, problem solving, emerging technologies, tools and equipment, as
well as, experimental, quality, and safety procedures are an integral part of this career and technical program/course. Laboratory investigations
benefit all students by developing an understanding of the complexity and ambiguity of empirical work, as well as the skills required to manage,
operate, calibrate and troubleshoot equipment/tools used to make observations. Students understand measurement error; and have the skills to
aggregate, interpret, and present the resulting data. Equipment and supplies should be provided to enhance hands-on experiences for students.

Special Notes

The occupational standards and benchmarks outlined in this secondary program correlate to the standards and benchmarks of the postsecondary
program with the same Classification of Instructional Programs (CIP) number.

Career and Technical Student Organization (CTSO)

Future Business Leaders of America (FBLA) and Business Professionals of America (BPA) are the intercurricular career and technical student
organizations providing leadership training and reinforcing specific career and technical skills. Career and Technical Student Organizations provide
activities for students as an integral part of the instruction offered.

Cooperative Training — OJT

On-the-job training is appropriate but not required for this program. Whenever offered, the rules, guidelines, and requirements specified in the OJT
framework apply.

Accommodations

Federal and state legislation requires the provision of accommodations for students with disabilities as identified on the secondary student’s
Individual Educational Plan (IEP) or 504 plan or postsecondary student’s accommodations’ plan to meet individual needs and ensure equal access.
Accommodations change the way the student is instructed. Students with disabilities may need accommodations in such areas as instructional
methods and materials, assignments and assessments, time demands and schedules, learning environment, assistive technology and special
communication systems. Documentation of the accommodations requested and provided should be maintained in a confidential file.

In addition to accommodations, some secondary students with disabilities (students with an IEP served in Exceptional Student Education (ESE)) will
need maodifications to meet their needs. Modifications change the outcomes or what the student is expected to learn, e.g., modifying the curriculum
of a secondary career and technical education course. Note: postsecondary curriculum and regulated secondary programs cannot be modified.

Some secondary students with disabilities (ESE) may need additional time (i.e., longer than the regular school year), to master the student
performance standards associated with a regular Occupational Completion Point (OCP) or a Modified Occupational Completion Point (MOCP). If
needed, a student may enroll in the same career and technical course more than once. Documentation should be included in the IEP that clearly
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indicates that it is anticipated that the student may need an additional year to complete an OCP/MOCP. The student should work on different
competencies and new applications of competencies each year toward completion of the OCP/MOCP. After achieving the competencies identified
for the year, the student earns credit for the course. It is important to ensure that credits earned by students are reported accurately. The district’s
information system must be designed to accept multiple credits for the same course number for eligible students with disabilities.

Additional Resources

For additional information regarding articulation agreements, Bright Futures Scholarships, Fine Arts/Practical Arts Credit and Equivalent
Mathematics and Equally Rigorous Science Courses please refer to:
http://www.fldoe.org/academics/career-adult-edu/career-tech-edu/program-resources.stml.
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2016 — 2017
Florida Department of Education
Curriculum Framework

Program Title: Administrative Office Specialist

Program Type: Career Preparatory

Career Cluster: Business Management and Administration
Program Number 8212500

CIP Number 0552040103

Grade Level 9-12, 30, 31

Standard Length 7 credits

Teacher Certification BUSED1 @2

CLERICAL @77 G
MANAG SUPV 7 G
SECRETAR 7 G
STENOG @4 @ 7
TC COOP ED @7
VOE @7

Additional Teacher Digital Information Technology Only: COMPU SCI 6

Certifications:
CTSO FBLA
BPA
SOC Codes 15-1151 — Computer User Support Specialists
43-1011 - First-Line Supervisors of Office and Administrative Support Workers
43-9031 — Desktop Publishers
43-6011 — Executive Secretaries and Executive Administrative Assistants
CTE Program Resources http://www.fldoe.org/academics/career-adult-edu/career-tech-edu/program-resources.stml
Purpose

This program offers a sequence of courses that provides coherent and rigorous content aligned with challenging academic standards and relevant
technical knowledge and skills needed to prepare for further education and careers in the Business Management and Administration career cluster;
provides technical skill proficiency, and includes competency-based applied learning that contributes to the academic knowledge, higher-order
reasoning and problem-solving skills, work attitudes, general employability skills, technical skills, and occupation-specific skills, and knowledge of all
aspects of the Business Management and Administration career cluster.



The content includes but is not limited to the use of technology to develop communications skills, higher level thinking skills, and decision making
skills; the performance of office procedures tasks; the production of quality work in an efficient manner using advanced features of business
software applications; research of job opportunities; and the production of high quality employment portfolios and job-seeking documents.
Additional Information relevant to this Career and Technical Education (CTE) program is provided at the end of this document.

Program Structure

This program is a planned sequence of instruction consisting of four occupational completion points.

The following table illustrates the secondary program structure:

Course Course Title Length SOC Code Level Graduation
Number Requirement
A 8207310 Digital Information Technology 1 credit 15-1151 2 PA
B 8212110 Administrative Office Technology 1 1 credit 2 VO
43-1011
8212120 Business Software Applications 1 1 credit 2 VO
C 8209510 Digital Design 1 1 credit 43-9031 2 PA
8212410 Administrative Office Technology 2 1 credit 2 VO
8212420 Administrative Office Technology 3 1 credit 43-6011 2 VO
8212160 Business Software Applications 2 1 credit 2 VO

(Graduation Requirement Abbreviations- EQ= Equally Rigorous Science, PA= Practical Arts, EC= Economics, VO= Career and Technical
Education)



Academic Alignment Tables

Academic alignment is an ongoing, collaborative effort of professional educators specializing in the fields of science, mathematics, English/language
arts, and Career and Technical Education (CTE). This initiative supports CTE programs by improving student performance through the integration of
academic content within CTE courses. Career and Technical Education courses that have been aligned to the Next Generation Sunshine State
Standards for Science and the Florida Standards for Mathematics and English/Language Arts will show the following data: the quantity of academic
standards in the CTE course; the total number of standards contained in the academic course; and the percentage of alignment to the CTE course.

**  Alignment pending review

# Alignment attempted, but no correlation to academic course

3

Anatomy/ Astronomy : - Earth- ] Marine ] !
Courses Physiology | Solar/Galactic Blollogy CheTlstry Space En\gré)igrr:lintal Genetics I'ggg:ézd Science 1 Zgjr'liil Phyls ICS
Honors Honors Science Honors
8207310 5/87 5/80 24/83 5/69 24/67 5/70 5/69 24/82 5/66 24174 5172
6% 6% 29% 7% 36% 7% 7% 29% 8% 32% 7%
8212110 9/87 9/80 27/83 8/69 26/67 7/70 18/69 26/82 10/66 26/74 8/72
10% 11% 33% 12% 39% 10% 26% 32% 15% 35% 11%
8212120 23/87 23/80 4/83 23/69 4/67 21/70 23/69 4/82 18/66 4/74 23/72
26% 29% 5% 33% 6% 30% 33% 5% 27% 5% 32%
8209510 4/87 5/80 22/83 5/69 23/67 2/70 4/69 22/82 4/66 23/74 5172
5% 6% 27% 7% 34% 3% 6% 27% 6% 31% 7%
8212410 3/87 3/80 4/83 3/69 3/67 2/70 3/69 3/82 4/66 3/74 3172
3% 4% 5% 4% 4% 3% 4% 4% 6% 4% 4%
8212420 3/87 4/80 3/83 2/69 2/67 3/70 4/69 2/82 5/66 2/74 3172
3% 5% 4% 3% 3% 4% 6% 2% 8% 3% 4%
8212160 1/87 1/80 1/83 1/69 1/67 1/70 1/69 1/82 1/66 1/74 1/72
1% 1% 1% 1% 1% 1% 1% 1% 2% 1% 1%
**  Alignment pending review # Alignment attempted, but no correlation to academic course
Courses Algebra 1 Algebra 2 | Geometry | English 1 English 2 English 3 | English 4
8207310 20/67 15/75 18/54 40/46 40/45 40/45 40/45
30% 20% 33% 87% 89% 89% 89%
8212110 21/67 15/75 18/54 11/46 11/45 11/45 11/45
31% 20% 33% 24% 24% 24% 24%
8212120 12/67 16/75 9/54 4/46 4/45 4/45 4/45
18% 21% 17% 9% 9% 9% 9%
8209510 21/67 14/75 33/54 5/46 5/45 5/45 5/45
31% 19% 61% 11% 11% 11% 11%
8212410 4/67 2/75 1/54 5/46 5/45 5/45 5/45
6% 3% 2% 11% 11% 11% 11%
8212420 2/67 3/75 5/54 4/46 4/45 4/45 4/45
3% 4% 9% 9% 9% 9% 9%
8212160 1/67 1/75 1/54 8/46 8/45 8/45 8/45
1% 1% 2% 18% 18% 18% 18%



Florida Standards for Technical Subjects

Florida Standards (FS) for English Language Arts and Literacy in History/Social Studies, Science, and Technical Subjects are the critical reading
and writing literacy standards designed for grade 6 and above. These standards are predicated on teachers of history/social studies, science, and
technical subjects using their content area expertise to help students meet the particular challenges of reading, writing, speaking, listening, and
language in their respective fields. Itis important to note that the 6-12 literacy standards in history/social studies, science, and technical subjects
are not meant to replace content standards in those areas but rather to supplement them.

This curriculum framework incorporates the grades 9-10 reading and writing literacy standards in the first two courses of this CTE program and
grade 11-12 reading and writing literacy standards in the third and fourth courses of this CTE program. The standards for Mathematical Practices
describe varieties of expertise that educators at all levels should seek to develop in their students. These practices rest on important “processes
and proficiencies” with longstanding importance in mathematics education. This curriculum framework incorporates the appropriate mathematical
practices in the first four courses of this CTE program.

Florida Standards for English Language Development (ELD)
English language learners communicate for social and instructional purposes within the school setting. ELD.K12.S1.1.1

English Language Development (ELD) Standards Special Notes:

Teachers are required to provide listening, speaking, reading and writing instruction that allows English language learners (ELL) to communicate for
social and instructional purposes within the school setting. For the given level of English language proficiency and with visual, graphic, or
interactive support, students will interact with grade level words, expressions, sentences and discourse to process or produce language necessary
for academic success. The ELD standard should specify a relevant content area concept or topic of study chosen by curriculum developers and
teachers which maximizes an ELL’s need for communication and social skills. To access an ELL supporting document which delineates
performance definitions and descriptors, please click on the following link: http://www.cpalms.org/uploads/docs/standards/eld/Sl.pdf.

For additional information on the development and implementation of the ELD standards, please contact the Bureau of Student Achievement
through Language Acquisition at sala@fldoe.org.




Common Career Technical Core — Career Ready Practices

Career Ready Practices describe the career-ready skills that educators should seek to develop in their students. These practices are not exclusive
to a Career Pathway, program of study, discipline or level of education. Career Ready Practices should be taught and reinforced in all career
exploration and preparation programs with increasingly higher levels of complexity and expectation as a student advances through a program of
study.

1. Act as a responsible and contributing citizen and employee.

2. Apply appropriate academic and technical skills.

3. Attend to personal health and financial well-being.

4. Communicate clearly, effectively and with reason.

5. Consider the environmental, social and economic impacts of decisions.

6. Demonstrate creativity and innovation.

7. Employ valid and reliable research strategies.

8. Utilize critical thinking to make sense of problems and persevere in solving them.

9. Model integrity, ethical leadership and effective management.

10. Plan education and career path aligned to personal goals.

11. Use technology to enhance productivity.

12. Work productively in teams while using cultural/global competence.



Standards

Digital Information Technology (8207310) is the first course in this and other programs within the Business Management &
Administration Career Cluster. Standards 01.0 — 17.0 are associated with this course.

After successfully completing this program, the student will be able to perform the following:

01.0 Methods and strategies for using Florida Standards for grades 09-10 reading in Technical Subjects for student success in Administrative
Office Specialist.

02.0 Methods and strategies for using Florida Standards for grades 09-10 writing in Technical Subjects for student success in Administrative
Office Specialist.

03.0 Methods and strategies for using Florida Standards for grades 09-10 Mathematical Practices in Technical Subjects for student success in
Administrative Office Specialist.

04.0 Demonstrate knowledge, skill, and application of information systems to accomplish job objectives and enhance workplace performance.

05.0 Develop an awareness of microprocessors and digital computers.

06.0 Demonstrate an understanding of operating systems.

07.0 Use technology to enhance the effectiveness of communication skills utilizing word processing applications.

08.0 Use technology to enhance communication skills utilizing presentation applications.

09.0 Use technology to enhance the effectiveness of communication utilizing spreadsheet and database applications.

10.0 Use technology to enhance communication skills utilizing electronic mail.

11.0 Investigate individual assessment and job/career exploration and individual career planning that reflect the transition from school to work,
lifelong learning, and personal and professional goals.

12.0 Incorporate appropriate leadership and supervision techniques, customer service strategies, and standards of personal ethics to accomplish
job objectives and enhance workplace performance.

13.0 Demonstrate competence using computer networks, internet and online databases to facilitate collaborative or individual learning and
communication.

14.0 Demonstrate competence in page design applicable to the WWW.

15.0 Develop an awareness of emerging technologies.

16.0 Develop awareness of computer languages and software applications.

17.0 Demonstrate comprehension and communication skills.

18.0 Demonstrate knowledge, skill, and application of information systems to accomplish job objectives and enhance workplace of performance.
Apply ergonomic principles applicable to the configuration of computer workstations.

19.0 Demonstrate language arts knowledge and skills.

20.0 Demonstrate mathematics knowledge and skills.

21.0 Use oral and written communication skills in creating, expressing and interpreting information and ideas.

22.0 Solve problems using critical thinking skills, creativity and innovation.

23.0  Apply communication skills (reading, writing, speaking, listening, and viewing) in a courteous, concise and correct manner on personal and
professional levels.

24.0 Use technology to enhance the effectiveness of communications in order to accomplish job objectives and enhance workplace performance.

25.0 Practice quality performance in the learning environment and the workplace.

26.0 Incorporate appropriate customer service strategies to accomplish job objectives and enhance workplace performance.
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27.0

28.0

29.0
30.0
31.0
32.0
33.0

34.0

35.0

36.0
37.0
38.0
39.0
40.0
41.0
42.0
43.0
44.0
45.0
46.0
47.0

48.0
49.0

50.0
51.0
52.0
53.0

54.0

55.0
56.0
57.0
58.0

Incorporate appropriate leadership and supervision techniques and standards of personal ethics to accomplish job objectives and enhance
workplace performance.

Incorporate knowledge gained from individual assessment and job/career exploration to design an individual career plan that reflects the
transition from school to work, lifelong learning, and personal and professional goals.

Demonstrate human relations/interpersonal skills appropriate for the workplace.

Perform administrative office functions and responsibilities to accomplish job objectives and enhance workplace performance.

Describe the importance of professional ethics and legal responsibilities.

Participate in work-based learning experiences.

Methods and strategies for using Florida Standards for grades 11-12 reading in Technical Subjects for student success in Administrative
Office Specialist.

Methods and strategies for using Florida Standards for grades 11-12 writing in Technical Subjects for student success in Administrative
Office Specialist.

Methods and strategies for using Florida Standards for grades 11-12 Mathematical Practices in Technical Subjects for student success in
Administrative Office Specialist.

Use technology to increase administrative office support productivity and enhance workplace performance.

Use information technology tools.

Participate in administrative work-based learning experiences.

Demonstrate proficiency in computer skills.

Demonstrate knowledge of digital publishing concepts.

Perform decision—making activities.

Perform layout, design, and measurement activities.

Demonstrate proficiency in digital publishing operations.

Demonstrate proficiency in digital imaging processes.

Demonstrate proficiency in creating a simple website.

Participate in work-based learning experiences.

Apply communication skills (reading, writing speaking, listening and viewing) in a courteous, concise, and correct manner on personal and
professional levels.

Use information to accomplish job objectives and enhance workplace performance.

Incorporate appropriate leadership and supervision techniques, customer service strategies, and standards of personal ethics to accomplish
job objectives and enhance workplace performance.

Perform administrative office functions and responsibilities to accomplish job objectives and enhance workplace performance.

Participate in administrative office work-based learning experiences.

Describe the roles within teams, work units, departments, organizations, inter-organizational systems, and the larger environment.
Demonstrate the importance of health, safety, and environmental management in organizations and their importance to organizational
performance and regulatory compliance.

Incorporate appropriate leadership and supervision techniques, customer service strategies, and standards of personal ethics to accomplish
job objectives and enhance workplace performance.

Perform administrative office functions and responsibilities to accomplish job objectives and enhance workplace performance.

Use technology to increase administrative office support productivity and enhance workplace performance.

Participate in administrative support work-based learning experiences.

Demonstrate leadership and teamwork skills needed to accomplish team goals and objectives.
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59.0 Assess the importance of professional ethics and legal responsibilities.
60.0 Explain the importance of employability skill and entrepreneurship skills.
61.0 Demonstrate personal money-management concepts, procedures, and strategies.



2016 — 2017
Florida Department of Education
Student Performance Standards

Course Title: Digital Information Technology
Course Number: 8207310
Course Credit: 1

Course Description:

This course is designed to provide a basic overview of current business and information systems and trends, and to introduce students to
fundamental skills required for today's business and academic environments. Emphasis is placed on developing fundamental computer skills. The
intention of this course is to prepare students to be successful both personally and professionally in an information based society. Digital
Information Technology includes the exploration and use of: databases, the internet, spreadsheets, presentation applications, management of
personal information and email, word processing and document manipulation, HTML, web page design, and the integration of these programs using
software that meets industry standards. After successful completion of this core course, students will have met Occupational Completion Point A,
Information Technology Assistant - SOC Code 15-1151.

Digital Information Technology (8207310) is part of several programs across the various CTE career clusters. To ensure consistency, the
standards and benchmarks for this course (01.0 — 17.0) have been placed in a separate document. To access this document, visit:
http://www.fldoe.org/core/fileparse.php/9943/urlt/DIT 2016-17.rtf.




2016 — 2017
Florida Department of Education
Student Performance Standards

Course Title: Administrative Office Technology 1
Course Number: 8212110
Course Credit: 1

Course Description:

This course is designed to assist with administrative and general office duties in a support capacity. This course explores and expands the core
competencies in the areas of personal and professional development and promotes application of higher level office procedures tasks and
communications skills through the use of technology.

Florida Standards Correlation to CTE Program Standard #
01.0 Methods and strategies for using Florida Standards for grades 09-10 reading in Technical
Subjects for student success in Administrative Office Specialist.
01.01 Key ldeas and Details
01.01.1 Cite specific textual evidence to support analysis of science and
technical texts, attending to the precise details of explanations or
descriptions.

LAFS.910.RST.1.1
01.01.2 Determine the central ideas or conclusions of a text; trace the text’s
explanation or depiction of a complex process, phenomenon, or
concept; provide an accurate summary of the text.

LAFS.910.RST.1.2
01.01.3 Follow precisely a complex multistep procedure when carrying out
experiments, taking measurements, or performing technical tasks,
attending to special cases or exceptions defined in the text.
LAFS.910.RST.1.3

01.02 Craft and Structure
01.02.1 Determine the meaning of symbols, key terms, and other domain-specific
words and phrases as they are used in a specific scientific or technical
context relevant to grades 9-10 texts and topics.

LAFS.910.RST.2.4
01.02.2 Analyze the structure of the relationships among concepts in a text,
including relationships among key terms (e.qg., force, friction, reaction
force, energy).

LAFS.910.RST.2.5
01.02.3 Analyze the author’s purpose in providing an explanation, describing a
procedure, or discussing an experiment in a text, defining the question

10




Florida Standards

the author seeks to address.
LAFS.910.RST.2.6

01.03 Integration of Knowledge and ldeas

01.03.1 Translate quantitative or technical information expressed in words in a
text into visual form (e.g., a table or chart) and translate information
expressed visually or mathematically (e.g., in an equation) into words.

LAFS.910.RST.3.7

01.03.2 Assess the extent to which the reasoning and evidence in a text support
the author’s claim or a recommendation for solving a scientific or
technical problem.

LAFS.910.RST.3.8

01.03.3 Compare and contrast findings presented in a text to those from other
sources (including their own experiments), noting when the findings
support or contradict previous explanations or accounts.

LAFS.910.RST.3.9

01.04 Range of Reading and Level of Text Complexity

01.04.1 By the end of grade 9, read and comprehend literature [informational
texts, history/social studies texts, science/technical texts] in the grades
9-10 text complexity band proficiently, with scaffolding as needed at the
high end of the range.

01.04.2 By the end of grade 10, read and comprehend literature [informational
texts, history/social studies texts, science/technical texts] at the high end
of the grades 9-10 text complexity band independently and proficiently.

LAFS.910.RST.4.10

02.0

Methods and strategies for using Florida Standards for grades 09-10 writing in Technical
Subijects for student success in Administrative Office Specialist.

02.01 Text Types and Purposes

02.01.1 Write arguments focused on discipline-specific content.
LAFS.910.WHST.1.1
02.01.2 Write informative/explanatory texts, including the narration of historical
events, scientific procedures/experiments, or technical processes.
LAFS.910.WHST.1.2

02.02 Production and Distribution of Writing

02.02.1 Produce clear and coherent writing in which the development,
organization, and style are appropriate to task, purpose, and audience.
LAFS.910.WHST.2.4

02.02.2 Develop and strengthen writing as needed by planning, revising, editing,
rewriting, or trying a new approach, focusing on addressing what is most
significant for a specific purpose and audience.

LAFS.910.WHST.2.5
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Florida Standards Correlation to CTE Program Standard #
02.02.3 Use technology, including the Internet, to produce, publish, and update

individual or shared writing products, taking advantage of technology’s
capacity to link to other information and to display information flexibly
and dynamically.

LAFS.910.WHST.2.6

02.03 Research to Build and Present Knowledge
02.03.1 Conduct short as well as more sustained research projects to answer a
guestion (including a self-generated question) or solve a problem; narrow,
or broaden the inquiry when appropriate; synthesize multiple sources on
the subject, demonstrating understanding of the subject under
investigation.

LAFS.910.WHST.3.7
02.03.2 Gather relevant information from multiple authoritative print and digital
sources, using advanced searches effectively; assess the usefulness of
each source in answering the research question; integrate information
into the text selectively to maintain the flow of ideas, avoiding plagiarism
and following a standard format for citation.

LAFS.910.WHST.3.8
02.03.3 Draw evidence from informational texts to support analysis, reflection,
and research.

LAFS.910.WHST.3.9

02.04 Range of Writing
02.04.1 Write routinely over extended time frames (time for reflection and
revision) and shorter time frames (a single sitting or a day or two) for a
range of discipline-specific tasks, purposes, and audiences.
LAFS.910.WHST.4.10
03.0 Methods and strategies for using Florida Standards for grades 09-10 Mathematical Practices in
Technical Subjects for student success in Administrative Office Specialist.
03.01 Make sense of problems and persevere in solving them.

MAFS.K12.MP.1.1

03.02 Reason abstractly and quantitatively.
MAFS.K12.MP.2.1

03.03 Construct viable arguments and critique the reasoning of others.
MAFS.K12.MP.3.1

03.04 Model with mathematics.
MAFS.K12.MP.4.1

03.05 Use appropriate tools strategically.
MAFS.K12.MP.5.1

03.06 Attend to precision.
MAFS.K12.MP.6.1
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Florida Standards Correlation to CTE Program Standard #
03.07 Look for and make use of structure.

MAFS.K12.MP.7.1

03.08 Look for and express regularity in repeated reasoning.
MAFS.K12.MP.8.1

Abbreviations:
FS-M/LA = Florida Standards for Math/Language Arts
NGSSS-Sci = Next Generation Sunshine State Standards for Science

CTE Standards and Benchmarks FS-M/LA NGSSS-Sci
18.0 Demonstrate knowledge, skill, and application of information systems to accomplish job
objectives and enhance workplace of performance. Apply ergonomic principles applicable to
the configuration of computer workstations — the student will be able to:
18.01 Enhance proficiency with touch keyboarding skills (speed and accuracy to enter and
manipulate data.
18.02 Use communications and networking to perform tasks and solve problems in business
environments.

19.0 Demonstrate language arts knowledge and skills — the students will be able to:

LAFS.910.SL.1.3
LAFS.910.SL.2.4
LAFS.1112.SL.1.3
LAFS.1112.S5L.2.4
19.02 Draft, revise, and edit written documents using correct grammar, punctuation and LAFS.910.W.2.5
vocabulary. LAFS.1112.W.2.5
LAFS.910.SL.2.4
LAFS.910.SL.2.5
LAFS.1112.SL.2.4
LAFS.1112.SL.2.5

19.01 Locate, comprehend and evaluate key elements of oral and written information.

19.03 Present information formally and informally for specific purposes and audiences.

20.0 Demonstrate mathematics knowledge and skills — the student will be able to:

20.01 Demonstrate knowledge of arithmetic operations.

20.02 Analyze and apply data and measurements to solve problems and interpret documents. | MAFS.912.S-IC.2.6

20.03 Construct charts/tables/graphs using functions and data. MAFS.912.F-IF.3.7

21.0 Use oral and written communication skills in creating, expressing and interpreting information
and ideas — the students will be able to:
21.01 Select and employ appropriate communication concepts and strategies to enhance oral | LAFS.910.W.3.8
and written communication in the workplace. LAFS.1112.W.3.8
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CTE Standards and Benchmarks FS-M/LA NGSSS-Sci

LAFS.910.W.3.8

21.02 Locate, organize and reference written information from various sources. LAES. 1112 W 3.8
21.03 Design, develop and deliver formal and informal presentations using appropriate media | LAFS.910.SL.1.1
to engage and inform diverse audiences. LAFS.1112.SL.1.1
21.04 Interpret verbal and nonverbal cues/behaviors that enhance communication.
. . . . . - . LAFS.910.SL.1.1
21.05 Apply active listening skills to obtain and clarify information. LAFS 1112.SL 1.1
LAFS.910.W.1.2
. . C LAFS.910.SL.1.2
21.06 Develop and interpret tables and charts to support written and oral communications. LAFS 1112.SL 1.2
LAFS.1112.W.1.2
21.07 Exhibit public relations skills that aid in achieving customer satisfaction. LAFS.910.5L.1.1

LAFS.1112.SL.1.1

22.0

Solve problems using critical thinking skills, creativity and innovation — the students will be able
to:

22.01 Employ critical thinking skills independently and in teams to solve problems and make SC.912.L..17.13
decisions. SC.912.L.17.15
22.02 Employ critical thinking and interpersonal skills to resolve conflicts.
22.03 ldentify and document workplace performance goals and monitor progress toward those
goals.
22.04 Conduct technical research to gather information necessary for decision-making. SC.912.L.17.13

SC.912.L.17.15

23.0

Apply communication skills (reading, writing, speaking, listening, and viewing) in a courteous,
concise, and correct manner on personal and professional levels — the student will be able to:

LAFS.910.W.2.4

23.01 Integrate all forms of communication in the successful pursuit of an administrative LAFS.910.SL.2.4
career. LAFS.1112.SL.2.4
LAFS.1112.W.2.4
23.02 Discuss the need to use appropriate tone and professional demeanor in business

communications, including e-mails, correspondence, conference calls, and conversation.

24.0

Use technology to enhance the effectiveness of communications in order to accomplish job
objectives and enhance workplace performance — the students will be able to:

24.01 Discuss communication systems - cultural, organizational, technological, and
interpersonal.

24.02 Write complex business communications.

LAFS.910.W.2.6
LAFS.1112.W.2.6

25.0

Practice quality performance in the learning environment and the workplace — the student will be
able to:

25.01 Discuss performance evaluation methods and instruments used to assess employee

progress and performance.
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CTE Standards and Benchmarks FS-M/LA NGSSS-Sci

26.0 Incorporate appropriate customer service strategies to accomplish job objectives and enhance
workplace performance — the student will be able to:
26.01 Develop an understanding of the integral value of a customer and practice skills to
provide excellent customer service.
26.02 Develop and implement a plan for maintaining quality service and production in a
workplace, business, or learning environment.
27.0 Incorporate appropriate leadership and supervision techniques and standards of personal ethics
to accomplish job objectives and enhance workplace performance — the student will be able to:

I : : . . - . SC.912.L.17.13
27.01 Facilitate focus group discussions regarding service, supervision, and ethical SC.012 L1715

considerations that impact the workplace, business, or learning environment. SCO912 L1717

27.02 Discuss the main causes of accidents in the office and identify preventive measures.

27.03 Discuss the role of agencies that establish and monitor health and safety standards
(e.g., OSHA) and discuss standards established by these agencies.
27.04 Discuss the responsibilities organizations have to their employees (e.g., Right to Work
laws, risk management).
28.0 Incorporate knowledge gained from individual assessment and job/career exploration to design
an individual career plan that reflects the transition from school to work, lifelong learning, and
personal and professional goals — the student will be able to:

28.01 Plan ethical, political strategies to achieve goals and advance careers.

28.02 Discuss the role of and understand how to use professional networking resources,
including web-based resources.
29.0 Demonstrate human relations/interpersonal skills appropriate for the workplace — the student
will be able to:
29.01 Develop professional workplace relationship skills both internally and externally to
include team building and group dynamics. Understand how individual personalities fit
the team.

29.02 Develop initiative and problem-solving skills to effectively deal with conflict resolution.

30.0 Perform administrative office functions and responsibilities to accomplish job objectives and
enhance workplace performance — the student will be able to:
30.01 Apply the use of information management tools (e.g., calendars, ticklers, schedulers) to
develop and coordinate distribution of work.

30.02 Maintain equipment and supplies. SC.912.L.17.15

MAFS.912.N-Q.1.1
30.03 Perform financial functions (e.g., payroll, invoices, bank deposits, travel vouchers). MAFS.912.N-Q.1.2
MAFS.912.N-Q.1.3
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CTE Standards and Benchmarks FS-M/LA NGSSS-Sci

30.04 Have knowledge of transcription and how to prepare documents using machine
dictation.

30.05 Perform specialized records management functions.

30.06 Determine the most efficient method to send mail (e.qg., fax, e-mail, external/internal
courier systems, U.S. Mail).
31.0 Describe the importance of professional ethics and legal responsibilities — the student will be
able to:

LAFS.910.W.3.7
LAFS.910.W.3.8
LAFS.1112.W.3.7
LAFS.1112.W.3.8
LAFS.910.W.3.7
31.02 Identify and discuss personal and long term consequences of unethical choices in the LAFS.910.W.3.8
workplace. LAFS.1112.W.3.7
LAFS.1112.W.3.8

31.01 Identify the importance of making decisions that are based on ethical reasoning.

32.0 Participate in work-based learning experiences — the student will be able to:

32.01 Participate in work-based learning experiences in the administrative field.

LAFS.910.SL.1.1
LAFS.1112.SL.1.1
LAFS.910.W.3.8
LAFS.1112.W.3.8
32.04 Discuss organizational networks or charts and describe the relationships between LAFS.910.SL.1.1
positions and responsibilities. LAFS.1112.SL.1.1

32.02 Discuss the use of technology in the administrative field.

32.03 Compare and contrast the software applications used in the administrative field.
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2016 — 2017
Florida Department of Education
Student Performance Standards

Course Title: Business Software Applications 1
Course Number: 8212120
Course Credit: 1

Course Description:

This course is designed to develop proficiency in using the advanced features of software programs to perform office-related tasks.

33.0 Methods and strategies for using Florida Standards for grades 11-12 reading in Technical
Subjects for student success in Administrative Office Specialist.
33.01 Key Ideas and Details
33.01.1 Cite specific textual evidence to support analysis of science and
technical texts, attending to important distinctions the author makes and
to any gaps or inconsistencies in the account.

LAFS.1112.RST.1.1
33.01.2 Determine the central ideas or conclusions of a text; trace the text's
explanation or depiction of a complex process, phenomenon, or
concept; provide an accurate summary of the text.
LAFS.1112.RST.1.2
33.01.3 Follow precisely a complex multistep procedure when carrying out
experiments, taking measurements, or performing technical tasks,
attending to special cases or exceptions defined in the text.
LAFS.1112.RST.1.3

33.02 Craft and Structure
33.02.1 Determine the meaning of symbols key terms, and other domain-specific
words and phrases as they are used in a specific scientific or technical
context relevant to grades 11-12 texts and topics.
LAFS.1112.RST.2.4
33.02.2 Analyze how the text structures information or ideas into categories or
hierarchies, demonstrating understanding of the information or ideas.
LAFS.1112.RST.2.5
33.02.3 Analyze the author’s purpose in providing an explanation, describing a
procedure, or discussing an experiment in a text, identifying important
issues that remain unresolved.

LAFS.1112.RST.2.6

33.03 Integration of Knowledge and Ideas
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Florida Standards
33.03.1

Integrate and evaluate multiple sources of information presented in
diverse formats and media (e.g. quantitative data, video, multimedia) in
order to address a question or solve a problem.

LAFS.1112.RST.3.7

33.03.2

Evaluate the hypotheses, data, analysis, and conclusions in a science or

technical text, verifying the data when possible and corroborating or

challenging conclusions with other sources of information.
LAFS.1112.RST.3.8

33.03.3

Synthesize information from a range of sources (e.g., texts, experiments,

simulations) into a coherent understanding of a process, phenomenon,

or concept, resolving conflicting information when possible.
LAFS.1112.RST.3.9

33.04 Range of Reading and Level of Text Complexity

33.04.1

33.04.2

By the end of grade 11, read and comprehend literature [informational
texts, history/social studies texts, science/technical texts] in the grades
11-CCR text complexity band proficiently, with scaffolding as needed at
the high end of the range.
By the end of grade 12, read and comprehend literature [informational
texts, history/social studies texts, science/technical texts] at the high end
of the grades 11-CCR text complexity band independently and
proficiently.

LAFS.1112.RST.4.10

34.0 Methods and strategies for using Florida Standards for grades 11-12 writing in Technical
Subjects for student success in Administrative Office Specialist.

34.01 Text Types and Purposes

34.01.1 Write arguments focused on discipline-specific content.
LAFS.1112.WHST.1.1
34.01.2 Write informative/explanatory texts, including the narration of historical

events, scientific procedures/experiments, or technical processes.
LAFS.1112.WHST.1.2

34.02 Production and Distribution of Writing

34.02.1

Produce clear and coherent writing in which the development,
organization, and style are appropriate to task, purpose, and audience.
LAFS.1112.WHST.2.4

34.02.2

Develop and strengthen writing as needed by planning, revising, editing,
rewriting, or trying a new approach, focusing on addressing what is most
significant for a specific purpose and audience.

LAFS.1112.WHST.2.5

34.02.3

Use technology, including the Internet, to produce, publish, and update
individual or shared writing products in response to ongoing feedback,
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Florida Standards

including new arguments or information.

LAFS.1112.WHST.2.6

Correlation to CTE Program Standard #

34.03 Research to Build and Present Knowledge

34.03.1 Conduct short as well as more sustained research projects to answer a

guestion (including a self-generated question) or solve a problem; narrow,

or broaden the inquiry when appropriate; synthesize multiple sources on
the subject, demonstrating understanding of the subject under

investigation.

LAFS.1112.WHST.3.7

34.03.2 Gather relevant information from multiple authoritative print and digital
sources, using advanced searches effectively; assess the strengths and
limitations of each source in terms of the specific task, purpose, and
audience; integrate information into the text selectively to maintain the
flow of ideas, avoiding plagiarism and overreliance on any one source

and following a standard format for citation.

LAFS.1112.WHST.3.8

34.03.3 Draw evidence from informational texts to support analysis, reflection,

and research.

LAFS.1112.WHST.3.9

34.04 Range of Writing

34.04.1 Write routinely over extended time frames (time for reflection and
revision) and shorter time frames (a single sitting or a day or two) for a
range of discipline-specific tasks, purposes, and audiences.

LAFS.1112.WHST.4.10

35.0

Methods and strategies for using Florida Standards for grades 11-12 Mathematical Practices in

Technical Subjects for student success in Administrative Office Specialist.

35.01 Make sense of problems and persevere in solving them.

MAFS.K12.MP.1.1

35.02 Reason abstractly and quantitatively.

MAFS.K12.MP.2.1

35.03 Construct viable arguments and critique the reasoning of others.

MAFS.K12.MP.3.1

35.04 Model with mathematics.

MAFS.K12.MP 4.1

35.05 Use appropriate tools strategically.

MAFS.K12.MP.5.1

35.06 Attend to precision.

MAFS.K12.MP.6.1

35.07 Look for and make use of structure.

MAFS.K12.MP.7.1
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Florida Standards

35.08

Look for and express regularity in repeated reasoning.
MAFS.K12.MP.8.1

Correlation to CTE Program Standard #

Abbreviations:
FS-M/LA = Florida Standards for Math/Language Arts
NGSSS-Sci = Next Generation Sunshine State Standards for Science

CTE Standards and Benchmarks

FS-M/LA

NGSSS-Sci

36.0 Use technology to increase administrative office support productivity and enhance workplace
performance — the student will be able to:
36.01 Access, process, and transmit information through all mediums (e.g., fax, email, Internet,
and collaboration software).
36.02 Create documents using advanced features in word processing, database, spreadsheet, magggmgi;
presentation, and multimedia software. MAFS.912.N-Q.1'3
36.03 Discuss how to and where access is possible install/ download and update software for
current office use.
LAFS.910.SL.1.2
LAFS.910.SL.2.5
LAFS.910.W.2.5
. . . LAFS.910.W.2.6
36.04 Use technology to research, compile, create, and deliver an oral presentation. LAFS 1112 SL.1.2
LAFS.1112.SL.2.5
LAFS.1112.W.2.5
LAFS.1112.W.2.6
36.05 Key with speed and accuracy to meet industry standards for employment as a secretary
or administrative assistant.
36.06 Perform integrated functions using various software applications.
36.07 Perform proofreading skills including electronic reference tools.
36.08 ldentify various means to scan, store and manage electronic documents and understand
how to use.
37.0 Use information technology tools — the students will be able to:
37.01 Employ technological tools to expedite workflow including word processing, databases,
reports, spreadsheets, multimedia presentations, electronic calendar, contacts, email,
and internet applications.
37.02 Employ computer operations applications to access, create, manage, integrate, and
store information.
37.03 Employ collaborative/groupware applications to facilitate group work.
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CTE Standards and Benchmarks FS-M/LA NGSSS-Sci

38.0 Participate in administrative work-based learning experiences — the student will be able to:

38.01 Participate in work-based learning experiences in the administrative field.

38.02 Compare and contrast the software applications used in the administrative field.

38.03 Discuss organizational networks or charts and describe the relationships between
positions and responsibilities.
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2016 — 2017
Florida Department of Education
Student Performance Standards

Course Title: Digital Design 1
Course Number: 8209510
Course Credit: 1

Course Description:

This course is designed to develop basic entry-level skills required for careers in the digital publishing industry. The content includes computer
skills; digital publishing concepts and operations; layout, design, and measurement activities; decision-making activities; and digital imaging. After
successful completion of Digital Publishing 1 students will have met Occupational Completion Point C, Desktop Publisher, SOC Code 43-9031.

Florida Standards Correlation to CTE Program Standard #
33.0 Methods and strategies for using Florida Standards for grades 11-12 reading in Technical
Subjects for student success in Administrative Office Specialist.
19.01 Key Ideas and Details
19.01.1 Cite specific textual evidence to support analysis of science and
technical texts, attending to important distinctions the author makes and
to any gaps or inconsistencies in the account.

LAFS.1112.RST.1.1
19.01.2 Determine the central ideas or conclusions of a text; trace the text’s
explanation or depiction of a complex process, phenomenon, or
concept; provide an accurate summary of the text.
LAFS.1112.RST.1.2
19.01.3 Follow precisely a complex multistep procedure when carrying out
experiments, taking measurements, or performing technical tasks,
attending to special cases or exceptions defined in the text.
LAFS.1112.RST.1.3

19.02 Craft and Structure
19.02.1 Determine the meaning of symbols key terms, and other domain-specific
words and phrases as they are used in a specific scientific or technical
context relevant to grades 11-12 texts and topics.
LAFS.1112.RST.2.4
19.02.2 Analyze how the text structures information or ideas into categories or
hierarchies, demonstrating understanding of the information or ideas.
LAFS.1112.RST.2.5
19.02.3 Analyze the author’s purpose in providing an explanation, describing a
procedure, or discussing an experiment in a text, identifying important
issues that remain unresolved.
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Florida Standards

LAFS.1112.RST.2.6

19.03 Integration of Knowledge and Ideas

19.03.1

Integrate and evaluate multiple sources of information presented in
diverse formats and media (e.g. quantitative data, video, multimedia) in
order to address a question or solve a problem.

LAFS.1112.RST.3.7

19.038.2

Evaluate the hypotheses, data, analysis, and conclusions in a science or

technical text, verifying the data when possible and corroborating or

challenging conclusions with other sources of information.
LAFS.1112.RST.3.8

19.038.3

Synthesize information from a range of sources (e.qg., texts, experiments,

simulations) into a coherent understanding of a process, phenomenon,

or concept, resolving conflicting information when possible.
LAFS.1112.RST.3.9

19.04 Range of Reading and Level of Text Complexity

19.04.1

19.04.2

By the end of grade 11, read and comprehend literature [informational
texts, history/social studies texts, science/technical texts] in the grades
11-CCR text complexity band proficiently, with scaffolding as needed at
the high end of the range.
By the end of grade 12, read and comprehend literature [informational
texts, history/social studies texts, science/technical texts] at the high end
of the grades 11-CCR text complexity band independently and
proficiently.

LAFS.1112.RST.4.10

20.0 Methods and strategies for using Florida Standards for grades 11-12 writing in Technical
Subijects for student success in Administrative Office Specialist.

20.01 Text Types and Purposes

20.01.1 Write arguments focused on discipline-specific content.
LAFS.1112.WHST.1.1
20.01.2 Write informative/explanatory texts, including the narration of historical

events, scientific procedures/experiments, or technical processes.
LAFS.1112.WHST.1.2

20.02 Production and Distribution of Writing

20.02.1 Produce clear and coherent writing in which the development,
organization, and style are appropriate to task, purpose, and audience.
LAFS.1112.WHST.2.4
20.02.2 Develop and strengthen writing as needed by planning, revising, editing,

rewriting, or trying a new approach, focusing on addressing what is most
significant for a specific purpose and audience.
LAFS.1112.WHST.2.5
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Florida Standards Correlation to CTE Program Standard #
20.02.3 Use technology, including the Internet, to produce, publish, and update

individual or shared writing products in response to ongoing feedback,
including new arguments or information.

LAFS.1112.WHST.2.6

20.03 Research to Build and Present Knowledge
20.03.1 Conduct short as well as more sustained research projects to answer a
qguestion (including a self-generated question) or solve a problem; narrow,
or broaden the inquiry when appropriate; synthesize multiple sources on
the subject, demonstrating understanding of the subject under
investigation.

LAFS.1112.WHST.3.7
20.03.2 Gather relevant information from multiple authoritative print and digital
sources, using advanced searches effectively; assess the strengths and
limitations of each source in terms of the specific task, purpose, and
audience; integrate information into the text selectively to maintain the
flow of ideas, avoiding plagiarism and overreliance on any one source
and following a standard format for citation.

LAFS.1112.WHST.3.8
20.03.3 Draw evidence from informational texts to support analysis, reflection,
and research.

LAFS.1112.WHST.3.9

20.04 Range of Writing
20.04.1 Write routinely over extended time frames (time for reflection and
revision) and shorter time frames (a single sitting or a day or two) for a
range of discipline-specific tasks, purposes, and audiences.
LAFS.1112.WHST.4.10
21.0 Methods and strategies for using Florida Standards for grades 11-12 Mathematical Practices in
Technical Subjects for student success in Administrative Office Specialist.
21.01 Make sense of problems and persevere in solving them.

MAFS.K12.MP.1.1

21.02 Reason abstractly and quantitatively.
MAFS.K12.MP.2.1

21.03 Construct viable arguments and critique the reasoning of others.
MAFS.K12.MP.3.1

21.04 Model with mathematics.
MAFS.K12.MP.4.1

21.05 Use appropriate tools strategically.
MAFS.K12.MP.5.1

21.06 Attend to precision.
MAFS.K12.MP.6.1
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21.07

Look for and make use of structure.

MAFS.K12.MP.7.1

Correlation to CTE Program Standard #

21.08

Look for and express regularity in repeated reasoning.

MAFS.K12.MP.8.1

Abbreviations:
FS-M/LA = Florida Standards for Math/Language Arts
NGSSS-Sci = Next Generation Sunshine State Standards for Science

CTE Standards and Benchmarks

FS-M/LA

NGSSS-Sci

39.0 Demonstrate proficiency in computer skills — the student will be able to:
. . LAFS.910.L.3.6
39.01 Identify basic computer parts (e.g., RAM, ROM). LAFS 1112.L.3.6
. . LAFS.910.L.3.6
39.02 Demonstrate an understanding of all functions of a computer. LAFS 1112.L.3.6
39.03 Utilize appropriate font management techniques (e.g., true type, postscript,
install and remove fonts).
39.04 Perform storage management (e.g., hard drive, DVD, CD).
39.05 Perform basic maintenance of computers and peripherals.
40.0 Demonstrate knowledge of digital publishing concepts — the student will be able to:
40.01 Identify the skills needed by a digital designer.
. . . L LAFS.910.L.3.6
40.02 Define commonly used terms in graphic communications. LAFS 1112.L.3.6
MAFS.912.N-Q.1.1,1.2, 1.3
MAFS.912.G-SRT.1.1, 1.2,
. . 1.3
40.03 Identify characteristics of paper. MAFS.912.G-SRT.2.4, 2.5
MAFS.912.G-SRT.3.6, 3.8
MAFS.912.A-SSE.1.1
MAFS.912.G-CO.1.1, 1.2,
13,1415
MAFS.912.G-C0O.2.6, 2.7,
40.04 Identify different kinds of color (e.g., spot, process). 2.8 SC.912.P.10.18
MAFS.912.G-C0O.3.9
MAFS.912.G-C0O.4.12
MAFS.912.G-GPE.2 4, 2.7
40.05 Identify software used in digital publishing.
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40.06

Demonstrate knowledge of copyright laws.

LAFS.910.L.3.6
LAFS.1112.L..3.6
MAFS.912.A-REI.1.1

41.0 Perform decision-making activities — the student will be able to:
41.01 Determine work priorities. MAFS.912.N-Q.1.1,2,3
LAFS.1112.W.2.5
LAFS.910.W.2.5
41.02 Evaluate information to be used and choose relevant material. LAFS.910.W.3.8 SC.912.N.1.1
LAFS.1112.W.3.8
MAFS.912.N-Q.1.1, 1.2, 1.3
. . LAFS.910.W.2.4, 2.5
41.03 Determine the audience. LAFS.1112.W.2.4, 2.5
41.04 Demonstrate an understanding of various advertising mediums.
41.05 Recognize and maintain ethical standards.
42.0 Perform layout, design, and measurement activities — the student will be able to:
42.01 Identify characteristics of type, type families, type series, and type styles. MAFS.912.N-Q.1.1,1.2, 1.3
42.02 Assemble mechanical elements electronically.
42.03 Prepare rough layout designs.
42.04 Identify elements of design.
43.0 Demonstrate proficiency in digital publishing operations — the student will be able to:

43.01 Key with speed and accuracy to meet industry standards.
43.02 Demonstrate core publishing skills, including creating tables, text boxes, LAFS.910.W.2.6
manipulating graphics and inserting images. LAFS.1112.W.2.6
. LAFS.910.W.2.6
43.03 Insert and format references and captions. LAES 1112 W.2.6
. . . . . . LAFS.910.W.2.6
43.04 Complete projects using a variety of fonts, sizes, leading, and alignments. LAES 1112 W.2.6
. . . . . . LAFS.910.W.2.6
43.05 Output projects using a variety of devices (e.g., printers, image setters). LAES 1112 W 2.6
43.06 Design with type using kerning, tracking, horizontal/vertical scale, baseline LAFS.910.W.2.6
shift, etc. LAFS.1112.W.2.6
43.07 Produce projects using tables, layouts and templates. LAFS.910.W.2.6

LAFS.1112.W.2.6
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MAFS.912.F-IF.2.4, 2.5

43.08 Produce projects using white space.

43.09 Assemble multipage documents.

43.10 Create documents that use master pages.

43.11 Use a variety of styles to produce effective layouts

LAFS.910.W.2.6
LAFS.1112.W.2.6
LAFS.910.W.2.6
LAFS.1112.W.2.6

43.12 Produce a document using printer and reader spreads.

43.13 Use publishing software to create a pre-press profile.

43.14 Produce a variety of designs using layout/paste up software.

43.15 Create various print and digital publications, including: business cards,
letterheads, brochures, newsletters, and calendars.

43.16 Create electronic forms.

43.17 Assign passwords and create restrictions with portable document formats.

LAFS.910.W.2.6

43.18 Design an electronic portfolio. LAES 1112.W.2.6

44.0 Demonstrate proficiency in digital imaging processes — the student will be able to:

44.01 Demonstrate proper use of a scanner/input devices/ digital camera.

LAFS.910.W.2.5

44.02 Proofread electronically and manually. LAES 1112 W.2 5

45.0 Demonstrate proficiency in creating a simple website — the student will be able to:

45.01 Create a webpage. MAFS.912.S-IC.2.3

45.02 Create a simple website and use hyperlinks.

45.03 Convert publications for viewing on the Internet.

45.04 Save files in multiple formats.

45.05 Create, send and manage a survey and survey results.
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Florida Department of Education
Student Performance Standards

Course Title: Administrative Office Technology 2
Course Number: 8212410
Course Credit: 1

Course Description:

This course explores and expands the competencies learned in Administrative Office Technology 1 and promotes application of higher level office
procedures tasks and communication skills.

Abbreviations:
FS-M/LA = Florida Standards for Math/Language Arts
NGSSS-Sci = Next Generation Sunshine State Standards for Science

CTE Standards and Benchmarks FS-M/LA NGSSS-Sci
46.0 Participate in work-based learning experiences — the student will be able to:

LAFS.910.SL.1.1
LAFS.910.RL.3.7
LAFS.910.W.3.7
LAFS.1112.RL.3.7
LAFS.1112.SL.1.1
LAFS.1112.W.3.7

46.01 Participate in work-based learning experiences in an administrative office environment.

46.02 Discuss the use of technology in an administrative office environment.

47.0 Apply communication skills (reading, writing, speaking, listening, and viewing) in a courteous,
concise, and correct manner on personal and professional levels — the student will be able to:

LAFS.910.SL.1.1

47.01 Deliver impromptu and planned speeches. LAFS 1112 SL 1.1

LAFS.910.SL.1.1
LAFS.910.RL.3.7
47.02 Synthesize information from multiple speakers in a group and respond in an effective LAFS.910.RL.3.9
manner. LAFS.1112.RL.3.7
LAFS.1112.RL.3.9
LAFS.1112.SL.1.1

47.03 Communicate in a multicultural setting (e.g., with people from varying international, LAFS.910.RL.2.6
cultural, ethnic, and racial backgrounds). LAFS.1112.RL.2.6

48.0 Use information to accomplish job objectives and enhance workplace performance — the student
will be able to:
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MAFS.912.N-Q.1.1
48.01 Gather and compile data for supervisors and for company reports. MAFS.912.N-Q.1.2
MAFS.912.N-Q.1.3

49.0 Incorporate appropriate leadership and supervision techniques, customer service strategies,
and standards of personal ethics to accomplish job objectives and enhance workplace
performance — the student will be able to:

49.01 Serve as interviewer, interviewee, and liaison in public relations, civic, media, LAFS.910.SL.1.1
community, and employment situations. LAFS.1112.SL.1.1

49.02 Demonstrate leadership behavior to include delegation of duties.

50.0 Perform administrative office functions and responsibilities to accomplish job objectives and
enhance workplace performance — the student will be able to:

50.01 Organize and conduct a meeting using parliamentary procedures.

50.02 Plan and arrange business functions.

50.03 Maintain and utilize a resource library.

50.04 Perform specialized office procedures.

50.05 Identify ways to maintain an operative, professional and clean facility. Discuss need to
contract services for certain needs while performing others effectively completed as a
secretary or administrative assistant.

50.06 ldentify responsibilities of a landlord and discuss ways to manage maintenance needs
with landlord.

SC.912.L..17.13
SC.912.L.17.17
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Course Title: Administrative Office Technology 3
Course Number: 8212420
Course Credit: 1

Course Description:

This course expands the competencies learned in Administrative Office Technology 2. Students are required to perform higher level thinking and
decision making and to use technology as a resource to efficiently perform systematic procedural tasks and to produce quality work in an efficient
manner

Abbreviations:

FS-M/LA = Florida Standards for Math/Language Arts

NGSSS-Sci = Next Generation Sunshine State Standards for Science
CTE Standards and Benchmarks FS-M/LA NGSSS-Sci
51.0 Participate in administrative office work-based learning experiences — the student will be able to:

51.01 Participate in work-based learning experiences in an administrative office environment.

LAFS.910.SL.1.1
LAFS.910.W.3.7
LAFS.1112.SL.1.1
LAFS.1112.W.3.7

51.02 Discuss the use of technology in an administrative office environment.

51.03 Compare and contrast the software applications used in an administrative office
environment.

LAFS.910.SL.1.1
51.04 Discuss the changing role of administrative support in today’s business environment and| LAFS.910.W.3.7

the ways to manage stress related to these changes. LAFS.1112.SL.1.1
LAFS.1112.W.3.7

LAFS.910.SL.1.1

51.05 Discuss the management/supervisory skills needed in an administrative office LAFS.910.W.3.7
environment. LAFS.1112.SL.1.1

LAFS.1112.W.3.7

52.0 Describe the roles within teams, work units, departments, organizations, inter-organizational
systems, and the larger environment — the student will be able to:

52.01 Describe the nature and types of business organizations.
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CTE Standards and Benchmarks FS-M/LA NGSSS-Sci

LAFS.910.SL.2.4

52.02 Explain the effect of key organizational systems on performance, quality and excellent LAFS.910.W.1.2
customer service. LAFS.1112.SL..2.4

LAFS.1112.W.1.2

52.03 List and describe quality control systems and/or practices common to the workplace.

53.0 Demonstrate the importance of health, safety, and environmental management systems in
organizations and their importance to organizational performance and regulatory compliance —
the student will be able to:

LAFS.910.SL.1.1
53.01 Describe personal and jobsite safety rules and regulations that maintain safe and LAFS.910.W.3.7
healthy work environments. LAFS.1112.SL.1.1
LAFS.1112.W.3.7
LAFS.910.SL.2.4
LAFS.910.W.1.2
LAFS.1112.SL.2.4
LAFS.1112.W.1.2

SC.912.L.17.13
SC.912.L.17.17

53.02 Explain emergency procedures to follow in response to workplace accidents.

53.03 Create a disaster and/or emergency response plan.

54.0 Incorporate appropriate leadership and supervision techniques, customer service strategies,
and standards of personal ethics to accomplish job objectives and enhance workplace
performance — the student will be able to:

54.01 Train and assist others in business behavior, procedures and skills.

55.0 Perform administrative office functions and responsibilities to accomplish job objectives and
enhance workplace performance — the student will be able to:

55.01 Perform budgeting and accounting procedures.

. . . . MAFS.912.G-MG.1.1
55.02 Plan and design the physical layout of an office to meet ergonomic and federal MAES. 912 G-MG 1.2

requirements. MAFS.912.G-MG.1.3
55.03 Analyze equipment specifications to meet required needs and make purchase MAFS.912.S-1C.2.6
recommendations.
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Student Performance Standards

Course Title: Business Software Applications 2
Course Number: 8212160
Course Credit: 1

Course Description:

This course is designed to use technology to produce high quality employment portfolios, research job opportunities, and compile and disseminate
job-seeking documents.

Abbreviations:
FS-M/LA = Florida Standards for Math/Language Arts
NGSSS-Sci = Next Generation Sunshine State Standards for Science

CTE Standards and Benchmarks FS-M/LA NGSSS-Sci
56.0 Use technology to increase administrative office support productivity and enhance workplace
performance — the student will be able to:

56.01 Key with speed and accuracy to meet industry standards for employment as a secretary
or administrative assistant.

56.02 Integrate all forms of communication in the successful pursuit of a career as a secretary
or administrative assistant.

57.0 Participate in administrative support work-based learning experiences — the student will be able
to:

57.01 Participate in work-based learning experiences in an administrative office environment.

LAFS.910.SL.1.1
LAFS.910.W.3.7
LAFS.1112.SL.1.1
LAFS.1112.W.3.7

57.02 Discuss the use of technology in an administrative office environment.

57.03 Compare and contrast the software applications used in an administrative office
environment.

LAFS.910.SL.1.1
57.04 Discuss the changing role of administrative support in today’s business environment and| LAFS.910.W.3.7

the ways to manage stress related to these changes. LAFS.1112.SL.1.1
LAFS.1112.W.3.7

LAFS.910.SL.1.1

57.05 Discuss the management/supervisory skills needed in an administrative office LAFS.910.W.3.7
environment. LAFS.1112.SL.1.1

LAFS.1112.W.3.7
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CTE Standards and Benchmarks FS-M/LA NGSSS-Sci

58.0 Demonstrate leadership and teamwork skills needed to accomplish team goals and objectives —
the student will be able to:

58.01 Employ leadership skills to accomplish organizational goals and objectives.

58.02 Establish and maintain positive working relationships with others in order to effectively
accomplish objectives and tasks.

58.03 Conduct and participate in meetings to accomplish work tasks.

58.04 Employ mentoring skills to inspire and teach others.

59.0 Assess the importance of professional ethics and legal responsibilities — the student will be able
to:

LAFS.910.W.1.1

59.01 Evaluate and justify decisions based on ethical reasoning. LAFS 1112.W 1.1

59.02 Evaluate alternative responses to workplace situations based on personal, professional,
ethical, legal responsibilities, and employer policies.

59.03 Identify and explain personal and long-term consequences of unethical or illegal LAFS.910.W.1.3
behaviors in the workplace. LAFS.1112.W.1.3

LAFS.910.W.1.3

LAFS.1112.W.1.3

59.04 Understand and explain written organizational policies and procedures.

60.0 Explain the importance of employability skill and entrepreneurship skills — the student will be
able to:

LAFS.910.W.3.7

60.01 Identify and demonstrate positive work behaviors needed to be employable. LAFS 1112 W 3.7

60.02 Develop personal career plan that includes goals, objectives, and strategies.

60.03 Examine licensing, certification, and industry credentialing requirements.

LAFS.910.W.2.4
LAFS.910.W.2.6
LAFS.1112.W.2.4
LAFS.1112.W.2.6

60.04 Maintain a career portfolio to document knowledge, skills, and experience.

60.05 Evaluate and compare employment opportunities that match career goals.

LAFS.910.W.3.7
LAFS.1112.W.3.7
LAFS.910.W.3.7
LAFS.1112.W.3.7
LAFS.910.W.3.8
LAFS.1112.W.3.8

60.06 Identify and exhibit traits for retaining employment.

60.07 Identify opportunities and research requirements for career advancement.

60.08 Research the benefits of ongoing professional development.

60.09 Practice employability skills using online resources to prepare for interviews in the
administrative field.
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CTE Standards and Benchmarks FS-M/LA NGSSS-Sci

61.0 Demonstrate personal money-management concepts, procedures, and strategies — the student
will be able to:

LAFS.910.W.3.7
LAFS.1112.W.3.7
LAFS.910.W.3.7
LAFS.1112.W.3.7

61.01 Identify and describe the services and legal responsibilities of financial institutions.

61.02 Describe the effect of money management on personal and career goals.

61.03 Develop a personal budget and financial goals.

61.04 Complete financial instruments for making deposits and withdrawals.

61.05 Maintain financial records.

LAFS.910.RI.1.2
LAFS.1112.RI.1.2
LAFS.910.W.2.6
LAFS.910.W.3.7
LAFS.1112.W.2.6
LAFS.1112.W.3.7

61.06 Read and reconcile financial statements.

61.07 Compare and contrast investment opportunities.
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Additional Information

Laboratory Activities

Laboratory investigations that include scientific inquiry, research, measurement, problem solving, emerging technologies, tools and equipment, as
well as, experimental, quality, and safety procedures are an integral part of this career and technical program/course. Laboratory investigations
benefit all students by developing an understanding of the complexity and ambiguity of empirical work, as well as the skills required to manage,
operate, calibrate and troubleshoot equipment/tools used to make observations. Students understand measurement error; and have the skills to
aggregate, interpret, and present the resulting data. Equipment and supplies should be provided to enhance hands-on experiences for students.

Special Notes

The occupational standards and benchmarks outlined in this secondary program correlate to the standards and benchmarks of the postsecondary
program with the same Classification of Instructional Programs (CIP) number.

Career and Technical Student Organization (CTSO)

Future Business Leaders of America (FBLA) and Business Professionals of America (BPA) are the intercurricular career and technical student
organizations providing leadership training and reinforcing specific career and technical skills. Career and Technical Student Organizations provide
activities for students as an integral part of the instruction offered.

Cooperative Training — OJT

On-the-job training is appropriate but not required for this program. Whenever offered, the rules, guidelines, and requirements specified in the OJT
framework apply.

Accommodations

Federal and state legislation requires the provision of accommodations for students with disabilities as identified on the secondary student’s
Individual Educational Plan (IEP) or 504 plan or postsecondary student’s accommodations’ plan to meet individual needs and ensure equal access.
Accommodations change the way the student is instructed. Students with disabilities may need accommodations in such areas as instructional
methods and materials, assignments and assessments, time demands and schedules, learning environment, assistive technology and special
communication systems. Documentation of the accommodations requested and provided should be maintained in a confidential file.

In addition to accommodations, some secondary students with disabilities (students with an IEP served in Exceptional Student Education (ESE)) will
need maodifications to meet their needs. Modifications change the outcomes or what the student is expected to learn, e.g., modifying the curriculum
of a secondary career and technical education course. Note: postsecondary curriculum and regulated secondary programs cannot be modified.

Some secondary students with disabilities (ESE) may need additional time (i.e., longer than the regular school year), to master the student
performance standards associated with a regular Occupational Completion Point (OCP) or a Modified Occupational Completion Point (MOCP). If
needed, a student may enroll in the same career and technical course more than once. Documentation should be included in the IEP that clearly

35



indicates that it is anticipated that the student may need an additional year to complete an OCP/MOCP. The student should work on different
competencies and new applications of competencies each year toward completion of the OCP/MOCP. After achieving the competencies identified
for the year, the student earns credit for the course. It is important to ensure that credits earned by students are reported accurately. The district’s
information system must be designed to accept multiple credits for the same course 