Pursuant to Court's Instructions the
Record on Appeal in this matter was
condensed. Pages were not
renumbered, therefore it appears there
are missing pages, however, counsel has
confirmed all pertinent information is
included in the condensed record.



THE STATE OF SOUTH CAROLINA
In The Supreme Court

APPEAL FROM LEE COUNTY
Court of Common Pleas

Thomas W Cooper, Jr , Circuit Court Judge

Case No 93-CP-31-169

Abbeville County School District, Allendale County
School District, Bamberg County School Dastrict 1,
Bamberg County School District 2, Barnwell County
School District 19, Barnwell County School Dastrict 29,
Bamwell County School District 45, Berkeley County
School Dustrict, Chesterfield County School District,
Clarendon County School District 1, Clarendon County
School District 2, Clarendon County School District 3,
Dillon County School District 1, Dillon County School
District 2, Dillon County School District 3, Florence
County School District 1, Florence County School District
2, Florence County School District 3, Florence County
School District 4, Florence County School District S,
Hampton County School District 1, Hampton County
School District 2, Jasper County School District, Laurens
County School District 55, Laurens County School District
56, Lee County School District, Lexington County School
District 4, Marion County School District 1, Marion
County School District 2, Marion County School District 7,
Marlboro County School District, McCormick County
School District, Orangeburg Consolidated School District
3, Orangeburg Consolidated School District 5, Saluda
County School District and Williamsburg County School
District, (caption continued on second page)

RECORD ON APPEAL (CONDENSED),
VOL XXIII OF XXVIII



Lena Manning, individually, and as a taxpayer
residing in Allendale County and as Guardian ad
Litem of

Courtney V , Courtney V , a minor, by and
through Lena Manning, as Guardian ad Litem,
William L Mulls, individually, and as a Taxpayer
residing in Allendale County and as Guardian ad
Litem of Waylon P , Waylon P , a minor, by and
through William Mulls,

as Guardian ad Litem, Betty Bagley, individually,
and as a taxpayer residing in Bamberg County
and as a parent and Guardian ad Litem of Tyler
B, Tyler B , a minor, by and through Betty
Bagley, as Guardian ad Litem, Evert Comer, Jr,
individually, and as a taxpayer residing in
Bamberg County and as parent and Guardian ad
Litem of Kimberly C , Kimberly C , a minor, by
and through Evert Comer, Jr, as Guardian ad
Litem, Marla Q Jameson, individually, and as a
taxpayer residing in Barnwell County, and as a
parent and Guardian ad Litem of Eleanor J ,
Eleanor J , a minor, by and through Marla Q
Jameson, as Guardian ad Litem, Victor M
Lancaster, Sr, individually, and as a taxpayer
residing 1n Barnwell County, and as parent and
Guardian ad Litem of Christie L, Chnistie L , a
munor, by and through Victor M Lancaster, Sr,
as Guardian ad Litem, Dr Charles Clark,
individually, and as a taxpayer residing n
Chesterfield County, and as parent and Guardian
ad Litem of Candace C , a minor, by and through
Dr "Charles Clark, as Guardian

ad Litem, Colonel Larry Coker, individually, and
as a taxpayer residing 1n Clarendon County, and
as a parent and Guardian ad Litem of Corne C,
Corrie C, a mnor, by and through Colonel Larry
Coker, as Guardian ad Litem, Pamela Wilhhams,
individually, and as a taxpayer residing in Dillon
County, and as parent and Guardian ad Litem of
Katisha W, Kathisha W , a minor, by and
through Pamela Wilhams as Guardian ad Litem,
Eddie Wrnight, individually, and as a taxpayer
residing 1n Florence County, and as parent and
Guardian ad Litem of Brandon F , Brandon F , a
munor, by and through Eddie Wright as Guardian
ad Litem, John Whiteside, individually, and as a



taxpayer residing n Florence County and as
Parent and Guardian ad Litem of Joel W , Joel
W, a minor, by and through John Whiteside as
Guardian ad Litem, Dr Francis Mills,
mndividually, and as a taxpayer residing in
Hampton County and as a parent and Guardian ad
Litem of Amy M , Amy M , a minor, by and
through Dr Francis Mills, as Guardian ad Litem,
Brenda Brooks, individually, and as a taxpayer
residing 1n Hampton County, and as parent and
Guardian ad Litem of Tyrin B, Tyrin B , a minor,
by and through Brenda

Brooks as Guardian ad Litem, Marva Tigner,
individually, and as a taxpayer residing in Jasper
County, and as parent and Guardian ad Litem of
Bryan T and Bradley T, Bryan T , a muinor, by
and through

Marva Tigner as Guardian ad Litem, Bradley T,
a minor, by and through Marva Tigner as
Guardian ad Litem, Robert Elisha Short,
individually, and as a taxpayer residing 1n
Laurens County and as parent and Guardian ad
Litem of Robert B S, RobertB S,

a minor, by and through Robert Elisha Short, as
Guardian ad Litem, Dr Keith A Bridges,
individually, and as a taxpayer residing 1n
Laurens County and as parent and Guardian ad
Litem of Jorgana Ranson B , Jorgana Ranson B ,
a minor, by and through Dr Keith A Bridges, as
Guardian ad Litem, Gail Y Harrnott,
individually, and as a taxpayer residing 1n Lee
County and as parent and Guardian ad Litem of
Rashade H , Rashade H , a minor, by and through
Gail Y Harnott, as Guardian ad Litem, Linda
Carraway, individually, and as a taxpayer
residing in Marion County, and as parent and
Guardian ad Litem of Kimberly W , Kimberly
W, a minor, by and through Linda Carraway as
Guardian ad Litem, Dr John Nobles,
individually, and as a taxpayer residing 1n
Marlboro County and as parent and Guardian ad
Litem of Erin N, Erin N, a mnor, by and
through Dr John Nobles, as Guardian ad

Litem, Patricia Hampton, individually, and as a
taxpayer residing in McCormick County and as
parent and Guardian ad Litem of Krystle H ,



Krystle H, a minor, by and through Patricia
Hampton, as Guardian

ad Litem, Bernice Profit, individually, as a
taxpayer residing 1 Orangeburg County and as
parent and Guardian ad Litem of Russell H,
Russell H , a minor, by and through Bernice
Profit, as Guardian ad Litem, Matlin P Brown,
mdividually, and as a taxpayer

residing in Orangeburg County and as parent and
Guardian ad Litem of Tamisha P B , Tanisha P
B, a minor, by and through Matlin P Brown, as
Guardian ad Litem, James Berry, individually,
and as a taxpayer residing 1n Orangeburg County
and as parent and

Guardian ad Litem of Dondrea B , Dondrea B , a
minor, by and through James Berry, as Guardian
ad Litem, Gerald Smith, individually, and as a
taxpayer residing in Orangeburg County and as
parent and Guardian ad Litem of Brenda S,
Brenda S , a minor,

by and through Gerald Smith, as Guardian ad
Litem, Thomas Shealy, individually, and as a
taxpayer residing 1n Saluda County and as parent
and Guardian ad Litem of Thomas S, Jr,
Thomas S, Jr, a minor,

by and through Thomas Shealy, as Guardian ad
Litem,

Of whom

Allendale County School District,

Dillon County School District 2,

Florence County School District 4,

Hampton County School Dastrict 2,

Jasper County School Dastrict,

Lee County School District,

Marion County School District 7,

Orangeburg School District 3,

Lena Manning, individually, and as a taxpayer
residing 1n Allendale County and as Guardian ad
Litem of Courtney V , Courtney V , a minor, by
and through Lena Manning, as Guardian ad
Litem, Pamela Williams, individually, and as a
taxpayer residing 1n Dillon County, and as parent
and Guardian ad Litem of Katisha W , Katisha
W , a minor, by and through Pamela Williams as

Plaintiffs,



Guardian ad Litem, Eddie Wnght, individually,
and as a taxpayer residing 1n Florence County,
and as parent and Guardian ad Litem of Brandon
F, Brandon F , a minor, by and through Eddie
Wright as Guardian ad Litem, Brenda Brooks,
mndividually, and as a taxpayer residing 1n
Hampton County, and as parent and Guardian ad
Litem of Tyrin B, Tyrin B, a minor, by and
through Brenda Brooks as Guardian ad Litem, Appellants-
Marva Tigner, individually, and as a taxpayer Respondents,
residing 1n Jasper County, and as parent and
Guardian ad Litem of Bryan T and Bradley T,
Bryan T, a minor, by and through Marva Tigner
as Guardian ad Litem, Bradley T , a minor, by
and through Marva Tigner as Guardian ad Litem,
Gail Y Harmott, individually, and as a taxpayer
residing 1n Lee County and as parent and
Guardian ad Litem of Rashade H , Rashade H, a
munor, by and through Gaill Y Harriott, as
Guardian ad Litem, Linda Carraway,
individually, and as a taxpayer residing 1n Marion
County, and as parent and Guardian ad Litem of
Kimberly W , Kimberly W , a minor, by and
through Linda Carraway as Guardian ad Litem,
Bernice Profit, individually, and as a taxpayer
residing 1n Orangeburg County and as parent and
Guardian ad Litem of Russell H, Russell H, a
munor, by and through Bernice Profit, as
Guardian ad Litem, are

v

Glenn F McConnell, as President Pro Tempore
of the Senate and as a representative of the South
Carolina Senate, Robert W Harrell, Jr, as
Speaker of the House of Representatives

and as a representative of the South Carolina Respondents-
House of Representatives, Appellants,
and

The State of South Carolina, Mark C Sanford, as
Governor of the State of
South Carolina, Respondents

NELSON MULLINS RILEY & SCARBOROUGH LLP

Carl B Epps, 111



Stephen G Morrison
Laura Callaway Hart
Shelby K Leonard:
Elizabeth Scott Moise
Rachel Atkin Hedley
D Kay Tennyson
1320 Main Street / 17th Floor

Post Office Box 11070 (29211-1070)
Columbia, SC 29201

(803) 799-2000

Attorneys for Appellants-Respondents

SOWELL, GRAY, STEPP AND LAFITTE,LL C

Robert E Stepp
Elizabeth Van Doren
A Jackson Barnes
Roland M Frankhin, Jr
1310 Gadsden Street
Post Office Box 11449
Columbia, Sc 29211
(803) 929-1400

Attorneys for Respondents / Appellants Glenn F
McConnell and Robert Wilkkam Harrell, Jr

J Emory Smith, Jr

Assistant Deputy Attorney General
Office of the Attorney General
Post Office Box 11549

Columbia, SC 29211-1549

(803) 734-3680

Attorney for the State

Swat1 S Patel

Office of the Governor
P O Box 12267
Columbia, SC 29211
(803) 734-5251



Attorney for the Governor



0,€6€003d

GEL0-9€£E 430

G6912 X3

COURSE SPECIFICATIONS FOR BUILDING CONSTRUCTION CLUSTER 1, 2, 3, and 4

The STUDENT will be able to

Curriculum Frameworks SC Chamber/SCANS National Goals
Competency Competency/Objective Skilis
Number F S{L|IH]|SIPYP]TIB] T ] SIS|S|]TIM|A|D
Mitialcialsislelals|s|FlTiR{TISsSIRICIAIEISILIF
60600307 Inspect, opsrate and clean a planer X X X1 X|X XXX XXX
60600400 D DEMONSTRATING BASIC KNOWLEDGE
AND SKILLS REQUIRED TO FRAME A ONE
STORY BUILDING USING A SIMPLE PLAN
60600401 Measure cut and install headers and girders for a
floor frame X X X|IXIX] XX X}IX]|X XXX
60600402 Measure cut and instali floor joists X X XX XXX XXX X[ X{X
60600403 Cut and install solid and X bracing X X X{XIX{XIX[ XXX X[ XX
60600404 Install subfloor X X X[ X[ XXX X]IX]X X[ XX
60600405 Construct corner and T parts X X XX XX |X]|X]|X[X XXX
60600406 Install a doubls top plate X X X|XIXXIXIXPX]X XXX
60600407 Square the exterior walls and install corner braces
X X XIXIX XXX X (X X | XX
60600408 Install celling joists and strongbacks X X XIXIX]IX[ X[ XXX XXX
60600409 Measure cut and instali rafters valley rafters and
ridges X X X XXX X[ XXX XXt X
60600410 Lay oul construct and install a roof truss X X XXX X]X]IX]IX[X X[ XX
60600411 Install roef sheeting X X XX | X[ X|X|X]X]X XXX
60600412 Install roofing felt flashing and asphalt compo
sition shingles X X XXX X|IX|IX]IX]X X[ X71X
60600500 E DEMONSTRATING KNOWLEDGE AND
SKILLS REQUIRED TO INSTALL EXTERIOR
FINISHING
60600501 Install exterior nsulation and vapor barner
sheathing X X XXX XXX ]| X XXX
60600502 install exterior finish materals X X XIXIXIX|XIXIX][X XXX
60600503 Install doors and windows X X XXX [ X[XIX]|X]X X|X|X
60600600 F  DEMONSTRATING KNOWLEDGE AND
SKILLS REQUIRED TO INSTALL INTERIOR
FINISHING MATERIALS
60600601 Install doors and locks X X XXX XX | X]|X]X XXX
MATRIX KEY
CURRICULUM FRAMEWORKS SC CHAMBER/SCANS SKILLS NATIONAL GOALS

M Math

FL Foreign Language

A wisual & Performing Ants
SC Science

LA Languege Arts

HS Health & Safety

SS Soctal Studies

PE Physical Education

PQ-Personal Quahties
TS Thinking Skills
BS Basic Skills

IF Information

IT Interpersonal

R Resources

T Technology

S Systems

T&l 25

SR--School Readiness

SC School Completion

SA-Student Achievement & Citizenship

TE Teacher Education & Professional Development
MS Mathematics & Science

AL Adu't Lieracy & Lifelong Le rming

DF Safe Disciphned & Alcohol & Drug Fres Schools

Pl Parental invalvement




COURSE SPECIFICATIONS FOR BUILDING CONSTRUCTION CLUSTER 1, 2, 3, and 4
The STUDENT will be able to

12€6€003d

Currlculum Frameworks SC Chamber/SCANS National Goals
Competency Competency/Objective Skills
Number F S|LIHISIPEPTTIB] 1T S|IS8SI{S|TI{M|]AI|D
MILIAICIAISISIEfJQIS|SIFIT|RITISIRICIAJE|{SILIEF
80600602 Insiall shelving X X XIX|X XX [ X]X]|X XXX
60600700 G DEMONSTRATING KNOWLEDGE AND
SKILLS REQUIRED TO CONSTRUCT FOOT
ING AND FOUNDATION WALLS
60600701 Lay out bullding site and set up batter boards X X XXX X|X|X]X|X X1 X|X
60600702 Square buillding corners and mark excavation Iines
X X XXX | x| XIX|X|X X|IXIx| |
60600703 Pour concrete footing X X X|X|X|IX]IX|X]|X]|X XXX
60600704 Set up mortar pan and mix ingredients for mortar
X X XIXIXIXIXIX ]| XX XXX
60600705 Lay a stretcher course 1o a line X X XX |PXIX{XIX[X]X X[ XX
60600706 Lay a full header course to a line X X XIXIXIXIX[X{X[X X[ XX
60600707 Lay a common bond wall X X XIXIX[X]|X][X|{X]X X | XX
60600708 Raise a brick foundation wall X X XIX[XIXIX[X]X]X X X]X
60600709 Tool the brick joints X X XIX]XEXTX]IX XX X X[ X
60600710 Clean the brick wall X X XX XXX X]|X]X X | X | X
60600800 H DEMONSTRATING KNOWLEDGE AND
SKILLS REQUIRED TQ INSTALL SWITCH
AND OUTLET BOXES (NOT ENERGIZED)
60600801 Install lighting circuits to be switched from one or
more locations X X XIXIXIX|XIXIX]X XXX
60600802 Make electrical connections for iighting circuits | X XX X X | X X X|X
60600803 Install duplex and split circuit outlet circuits X | X XIX[X|X]|X|X[X]|X X[ X1X
60600804 Hang light fixtures from celling and bracket outlet
boxes X XX X[X[ XXX X]|X]|X XXX
60600805 Install 2 220 volt circunt X X XIX[X]IXIX]X|X]X XXX
60600900 | DEMONSTRATING KNOWLEDGE AND
SKILLS REQUIRED TO WORK SAFELY ON
ELECTRICAL CIRCUITS
60600901 Demonstrate the ability to check for voltage on a
circuit and to kill the power supply XX X X X x1X X
60600902 Demonstrate_the ability to use hand and power ||
MATRIX KEY
CURRICULUM FRAMEWORKS SC CHAMBER/SCANS SKILLS NATIONAL GQALS
M-—-Math PQ Personal Qualities SR Schooi Readiness
FL Foreign Language TS Thinking Skills SC School Completion
A Visual & Perfarming Arts BS Basic Skills SA Student Achievement & Ciizenship
SC Sclence IF Information TE Teacher Education & Professional Development
LA Language Arts IT Interpersonal MS Mathematics & Scrence
HS Health & Safety R Resources < AL Adult Lite acy & Lif=long Learning
SS Socal Studies T Technology OF Sale Dismiplined & Alcohol & Drug Free Schoals
PE Physical Educalion S Systems Pl Parental Involvement
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COURSE SPECIFICATIONS FOR BUILDING CONSTRUCTION CLUSTER 1,2,3,and 4

The STUDENT will be able to

Curriculum Frameworks §C Chamber/SCANS National Goals
Competency Competency/Objective Skilis
Number F S{L{H|[SIPIPIT{B] 11 STS]TSTTIMIATD
MILIAICIA]ISISIEIQISISIFITIRIT|ISIRICIAJELISILIF
tools safely while working on an electrical system
XX X X X X1 X X
60600903 Demonstrale the ability to perceive unsafe working i
conditions XX X X X XX X
60600904 Complete an electrical safety test successfully
60601000 J DEMONSTRATING KNOWLEDGE AND
SKILLS REQUIRED TO APPLY THE
NATIONAL ELECTRICAL CODE TO BASIC
PRACTICAL PROBLEMS .
60601001 Define basic terms used in the National Electrical X[ XX X XX X
Code X | X
60601002 Size conductors according to Article 310 XX X X X XiX X
80601003 Size boxes according to Article 370 X | X X X X XX X
60601004 Demonstra‘e the ability {0 reference the codebook
X1 X X X X X i X X
60601100 K DEMONSTRATING KNOWLEDGE AND
SKILLS REQUIRED TO CUT AND JOIN
PLUMBING PIPE —_
60601101 Use hand tools to cul clean ream and/or flare
copper tubing X | X XX X]|X i XXX XX X
60601102 Use hand tools to cut and clean plastic and PVC
pipe XX XX IX]PX|X | XIX]X X | X X
60601103 Light adjust and use an oxyacetylene torch to pin
| copper tubing X | X XX | XX
60601104 Clean and join PVC pipe X X | X X[Xx X X | X
60601200 L DEMONSTRATING KNOWLEDGE AND
SKILLS REQUIRED TO INSTALL
PLUMBING SYSTEMS
60601201 Rough in a water supply system for a bathroom X X XXX | XIX|IXIX]X XX | X]|X
60601202 Rough in a water supply system for a kitchen X X XIX|XIXIX]IX[X]X X | XX
60601203 Install a bathiub/shower fixture X X XX X[ X{XIX]|X]X XXX
60601204 Install a floar mounted water closet X X X{XIX XX XIXX X[ XX
MATRIX KEY
CURRICULUM FRAMEWORKS SC CHAMBER/SCANS SKILLS NATIONAL GOALS
M Math PQ Personal Qualties SR School Readiness
FL Foreign Language TS Thinking Skills SC Schoo! Completion
A Visual & Performing Arts BS Basic Skilis SA Student Achievement & Citizenship
SC Sclence IF Informaton TE Teacher Education & Professional Developmen
LA Language Arts {T—-Interpersonal MS Mathematics & Science
S Heal h & Safely R Resources AL Adull Literacy & Lifelong Learning
8§ Social Studies T Technology DF Safe Disclplined & Alcohol & Drug Free Schools
PE Physical Education S Systems Pi~Parental Involvement
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COURSE SPECIFICATIONS FOR BUILDING CONSTRUCTION CLUSTER 1, 2,3, and 4

The STUDENT wiil be able to

Curriculum Frameworks SC Chamber/SCANS National Goals
Competency Competency/Objective Skills
Number F STUIH]S[PPTT B ]1 S|S[S|TIMIA]D
Mitlajcials|s|le]lols]slFiTIRIT|SJR|C|AJEIS|IL]F
50601205 Install a double kitchen sink X X XIX|IX]IXIXIX])X]X X1X X
60601206 Install a dishwasher X X XIXIX|IX| XX XX X | XX
60601207 Install an icemaker X X XX X[XIXXX|X x| X[ X
60601208 Install a water heater X X XIXIXIXIPX]PX]X ] X XXX
60601209 Pressure test water supply system X X XIXTX]X[X]X]X]X X[ x| X
60601210 Repailr leaks n valves and lines X X XIX|XPX XXX [X XXX
60601211 Thaw a frozen water supply line X X XIX|IX|XIXTX XX X X[ X
60601300 M DEMONSTRATING KNOWLEDGE AND
SKILLS REQUIRED TO INSTALL
DRAINAGE SYSTEMS
60601301 Install a wastewater system for a bathtub over
flow and trap X X XXX XXX ]PX X XXX
60601302 Install a wastewater system for built in lavatones
X X XIXIXIX | XIXIX]X X1 X{X
60601303 Install a waslewater system for a floor mounted
water closet X XX XXX X|X|X]|X]X XXX | X
60601304 Install a wastewater system for a double kitchen
sink with a garbage disposal X XX XX PX XXX [X X X|X|X
60601305 Rough in waste lines and vent stacks X X X[ XIX XX | XX XXX
60601306 Install cleancuts on wastewater lines X X | X XIX[XIX]X|PXPX|X XXX
60601307 Calculate the slope requirements for wastewater
lines X X XX XX XjX|X XXX
60601308 Pressure test wastewater lines X X X X|X|X XXX XXX
60601309 Clean obstructions from wastewater lines X XXX X X [ X XXX
60601310 Thaw a frozen trap or hine X X X|XiX|X XX XXX

Revision date 07/98

Revised by Harold Knight Fred P Hamiiton Career Center Alfred Waters Daniel Morgan Career Center Eliis Oates Sumter County Career Center Mark
Phillips Kirkland Correctional Institute Charles Willams Trenton Correctional Insttution L P Rogers Ridgeland Correctional instituton D C
Thomas Allendale Correctional institution Ernest Rivers Colleton County Area Vocational Center Heyward Brunson Wateree Correctional
institution Garner W Matthews Lexington Technology Center Jessie Sweatt Heyward Career Center Bernard Trott Batesburg Leesville High

CURRICULUM FRAMEWORKS
M Math

FL Foreign Language

A Visual & Performing Arls
SC Science

LA Language Arts

HS Health & Safety
$5-Soclal Studies

PE Physical Education

MATRIX KEY
SC CHA ] NATIONAL GOALS
PQ Personal Quallties SR School Readiness
TS Thinking Skills SC School Completion
BS Basic Skilis SA Student Achievement & Citizenship
IF Information TE Teacher Education & Professional Development
IT interpersonal MS Mathematics & Scitence
R Resources AL Adult Literacy & Lifelong Learning
T Technology DF Safe Disciplined & Alcohot & Drug Free Schools
§ Systems P| Parental involvement
T&l 28
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COURSE SPECIFICATIONS FOR BUILDING CONSTRUCTION CLUSTER 1, 2, 3, and 4

The STUDENT will be able to

School Kenny Padgett David L Brabham A Shawn Belcher Jim Bullin

East Coast Distributors Conway

€y
M Math
FL Fore gn Language
A \isual & Performing Arts
SC Science
LA-Language Arts
HS Health & Safety
S§ Soclal Studies
PE Physical Educadon

MATRIX KEY
KS §C CHAMBER/SCANS SKILLS
PQ Personal Qualities
TS Thinking Skills
BS--Basic Skills
IF Information
IT Interpersonal
R Resources
T Technology
S Systems
T&! 29

glon and Robert Shealy Centex Homes Calumbia and Dennis Calhoun

ATIONAL GOALS
SR School Readiness

SC Schoo! Completion

SA Student Achievement & Citizenship

TE Teacher Education & Professional Development
MS Mathematics & Science

A Adult Literacy & Lifelong Learning

DF Safe Disciplined & Alcohol & Drug Free Schools

P!--Parental [nvoivement
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CARPENTRY 1, 2, 3, and 4

ACTIVITY/COURSE CODES 6091, 6092, 6093, and 6094

COURSE DESCRIPTION o
The Carpentry program Is designed 1o prepare student to perform entry level carpentry tasks under the supervision of an experienced carpenter
Carpentry student recewes instruction In framing construction material blueprint reading and safely Aiso included I1s instruction In site
preparation using power and hand tools and applied mathematics

OBJECTIVE

Given the necessary equipment materials and instruction the student on completion of the prescribed course of study will be able to successfully
accomplish the following core competencies

Credit 1 2 or3units

T&l 29
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CARPENTRY 1, 2, 3, AND 4

RESOURCES

Carpenter (Revision) Volume 9 V TECS Catalog Vocational Technical Education Consortium of Slates Commisslon on Occupational Education
Institutions 1866 Southern Lane Decatur Georgia

Carpentry Curriculum Standards Alabama Vocational Curriculum Standards
Carpentry, Second Edition Delmar Publishers 1995

Carpentry, Second Edition, Instructor s Resource Kit Delmar Publishers 1995

Carpentry, Second Edition, Student Workbook Deimar Publishers 1995

Carpentry and Bujiding Construction Glencoe Publishing Division 1986 1997

Carpentry and Building Construction. Student Workbogk Glencoe Publishing Division 1987

Durbahn and Sunberg Fundamentals of Carpentry American Technical Society

Estimating for Residential and Commerclal Construchon Delmar Publishers 1994

Estimating for Residential and Commercial Consiruction instructor s Guide Delmar Publishers 1994

Exploring Construction Technology MAVCC Curriculum Mid America Vocational Curriculum Consortium 1500 Wast Seventh Avenue Stilwater
Oklahoma

Wagner Wilis H Modern Carpentry Goodheart Willcox Ca Inc 1986
Wagner Willis H Modern Carpentry Workbook Goodheart Willcox Co inc 1996

Wheels of Learning, Carpentry - Level One -~ Instructor s Guide Prentice Hall Inc 1996

Wheels of Learning_Carpentry — Levs! One — Trainee Guide Prentice Hall Inc 1996

Wheels of Learning Carpentry — Level Two — Instructor s Guide Prentice Hall Inc 1996

CARPENTRY 1, 2, 3, AND 4
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RESOURCES continued

Wheels of Learning Carpentry - Level Two — Trainee Guide Prentice Hail Inc 1996

Wheels of Learning Core Curricula, Instructor s Guide, Prentice Hall Inc 1996
Wheels of Learning Core Curricula, Trainee Guide Prentice Hall inc 1996

Wheels of Learning Roofing - Level One — Instructor s Guide Prentice Hall Inc 1996

Wheels of Learning, Roofing — Level One - Tranee Guide Prentice Hall Inc 1996

Wheels of Learning Roofing - Level Two — Instructor s Guide Prentice Hall Inc 1996

Wheels of Learning Roofing — Level Two ~ Trainee Guide Prentice Hall Inc 1996

T&l 31
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COURSE SPECIFICATIONS FOR CARPENTRY 1, 2, 3, AND 4

The STUDENT will be able to

Curriculum Framewarks SC Chamber/SCANS National Goals
Competency Competency/Objective Skills
Number F SILIH]SIPLIP|T|B ]I |1} S{S|S{T{M[|A
MitlAlcialsislelalsisiFlTIRITISIRICIAIE]SIL
60900100 A PERFORMING WORK SAFETY
PRACTICES
609800101 Demonstrate safe work habits XX X X X | X{X XXX
60900102 Keep a clean orderly safe work area X | X X X X1 X1 X X | XX
60900103 Operate a fire extinguisher X | X X X XX X1 X
60900104 Demonstrate the safe use of hand and power
tools XX X X X1 XX X1 X X
60900200 B DEMONSTRATING CUTTING SHAPING
AND FASTENING SKILLS
60900201 Cut stock to size X X X{X|X XX XX
60900202 Crasscut dimensional lumber to size X X X[ XX XXX XX
609800203 Rip cut dimensional lumber to size X X XXX XXX XX
60900204 Joint stock X X XTI XX XXX XX
60900205 Cut a dado and gain X X XXX X1 X|X X | X
60900206 Bore holes X X{X{X X[ XX X
60900207 Plane stock X X X1 XX X1 XX XX
60800208 Sand stock X X | XX XXX X
60800209 Fasten stock with nalls X XXX X | X X
60900210 Fasien stock with screws X X | X|X X | X X
60900211 Construct a square frame X X XX XIXIXIXTX XX
60900212 Cut holes and patterns in stack X X X[ XX XXX XX
60900300 C DEMONSTRATING BASIC BUILDING SITE ‘
PREPARATION SKILLS ,‘
60900301 install batter boards X i X X XXX | X|X X XX
60900400 D DEMONSTRATING SKILLS NECESSARY
TO CONSTRUCT AND SET CONCRETE
FORMS
60900401 Construct footing forms X XIXIXIX | X[X]|X X1 X|X
60900402 Construct slab forms X X[XIX[X[X[|X]X XXX
60900403 Align and brace foundation forms X XIXEPX XX [{X[X|X X|1XiX
60900404 Install anchor bolts X X| XX X X | X]X
MATRIX KEY
CURRICULUM FRAMEWORKS SC CHAMBER/SCANS SKILLS NATIONAL GOALS
M Math PQ Personal Qualities SR--School Readiness

FL Foreign Language

A Visual & Performing Arts
SC Science

LA Language Arts

HS Health & Safety

SS Soclal Studles

PE Physical Education

TS Thinking Skills
BS Basic Skills
IF Information

IT Interpersonal
R Resources

T Techno'ogy

S Systems
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COURSE SPECIFICATIONS FOR CARPENTRY 1, 2, 3, AND 4

The STUDENT will be able to

Curriculum Frameworks

SC Chamber/SCANS

National Goals

Competency Competency/Objective Skills
Number F S{L]H]STFIE[TIB] ] SITIM[A
MlLIAJC|AlS|SiElQiIS|ISIFITIRIT]S AJTEIS L
60900405 Build concrete step and stair forms X XXX X[X]|X]X]X X{X|X
60900406 Construct a slab on grade X XX XXX XXX X| XX
60900500 E DEMONSTRATING FLOOR FRAMING
SKILLS
60900501 Lay out a floor frame X X | X | XX | XXX XXX
60900502 Cut and instal! sill plates X XIX|IXIXIX]X]X X{X|X
60900503 Frame and install a built up sl X XX X[ XX X|X XXX
60900504 Frame and mstall a box sill X X|X[{X[X[|X[X]X X{X]|X
60900505 Install posts and columns X X[ X|IX[X]X][X]X X | X[ X
60900506 Frame and install a built up girder X XXX [X[X{X]X X[ XX
60800507 Cut and instail floor joists and bridging X X XIXITX[XIXIX]X|X X)X XX
60900508 Frame fioor openings X X XXX XPX]X X1 XX
60900509 Install a subfloor X XITX{XIXIX[X]X XXX
60900600 F  DEMONSTRATING WALL FRAMING
SKILLS
60900601 Lay out a wall frame X XIXIX[X]| XXX XIXiX
60900602 Construct corner posts and T posts X7 |77 X[ XXX [ XXX XXX
60900603 Frame and align an exterior wall (B X XX XX TXTX X [X XX X]X
60900604 Frame and align a partition wall X X XIXIXIX|IXPX][XT]X X | X} XX
60900605 Install backing for fixtures or cabinets X X XIX|XIX[XIX][X]|X X|X|xi1x
60900606 Build a box beam X X X X|{XIX]X]X[X]X X XXX
60900607 install structural sheathing X X XIX|IX|X[X[X[x]X XIX|{ XX
60900608 Anchor a partition X X XX X{XIX]X]IX]X XXX |X
60900700 G INTERPRETING AND DEMONSTRATING
USE OF ARCHITECTURAL BLUEPRINTS
60800701 Read and (nterpret blueprints X X | X XXX X XXX X|X|X|X
60900702 Stack lumber and store bulding materials X X X[ X XX XXX XX X
60900800 H DEMONSTRATING ROOF AND CEILING
FRAMING SKILLS
60900801 Lay out a celling frame X X XX XIX[XIX]X]X XX XX
60900802 Cut and install ceiling joists X X X X XIXIX][XIX]X X{X]X{X
MATRIX KEY
CURRICULUM FRAMEWORKS SC CHAMBER/SCANS SKILLS NATIONAL GOALS

M Math

FL Foreign Language

A Visual & Performing Arts
SC Sdlence

LA Language Ants

HS Health & Safety

SS Soclal Studles

PE Physical Education

PQ Personal Qualities
TS Thinking Skills
BS Basic Skills

IF Information

IT Interpersonal

R Resources

T Technology

S Systems
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COURSE SPECIFICATIONS FOR CARPENTRY 1 2,3, AND 4

The STUDENT will be able to

Curriculum Frameworks SC Chamber/SCANS National Goals
Competency Competency/Objective Skills
Number F SiLiH]|S PIT{BII}] SIS|{S|{TIM[A[D
MiLlAalc|Aals]s QisS|siFIiTIRITIsIR|clAlE|IS]|L]F

60900803 Cut and instali celling joist strongbacks X X X[ XITXIX]IXX]IXT]X X[ X]X{X
60900804 Frame celling openings X X X| XX X{X]X]X]X XX X]X
60900805 Lay out roof openings X X X| XX [ X[X[{X[X][X X{IX| X[ X
60900806 Cut and install common rafters X X X|X[XIX|X]X|X]|X XXX X
60900807 Cut and install valiey rafters X X XIX[XIX[XIX{X]X X[ X[ X]|X
60900808 Cut and install hip rafters X X XIXIXIX[XIX[X][X X|X{X]|X
60900809 Cut and install jack rafters X X XIXITX X XIX]X[X X[ X[X][X
60900810 Cut and install a ndgeboard X X XIX]IX{X[X{X]X{X X]TXIX[X
60800811 Frame roof openings X X X[X | XX | X[X[X]IX X | XXX
60900812 Frame gable ends X X X X]IX{X|IX|X[X]X XX | X{X
60900813 Cut and install collar ties X X XTX]IXIX]IX]|X]X]X X | X{ XX
60900814 Install roof trusses X X XXX XX {X}|x|X X | XXX
60900815 Install roof sheathing X X XXX X[X][X]|X]X X{X]|XX
60900816 Lay out common rafters X X XIXIXIX]IX[X{X]|X XXX X
60900900 I DEMONSTRATING SKILLS REQUIRED TO

INSTALL ROOFING MATERIALS
60800801 Apply roof felt paper X X X{ X[ X[ X[ X[x]X X[ X{X]|X
60900802 Install asphall composition shingles X X XX [ X[ X[ X[ XXX X[ XIX]X
60900903 install metal flashing X X XTx[xxx{x]x S ESEIES
60901000 J DEMONSTRATING EXTERIOR FINISHING ]

SKILLS '
80901001 Install exterior sheathing X X X{X|IXIXIX{X]|X][X XXX X
60901002 Install exterior finish materials X X XIX[XIEXIX[X]{X]X XX X[ X
60901003 Frame a boxed cornice X X XIXIXIX|IX[X]XPX X{X| XX
60901004 Install double hung windows X X XIXTX]XITX [ x{XTX XTx|X]X
60901005 Install casement windows X X XIXPX X {XIEXTX X X|X| XX
60901006 Install exterior doors and lock sets X X XEXIX[X]X]X]X | X XX XX
60901007 Install storm doors and windows X X XIXITX]IX]I XX | XX X1 XXX
60901008 Install exterior tnm X X X[XIUXIPX XXX X X|X|X{X
60901100 K DEMONSTRATING INTERIOR FINISHING |

SKILLS {

MATRIX KEY
CURRICUL. UM FRAMEWORKS SC CHAMBER/SCANS SKILLS OALS

M Math

FL Foreign Language

A Visual & Performing Arts
SC-Sclence
LA-~Language Arls

HS Health & Safety

SS Socia! Studies

PE Physical Education

PQ Parsonal Qualities
TS Thinking Skills
BS-~Basic Skills
IF—Information

IT Interpersonal

R Resources
T~Technology

S Systsms
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COURSE SPECIFICATIONS FOR CARPENTRY 1,2 3, AND 4

The STUDENT will be able to

R

Currliculum Frameworks SC Chamber/SCANS National Goals
Competency Competency/Objective Skllis
Number F S{LIBTSTPTPT T [B]T S|{s[s|T{M][A]D]|P
MlLiAalcialslisiejalsis|F|TIRITISIRICIAJElIS|IL]IF]]
60801101 Install plywood paneling X X XXX [ X | X[ Xx][x]X X XXX
60901102 Install hardboard paneling X X X{X|{X[X|X]X]X]X XXX | X
60901103 Cut and install furring X X X|IX]XIXIX][ XXX XX XX
60901104 Install drywall board (Sheetrock) X X XXX X XXX X X| XX | X
60901105 Install interior doors X X XX X[ XXX X]X XIX{X]|X
60801106 Cut and nstall finish flooring X X XIX]IXIX XX {XTX XXX X
60901107 Cut and mstall baseboards, trm, and molding X X XIX X[ XXX {X]X X|X{X|X
60901200 L DEMONSTRATING SKILLS REQUIRED TO
CONSTRUCT A STAIRCASE
60901201 Lay out cut and mstall straight run stringers XX X XUX XXX XXX X[X| XX
60801202 Cut and install nsers and treads X[ X X XXX XIX]IXIX[X XX | X}X

Revision date 07/98

Revised by Harold Knight Fred P Hamilton Career Center Alfred Waters Daniel Morgan Career Center Elis Qates Sumter County Career Center Mark
Philips Kirkland Correctional Institute Charles Wiliams Trenton Correctional Institution L P Rogers Ridgeland Correctional Institution D C
Thomas Allendale Correctional Insttution Ernest Rivers Colleton Courty Area Vocational Center Heyward B unson Wate ee Correctional
Institution Garner W Matthews Lexington Technolngy Center Jessie Sweatt Heyward Career Center Bernard Trott Batesburg Leesvils High
School Johnny Brietenback Cherokee Technology Center Gaffney Kenny Padgett David L Brabham A Shawn Belcher Jim Bullington Robert
Shealy Centex Homes Columbia Alfred Waters Daniel Morgan Area Vocational Center and James Garrison 8 J Skelton Career Center Easley

MATRIX KEY
CURRICULUM FRAMEWORKS SC CHAMBER/SCANS SKILLS NATIONAL GOALS
M Math PQ-Personal Qualihies SR School Readiness
FL Foreign Language TS Thinking Skills SC School Complation
A Vlsual & Performing Arts BS Basic Skills SA Student Achievement & Citizenship
SC Science [F Information TE Teacher Educalion & Professional Development
LA Language Arts IT Interpersonal MS Mathematics & Science
HS Health & Safety R Resources Al Aduit Literacy & Lifelong Learning
SS Soclal Studies T Technology DF Safe Disciphined & Alcohol & Drug Free Schools
PE Physical Education S Systems P! Parental Involvement
T&l 35
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ELECTRICITY 1, 2, 3, AND 4

ACTIVITY/COURSE CODES. 6287, 6288, 6289, AND 6290

COURSE DESCRIPTION
The Electricity program s designed to prepare student for entry level employment as an electrician and elecirician hefper or in related occupations
Electricity student receives Instruction in communication skills leadership skils human relations and employability skills safety effective work

practices and In the installation operation mamntenance and repar of residential electricity systems Laboratory activities provide tnstruction in all
phases of residential electrical wiring in accordance with the National Electrical Code -

OBJECTIVE

Gwven the necessary equipment materials National Electrical Code and instruction the student on completion of the prescribed course of study
will be able to successfully accomplish the following core competencies

Credit 1 2 or 3units

T&l 59
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ELECTRICITY 1, 2, 3, AND 4

RESOURCES

o
Basic Electrical Winng MAVCC Curniculum Mid Amenica Vocational Curriculum Consortium 1500 West Seventh Avenue Stillwater Oklahoma
Electrical Wiring, Residential Delmar Publishing 1983
Elgctricity 1_Devices, Clreuits and Materials Delmar Publishers 1991

Electricity 2 Devices Circuits and Matenals Delmar Publishers 1991

Electricity 3, Motors and Generators, Controls, and Transformers Delmar Publishers 1991

Electricity 4 Motors, Controls and Atternators Delmar Publishers 1991

Electricity Fundamental Concepts and Applications Delmar Publishers 1992

Holzmann Modern Residential Wiring  Goodheart Willcox Co inc

Industrial Electricity Number 6 V TECS Guide Vocational Technical Education Consortium of States Commission on Occupational Education
[nstitutions 1866 Southern Lane Decatur Georgla

Miller Industriai and Residential Electnicity  Glencoe Publishing Co 1988

Restdential Electrical '"Wiring Twelfth Edition Delmar Publishers 1995

Residential Electrical Wiring. instructor s Guide Delmar Publishers 1995

Wheels of Learning_Electrical _Level One — Instructor s Guide Prentice Hall Inc 1996

Wheels of Learning_Electrlcal ~ Level One ~ Trainee Guide Preniice Hall inc 19896

Wheels of Learning Electrical ~ Level Two - Instructor s Guide Prentice Hall Inc 1996

Wheels of Learning, Electncal ~ Level Two — Trainee Guide Prentice Hall inc 1996

T&l 60
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COURSE SPECIFICATIONS FOR ELECTRICITY 1, 2, 3, AND 4

The STUDENT will be able to

Curnculum Frameworks SC Chamber/SCANS National Goals
Competency Competency/Objective Skills
Number F STLIHTSTPEP[T]BT]I s{s|s][TmM]Aa]D
Llajcialsis|elalsls|rlT|rlTIslrRlclAlElIS]|L]F
62870100 A DEMONSTRATING WORK SAFETY
PRACTICES E
62870101 Demaonstrate the ability to work safely XX X | XXX XXX |[X X | X X
62870102 Demonstrate the ability to keep a clean orderly XX X XX |XIXPX[X X1 X X
safe work area
62870103 Operale a fire extinguisher ] X | X XXX X XIX[X X | X X
62870104 Demonstrate the safe and proper use of hand and XX XIX[X[XIX]X][X X1 X X
power fools
62870105 Complele a safety test successfully X | X X|XIXPX | XXX X | X X
62870200 B DEMONSTRATING THE
UNDERSTANDING AND KNOWLEDGE OF
ELECTRICITY
62870201 Demonstrate the structure of matter X1 X X[ X]|X X | X X[ XXX
62870202 Demonstrate and explain the effect of static XX XXX XX XX X|X
electricity
62870203 Describe and demonstrate current flow XX XIX (X XX X XXX
62870204 Demonstrate an understanding of energized XXX XX PXPXPX X)X XX |PX1X
electrical circuits
62870205 Explain and demonstrate the difference between X{X|[X XXX PX XXX XX [ XPX
alternating current and direct current
62870300 C DEMONSTRATING THE ABILITY TO
MAKE BASIC ELECTRICAL
CALCULATIONS DC THEORY
62870301 Perform applied math functions X | X XIXIX]|X{ XXX X|X|X|X
62870302 Demonsirate theory of magnetism X | X X[ XIXIX|{XIX]X XX [ XX
62870303 Calculate voltage current and resistance using XX X[X[X]{X|X]|X]|X XXX X
Ohms Law
62870304 Calculate power using Watts Law X | X X[ XXX X]X|X X|{XIXIX
|
62870305 Calculate power necessary to perform various Poixixyx XXX XXX [ XX XPX XX
electrical jobs |
MATRIX KEY
CURRICULUM FRAMEWORKS $C CHAMBER/SCANS SKILLS NATIONAL GQALS
M Maih PQ Personal Qualities SR Schoot Readiness

FL Foreign Languaga

A Visual & Performing Arts
SC Science

LA Language Arts

HS Health & Safety
$S--Social Studles
PE-Physical Education

TS Thinking Skilis
BS Bas!c Skilis
IF-—-information

IT Interpersonal
R Resources

T Technology

S Systems
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COURSE SPECIFICATIONS FOR ELECTRICITY 1, 2, 3, AND 4

The STUDENT will be able to

Currlculum Frameworks SC Chamber/SCANS National Goals
Competency Competency/Objective Skills
Number F S{LIH]StIPIP|TIB] T T S|SIS|T M|A]D
tiaiclalsis|elals(s]elT|riTisiIRICiAlEISILIF
62870306 Measure volls amperes and resistance using a XXX XXX px X | XXX XXX X
muitimeter
62870307 Measure watls using a wattmeter XXX ]X XIXIX XXX XX XIX| XX
62870400 D DEMONSTRATING SKILLS REQUIRED TO
INTERPRET BLUEPRINTS AND
SPECIFICATIONS
62870401 Identify and explain the purpose of electrical X X X XXX x| x| X]|X X[ xf{x|X
symbols and drawings
62870402 Read dimensions of blueprints using scales and XX XXX xX P XXX XIX]IX]X
tape measures _
62870403 Obtain electnical wiring installation information X | X X|IX[XITX[{X] XXX X1 XXX
from a floor plan
62870404 Convert blueprint dimensions to actual distance X X X{XIX{XIX[X]X]X XX XX
62870405 Analyze bluepnnt information X XX |X|XIX]X]X XX XX
62870500 E DEMONSTRATING SKILLS REQUIRED TO XIXIXIXITX]X | X]X X | XIX|X
ROUGH IN FEEDER CIRCUIT CABLES
AND CIRCUITS ]
62870501 Demonstrate and list the organizational structure X1 X{X XXX XiX ]| XX XX X
or the National Electrical Code
62870802 Determine wiring methods and materials X XIXPX{X|IX]IX]X X XXX
62870503 Rough in Romex cable to outlet boxes and X X|XPXX{XE X)X XXX [X
distribution panels
62870504 Rough 1 ~rmored cable to junction and outlet XX XX | XXX ¥[X XX XX
boxes
62870505 Determine wiring for S1 S2 S$3 and S4 switchss XX XXX XPX[X]X X|IX[{X]X
62870506 Install duplex spht wired and moisture resistant X1 X XXX X|X]|X|X XX X|[X
receptacles
62870507 Define grounding according to tne National XX XXX Xt XIX[X X[ XXX
_ Electrical Code Arlicle 250
62870508 Identify nstall and size boxes according to the XX XXX | XX XX X | XXX
National Electrical Code Article 370
MATRIX KEY
CURRICULY E SC CHAMBER/SCANS SKILLS A
M Math PQ-Pgrsonal Qualities SR School Readiness

FL Foreign Language

A Visual & Performing Arts
SC Science
LA—-Language Arts

HS Health & Safety

SS Soclal Studies

PE Physical Educalion

TS Thinking Skills
BS Basic Skills
IF Information

IT Interpersonal
R Resources

T Technology

S Systems
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COURSE SPECIFICATIONS FOR ELECTRICITY 1, 2, 3, AND 4
The STUDENT will be able to
Curricutlum Frameworks SC Chamher/SCANS National Goals
Competency Competency/Objective Skills
Number F STLIH PIPlT Bt ]! s{TIm]A]D]P
mlLialclals EJlQlsisS]FlTIR]T!S AlElIS]LLIFL
62870509 Install and connect hights controlled by dimmers [[ X XXX XIX|X XXX |X X| X X
and switches
62870510 Install fans controlled by swilches X X|X|X XXX {X{X[X]X X[ X X
62870511 Instali external lights X X | XX XXX X{X|X]X X { X X
62870512 Install circuit breakers and ground fault circuit§| X XX XXX XXX X XXt XX
interrupters
62870513 Balance total load X X[ X XXX X{XEX]X XIX|X{X
62870600 F  DEMONSTRATING SKILLS TO MAKE
SERVICE ENTRANCE INSTALLATIONS iIN
ACCORDANCE WITH NEC ARTICLE 230
62870601 Size service enirance conductors according to || X XX XIXIX [ XPXiX][X XX | X)X
Article 230 and 310 of the National Electrical
Code
62870602 Install and ground service entrance equipment X XX XX XXX XX X[ XXX
62870603 Install/Connect mobile home service X XX X{X X X]X]X[X XXX | X
62870604 Demonstrate the ability to install an underground || X XXX XX [ X[ X[ X|X}iX XX X]X
service
62870700 G DEMONSTRATING THE ABILITY TO
MAKE BASIC ELECTRICAL
CALCULATIONS, AC THEORY .
62870701 Calculate voltage current resistance and power || X X XXX ]X XX X
for AC circuits by applying Ohm's Law anc Watts
Law
62870702 Calculate capacttance and inductance values X X X XIX]1X[X X1X X
62870703 Demonstrate knowledge of solid state devices X X X X|X{XiX XX X
62870800 H DEMONSTRATING SKILLS REQUIRED TO
INSTALL ALARM  COMMUNICATION
AND CONTROL CIRCUITS
62870801 Construct conlrol arcuts from schematics (1 e X X X[X{X X XX X
bell low voltage hghting etc )
62870802 Install emergency alarm systems X X X X|{XIX|Xx XX X
62870900 | DEMONSTRATING SKILLS IN BASIC
MATRIX KEY
CURRICULUM FRAMEWORKS $C CHAMBER/SCANS SKILLS NATIONAL GOALS
M Math PQ-Personal Qualities SR School Readiness
FL Foreign Language TS Thinking Skills SC School Completion
A Visual & Performing Arts BS Basic Skills SA Student Achievement & Citizenship
SC Sclence IF Infermation TE Teacher Education & Professional Development
LA Language Arls IT Interpersonat MS Mathematics & Science
HS Health & Safety R Resources AL Adult Literacy & Lifelong Learning
SS Socdl Studies T Technology DF Safe Disciplined & Alcohol & Drug Free Schools
PE--Physical Education S Systems Pl Parental involvement
T&1 63 |




88€6€003d

—

€610-9€€€ 430

SLLLZ X3l

COURSE SPECIFICATIONS FOR ELECTRICITY 1,2, 3, AND 4

The STUDENT will be able to

Curriculum Frameworks SC Chamber/SCANS National Goals
Competency Competency/Objective Skllls
Number F S{L|IRIS|{P]P}IT|B | ] SI{IS|S| T|IM}IA]|D
MmlelalclalsislelalsistFiTIRIT|S]RIC|AIE|SILIF
CONDUIT BENDING AND FiLL
62870901 Identify basic conduit materiais and straps X XXX IXIX | XXX X XXX
62870902 Demonstrate cutting and reaming EMT X XX X[ X]X]IXIX[X X X
62870903 Make 80 degree bends X X | XX XXX [ X]X]|X X X
62870904 Make various offsets X X[ X]X XIXITX]I XXX X X
62870905 Make three point saddles X X | X[ X XXX X]|X]X X X
62870906 Make back to back 90 degree bends [ X XXX XXX XXX X X X
62870907 Determine conduit fill X X XX | XX
62871000 J DEMONSTRATING SKILLS IN
ELECTRICAL CONTROLS AND DEVICES
62871001 Demonstrate knowledge of control symbols X X X XXX X | X X1 X
62871002 Describe and connect various Industriat relays [| X X X XXX XX XX
and starters
62871003 Demonstrate knowledge of control wiring X X X X{X|[X XX XX
62871004 Install sensing and control devices X X X XX {X[X]X}X X1 X
62871100 K DEMONSTRATING SKILLS IN WORKING
WITH AC/DC ELECTRIC MOTORS
TRANSFORMERS AND GENERATORS
62871101 Demonstrate the operatirg charactenstics of || X X X X | X|X]|X XX X | X
different types of AC/DC motors
62871102 Change direction of rotation of electric motors X X X X|X{XiX XX XiX
62871103 Describe the basic operatlon of the AC generator _{j X X X XIX[X[X XX XX
62871104 Describe the construction and operaling || X X X XX X}|X XX XX
characteristics of transformers
62871105 Describe various types of transformer connections {} X X X XXX X XX X1 X
and the result of these connections

Revision date 05/99

Revised by Perry Cook Timberland High School James Hutto Fairfield County Career Center Eddie McKenzie Hartsville High School and Robert Wendell

Sumter County Career Center The following electrical instructors reviewed the revised competencies

CURRICULUM FRAMEWORKS
M Mah

FL Foreign Language

A Visual & Performing Arts
SC Sclence

LA Language Arts

HS Health & Safety

S8 Soclal Studies

PE Physical Education

MATRIX KEY
§C CHAMBER/SCANS SKILLS
PQ Personal Qualities
TS Thinking Skills
BS Basic Skills
IF Information
1T Interpersonal
R Resources
T-Technology
S Systems
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COURSE SPECIFICATIONS FOR ELECTRICITY 1, 2, 3, AND 4

The STUDENT will be able to

School Robert Blackwell Heyward Career Center John Hill Chesterfield High School Bl Kerr Garrett School of Technology Donell Martin
Calhoun County High School John McClary Baptist Hill High School Tom Miller Chinton High School Alexander Mills Beaufort Jasper Career
Education Center Robert Mise Barnwell County Vocational Center Otto Pierce Hemingway Vocational Education Center Duane Robmson F E
DuBose Vocational Center Reger Smith Orangeburg Technical Center Brian Stewart B J Skelton Career Cenler Chuck Tolle Dorchester County
Career School and Dennis Turner Florence Career Center Members of the Carolinas Electrical Contractors Association Inc who reviewed the
competencies  John Bardsley Utilities Construction Co Inc  Butch Brogdon Brogdon Electric Michael L Mapes Watkins Engineers &
Censtructors Mike Richardson Atlaniic Eleciric Co Inc and Jackie G Clarkson Career Davelopment Director Carolinas Electrical Contractors

Assoclation
MATRIX KEY
CURRICULUMN FRAMEWORKS $C CHAMBER/SCANS SKILLS
M Malh PQ Personal Qualities
FL Foreign Language TS Thinking Skills
A Visual & Performing Arts B8S-Basic Skills
SC Sclence IF information
LA Languags Arts IT tnterpersonal
HS Health & Safety R Reasources
S$S Social Studies T Technology
PE Physlical Education S Systems
T&l 85

-

NATIONAL GOALS
SR Scheol Readiness
SC School Completion
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Pl Parental Involvement
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MASONRY 1, 2, 3, AND 4

ACTIVITY/COURSE CODES. 6250, 6251, 6252, AND 6253

COURSE DESCRIPTION

The Masonry program is designed fo prepare student to perform entry level masonry tasks under the supervision of an experienced mason
Masonry student receives instruction In constructing and repairing walls partitions arches fireplaces floors and walks Included in the course of
study Is tnstruction In spacing layouts and alignment of bricks and blocks

OBJECTIVE

Given the necessary equipment materials and instruction the student on completion of the prescribed course of study will be able to successfully
accomplish the following core compstencies

Credit 1 2 or 3 unts
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MASONRY 1, 2, 3, AND 4
RESOURCES

Bricklayer  Volume 36 V TECS Catalog Vocational Technical Education Consortium of States Commussion on Occupational Education
institutions 1866 Southern Lane Decatur Georgia

Exploring Construction Technology MAVCC Curriculum Mid America Vocational Curnculum Consortium 1500 West Seventh Avenue Stillwater
Oklahoma

Kicklighter Clois £ Modern Masonry Goodheart Willcox Company Inc 1985
Kreh Richard T Masonry Skills Delmar Publishers Inc 19090

Masonry Worker Number 5 V TECS Guide Vocational Technical Education Consortium of States Commussion on Occupational Education
Institutions 1866 Southern Lane Decatur Georgia

Residential Masonry Giencose Publishing Division 1989

SmithR C T L Honkala and C K Andres Masonry Materials Design Construction Reston Publishing

Wheels of Learning. Masonry — Level One - Instructor s Guide  Prentice Hall Inc 1996

Wheels of Learning Masonry — Level One ~ Trainee Guide Prentice Hall Inc 1996

Wheels of Learning Masonry - Level Two — Instructor s Guide Prentice Hall Inc 1996

Wheels of Learning. Masonry — Level Two — Trainee Guide Prentice Hall Inc 1996
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COURSE SPECIFICATIONS FOR MASONRY 1, 2, 3, AND 4

The STUDENT will be able to

m

Curriculum Frameworks SC Chamber/SCANS National Goals
Competency Competency/Objective Skills
Number F STL[HTS FP{T[B V] S[SsTSs[TIMIATD
Lialcialstis cislslrFlTiRrRIT[S]RJC{AJE]lSILIEF
62500100 A PERFORMING WORK SAFETY PRACTICES
62500101 Demonstrate the ability to work safely X[ X X X XX XX X
62500102 Demonstrate the ability to keep a clean orderly
safe wark area X | X X | X XIX|X|X X | X X[ XiX]|X
62500103 Operate a fire extinguisher XX X | X X| XXX X { X XX XX
62500104 Demonstrate the safe use of hand and power tools
X | X X | X XIX1X | X X | X XX X{X]|X
62500105 Complete safsty test X | X X1 X X|X|X]|X XX X[ X[ X]|X|X
62500200 B DEMONSTRATING SKILLS IN THE PREPA
RATION OF FOUNDATIONS AND FOOT-
INGS
62500201 Demonstrate the ability to read a rule or tape
measure X X | X X[ X] XX X1 X X[ X | X{X
62500202 Set up batter boards and attach building line X XX X[ X[ X[ X XX XX XX
62500203 Locate and square carners X X | X X | X[ X[ X X]X]X X[ XX | X
62500204 Locate and maxe excavation lines X X | X X | XXX XXX X X{X|X
62500205 Set up scaffolding X{X | X | X|{X]|X XX X[ X X{X[X|X
62500300 C DEMONSTRATING SKILLS USED IN POINT
ING AND JOINTING BRICK L 1
62500301 Estimate brick masonry units X X | X X|X[| XX
62500302 Hand cut and saw brick X XX X XXX
62500303 Hand and machine mix martar X XX XXX |X
62500304 Set up mort ir boards and place mortar X X | X X{X[X|X
62500305 Bond a brick wall X X | X XXX X
62500306 Spread mortar X X | X X| XXX
62500307 Lay a stretcher course to the line X X | X X X X[ X]X
62500308 Lay a full header course tc the line X X | X X X X[ X]X
62500309 Lay a brick corner X XX X X|X[X]|X
62500310 Lay a Flemish bond wall X XX X XX | XX
62500311 Lay a common bond wall X X | X X XXX X
62500312 Lay a stack bond wall X X i X X XX XX
MATRIX KEY
CURRICULUM FRAMEWORKS SC CHAMBER/SCANS SKILS NATIONAL GOALS

M Math

FL Foreign Language

A Visual & Performing Arts
SC Science
LA-Language Arts

HS Health & Safety

58 Soclal Studigs

PE Physical Education

PQ Personal Qualities
TS Thinking Skiils
BS Basic Skils

IF Information

IT interpersonal

R Resources

T Technology

S Systems

T&l 137

SR School Readiness

SC School Completion

SA Student Achievement & Citizenship

TE Teacher Education & Professional Development
MS Mathematics & Sclence

AL Adult Literacy & Lifelong Learning

DF Safe Disciplined & Alcohol & Drug Free Schools

Pl Parental Involvement
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COURSE SPECIFICATIONS FOR MASONRY 1, 2, 3, AND 4

The STUDENT will be able to

Curriculum Frameworks SC Chamber/SCANS National Goals

Competency Competency/Objective Skills
Number F S|LIH|{S|P]IP T |BY{I | SIS|{S|{T|M[A|D

LI|AJClA|SIS|EJQ!SISIFITIRITISIRICIAIE|ISILI]F
62500313 Tool brick joints X X1 X X XXX X
62500314 Raise a brick foundation wall X X | X X X | XXX
62500400 D DOEMONSTRATING SKILLS USED IN POINT

ING AND JOINTING BLOCKS
62500401 Estimate block masonry units X | XX X XX {X]|X
62500402 Hand cut and saw blocks X X X X|X X X X[ X]|X
62500403 Set up mortar boards and place montar X[ X]X X XXX | X
62500404 Bond a block wall XXX X X | X | XX
62500405 Spread mortar X X{ XX X XIXIX]X
62500406 Lay a stretcher course 1o the line XXX X XXX ]| X
62500407 Lay a full header course to the line X X XTI XX X XXX X
62500408 Lay a stack bond pattern wall X XXX X XXX ]|X
62500409 Lay a running bonc wall X XXX X XXX ]| X
62500410 Tool block joints X XXX X X[ XXX
62500411 Lay a block corner X X1 XX X XXX X
62500412 Raise a block foundation wall X X | XX X XXX ]X
62500413 Clean a block wall X XXX X XXX |{X
62500500 E DEMONSTRATING SKILLS USED IN BRICK
CONSTRUCTION
62500501 Mark windowsill_window and door heights XPX{X]XIX XXX X X]X[X X|XIX|X
62500502 Mark courses to height XXX XX XIX]X]IX{X][X]X X|XIXIX
62500503 Set up corner poles (speed leads) XIXPX[X]X XIXIX|IX[X]|X]X X|X{X1X
62500504 Construct a brick veneer wall X[ X|XIX]X XX XX X]X|X XX | X | X
62500505 Lay bricks under frieze board X| XXX X X XIX X[ XXX XX X]X
62500506 Lay a rowlock wincowsill X{X{X|I XX XTX[ XX [Xx]X]|X X|I XXX
62500507 Install wall anchors and ties XX X[X]X XIXIXTXIX]PX X XI XXX
62500508 Construct a cavity wall XXX XX XIPX]IX]IX]PX]PXIX X{X{X]|[X
62500509 Form a corbel X X{X]IX]|X XIX[ XXX XX XXX X
62500610 Construct a column and pier XX | X[ XX XIPX]IXIXPX]| XX X[ XXX
62500511 Construct a wall containing pilasters XIXTXIX]X XXX X [ XXX X[ XXX
62500600 F DEMONSTRATING SKILLS USED IN BLOCK
MATRIX KEY
CURRICULUM FRAMEWORKS SC CHAMBER/SCANS SKILLS NATIONAL GOALS
M Math PQ Personal Qualities SR Schoo Readiness

FL Foreign Language

A Visual & Performing Arts
SC Sclence
LA~Language Arts

HS Health & Safely

SS Soclal Studies
PE~Physical Education

TS Thinking Skills
BS Basic Skills
IF Information

IT Interpersonal
R Resources

T Technelogy
S5-Systems
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COURSE SPECIFICATIONS FOR MASONRY 1, 2, 3, AND 4

The STUDENT will be able to

—_—

Curriculum Frameworks SC Chamber/SCANS National Goals
Competency Competency/Objective Skills
Number F STLIH[STFIPIT BT S[S|S|TIWM|ATD
LtLialclalstisleElalsisiFi{TIR|TISIRICIAIELISIL]F

CONSTRUCTION
62500601 Construct a story pole for a concrete block wall XX XXX X|XIX|X]| XXX XX |X]X
62500602 Lay out and bond doors and windows X|X|X|X]|X XX [ XX X]|X]X XIX]XiX
652500603 Construct a reinforced block wall XIXIX]IX]X XXX X XXX XIX{X|X
62500604 Insiall wall anchors and ties XX | X[X]|X XIXIX[X|X]X]X XX | XX
62500605 Install expansion joints XXX X]|X XXX | X[ X[X]TX XIX|X]X
62500606 Setlintels XX X)X
62500607 Construct 4 wall containing pilasters
62500700 G DEMONSTRATING SKILLS USED IN CON

STRUCTING CHIMNEYS AND FIREPLACES
62500701 Lay out a chimney X1 X X XIXP XX XXX X{XIX X
62500702 Set flues X X X X| XXX X | X XX X]X
62500703 Cut a flue liner X X X X1 X[ X1 X X | X XX X[X
62500704 Lay an outer hearth X XXX
62500800 H DEMONSTRATING SKILLS USED IN CON

CRETE FLAT WORK
62500801 Estimate concrele for a slab X X X X1 X! xX|x X | X X | XX
62500802 Mix concrete XIXIX[XEXIX[XTX]X]X]X X i X X1 X]|X
62500900 | DEMONSTRATING SKILLS USED IN VARIA

TIONS OF COMMERCIAL WORK
62500901 Construct a composite wall X X XXX X][X]X XX
62500902 Construct a retaining wall X X XXX X]X{X X | X XX XX
62500903 Lay a masonry floor X X X|XIX[X[X1X X | X XIX | XX
62500904 Lay a masonry walk X X X[ X[ x{ x| X]|X X | X X[ X{X{X
62500905 Construct a fireproof wall X X X]IXIX{X|X|X X | X XX X|X
62500906 Lay a flight of steps X X XIXEXIXIPX]X X | X

Revision date 07/98

Revised by Edward Mims R D Anderson Applied Technology Center Alonza C Lewis Lexington Applied Technology Center Louis Coffey Aiken County
Career Center Thomas Felder Sumter County Career Center Richard A McKnight Hannah Pamplico High School Willle Leaverette Jr Barnwell

CURRICULUM FRAMEWORKS
M Math

FL Foreign Language

A Visual & Performing Aris
SC Science

LA Language Arts

HS Health & Safety

SS Social Studies

PE Physical Educatan

SC CHAMBER/SCANS SKILLS

MATRIX KEY

PQ-Personal Qualities

TS Thinking Skills

BS--Basic Skills
IF Information

IT Interpersonal

R Resources
T Technology
S Systems
T& 139

NATIONAL GQALS
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SC School Completion
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MS Mathematics & Science
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Pl Parental Involvement
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COURSE SPECIFICATIONS FOR MASONRY 1 2, 3, AND 4
The STUDENT will be able to

U S

County Vocational Center Max D Randolph Dutchman Correctional Center Enoree Roy L Sherman Sherman Masonry Company Greenviile
Tracy Blanton Cherokee Technology Center Billy Ray Hailstock Simon and Ware Construction Company Greenville Ronnie Meece Harper
Construction Greenvile Jerry Meece Cherokee Masonry Gaffney David Kelly Kelly Masonry Pendleton and Roy C Bryant B J Skelton Career

Center Easley

CURRICULUM FRAMEWORKS
M Math

FL Foreigr Language

A Visual & Performing Arts
SC Science

LA Language Arts

HS Health & Safely

SS Soclal Studies

PE Physical Education

MATRIX KEY
$C CHAMBER/SCANS SKILLS
PQ Personal Quahties
TS Thinking Skills
BS Basic Skills
IF~Information

IT interpersonal
R—-Resources

T Technology
S~Systems
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NATIONAL GOALS
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Pl Parental Involvement
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PLUMBING 1, 2, 3, AND 4

ACTIVITY/COURSE CODES. 6280, 6281, 6282, AND 6283

COURSE DESCRIPTION

The Plumbing program 1s designed to prepare student to perform entry level plumbing tasks under the supervision of an experienced licensed
plumber  Included n the course of study 1s nstruction related to plumbing system designs assembly installalion and repaw including heating
water and drainage

OBJECTIVE

Given the necessary squipment materials and instruction the student on completion of the prescrnbed course of study will be able to successfully
accompliish the following core competencies

Credit 1 2 or3unis

T&l 141
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PLUMBING 1, 2, 3, AND 4

RESOURCES

Plumbing Number 7 V TECS Guide Vocational Technical Education Consortium of States Commission on Occupational Education Institutions
1866 Southern Lane Decatur Georgia

Plumbing Technology Design and Installation Delmar Publishers 1989

Plumbing Technology Design and Installation Second Edition Delmar Publishers 1994

Plumbing Technology Design and installation. Instrugtor s Guide Second Edition Delmar Publishers 1994

Residential Plumbing MAVCC Curniculum Mid America Vocational Curriculum Consortium 1500 West Seventh Avenue Stilwater Oklahoma

Suliivan  Plumbing Installation and Design Prentice Hall Inc Englewoad Cliffs New Jersey 1980

Theesse Plumbing Fundamentals Gregg Division/McGraw Hill

Wheels of Learning Plumbing ~ Leve!l One - Instructor s Guide Prentice Hall 1996

Wheeis of Learning Plumbing - Level One - Tranee Guide Prentice Rall 1996

Wheels of Learning, Plumbing - Level Two - Instructor s Guide Prentice Hall 1996
Wheels of Learning Plumbing ~ Level Two - Trainee Guide Prentice Hall 1996

T&1 142




86£6£003d

—

£910-9€€€ 43Q

€TLLZ X3y

COURSE SPECIFICATIONS FOR PLUMBING 1, 2, 3, AND 4

The STUDENT will be able to

Curnculum Frameworks SC Chamber/SCANS National Goals
Competency Competency/Objective Skllis
Number F SfL]THA[S]P[P[T[B] ]I S[S[S{T[M[ATD
M{LIAJCIA!ISIS|ElQIS|{SIFIT|IRITISIRICIAIC|ISILIF
62800100 A PERFORMING WORK SAFETY PRACTICES
62800101 Oemonstrate the ability to work safely X[XTxTx X
62800102 Demonstrate the abiity to keep a clean arderly
safe work area X X
62800103 Operate a fire extinguisher X
62800104 Demonstrate the safe use of hand and power tools «
62800105 Complete safety test XXX
62800106 Be aware of first aid procedures XXX
62800200 B DEMONSTRATING BASIC MEASURING
SKILLS
62800201 Read a rule/tape measure X XX
62800202 Measure linear measurements X XX
62800203 Measure from center of fittings X X {X
62800204 Calculate take out for fittings using standard charts < « | x
62800205 Calculate make up for fittings using standard
charts X XX
62800300 C DEMONSTRATING BASIC PIPE CUTTING
AND JOINING TASK SKILLS
62800301 Measure and mark a predetermined length on a
pipe X X
62800302 Use hand tonls to cut a length of steel pipe X X
62800303 Use hand tocls to ream steel pipe XX
62800304 Use hand lools to cut pipe threads X1 X
62800305 Set up and use a hacksaw X | X
62800306 Solder copper tubing X1 X
62800307 Cut ream_and flare copper tubing ] e X | X
62800308 Set up and light a propane furnace
62800309 Set up an inflatable rubber test plug in a pipe
62800310 Set up a mechanical test plug in a pipe
MATRIX KEY
CURRICULUM FRAMEWORKS SC CHAMBERISCANS SKILLS NATIONAL GOALS
M Math PQ Persona Qualities SR School Readiness

FL Forelgn Language

A Visual & Performing Arts
SC Sclencs

LA Language Arts

HS Health & Safety

88 Social Studies
PE—~Physical Education

TS Thinking Skills
BS Basic Skills
IF informaton

IT Interpersonal
R Resources

T Technology
S-—-Systems
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COURSE SPECIFICATIONS FOR PLUMBING 1,2,3, AND 4

The STUDENT wili be able to

CURR|CULUM FRAMEYORKS
M Math

FL—Foreign Language

A Visual & Performing Arts
8C Sclence

LA Language Arts

HS Health & Safety

SS Soclal Studies

PE Physical Education

PQ Parsonal Qualites
TS Thinking Skills
BS Basic Skills

IF Information

IT Interpersonal

R Resources

T Technology

S Systems

T& 144

Curricutum Frameworks SC Chamber/SCANS National Goals
Competency Competency/Objective Skills
Number F STLIH[S[PEPTT BT 1] S|SIS|T|IMIAID
tlalcials|slefao|sis|F|TIR|TIS]IRICclAalels]|L]F
62800311 Grind a flat tip screwdriver
62800312 Grind the head of a cold chisel or punch
62800313 Sharpen a cold chiset
62800314 Cut, ream lhread, and join galvanized steel pipe
62800315 Measure cut and join cast rron pipe
62800316 Cut ream and join copper tubing
62800317 Cut and join plastic and PVC pipe
62800400 D DEMONSTRATING PLUMBING SYSTEMS
INSTALLATION SKILLS WATER SYSTEMS
| 62800401 Compute the cost for plumbing supphes
62800402 Rough in water supply iines for bathtubs
62800403 Rough in water supply lines for water closets
62800404 Rough in water supply iines for water heater
62800405 Make water pressure tests on water supply
systems
62800406 Install a water closet (floor mount)
62800407 Install a lavatory {wall hung type)
62800408 Install a bathtub (5 recessed) _
62800409 Install an electric water heater
62800410 Install a dishwasher
62800411 Install a garbage disposal unit
62800412 Install 2 gas water heater
62800500 E DEMONSTRATING PLUMBING SYSTEMS
INSTALLATION SKILLS DRAINAGE SYS
TEMS
62800501 Label a cross section of a P trap X X
62800502 Identify fittings required on a drainage system X X
62800503 Install a bathtub waste overflow and trap for a
two story building X X
MATRIX KEY
SC CHAMBER/SCANS SKILLS NATIONAL GOALS

SR School Readiness

SC School Completon

SA Student Achlevement 8 Citizenship

TE Teacher Education & Professional Development
MS Mathematice & Science

AL Adult Literacy & Lifelong Learning

DF Safe Disciplined & Alcoho! & Drug-Free Schools

Pl Parental involvement
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COURSE SPECIFICATIONS FOR PLUMBING 1, 2, 3, AND 4

The STUDENT will be able to

Curriculum Frameworks SC Chamber/SCANS Nationat Goals
Competency Competency/Objective Skills
Number F STL[H[S|[PIP]TTEBT T STsfs[TIM]A]D
MILIAJCIA|SIS|ElQiS|{S|FITIR|TISIRICIAIE|S|LI|F

82800504 Install a prefabricated shower base drain X X X
62800505 Lay out trench lines X X
62800506 Caleulate the slope required for building sewer

lines X X
62800507 Demonstrate knowledge of proper Installation of

drainpipe in frenches X X X
62800508 Demonstrate knowledge of proper backfiling of

trenches X X
62800509 Install sl or waste back vents X X X
652800510 install cleanouts on drains X X
62800511 Rough in waste lmes and vents for buitin

lavatories X X X
62800512 Rough in waste lines and vents for bathlubs X X X
62800513 Secure with hangers horizontal and vertical lines of

pipe to masonry surfaces X X
62800514 Secure with hangers horizontal and vertical lines of

pipe to wood surfaces X X | |
62800515 Secure with hangers horizontal and vertical ines of

pipe to metal surfaces X X
62800516 Install vent terminals (roof flashing) X
62800517 Inspect a plumbing system X
62800518 Demonstrate knowledge of septic tank and drain

field installation X
62800600 F DEMONSTRATING PLUMBING SYSTEMS

TESTING SKILLS
62800601 Pressure test water systems XX
62800602 Pressure test gas systems XX
62800603 Pressure test dramn systems XX
62800700 G DEMONSTRATING MAINTENANCE AND
REPAIR SKILLS
62800701 Replace a iavatory trap X X
MATRIX KEY
CURRICUL UM FRAMEWORKS SC CHAMBER/SCANS SKILLS NATIONAL GOALS
M Math PQ Personal Qualities SR School Readiness

FL Foreign Language

A Visual 8 Pe-forming Arls
SC Science

LA Language Arts

HS Health & Safety

8§ Soclal Studies

PE Physical Education

TS Thinking Sklills
BS Basic Skilis
tF Information

IT Interpersonal
R Resources

T Technology

S Systems
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SC School Completion

SA Student Achievement & Cilizenship

TE Teacher Education & Professional Development
MS Mathematics & Science

AL Aduit Litcracy & Lifelong Learning
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P! Parentai Invoivement




COURSE SPECIFICATIONS FOR PLUMBING 1, 2, 3, AND 4

The STUDENT will be able to

10¥#6€003

Curriculum Frameworks SC Chamber/SCANS National Goals
Competency Competency/Objective Skllis
Number F SILIH]STPEPTITTBT 1] SIS IS}ITIMIAIDIP
MlLlAlClAlsiSIEQISiS]FITIRITISIRICIAIEISILIF]I

62800702 Clear obstructions from a lavatory drain X X
62800703 Clear obstructions from a water closet drain X X
52800704 Clear obstructions from a main drain iine X X
62800705 Install a prefabricated alr chamber in a water

supply line X X X
62800706 Replace a section of galvanized water supply line y x .
62800707 Thaw a frozen pipe with a plumber s torch X X
62800708 Reparr a leaking water faucet or valve X X
62800709 | Repar a Jeaking shower valve X X
62800710 Replace a gas water healer X X X
62800711 Repair a ball cock on a water closet X L X
62800712 Use hand tools to inspect/repair a washer on a l

globe valve X X
62800800 H READING BASIC BLUEPRINTS
62800801 Draw and interpret simple 1sometric sketches X X X
62800802 Determine pipe sizes for a hot and cold water

system for & two story house X X X

Revision date 07/98

Revised by Richard Baer Foothills Career Center Jack Duncan Jr J D Plumbing Company Carl Tilman Tillman Plumbing Greg Gill AAA Supply
Greenville Burt F Phillips Cutler Hammer Sumter Elwood Shelly H & R Metal James Parker Glasscock Inc Sumter Ketth D Qakley Krohnert
Stanless Inc Manning Chris Corley Corley Plumbing Greenville Wayne Edwards Edward Plumbing Greenville James P Herrn Cherokee
Technology Center Gaffney and Reid Hearn Mechanical Contractors Association of South Carolina
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MATRIX KEY
CURRICULUM FRAMEWORKS SC CHAMBER/SCANS SKILLS NATIONAL GQALS
M Math PQ Personal Quaities SR School Readiness
FL Foreign Language TS Thinking Skills SC School Completion
A Visual & Performing Arts BS Basic Skills SA Student Achievement & Citizenship
SC Science IF Information TE Teacher Education & Professional Development
LA—-Language Arts IT Interpersonal MS Mathematics & Science
HS~-Health & Safety R Resources AL Adult Literacy & Lifelong Learning
SS Soclal Studies T Technology DF--Safe Disclplined & Alcohol & Drug Free Schools
PE Physical Education S-Systems Pl Parental involvement
T&} 146




ARCHITECTURAL DESIGN 1 and 2

Course Codes 6170 and 6171

COURSE DESCRIPTION

The architectural design course prepares students to perform entry-level tasks
under the supervision and guidance of architects and/or architectural engineers
in the development and preparation of plans for residential and/or commercial
buildings Instruction 1s given in design technology and techrniques computer-
aided design zoming laws building codes cost planning matenal requirements
stying and client preferences Upon successful completion of the architectural
design course students will'be prepared for postsecondary education and entry-
level architectural-related careers

RESOURCES

Sec the Web site for the South Carolina Instructional Materials Central

Depository http //www sctexthooks com to see a more detailed hst including

prices of the current state-adopted resources

State adopted resources (adopted June 1. 2001)

Applying AutoCAD 2000 A Step-by-Step Approach Student Edition Giencoe
Publishing Division ISBN 0026685892 2000

Architectural Drafting and Design Student Edition Delmar Pubhshers ISBN
0766815463 2001

Architecture Drafting and Design Student Edition Glencoe Publishing Division
ISBN 0026370670 1998

Architecture Residential Drawing and Design Student Edition Goodheart-Wilicox
Company ISBN 1566375908 2000

Mecharical Drawing CAD-Communications Student Edition Glencoe Publishing
Division ISBN 0026673582 1997

Technical Drawing Student Edition Delmar Pubiishers ISBN 076680531X 2000

Addittonal, committee-recommended resources

OBJECTIVE

Given the necessary equipment matenals and instructon the student on
completion of the prescribed course of study will be able to successfully
accomphsh the following core competencies

CREDIT
1 2 or 3 units

UNIT A PERFORMING WORK SAFETY PRACTICES
1 Apply safety policies and procedures

2 Maintain aclean orderly safe work area
3  Operate a fire extinguisher

TEX_ 21727
DEF_3336-0167
REC039402




UNIT B

UNIT C

UNIT D

UNIT E

DEMONSTRATING FREEHAND SKETCHING SKILLS

N AP WN -

Sketch straight ines

Sketch circles and arcs -
Sketch curved lines

Sketch multi-view drawings

Sketch pictonal drawings

Draw freehand technical lettering

Indicate overall dimensions

DEMONSTRATING BASIC DESIGN TECHNIQUES (STANDARD

AND METRIC)

1

()16 RSN AV IS

= © o~

12
13

Select proper drawing equipment to complement the design
media

Measure using standard scales/measunng devices

Draw straight lines and angles

Draw circles and arcs

Draw wregular curved kines

Demonstrate proper use care and adjustment of design
equipment

Draw line symbols using alphabet of lines

Draw geometnc figures using straight and curved lines
Draw borderhnes and title block

Perform drawing setup to apphcable standards (e g setting
layers hne type and width)

Identify and use view and display commands (e g zoom pan
viewports and rotation)

Format enter and edit text on a drawing

Edit copy and manipulate drawing entities (e g properties,
stretch trimming and scaling)

DEMONSTRATING PRELIMINARY FREEHAND LAYOUT SKILLS

A WN =

Sketch preliminary floor plans

Sketch preliminary elevation views

Sketich preliminary sections

Hand-letter drawings (letters and numbers)

DEMONSTRATING ARCHITECTURAL DESIGN SKILLS

W -

Draw floor plans

Draw foundation plans

Set and control dimensioning styles

Dimension vanous types of architectural plans and details

TEX_21728
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UNIT F

UNIT G

UNIT H

Prepare a window door and finish schedule

Draw exterior elevations

Draw intenor elevations

Draw roof plans

Draw related architectural plans (e g mechanical electncal
or civil)

Draw foundation sections

Draw floor sections

Draw wall sections

Draw stair sections

Dimension section drawings

Locate section views on drawings

Create a site plan

Apply standard building codes to architectural plans
Prepare presentation drawings

COMPUTER LITERACY

Hardware

1

ldentify hardware components of a CAD computer system

Operating System
2

3
4
5

6

Format disks and copy delete rename save and back up
files and folders

Identify create and use folders and directory structures
ldentify vanous file formats (e g wmf bmp and jpeq)
Import and export data files between formats (eg IGES and
DXF)

Use saoftware help features

DEMONSTRATING CAD SPECIFIC SKILLS

1
2
3

4
5

Use the graphical user interface

Create retneve edit and use symbol hbranes

Use inquiry commands to extract drawing data (list distance
and area)

Control entity properties

Plot/Pnint drawing to appropnate scale

DEMONSTRATING BASIC SKILLS TO PRODUCE 3-D
DRAWINGS

1
2

Create 3 D architectural drawings
Create 3-D architectural renderings

TEX_21729
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COMPUTER AIDED DRAFTING 1, 2, 3, AND 4

ACTIVITY/COURSE CODES: 6170, 6171, 6172, AND 6173

COURSE DESCRIPTION

The Computer Aided Drafting untt 1s an Integral part of the Architectural and Mechanical Drafting programs and 1s designed to prepare student to
perform entry level tasks under supervision Instruction includes the basic computer theory ard operation use of programs n architectural design
and preparalion of plan< and use of programs in mechanical design and preparation of working drawings

OBJECTIVE

Given the necessary equipment materials and Instruction the student on completion of the prescribed course of study will be able to successfully
accomplish the following core competencies

Credit 1 2 or3unis

T&! 49
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COMPUTER AIDED DRAFTING 1, 2, 3, AND 4

RESOURCES
Applying AutoCAD A Step by Step Approach for AutoCAD Release 13 _DOS Text Delmar Publishers a Division of International Thomson

Applying AutoCAD. A Step by Step Approach for AutoCAD Release 13 Windows Text Delmar Publishers a Division of International Thomson
Publishing Inc

Architectural Drafter Volume 63 V TECS Catalog Vacational Technical Education Consortium of States Commission on Occupational Education
Institutions 1866 Southern Lane Decatur Georgia

Architectural Drafting and Design, Third Edition, Solulions Manual  Delmar Publishers a Dwvision of International Thomson Pubiishing Inc 1996

Architectural Drafting and Design _Third Edition, Student Text Delmar Publishers a Division of International Thomsen Publishing Inc 1996

Architectural Drafing  MAVCC Curriculum Mid America Vocationa! Curriculum Consortium 1500 West Seventh Avenue Stilwater Okiahoma

Architectural/Mechanical Drafter Number 34 V TECS Guide Vocational Technical Education Consortium of States Commission on Occupational
Education Institutions 1866 Southern Lane Decatur Georgra

Architecture  Drafting and Design, Student Edion Glencoe/McGraw Hill 1988

Architecture Drafting and Design_Studeni Workbook Glencce/McGraw Hill 1998

Architecture_ Residential Drawing and Desian. Student Edition  Goodheart Willcox Company 1995

Architecture _Residential Drawing and Design, Workbook Goodheart Willcox Company 1995

AutoCAD Fundamentals 2D Basics, Instructor s Guide Delmar Publishers a Divtsion of international Thomson Publishing Inc

AutoCAD Fundamentals 2D Basics, Student Text Delmar Publishers a Diviston of international Thomsen Publishing Inc

AutoCAD Fyndamentals 3D Basics, Instructor s Guide Delmar Publishers a Division of International Thomson Pubiishing inc

AuloCAD Fundamentals 3D Basics, Student Text Delmar Publishers a Division of International Thomson Publishing Inc

COMPUTER AIDED DRAFTING 1, 2, 3, AND 4
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RESOURCES

Basic Drafting, Books | and Jl MAVCC Curriculum Mid America Vocational Curriculum Consortium 1500 West Seventh Avenue Stillwater
Oklahoma

Brown Drafting for Industry Goodheart Willcox Co  Inc

Drafuing Fundamentals and Industrial Applications West Services Inc 1991

Rrafting Technology and Practice Glencoe Publishing Division 1991

o

ectronic Drafing MAVCC Curnculum Mid America Vocational Curriculum Consortium 1500 West Seventh Avenue Stilwater Oklahama

m

I

naineering Drawing and Design Solutions Manual  Delmar Publishers a Division of International Thomson Publishing Inc 1997

Engineering Drawing and Design. Siudent Text Delmar Publishers a Division of International Thomson Publishing inc 1996

Exploring Brafting, Student Edition  Goodheart Willcox Company 1996
Exploring Drafting, Worksheets Goodheart Willcox Company 1996

French Mechanical Drafting Gregg Division McGraw Hill Book Co

Harnessing AutoCAD Release 12 DOS, Instructor s Guide De mar Pubhshers a Division of International Tnomson Puolishing Inc

Harnessing AutoCAD Release 12 DOS, Student Text Delmar Publishers a Division of International Thomson Publishing Inc

Harnessing AutoCAD Release 13 DOS, Instructor s Guide Delmar Publishers a Division of international Thomson Publishing Inc

Harpessing AuteCAD Release 13 DOS, Student Text Delmar Publishers a Division of International Thomson Publishing Inc

Harnessing AutoCAD Release 13 Windows, Instructor s Guide Delmar Publishers a Division of International Thomson Publishing Inc

Harnesstng AutoCAD Release 13 Windows, Student Text Delmar Publishers a Division of International Thomson Publishing Inc

Hepler and Wallock Architectural Drafing and Design 5th Editon McGraw Hill Book Co 1987
COMPUTER AIDED DRAFTING 1, 2, 3,4

RESOURCES
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Jeffers Madsen Architectural Drafting Delmar Publishers Inc 1986

Light Commercial Drafung MAVCC Curriculum  Mid America Vacational Curriculum Consortium 1500 West Seventh Avenue Stillwater
Oklahoma

Mechanical Drafing MAVCC Curriculum Mid America Vocational Cumiculum Consartium 1500 West Seventh Avenue Stillwater Oklahoma

Mechanical Drawing, Student Edjtion  Glencoe/McGraw Hill 1997

Mechanical Drawing Delmar Publishers a Division of International Thomson Publishing Inc
Mechanical Drawing — CAD Glencoe Publishing Division 1990

Mechanical Drawing_Studen{ Workbook Delmar Publishers a Division of international Thomson Publishing Inc

Pipe Drafting MAVCC Curriculum Mid Amer ca Vocational Currrculum Consortium 1500 West Seventh Avenue Stillwater Oklahoma

Using AuteCAD Releass 13 DOS Iinstructar s Guide Delmar Publishers a Dwision of Internationat Thomson Publishing Inc

Using AutoCAD Release 13 DOS_Student Text Delmar Publishers a Division of International Thomson Publishing Inc

Using AutoCAD Release 13 Windows Instructor s Guide Delmar Publishers a Division of international Thomsaon Publishing Inc

Using AutoCAD Release 13 Windows, Student Text Delmar Publishers a Division of International Thomson Publishing Inc

T&l 52
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COURSE SPECIFICATIONS FOR COMPUTER AIDED DRAFTING 1,2,3, AND 4
The STUDENT will be able to
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Curriculum Frameworks §C Chamber/SCANS National Goals
Competenc Competency/Objective Skills
Nun!ber F StLIH]ISTPYIP]TIBTI T S|S}IS]TIMIA|D
MibtlAalCclAlSIsSleEjais|s|rFrlTiIrRITIs)rlclAlE]lSIL]F
61700100 A __PERFORMING WORK SAFETY PRACTICES
61700101 Apply safely policies and procedures X X X X X [ X
61700102 Maintain & clean orderly, safe work area X X X X XX
61700103 Operate a fre extinguisher X X X X [ X
61700200 B__DEMONSTRATING COMPUTER LITERACY
61700201 Define the meanings of the following computer
applications terms filing editing controlling and
simulation X | X X | X|X X XXX
61700202 Identify the hardware components of a CAD
system and therr uses X | X XXX X X1 XX
61700300 C __USING AN OPERATING SYSTEM
61700301 | Format a diskette to accept drawing files X X XX
61700302 Copy a file X X X | X
61700303 Delate a file X X X1 X
61700304 Start and extt a soflware program as required X X | XX X i XXX
61700305 Identify creale and use directory structure and
change directory paths XX X | XX X XXX
61700306 Demonstrate proper file maintenance and back up
relrieval procedures X [ X X1 Xx|X X XXX
61700307 Translate import and export data flles between
formats (e g IGES and DXF) X X | X X | X|X £ X[ X]X
61700308 Use an Iine help X | X X | X1 X X X|X{X
61700309 Save drawings to storage devices X | X X | X]|X X X{X|X
61700400 DO DEMONSTRATING TWO DIMENSIONAL
DRAWING
61700401 Demonstrate the ability to use the menu system
XX X1 Xi{X X XXX
61700402 Perform drawing setup to applicable standards
(setting layers line type and width) X XX XXX X XXX
MATRIX KEY
CURRICUL.UM FRAMEYWORKS $C_CHAMBER/SCANS SKILLS NATIONAL GOALS
M Math PQ Personal Qualites SR School Readiness
FL Foreign Language TS Thinking Skilis SC Schoo! Completion
A Visual & Performing Arts BS—~Basic Sklils SA Student Achievement & Citizenship
SC Srience IF Information TE Teacher Educatiun & Professional Development
LA Language Arts IT—interpersonal MS Mathematics & Sclence
HS Hsalth & Safely R Rasources AL Adult Literacy & Lifelong Learning
S5 Soclal Studles T Technology DOF Safe Disciplined & Alcohol & Drug Free Schools
PE Physical Education § Systems Pl Parentat Involvement
T&! 53
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COURSE SPECIFICATIONS FOR COMPUTER AIDED DRAFTING 1, 2, 3, AND 4

The STUDENT will be able to

Curriculum Frameworks SC Chamber/SCANS National Goals
Competenc Competency/Objective Skills
Nut:/\ber F sTt{HTs PITIB] 11 s[s]s]TIM[JAT]D
MiL]ACIA]lS]S Qlsis|FlTiR|TIisIR|CIAIE|SILIF

61700403 Create new 2 D drawings X X | X X | XX X X | XX
61700404 | Identify and use view and display commands (e g || X X X{X]X X XXX

Zoom pan viewporls and rotation)
61700405 Draw geomeltric entities X X X { X X XXX
61700406 Demonstrate the ability lo creale retrieve edit and

use symbol libranes X | X X[ XX X XXX
61700407 Enter and edit text on a drawing XX X { XX X| XX
61700408 Edit copy and manipulate drawing entities (eg

propertles stretch, tnmming and scaling) X X X|X|X X XXX
61700409 Demonstrate the abity to place dimensions and

callouts on drawings X X | X XXX X XX |X
61700410 Demonstrate the abiity to plot andior print a

drawing using proper layout and scale X X XXX X XXX
61700411 Set and change dimenstoning variables X X XX ]X X X{X]X
61700412 Use query commands to extract drawing data X XX |X X X{X|X
61700413 Control coordinate and display scale X 1 XXX
61700414 Control entity properties X XXX X X1 xX1X
61700415 Exiract attribute data X X X | XX X XXX

. Revision date 07/98

Revised oy Todd Fulmer Arport High School West Columbia Mike Parns R D Anderson Applied Technology Center Moore John H Story Lockwood

SeLLZ7X3L

Greene Engineers Spartanburg David Lewis Roebuck Buiding Inc Roebuck Mike Watkins Sanders Bros

Inc Gaffney Michael Arnold

Arnold s House Designs Darlington Lemuel G Benjamin Florence Career Center Donald Monson Square D Company Columbia Roger Hinds B
J Skelton Career Center Easley Earl Colwell F N Manufacturing Columbia and Ron Stockman Midlands Technical College Columbia

CURRICULUM FRAMEVORKS
M Math

FL Foreign Language

A Visual & Performing Arts
SC Science

LA Language Arts

HS Health & Safety

85 Social Studies

PE Physicai Education

MATRIX KEY

SC CHAMBER/SCANS SKILLS

PQ Personal Quahties
TS Thinking Skills
BS Basic Skills

IF Information

IT Interpersonal

R Resources

T Technology

S Systems

T&l 54

NATIQNAL GOALS
SR School Readiness
SC School Completion
SA Student Achigvemant & Ciirzenship
TE Teacher Education & Professional Development
MS Mathematics & Science
AL Adult Literacy & Litelong Learn ng
DF Safe Disciplined & Alcohol & Drug-Free Schools
Pl Parental Involvement




MECHANICAL DESIGN 1 and 2
Course Codes 6172 and 6173

COURSE DESCRIPTION

The mechanical design course prepares students to perform entry level tasks
under the supervision of an expenenced drafter or engineer Instruction includes
safety basic drafting techmques geometric constructions sketching shape
descnption size descrniption drawing conventions computer-aided design
manufactuning processes applied geometry and technical lustration Upon
successful completion of the mechanical design course students will be
prepared for postsecondary educaton and entry-level mechanical-related
careers

RESOQURCES

See the Web site for the South Carohna Instructional Matenals Central

Depository hitp //www sctextbooks com to see a more detailed hst ncluding

pnces of the current state adopted resources

State-adopted resources (adopted June 1, 2001)

Applying AutoCAD 2000 A Step-by Step Approach Student Edition Glencoe
Pubhshing Division ISBN 0026685892 2000

Architectural Drafting and Design Student Edition Delmar Publishers ISBN
0766815463 2001

Architecture Drafting and Design Student Edition Glencoe Publishing Division
ISBN 0026370670 1998

Architecture Residential Drawing and Design Student Edition Goodheart-Wilicox
Company ISBN 1566375908 2000

Mechanical Drawing CAD-Communications Student Edition Glencoe Publishing
Division ISBN 0026679582 1997

Technical Drawing Student Edition Delmar Publishers ISBN 076680531X 2000

Addiional _committee-recommended resources

OBJECTIVE

Given the necessary equipment matenals and instruction the student on
completion of the prescnbed course of study will be able to successfully
accomphish the following core competencies

CREDIT

1 2 or3units

UNIT A PERFORMING WORK SAFETY PRACTICES

1 Apply safety pohcies and procedures
2 Maintain a clean orderly safe work area

t
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UNITB

UNITC

UNIT D

3

Operate a fire extinguisher

DEMONSTRATING FREEHAND SKETCHING SKILLS

NOOE WN

Sketch straight hines

Sketch circles and arcs

Sketch curved lines

Sketch mult-view drawings
Sketch pictonal drawings

Draw freehand technical lettering
Indicate overall dimensions

DEMONSTRATING BASIC DESIGN TECHNIQUES (STANDARD
AND METRIC)

1

DU WN

- © o~

12
13

Select proper drawing nstruments and equipment to
complement the design media

Measure using standard scales/measunng dewvices

Draw straight lines and angles

Draw circles and arcs

Draw irregular curved lines

Demonstrate proper use care and adjustment of design
instruments and equipment

Draw hne symbols using alphabet of ines

Draw geometnc figures using straight and curved lines
Draw borderlines and title block

Perform drawing setup to applicable standards (e g setting
layers Iine type and width)

Identify and use view and dispiay commands (e g zoom pan
viewports and rotation)

Format enter and edit text on a drawing

Edit copy and manipulate drawing entities (e g properties
stretch tnmming and scaling)

DEMONSTRATING GEOMETRIC CONSTRUCTION SKILLS
(STANDARD AND METRIC)

NOOhAWN-=

Draw straight hnes

Bisect lines arcs and angles

Draw parallel ines

Divide ines and circles equally

Draw tangent knes arcs circles and curves
Construct regular polygons

Construct circles and elipses

REC039412
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UNITE

UNITF

UNIT G

UNIT H

DEMONSTRATING DIMENSIONING SKILLS (STANDARD AND
METRIC)

1 Place dimensions on a drawing
Set and control dimensioning styles

3 Dimension using aigned and unidirectional dimensioning
systems

4 Dimension using leaders for notes arcs and circular features

5 Dimension using dual dimensioning skills (standard and
metrnic)

6 Dimension using tolerances

7 ldentify and apply geometric dimensioning and tolerancing

DEMONSTRATING ORTHOGRAPHIC PROJECTIONS
(STANDARD AND METRIC)

Draw regular orthographic views

Draw regular inchned and obhque surfaces
Draw curved surfaces

Draw using standard line symbols

Draw surface intersections

Draw detailed size description

Draw to scale and dimension

Identify 1st- and 3rd-angle projection drawings
Draw a 3rd-angle projection drawing

OCONDIURAEWN -

(DEMONSTRATING SKILLS AND KNOWLEDGE REQUIRED TO
PRODUCE TECHNICAL ILLUSTRATIONS (STANDARD AND
METRIC)

1 Draw an isometric projection
2 Draw an isometrnic section
3 Draw an oblique projection

DEMONSTRATING KNOWLEDGE AND SKILLS REQUIRED TO
PRODUCE SECTIONAL VIEWS AND APPLYING STANDARD
CONVENTIONAL DESIGN PRACTICES

Demonstrate section ine and symbol techniques
Identify vanous types of sectional views

Draw half and full sections

Draw broken-out sections

HWN -

REC039413
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UNIT |

UNIT J

UNITK

UNITL

DEMONSTRATING KNOWLEDGE AND SKILLS REQUIRED TO
PRODUCE AUXILIARY VIEWS

1 Demonstrate the ability to rotate a point a lne and a surface
2 Demonstrate the abiity {o determine the true length of a line
3 Draw a pnmary auxiliary view

DEMONSTRATING KNOWLEDGE AND SKILLS REQUIRED TO
PRODUCE DETAILED MACHINE DRAWINGS

Identify use and applications of threads and fasteners
Draw bolt nut and thread styles
Draw screws screw heads pins and keys
Identify a fillet and a round and tell where and why each 1s
used
Produce a set of detall drawings applying standard machine
fits finishes and tolerances
Create a detalled parts hst
Select appropriate drawing layout and scale
Extract attnbute data
Produce a machine assembly drawing
0 Identify vanous manufacturing processes

4] W -

= ©OoO~ND

COMPUTER LITERACY

Hardware
1 Identify hardware components of a CAD computer system

Operating System

2 Format disks and copy delete rename save and back up
files and folders

3 Identify create and use folders and directory structures

4  ldentify vanous file formats (e g wmf bmp and jpeg)

5 Import and export data files between formats (e g IGES and
DXF)

6 Use software help features

DEMONSTRATING CAD-SPECIFIC SKILLS

1 Use the graphical user interface

2  Create retneve edt and use symbol hibranes

3 Use inquiry commands to extract drawing data (hst distance
and area)

4 Control entity properties

5  Plot/Print drawing to appropriate scale

REC039414
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UNIT M DEMONSTRATING BASIC SKILLS TO PRODUCE 3-D MODELS

1 Create solid models
2 Modify sohd models -
3  Produce 2 D projections from 3 D models

TEX_21740
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Arts AV Technology, and Communications Course Standards

The competency hstings are intended to serve as guides to assist teachers and
administrators In providing an mnstructional program that s current ard relevant Arts
AV Technoloy and Communications skill standards address what a worker needs to
know and be able to do and contnbute to a safe productive and effectve work
environment Students will be properly prepared for their careers when the standards
Iisted are integrated with quahty instryctional techmques The standards provide a
secure foundation for future training in the student s career

The following provide the basis for development of a student profile that can be shared
with prospective employers and n many instances the standards can be used for
planning and implementing articulation agreements with comparable programs al the
postsecondary level

Introduction to Graphic Communication Graphic Communication 1, 2,
{5205) 3, and 4 (6200, 6201, 6202,
6203)

¢ Standards
» Student Profile e Standards
e Student Profile

Commercial Design 1 2 3 and 4 (6120
6121 6122 6123)

» Standards
» Student Profile

The following courses from the Architecture and Construction Cluster
may be combined with courses from the Arts AV Technology and
Communications Cluster to talor the student s program of study

DRAFTING

Architectural Design 1 and 2 (6170 6171)

http //www myscschools com/offices ‘cate/standards/ArtsAVStapdards htm 9/13/2004
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e Standards
e Student Profile

Computer Aided Drafting and Design (CADD) B
1 and 2 (6170 6171)

o Standards
» Student Profile

Mechanical Design 1 and 2 (6172 6173)

+ Standards
¢ Student Profile

Legal Info ©2001 2004 South Carohna State Department of Education Bob
All other trademarks are the property of thew respective holders A

ATPROVIE" ™

{ Web Site tutoniat | Site Map | Link To Us | MySCGoy com | Other Links | SDE Web Archive | SDE

- This page
Web Help | WebApp Login | 15 Bobby
This page generated on Mon September 13 2004 at 03 15 27PM from server web02 Approved
/
http //www mvscschools com/offices‘cate/standards/ArtsA VStandards htm 9,13/2004
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GRAPHIC COMMUNICATION 1, 2, 3, AND 4

ACTIVITY/COURSE CODES 6200, 6201, 6202, AND 6203

COURSE DESCRIPTION

The Graphic Communications program Is designed to prepare students to perform graphic communications tasks under supervision A Graphic
Communications student receves Instruction in layout and design electronic imaging reproduction photography Image assembly and
platemaking offset press operation finishing and bindery and employabilty skills

“All competencies do not have to be taught in the order presented or under the heading given, and may be added to as needed for
placement

OBJECTIVE

Gwven the necessary equipment materials and instruction the student on completion of the prescribed course of study will be able to successfully
accomplish the following core competencies

Credit 1 2 or3units

T&l 102
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GRAPHIC COMMUNICATIONS 1, 2, 3, AND 4
RESOURCES

Dennis Ervin A and John D Jenkins Comprehensive Graphic Arts Glencoe Publishing Company 1991

Graphic Arts Fundamentals Goodheart Willcox Company 1982

Graphic Communication Technelogy Delmar Pubiishers 1993

Hird Kenneth Qffset Lithographic Technology Goadheart Willcox Company 1991
Mid America Vocational Curriculum Consortium 19891

Montage Productions Inc 1991

T&1 103
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COURSE SPECIFICATIONS FOR GRAPHIC COMMUNICATIONS 1 2, 3, AND 4

The STUDENT will be able to

Curniculum Frameworks SC Chamber/SCANS National Goals
- Competency Competency/Objective Skills
Number F SILIH]STPIPTIT BT 11 sis|s][T[M[ATD
LiAlCIAlSIS I EJQISIS{FIT(RIT]SsS|IR|ICciAlE|{S{L]E
62000100 A  SAFETY
62000101 ldentify and use proper safety procedures X XX X X
62000102 Follow proper safsty procedures when operating
equipment and follow approved shop procedures
quip PP pp X x | x N X
62000103 Locate and evaluate MSDS sheets and follow
instructions on warning labels X X X1 X X X
62000104 Demonstrate the ability to keep a clean orderly
safe work area ) X X X
62000105 Caomplete a safety test X X X | X X X
62000200 B LAYOUT/DESIGN
62000201 Identify and use printer s measurements XX X X
62000202 Identfy type fonts styles sizes and ther XX
appropriate uses X
62000203 Prepare thumbnail sketches and rough layout for a XX
printed piece X
62000204 Identfy basic design principles X X X | X ]
62000205 Scale copy using a proportional scale X X | X
62000300 C_ELECTRONIC IMAGING
62000301 Identify desktop publishing equipment X XX
62000302 Distinguish between word processing/page Jayout
and graphics software X X
62000303 Prepare text and copy and utlize proper fie
management techniques X XX
62000304 Demonstrate text alignment element positioning
and rules of page design for printed matt
u page design for printed matter X x X X
62000305 Prepare electronic page layout according to job
specifications X XiX1X XX
62000306 {dentfy scanner hardware and demonstrate its
basic operations X|XiX X
MATRIX KEY
ERAMEWORKS $C CHAMBER/SCANS SKILLS NATIONAL GOALS
M Math PQ Personal Qualities SR School Readiness
FL Foreign Language TS Thinking Skills SC Schootl Completion
A Visual & Performing Arts BS Basic Skills SA Student Achievement & Citizenship
SC Science IF Information TE Teacher Education & Professional Development
LA Language Arts IT intarpersonal MS Mathematics & Science
HS Health & Safety R Resources AL Adult Literacy & Lifelong Learming
— 85 Social Studles T Technelogy DF Safe Disciplined & Alcoho! & Drug-Free Schootls
Ul PE Physical Evucation S Systems P! Parental Involvement
< T&l 104
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COURSE SPECIFICATIONS FOR GRAPHIC COMMUNICATIONS 1 2, 3, AND 4

The STUDENT will be able to

8yl X3y

FL Foreign Language

A Visual & Performing Arts
§C Science

LA Language Arts

HS Health & Safety

SS Soclal Studles

PE Physical Education

TS Thinking Skills

BS--Basic Skills
IF Information

IT interperscnal

R Resources
T Technology
S Systems
T&l 105

Currleuium Frameworks SC Chamber/SCANS National Goails
Competency Competency/Oblective Skills
Number F S|L|H[S PlIT B |1 S|{S|S|{TIM[|A]D
MltlalclAals]s QlsislFlTirRlIT|SIR{C|A[E|SILIF

62000307 Output copy to a printer X X | X X{ X
62000400 D REPRODUCTION PHOTOGRAPHY
82000401 Identfy darkroom procedures materials and

equipment X X X[ x| X X
62000402 Demonstrate operation of darkroom equipment X X X XX X
62000403 Prepare chemicals for processing film X X X XXX X
62000404 Identify densily ratings on a step guide and use

information to adjust exposure X X X[ X|X X
62000405 Conduct standard exposure test for darkroom

materials X X X X|X|X X
62000406 Produce a film negative and a contact print X X X XX X
62000407 Identify equipment and procedures to make basic

halftone exposures X X X XX X
62000408 Produce basic halfione X X X | X
62000500 E IMAGE ASSEMBLING/PLATEMAKING
62000501 Sirip a negative using a ruled and unruled masking

sheet X X | X X
62000502 Assemble and strip spot color X X | X X
62000503 Stirip a flat using pin register system X XX X
62000504 Strip a flat for a one color/two side project X X | X X
62000805 Strip a single color flat that includes screen tints « X X
62000506 Strip a line and halftone combination flat X X i
62000507 Conduct standard exposure tests for and pre pare

metal plate X X X1 XX X
62000508 Prepare a plate and/or proof using screen tints X X X1X X
62000509 Prepare a plate and/or proof for multiple exposure

on one side X X X | X X
62000510 Prepare plate and/or proof for multi color work X X XX X
62000600 F _OFFSET PRESS OPERATION

MATRIX KEY
CURRICULUM FRAMEWORKS SC CHAMBER/SCANS SKILLS NATIONAL GOALS
M Math PQ Personal Qualities SR Schoo! Readiness

SC Schoo! Completon

SA Studert Aclvevement 8 Citizenship

TE Teacher Education & Professional Development
MS Mathematics & Science

AL Adut Uteracy & Lifefong Learning

DF Safe Discipined & Alcohol & Drug Free Schaeols

Pl Parental involvement
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COURSE SPECIFICATIONS FOR GRAPHIC COMMUNICATIONS 1, 2, 3, AND 4

The STUDENT will be able to

6VLLZ X331

M Math

FL Forelgn Language

A Visual & Performing Arts
SC Sclence

LA Lancuage Ars

HS Health & Safely

8§ Socal Studies

PE Physical Education

PQ Pearsonal Qualities
TS Thinking Skills
BS Basic Skills

IF Information

IT interpersonal

R Resources

T Technology

S Systems

T&l 106

Curriculum Frameworks SC Chamber/SCANS National Goals
Competency Competency/Oblective Skills
Number F STLIH[STP TTB]T]1 SIS[S|[T|M[A]D
MILIAIC|IAISISIE SISIFITIR|IT|ISIRICIAIE}ISILIF

62000801 Identify safe work habits basic parts systsms and

operational procedures of offset operations XXX X
62000602 Identify basic paper types weights grain direction

and grades X X XXX X
62000603 Identify fountan solutions additives and testing

matenials X X X
62000604 Make ready feed delivery Inking and dampening

systems X X XX X
62000605 Print a single color job using a metal plate on a

variety of stocks X X XX X
62000606 Print a single color job on two sides X X XX X
62000607 Print a multicolor job X X XX X
62000608 Evaluate print quahty and make needed adjust

ments to improve the printed plece X X XX X
62000609 Print close color register work X X XX X
62000610 | Perform dally clean up and maintenance X X X X
62000700 G _FINISHING/BINDERY
62000701 Identify operational and safety paris of the paper

cutter X X XX X
62000702 Calculate basic paper and draw a masler cutting

diagram for making cuts X XX
62000703 Make accurate paper cuts using a paper cuiter X X1 X X
62000704 Produce correctly made pads of paper X X X
62000705 Produce side and saddle stitched products X XX X
62000706 Measure to drill and make holes for a three ring

notebook X XX X
62000707 Make folds using automatic folding machine X XXX X
62000708 ldentify safety procedures and basic methods of

binding and finishing operations X XXX X X
62000709 Solve basic paper calculations and problems X X XX
62000800 H_EMPLOYABILITY SKILLS

MATRIX KEY
CURRICULUM FRAMEWORKS $C CHAMBER/SCANS SKILLS NATIONAL GOALS

SR School Readiness

SC School Completion

SA Stucent Achievement & Cilizenship

TE Teacher Education & Professional Development
MS Mathematics & Science

AL Adull Literacy & Lifelong Leaming

DF Safe Disciplined & Aleohol & Drnug-Fre¢ Schools

Pi Parantal Involvement
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COURSE SPECIFICATIONS FOR GRAPHIC COMMUNICATIONS 1, 2, 3, AND 4

The STUDENT will be able to

Currlcutum Frameworks SC Chamber/SCANS National Goals

Compstency Competency/Objective Sklils

Number F SILIHISIPIP|T B} ! | S[syis|T{Mm}|ALlD

Mlt]lAlclA|SIiSIElJQIS]SIFIT|IR]ITIS|R|C A|E]|S]LIF
62000801 Wnite a resume X X X X
62000802 Fill out a job application X X X X
62000803 Set up and conduct a Job interview X X[ XX X
82000804 Identify and use a job ticket X X X1 XX X
62000805 Plan a job process X X1 X XXX X
62000806 Demonstrate the ability to work with others on a
team X X

Revision date 07/98

Revised by Jule Zeigler Fred P Hamilton Career Center Douglas Foxworth Sumter County Career Center Danny Dimmery Plasti Magic Printing Florence
Don Patlilic and Hector Hutchinson Pattillo Printing Company Florence Tracy Dunham Florence Schoo! District 1 Willam M Thompkins Jr and
Amanda Morehead S & W Manufacturing Company Florence James D Hill Carolina Cut Sheets Inc Timmonsville Charles P Roliings Rollings
Multiservices Inc Florence Marvin ~ Miller Fairfleld  County  Vocational  Center Spartanburg Kay H Hayes
Hioll Printing Pickens Caroline Huntington State Printing Company Columbia Coleman Daniel Carolina Printing Company Cayce George
Cancer DHEC Print Shop Columbia Kathy Davis Daniel Morgan Area Vocational Center Winnsboro and Jay League Rock Hill

MATRIX KEY

CURRICULUM FRAMEWORKS SC CHAMBER/SCANS SKILLS NATIONAL GOALS

M Math PQ Personal Qualities SR School Readiness

FL Foreign Language TS Thinking Skills SC School Completion

A Visual & Performing Arts BS Basic Skils SA Sludent Achievement & Ciuzenship

SC Scisnce IF—~Information TE Teacher Education & Professional Development

LA Language Arts IT interpersonal MS Mathematics & Science

HS Heaith & Safety R Resources AL Adult Literacy & Lifelong Learning

S8 Social Studies T Technology DF Safe Disclplined & Alcohol & Drug Free Schools

PE-~Physical Education S Systems P! Parental invalvement
T&!I 107
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Business, Management and Adminmistration Course Standards

The Business Management and Administration Cluster i1s designed to prepare
students for entryevel employment in the areas related to planming managing and
providing administrative support information processing accounting and human
resources managment services and related management services

Business and Personal Finance
{5131)

Accounting 1 (5001)

e Standards
e Student Profile e Standards

e Student Profile

International Business and
Marketing (5032)

Accounting 2 (5005)

e Standards
e Student Profile e Standards

o Student Profile

Administrative Support Technology Introduction to Business and
{5122) Marketing (5090)

e Standards
e Student Profile

Business and Marketing Internet
Applications (5035)

e Standards
o Student Profile

Business and Electronic
Communications (5040)

e Standards

e Standards
« Student Profile

Introduction to Computer
Technology (5060)

e Standards
» Student Profile

Keyboarding (5100)

http /www myscschools com/offices/cate/standards/BusMgmtAdminStandards htim

REC039426

9/13/2004

TEX_21751

DEF_3336-0191



o Student Profile

Business Computer Apphications 1 and 2
(5008 5009)

¢ Standards
o Student Profile

Business Computer Mathematics (5047)

e Standards
o Student Profile

Business Law (5044)

¢ Standards
o Student Profile

Integrated Business Apphcations 1
(5020)

« Standards
o Student Profile

Integrated Business Applications 2
{5021)

e Standards
¢ Student Profile

Desktop Publishing (5176)

+ Standards
« Student Profile

E Commerce (5036)

e Standards
o Student Profile

Entrepreneurship (5400)

s Standards
e Student Profile

Muitimedia (5030)

e Standards
¢ Student Profile

Web Page Design and
Development 1 and 2 (5031 5033)

e Standards
¢ Student Profile

Digstal Input Technologies (5180)
« Standards
e Student Profile
Document Processing (5177)
¢ Standards

s Student Profile

Professional and Leadership
Development (5178)

» Standards
¢ Student Profile

Virtual Enterprise 1 2 3 and 4
(5150 5151 5152 5153}

o Standards
o Student Profile

Technical Writing (5043)

» Standards
e Student Profile

http //www myscschools com/ofhces/cate/standards/BusMgmtAdminStandards htim

REC039427
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ACCOUNTING 1 .
ACTIVITY COURSE CODE 5001

TEACHERS WITH ONE OR MORE OF THE FOLLOWING CERTIFICATIONS MAY
TEACH THIS COURSE

32 DISTRIBUTIVE EDUCATION

40 OFFICE OCCUPATIONS

41 SHORTHAND

42 TYPING

43 ACCOUNTING

44 ACCOUNTING AND RELATED BUSINESS

45 SECRETARIAL SCIENCE

46 DATA/INFORMATION PROCESSING

47 BUSINESS EDUCATION

48 ACCOUNTING AND RELATED ECONOMICS

4B BUSINESS AND MARKETING TECHNOLOGY (New as of JULY 1 2003)

COURSE DESCRIPTION This course 1s designed to help the student develop the
skills necessary for the highly techmcal interachon between accounting and business to
develop an understanding of the steps of the accounting cycle as applied to several
different kinds of business operations and to develop an understanding of accounting
concepts principles and practices Use of the computer in simulated activities gives
the student an opporiunity to see the advantages of technology in accounting
procedures

OBJECTIVE Given the necessary equipment supplies and facilities the student will
be able to successfully complete all of the following core standards

COMPUTER ACCESS NEEDED
CREDIT 1 unmit

A  SAFETY
The student will be able to
identify good work attitudes that affect safety on the job
Identify major causes of work-related accidents in offices
Demonstrate knowledge of an emergency plan
Describe the threat of viruses to a computer network methods of avoiding
attacks and ophons in dealing with a virus attack
5 Identify potential abuse and unethical uses of computers and networks

BWOWN -

B STUDENT ORGANIZATIONS
The student will be able to
1 Explain how related student orgamizations are integral parts of career and
technology courses
2 Explan the goals and objectives of related student organizations

South Carohna Accounting 1 (May 2002) i
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4
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List opportunities available to students through participation in related student -
organization conferences and other activities

Explain how participation in career and technology education student

organizations can promote lifelong responsibility for community service and

professional development

C ACCOUNTING CYCLE
The student will be able to

1

2
3
4
5

~ o

8

9
10
11

12
13

List the parts of the basic accounting equation and define each part
Classify accounts as assets habilities or capital

Explain the accounting equation

Prepare a beginning balance sheet

Open accounts in a general ledger accounts receivable ledger and accounts
payable ledger

Journalize transactions n a general journal and/or special journals

Post from the joumal(s) to the general ledger accounts receivable ledger
and accounts payable ledger

Prepare a schedule of accounts recetvable and a schedule of accounts
payable

Prepare a tnal balance

Complete a worksheet with adjustments to determine net loss or net gan
Prepare financial statements including the balance sheet and income
statement

Journahze and post adjusting and closing entnes

Prepare a post-closing tnal balance

D CASH MANAGEMENT
The student will be able to

1
2
3

4
5

Endorse checks and prepare a deposit slip

Complete a check stub and write a check

Record the entry for a service charge credit cards fees direct deposit
ATM withdrawals and automatic payment withdrawals

Record the entry for returned items

Reconcile a bank statement and journalize reconciling tems

E AUTOMATED ACCOUNTING
The student will be able to

1

2
3
4

South Carchina Accounting 1 (May 2002)

Descnibe the differences between manual and computenzed accounting
systems

Demonstrate ability to access accounting programs

Demonstrate basic use of accounting software

Demonstrate an awareness of and the ability to manipulate a chart of
accounts

Analyze and mput transactions

Pnnt finanoial statements

L8]
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F ETHICS _
The student will be able to
1 Describe ethical practices in the accounting profession
2 Develop and demonstrate business ethics

G PAYROLL SYSTEMS
The student will be able to
1 Journahze and post payroll entries to include employee s payroll taxes
2 Journalize and post entnies for payment of tax liabihty

Revised May 2002
National Business Education Curniculum Standards Accounting and Computation

Standards Revision Teacher Commuttee Sharon Cass North Charieston High School
Mack Cook Pendleton High School Janice Bosman Hanna-Westside Extension
Campus and Brenda Dry Lancaster Vocational School

Standards Rewision and Review Business Adwvisory Committee  Walter Chastain
Carohna First Bank Columbia Caroline Dugas and David Stone Central Carolina
Technical College Sumter Susan Flanigan SDE Accountant Columbia Kathy Greene
Executive Secretary Spartanburg Leigh Hiatt Rogers Townsend and Thomas
Columbia Betty Pearson Adjunct Instructor at Clemson University Anderson Dawd
Reed Tn-County Techmical College and Cathy Walker Southern Development
Corporation West Columina

STATE-ADOPTED TEXTBOOKS

2002 State-Adopted Textbooks for Accounting 1 and 2

Glencoe/McGraw-Hill
Glencoe Accounting Real-World Applications and Connections, 1* Year Course 2000
Glencoe Accounting Real-World Applications and Connections, Advanced Course

2000

South-Western Pubhshing

Century 21 Accounting General Journal Approach 2003
Century 21 Accounting _Multicolumn Journal Approach 2003
Century 21 Accounting Advanced 2003

RESOURCES

FBLA PowerPoint Presentation 2002
FBLA Medi@Show Presentation 2002
DECA PowerPoint Presentation 2002

South Carolina Accounting 1 {May 2002) 3
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DECA Medi@show Presentation 2002
Safety PowerPoint Presentation (Safety ppt) 2000 (for the computer classroom)
Safety PowerPoint Presentation (Safety2 ppt) 2000 (for the regular and
computer classroom)
Leadership and Personal Development Standards
SDE Publication Curncuium Guide for Safety in Occupational Education 1992
SDE Business and Marketing Safety PowerPoint Presentations 2000
Understanding Taxes Intermal Revenue Service
Your Enhghtenment Series Equifax
Stock Market Game South Carolina Councit on Economic Education
Takin Care of Business Amencan Institute of Certified Public Accountants
1211 Avenue of the Americas New York NY 10036-8775 http //www aicpa org/

RELATED STUDENT ORGANIZATION COMPETITIVE EVENTS

FBLA

This course will help prepare students for the Accounting | FBLA Competitive Event
Read the natonal guidelines in their entirety at http.//iwww fbla-pbl org/ because the
course may not include everything the students will need to know for the competition

South Carohna Accounting 1 (May 2002) 1

TEX_21757

DEF_3336-0197
REC039432




ACCOUNTING 2 -
ACTIVITY/COURSE CODE 5005

TEACHERS WITH ONE OR MORE OF THE FOLLOWING CERTIFICATIONS
MAY TEACH THIS COURSE

32 DISTRIBUTIVE EDUCATION

40 OFFICE OCCUPATIONS

41 SHORTHAND

42 TYPING

43 ACCOUNTING

44 ACCOUNTING AND RELATED BUSINESS

45 SECRETARIAL SCIENCE

48 DATA/INFORMATION PROCESSING

47 BUSINESS EDUCATION

48 ACCOUNTING AND RELATED ECONOMICS

4B BUSINESS AND MARKETING TECHNOLOGY (New as of JULY 1 2003)

COURSE DESCRIPTION This course expands the students understanding of
accounting subsystems and develops an understanding of varnous methods of internal
control procedures The student develops competence in using subsidiary ledgers n
prepanng financial statements and in performing end-of-penod procedures  The
student will demonstrate the use of accounting pnnciples through the use of computer
software and simulated activites

OBJECTIVE Given the necessary equipment supphes and facilities the student will
be able to successfully complete all of the following core standards

PREREQUISITE Accounting 1
COMPUTERS REQUIRED
CREDIT 1 untt

A SAFETY
The student will be able to
ldentify good work attitudes that affect safety on the job
Identify major causes of work related accidents in offices
Demonstrate knowiedge of an emergency plan
Descnbe the threat of viruses to a computer network methods of avording
attacks and options in deahng with a virus attack
5 Identify potential abuse and unethical uses of computers and networks

PWN =

B STUDENT ORGANIZATIONS
The student will be able to
1 Explain how related student organizations are integral parts of career and
technology courses

South Carolna Accounting 2 (May 2002) ]
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2 Explain the goals and objectives of related student organizations -
3 List opportunities avatiable to students through participation in related
student organization conferences and other activities
4 Explain how participation in career and technology education student
organizations can promote lifelong responsibility for community service and
professional development

C  ASSETS
The student will be able to

1 Define and classify current assets

2 Define cash and cash equivalents (petty cash cash fund marketable
securiies and certificates of deposit)

3 Explamn the aging of accounts receivable and the ability to collect

4 Joumalze and post entres for uncollectible receivables using the direct
wnte-off method and the allowance method

5  Compute the value of ending inventory using FIFO LIFO Weighted-
Average and Units of Production methods

6 Estimate ending inventory using the gross profit method and the retail
method

7 Joumalze and post entries for notes receivables

D CAPITAL ASSETS
The student will be able to
1 Joumahze and post entries for acquinng capital assets
2 Joumahze and post entries for disposing of capital assets
3 Compute the allocation of the asset s cost over useful penods using
several depreciation methods straight-line method declining balance
method and the modified accelerated cost-recovery system method

E LIABILITIES
The student wiil be able to
1 Distinguish the differences between current and long-term liabilities
2 Joumalize and post entnes for notes payable

F PARTNERSHIP EQUITY
The student will be able to

1 List the advantages and disadvantages of a partnership

2 Joumalize and post entries for the formation of a partnership

3 Compute journalize and post entnes for the distnbution of net income/net
loss between pantners

4 Journalize and post entnes for the dissolution of a partnershup and the
hquidation of a partnership

G STOCKHOLDERS’ EQUITY

The student will be able to
1 Define the structure of a corporation

South Carolina Accounting 2 (May 2002) 2
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2 List the advantages and disadvantages of a corporation

3 List the sources of stockholders equity capital stock and retained
eamings

4  Joumalize and post the issuance of stock

5 Define stock subscriptions stock options and treasury stock

H END-OF-PERIOD ACCOUNTING
The student will be able to
1  Prepare a tnal balance
2  Joumalize and post adjusting entnes including prepaid and accrued
expenses
3  Prepare financial statements
4  Joumalize and post closing entries

I PAYROLL
The student will be able to
tdentify methods of employee earnings
Prepare a payroll register ,
Update employee eamings record
Joumnalize and post the entry to record employee earnings and
withholdings
ldentify employer s payroll tax obligations
Joumalize and post the entry to record employer s tax obhgations

AW -

(208}

J AUTOMATED ACCOUNTING
The student will be able to
1 |dentify vanous types of accounting software programs
2 Use spreadsheet and/or accounting software to maintain accounting
records

K ETHICS
The student will be able to
1 Define and give examples of good business ethics
2  State the ethical practices needed in managing a business s assets

Revised May 2002

National Business Education Curnculum Standards Accounting and Computation
Standards Revision Teacher Committee Sharon Cass North Charleston High School
Mack Cook Pendleton High School Jamice Bosman Hanna-Westside Extension
Campus and Brenda Dry Lancaster Vocational School

Standards Rewvision and Review Busmess Adwvisory Committee Walter Chastain
Carolna First Bank Columbia Carolne Dugas and David Stone Central Carolina
Technical College Sumter Susan Flanigan State Department of Education Columbia
Kathy Greene Executive Secretary Spartanburg Leigh Hiatt Rogers Townsend and

South Carolina Accounting 2 (May 2002) 3
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Thomas Columbia Betty Pearson Adjunct Instructor at Clemson University Anderson
David Reed Tn-County Technical College and Cathy Walker Southern Development
Corporation West Columbia

STATE-ADOPTED TEXTBOOKS

1996 State-Adopted Textbooks for Accounting 1 and 2 (Next State Adoption 2002)

Glencoe/McGraw-Hill

Glencoe Accounting Real-World Applications and Connechons, 1% Year Course 2000
Glencoe Accounting Real-World Applications and Connections, Advanced Course
2000

South-Western Publishing

Century 21 Accounting General Journal Approach 2003
Century 21 Accounting Multicolumn Journal Approach 2003
Century 21 Accounting Advanced 2003

RESOURCES

FBLA PowerPoint Presentation 2002
FBLA Medi@Show Presentation 2002
DECA PowerPoint Presentation 2002
DECA Medi@show Presentation 2002
Safety PowerPoint Presentation (Safety ppt) 2000 (for the computer classroom)
Safety PowerPoint Presentation (Safety2 ppt) 2000 (for the regular and
computer classroom)
Leadership and Personal Development Standards
SDE Publication Curnculum Guide for Safety in Occupational Education 1992
SDE Business and Marketing Safety PowerPoint Presentations 2000
Understanding Taxes Internal Revenue Service
Your Enhightenment Series Equifax
Stock Market Game South Carolina Council on Economic Education
Takin Care of Business American Institute of Certified Public Accountants
1211 Avenue of the Americas New York NY 10036-8775 www aicpa org

RELATED STUDENT ORGANIZATION COMPETITIVE EVENTS

FBLA

This course will help prepare students for the Accounting fl FBLA Competitive Event
Read the national guidehines in their entirety at http //www fbia-pbl org/ because the
course may not include everything the students will need to know for the competition

South Carolina Accounting 2 (May 2002) 4
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ADMINISTRATIVE SUPPORT TECHNOLOGY )
ACTIVITY/COURSE CODE 5122

TEACHERS WITH ONE OR MORE OF THE FOLLOWING CERTIFICATIONS
MAY TEACH THIS COURSE

32 DISTRIBUTIVE EDUCATION

40 OFFICE OCCUPATIONS

41 SHORTHAND

42 TYPING

43 ACCOUNTING

44 ACCOUNTING AND RELATED BUSINESS

45 SECRETARIAL SCIENCE

46 DATA/INFORMATION PROCESSING

47 BUSINESS EDUCATION

48 ACCOUNTING AND RELATED ECONOMICS

4B BUSINESS AND MARKETING TECHNOILOGY (New as of JULY 1 2003)

COURSE DESCRIPTION This course is designed to provide an understanding of the
major responsibiities and tasks in an administrative or manager trainee position The
objectives of the course are to develop technical skills solve business-onented
problems manage general office tasks and demonstrate effective supervisory
management and human relations skills

OBJECTIVE Given the necessary equipment supplies and faciiies the student will
be able to successfully complete all of the following core standards written {or a one unit
course The local Advisory Committee should determine which of the core standards
should be taught in a half-unit course

PREREQUISITE Keyboarding (or documented equivalent skill) and Computer
Applications or Integrated Business Applications

COMPUTERS REQUIRED ONE COMPUTER PER STUDENT

CREDIT Y2or 1 unit

A SAFETY
The student will be able to
Identify good work athtudes that affect safety on the job
Identify major causes of office-related accidents
Demonstrate knowledge of an emergency plan
Describe the threat of viruses to a computer network methods of avoiding
attacks and options in dealing with a virus attack
Identify potential abuse and unethical uses of computers and networks

BWN -

w
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B STUDENT ORGANIZATIONS
The student will be able to

1 Explam how related student organizations are integral parts of career and
technology courses

2  Explain the goals and objectives of related student organizations

3 List opportunities available to students through participation in related
student organization conferences and other activities

4 Explain how participation in career and technology education student
organizations can promote lifelong responsibility for community service and
professional development

C KEYBOARDING SKILLS
The student will be able to
1 Key mailable business documents in acceptable format
2 Address envelopes/labels (including special notations such as personal
and confidential ) in the style currently recommended by the United States
Postal Service)

D INFORMATION PROCESSING
The student will be able to
Edit hard copy
Identify terms commonly used in information processing
Demonstrate ability to use office and onhne references
Identify charactenstics of an efficiently organized workstation
Identify advantages and disadvantages of using impact and non-impact
printers
6 Identfy the differences between stand-alone and networked computers

G HWN

E TELEPHONE TECHNIQUES

The student will be able to
Identify telephone services and types of calls
Locate telephone numbers and addresses
Identify proper techniques for answering screening and placing calls
Identify proper techmiques for placing a caller on hold transferring a call
and/or taking a message

DN -

F FILING/RECORDS MANAGEMENT
The student will be able to
1 Identify types of filing supplies procedures and systems
2 File office information appropnately manuaily and electronically
3 Retneve information from files
4  List the phases of a record life cycle

G REPROGRAPHICS
The student will be able to
1 Identfy charactenstics of reprographics methods

South Carolina  Admurustrative Support Technology (May 2002) 2
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2 Make decisions on best reprographics methods
3  Identify appropnate paper to be used for various tasks

H MAIL PROCESSING
The student will be able to
1 Process incoming and outgoing mail
2 ldentity special mail services
3 Identify altemative couner and electronic mail services
4  ldentify equipment used in processing mail

] BUSINESS COMMUNICATION
The student will be able to
Follow oral and wntten instructions
Annotate letters reports and news articles
Edit documents using proofreader s marks
Transcrbe mailable documents from recorded matenals
Identify good hstening skills
Outline and deliver an oral presentation
Interpret nonverbal communications

NOoOasWN -

J BUSINESS-ORIENTED TASKS
The student will be able to
Plan a business tnp
Prepare an itinerary
Prepare an agenda for a meeting
Prepare bank records and bank reconcihation forms
ldentify payroll procedures
Prepare busmess reports
Solve problems nvolving percentages and discounts using a calculator

NG WN -~

K CAREER DEVELOPMENT

The student will be able to
Evaluate career opportunities
Identify sources of employment opportunities
Compose and key a letter of application
Compose and key a resume
Complete a job applcation form
Identify behaviors considered to be appropriate or inappropriate in a job
interview
Compose and key a follow up letter
Compose and key a letter of resignation

DT HEWN -
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L HUMAN RELATIONS
The student will be able to
1 ldentify appropnate work habits and ethics
2 identfy personal quakties that promote good human relations

South Carolina Admwrustrative Support Technology (May 2002} 3
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3 Identify the skills necessary to work as a team member
4 Identify appropnate dress for the workplace
S5 Identify personality traits that increase job performance

M DECISION MAKING
The student will be able to
1 List the steps in problem solving
2  Establish prorties for effective completion of tasks
3 Select tems to include In a new employee s onentation

N LEADERSHIP
The student will be able to
1 List charactenstics of effective ieaders
2 ldentify different types of leadership styles

o) MANAGEMENT
The student will be able to
Identify the functions of management
List the responsibilities involved at the different levels of management
Interpret an organizational chart
List factors involved in employee appraisal
Set priorities and develop efficient procedures for workflow
Define ergonomics and its effect on employee productivity

DO AR WN -

Rewvised May 2002

National Business Education Curriculum Standard(s) Communication Information
Systems and Management

Standards Rewvision Teacher Commuttee Peggy Bozard R B Stall High School
Michelle Coaxum Stratford High School and Gwendolyn Robinson Timberland High
School

Standards Revision and Review Business Advisory Committee Elizabeth Bastedo
Margie Brunson and Valene W Henry Central Carohna Technical College Sumter
Cynthia Blanding Gourdin Elementary School Berkeley Paula Gray State Board of
Education Assistant Cynthia Greene Santee Cooper Moncks Corner Kathy Greene
Executive Secretary Spartanburg Jana Marsh Rogers Townsend and Thomas
Columbia and Christie Stoddard and Marion Nurse Midlands Technical College

STATE-ADOPTED TEXTBOOKS

2002 State Textbook Adoption

Pearson Education Inc publishing as Prentice Hall
Procedures for the Automated Office 2001

South Carolina Admurustrative Support Technology (May 2002) 4
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South-Western Publishing
Office Skills 2003
The Office Procedures and Technology 2003

RESOURCES

FBLA PowerPoint Presentation 2002

FBLA bttp //www medi@show com/ Presentation 2002

DECA PowerPoint Presentation 2002

DECA http //www medi@show com/ Presentation 2002

Safety PowerPaint Presentation (Safety ppt) 2000 (for the computer classroom)

Safety PowerPoint Presentation (Safety2 ppt) 2000 (for the regular and computer
classrooms)

L eadership and Personal Development Standards

Voice Recognition Standards

RELATED STUDENT ORGANIZATION COMPETITIVE EVENTS

FBLA

This course will help prepare students for the Bussness Procedures FBLA Competitive
Event Read the national guidelines in their entirety at http //www fbla-pbl org/ because
the course may not include everything the students will need to know for the
competition
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BUSINESS AND MARKETING INTERNET APPLICATIONS -
ACTIVITY/COURSE CODE 5035

TEACHERS WITH ONE OR MORE OF THE FOLLOWING CERTIFICATIONS
MAY TEACH THIS COURSE

32 DISTRIBUTIVE EDUCATION

40 OFFICE OCCUPATIONS

41 SHORTHAND

42 TYPING

43 ACCOUNTING

44 ACCOUNTING AND RELATED BUSINESS

45 SECRETARIAL SCIENCE

46 DATA/INFORMATION PROCESSING

47 BUSINESS EDUCATION

48 ACCOUNTING AND RELATED ECONOMICS

4B BUSINESS AND MARKETING TECHNOLOGY (New as of JULY 1 2003)

COURSE DESCRIPTION This half-credit course i1s designed to introduce the student
to computer hardware and uses Internet service providers browsers search engines
newsgroups Intemet ethics and etiquette and electronic mail if allowed through the
school The student will also learn how to use shareware and freeware files and
programs to decompress files and how to analyze URLs Time will be spent
comparnson shopping and researching topics relevant to current busimess and
economic procedures

OBJECTIVE Given the proper equipment resources and software and Internet
access the student will successfully complete the standards for this course

CREDIT 1/2 credit
EQUIPMENT NEEDS One computer per student internet access

A  SAFETY
The student will be able to
Identify methods to reduce on-site accidents
ldentify methods to train employees n safety practices and procedures
Demonstrate knowledge of an emergency pian
Describe the threat of viruses to a computer network methods of avoiding
attacks and options in deahng with a virus attack
5 Identify potential abuse and unethical uses of computers and networks

PWN =

B STUDENT ORGANIZATIONS
The student will be able to
1 Explain how related student organizations are integral parts of career and
technology courses
2 Explan the goals and objectives of related student organizations
3 List opportunities available to students through participation in related
student organization conferences and other activities
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4  Explamn how participation in career and technology education student
organizations can promote lifelang responsibility for community service
and professional development

C GETTING ACQUAINTED WITH YOUR COMPUTER
The student will be able to

identify menus

Resize windows

Cut copy and paste text and clip art

ldentify clipboard and scroll bars

Make a new folder

Save and delete files

Demonstrate how to use a browser

Organize a virtual fihng cabinet

O ~NONDH WN =

D  INTERNET SERVICE PROVIDERS
The student wili be able to
1 Identify Intemet Service Providers (AOL MSN Mindspnng Roadrunner
Freenet Freelane etc)
2 Compare and contrast the services provided by Intemet Service Providers
3 Research and identfy free Intermet Service Providers

E BROWSERS
The student will be able to

1 Define Internet terms

2 identify the different parts of a browser window (pull-down menus toolbar
address box status bar scroll bar close button maximize and minimize
buttons and title bar)
Use a history folder to open Web sites
Analyze URLs
Demaonstrate how to use bookmarks
Define hyperlinks
Identify domain names
Demonstrate how to manipulate toolbars

O~NOO AW

F DOWNLOADING FILES
The student will be able to
1 Compare and contrast shareware and freeware files and programs
2  Explain importance of compressing files on the Intemet
3  List common compression format extensions
4  Descnbe how to decompress files
5  List steps to downicad compressed files

G ELECTRONIC MAIL (follow school distnct procedures)
The student will be able to
1 Compose and send email

2 Retneve read and pnint a message
3  Send e-mall with an attachment
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4 Create an address book
5 Identify free e-mail providers (Yahoo Excite Hotmail etc)

H NEWSGROUPS
The student will be able to
1 Define newsgroups
2 List steps to subscribe/unsubscribe to a newsgroup
3 List the steps to post a response to a newsgroup

I SEARCH ENGINES
The student will be able to
1 Ildentify commonly used search engines
2 Demonstrate use of Boolean logic searches (AND OR and NOT)

J ONLINE RESOURCES
The student will be able to
1 Locate and use online hbranes
2 Locate a business and person on the intemet
3 Create dnving directions from your school to another school in your state
using a MapQuest program
4  Check the weather n a major U S city

K BUSINESS ON THE INTERNET
The student will be able to
1 Companson shop for a computer
2  Check the value of a used car
3 Check stock market information

L INTERNET ETHICS AND ETIQUETTE
The student will be able to
1 Descnbe how the Internet threatens your nght to privacy and what you can
do about that

2 Describe appropriate security measures to protect the pnvacy of your
information on the Internet
Explain the concept of copynght and fair use in cyberspace
identify computer related laws
Identify the types of computer cnmes
Locate the "Ten Commandments for Computer Ethics on the Internet

SO AW

Approved May 2001-Student Organization Standards added May 2002

National Business Education Curnculum Standard(s) Career Development
Communication and Information Systems

Standards Revision Committee Sue Ashe Donaldson Career Center Greenville Rita
Beard Crestwood High School Sumter Peggy Bozard R B Stall High School North
Charleston Temy Frady Saluda High School Saluda Ann Godfrey Cherokee
Technology Center Gaffney Ginger Hill F D Johnson Technolcgy Center Ann Mace
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Wande High School Mt Pleasant Jule McCraw Spartanburg High School
Spartanburg Karen Oxley Daniel Morgan Career Center Spartanburg Linda Skinner
North Augusta High School North Augusta Enc Wells James F Byrnes High School
Duncan Kathy Mixson Aiken County School Distnict Atken Joan Anderson
Charleston County Schoo! District Charleston Walter Chastain Carolina First National
Bank Columbia Betsy Kosh Mid Carolina Electnc Cooperative Lexinglon and Tom
Sponseller Hospitalty Association of South Carolina Columbia

STATE TEXTBOOKS

2000 State-Adopted Textbooks

Course Technology ITP
The Intemet—liusirated Introductory 2001

DDC Publishing
Learning Sernes Learning the Internet for Business, 2001
Learming Series Learning the Internet  Fundamentals, Projects and Exercises 2000

Pearson Education Inc publishing as Prentice-Hall
Exploring the Intemet with Microsoft internet Explorer 5 0 2000
Intermet Essentiais 2000

RESOURCES

Berkemeyer Mayo and Vesecky Learning the Intemet 2nd Edition DDC Publishing

Company 1999

James Scott D Introduction to the Intemet Prentice Hall Publishing Company 2001

Katsaropoulos Berkemeyer Mayo and Vesecky Learning the Intemet for Business

DDC Publishing Company 1999

http //ivww sofweb vic edu au/intemet/publish htm

hitp /iwww westga edu/~sbea/ (teaching URL s)

FBLA PowerPoint Presentation 2002

FBLA Medi@Show Presentation 2002

DECA PowerPoint Presentation 2002

DECA Medi@show Presentation 2002

Safety PowerPoint Presentation (Safety ppt) 2000 (for the computer classroom)

Safety PowerPoint Presentation (Safety2 ppt) 2000 (for the regular and computer
classrooms)

Leadership and Personal Development Standards
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BUSINESS AND ELECTRONIC COMMUNICATIONS STANDARDS
ACTIVITY COURSE CODE 5040

TEACHERS WITH ONE OR MORE OF THE FOLLOWING CERTIFICATIONS MAY
TEACH THIS COURSE

32 DISTRIBUTIVE EDUCATION

40 OFFICE OCCUPATIONS

41 SHORTHAND

42 TYPING

43 ACCOUNTING

44 ACCOUNTING AND RELATED BUSINESS

45 SECRETARIAL SCIENCE

46 DATA/INFORMATION PROCESSING

47 BUSINESS EDUCATION

48 ACCOUNTING AND RELATED ECONOMICS

4B BUSINESS AND MARKETING TECHNOLOGY (New as of JULY 1 2003)

Course Objectives

This course 1s designed to provide the student with opportunities to develop skills using
traditional and technology based forms of communication found In today s businesses
Strong emphasis will be placed on exposing students to a wide vanety of electronic
communications and their uses All approprate business applications of oral writien
nonverbal communication and research skills will be addressed Use of these practices
and processes will aid students in developing a foundation for success in today s global
teamwork-based business environment

Computers are required one computer per student
Credit 'z 1 unit

A  SAFETY
The student will be able to
Identify good work attitudes that affect safety on the job
Identify major causes of work-related accidents in offices
Demonstrate knowledge of an emergency plan
Describe the threat of viruses to a computer network methods of avoiding
attacks and options in dealing with a virus attack
5 ldentify potential abuse and unethical uses of computers and networks

PWN -

B STUDENT ORGANIZATIONS
The student will be able to
1 Explam how related student organizations are integral parts of career and
technology courses
2 Explain the goals and objectives of related student organizations
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3 List opportunities available to students through participation in related
student organization conferences and other activities

4 Explain how participation in career and technology education student
organizations can promote lifelong responsibihty for community service
and professional development

C Communication Foundations
The student will be able to
1 Develop an understanding of the basics of business and electronic
communications
2 Recogmize and interpret the /mportance of communication the basic
communication process and the impact technology has on
communication

3 Identify ethical 1ssues and their implications within the communication
process

4 Demonstrate effective listening techniques nterpretation of body
language overcoming distractions and barners

5 Describe and demonstrate basic speaking skills and their implications
in the communication process

6 Investigate the need for various reading skills in the workplace such as

reading for information summarnzation drawing conclusions making
Jjudgments and following directions

7 Describe and demonstrate the stages of the writing process to include
planmng writing editing proofreading and revising

D Professional Communication

The student will be able to

1 Analyze the impact human relations has on communication

2 Define and differentiate workplace relationships including supervisor
employee client and team member

3 Define and interpret upward downward and honzontal communication
and organizational structures

4 Define and analyze goodwill public relations introductions first

impressions and the art of small talk

E Workgroup Communication
The student will be able to
1 Demonstrate techniques for working 1n team-based workgroups
2 Investigate and define the charactenstics and
advantages/disadvantages of team-based workgroups including
members roles and expectations

3 Describe different speaking and hstening skiils including evaluative
infarmative empathetic and reflective histening
4 Define and apply team problem-solving skills including defining and

analyzing problems bramstorming and evaluating alternatives
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5 Describe the importance of self-reflection and peer evaluation techniques
as critical to workgroups success
F Global Communications

The student will be able to

1

2

3

Describe and analyze the impact of cultural diversity on the communication
process

Describe and discuss cultural diversity in the United States and its
influence on business operations

Descnbe and analyze problems and bamers with differences in languages
and customs

Examine and utihze new and emerging communication technologies
Identify and describe new and emerging technological advances
within out society including voice mail pagers cellular phones fax
e-mail Internet and telecommuting

Compose and transmit voice mail and e-mail messages using
appropriate protocol

Examine and evaluate protocol and procedures for implementing
telecommunications in a virtual office environment including Internet
teleconferencing telecommuting bulletin boards and netiquette

G Informational Communication
The student will be able to

1 Demonstrate and utilize research skills

2 Identify and utilize traditional and electronic research sources such as
encyclopedias reference manuals penodicals Internet etc

3 Explain the steps for conducting a search using the Internet to include
search engines access providers web sites protocol and netiquette

4 Interpret and analyze information

5 Evaluate information for relevance purpose timeliness and authenticity

6 Select from and utilize support data such as reference manuals
dictionanes electronic spell checks thesaurus and grammar check

H Persuasive Communication

The student will be able to

1

Develop presentations

2 Identify and evaluate different types of presentations to include information
persuasive and debate

3 ldentify audience charactenstics and requirements such as facilities
equipment handouts scheduling etc for effective presentations

4 Access the benefits of an agenda minutes and follow-up report for an
effective presentation

5 Develop and deliver electronic presentations

6 Discuss various methods of presentation delivery including oral written
multimedia teleconferencing and interactive

7 Design effective presentations to include multimedia components of
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8

9

presentation software packages

Prepare pre-presentation documents and arrangements to include
publictty agenda meeting arrangements etc

Deliver and critique effective presentations

l Written Communication
The student will be able to

1

Plan compose and produce various types of business correspondence
using correct style format and content

2 Create basic memos and business letters o include persuasive positive
and negative responses

3 Plan compose and produce instructions/directions and descnptions

4 Prepare intenm meeting reports which include progress and follow-up

5 Compose produce and enhance reports

6 Evaluate common types of business reports including informational reports
news releases proposals and policy statements

7 Identify and explain enhancements such as graphs charts tables and
thustrations/photographs for visual impact

8 Produce an informational report using suitable format

J Employment Communication

The student will be able to

1
2

3

Apply technological advances to the employabilty process

Explore and identify the employabihity process utiizing traditional and
electronic resources

Plan produce and revise employability documents to include letter of
apphcation resume and follow-up letter

Revised September 2003

National Business Education Curriculum Standards Business Law

Competency Rewvision Teacher Committee  Sharon Cass North Charleston High

Schooi

Mack Cook Pendleton High School Janice Bosman Hanna-Westside

Extension Campus Brenda Dry Lancaster Vocational School Ann Godfrey Cherokee
Technology Center and Laura Yorke White Knoll High School

Competency Rewvision and Review Business Advisory Committee Walter Chastain
Carolina First Bank Columbia Carohne Dugas and Dawvid Stone Central Carolina
Technical College Sumter Susan Flanigan SDE Accountant Columbia Kathy Greene
Executive Secretary Spartanburg Leigh Hiat Rogers Townsend and Thomas
Columbia Betty Pearson Adjunct Instructor at Clemson Unmiversity Anderson David
Reed Tn-County Technical College and Cathy Walker Southern Development
Corporation West Columbta
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STATE-ADOPTED TEXTBOOKS

Pearson Education, Inc , pubhishing as Pearson Prentice Hall
Business Communication Today 7" Edition 2003

Thomson/South Western Publishing
Business Communications 1% Edition 2004

RESOURCES

FBLA PowerPoint Presentation 2002
FBLA Medi@Show Presentation 2002
DECA PowerPoint Presentation 2002
DECA Medi@show Presentation 2002
Safety PowerPoint Presentation (Safety ppt) 2000 (for the computer classroom)
Safety PowerPoint Presentation (Safety2 ppt) 2000 (for the regular and
computer classroom)
Leadership and Personal Development Standards
SDE Publhication Curnculum Guide for Safety in Occupational Education 1992
SDE Business and Marketing Safety PowerPoint Presentations 2000
Understanding Taxes Internal Revenue Service
Your Enlightenment Series Equifax
Stock Market Game South Carohna Counci on Econormic Education
Takin Care of Business Amencan Institute of Certified Public Accountants
1211 Avenue of the Americas New York NY 10036-8775 htip //iwww aicpa org/

RELATED STUDENT ORGANIZATION COMPETITIVE EVENTS

FBLA

This course will help prepare students for the Business Commumcation FBLA
Competiive Event Read the national guidelines in their entirety at http //'www fbla-
pbl org/ because the course may not include everything the students will need to know
for the competition
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BUSINESS COMPUTER APPLICATIONS 1 AND 2
ACTIVITY/COURSE CODES 5008 AND 5009

This course is recommended especially for students who are
not planning to major 1n Business, Marketing, and Computer
Technology Education

COURSE DESCRIPTION Students are taught introductory competencies in the use of
database spreadsheet word processing and graphics applications software n
analyzing and solving business related problems Other content areas include
components of computer systems and the impact of computers on busmesses and
individuals The microcomputer is used as the primary tool

Business Computer Applications may be taught as one or two courses with each course
granting 1/2 unit or 1 unit

OBJECTIVE Given the necessary equipment supplies and faciiies the student will
be able to successfully complete all of the following core competencies is a one-credit
course The local Business Advisory Committee should determine which of the core
competencies are to be taught if the course 1s offered for a half-umit of credit

CREDIT 2 o0r1 credit
PREREQUISITE Keyboarding {or documented equivalent skilis)

EQUIPMENT Computers required one computer per person

A SAFETY
The student will be able ta
ldentify good work attitudes that affect safety on the job
Identify major causes of work related accidents in offices
Demonstrate knowledge of an emergency plan
Descnbe the threat of viruses to a computer network methods of avoiding
attacks and options in dealing with a virus attack
5 Identify potential abuse and unethical uses of computers and networks

HWN -

B STUDENT ORGANIZATIONS
The student will be able to
1 Explain how related student organizations are integral parts of career and
technology courses \
2 Explain the goals and objectives of related student organizations
3 List opportunities available to students through participation in related
student organization conferences and other activities
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4 Explain how participation in career and technology education student
organizations can promote lifeleng responsibility for community service
and professional development

C  WORD PROCESSING SOFTWARE APPLICATIONS
The student will be able to

1 Create save and open word processing files

2 Create format and edit business letters memoranda reports tables and
resumes in mailable form

3 Demonstrate the use of character formatting features (bold underline
italics font styles and sizes superscnpt and subscnpt)

4  Demonstrate the use of paragraph formatting features (tabs indentations
hne spacing and enumerated items)

5 Demonstrate the use of page formatting features (margins justfication
vertical placement onentation page breaks headers and footers)

6 Demonstrate document editing using spell/grammar check thesaurus
search/replace and other document properties (readability word count
and line count)

7  Create documents using mail merge features

D SPREADSHEET SOFTWARE APPLICATIONS
The student wili be able to

1 Define spreadsheet terminology (cell row column range label value
formula function worksheet relative absolute and legend)

2 Create worksheets using spreadsheet commands functions and formulas

3 Enhance worksheets by inserting deleting moving and copying columns
and rows

4  Create appropnate charts with titles and legends

5 Create worksheets requinng the copying of formulas using absolute
mixed and/or relative cell references

6 Rename and rearrange worksheets

E PRESENTATION SOFTWARE APPLICATIONS
The student will be able to

1 Identify components of a presentation program (layout views shde
toolbars and dialog box)

2 Plan (storyboard) a presentation

3 Use presentation software to create projects incorporating effective use of
graphics fonts builds preset amimation and transitions

4  Deliver presentation

F DATABASE SOFTWARE APPLICATIONS
The student wiil be able to
1 Define database tenminology (query DBMS field record file and data
type)
2 Plan and create a database
3 Add edit and pnnt database tables
{
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4  Find sort and query records
5 Pnntfiltered records tables and quenes

G PROGJECT/SIMULATION LEARNING
The student will be able to
1 Produce documents integrating word processing spreadsheet database
and/or presentation files
2 Apply problem solving and critical thinking skills to projects and/or
simulations (cross-curmicular or team teaching)

Approved May 2001-Student Organization Competencies added May 2002
National Business Education Standards Communication and information Systems

Competency Revision and Review Committee Sue Ashe Donaldson Career Center
Greenvitle Rita Beard Crestwood High School Sumter Peggy Bozard R B Stall High
School North Charleston Terry Frady Saluda High School Saluda Ann Godfrey
Cherokee Technology Center Gaffney Ann Mace Wando High School Mt Pleasant
Julie McCraw Spartanburg High School Spartanburg Karen Oxley Daniel Morgan
Career Center Spartanburg Linda Skinner North Augusta High School North
Augusta Enc Wells James F Bymes High School Duncan Kathy Mixson Aiken
County School Distnct Aiken Joan Anderson Charleston County School Distnct
Charleston Walter Chastain Carolina Fist National Bank Columbia Betsy Kosh Mid-
Carolina Electnc Cooperative Lexington and Tom Sponseller Hospitality Association
of South Carolina Columbia

2000 STATE-ADOPTED TEXTBOOKS

Course Technology ITP

Corel WordPerfect Office 2000 2000

FrontPage 2000 introductory Shelly Cashman 2000

llustrated Office 2000 Projects Shelly Cashman 2000

Office 2000 Advanced Shelly Cashman 2000

Office 2000 Introductory Shelly Cashman 2000

Publisher 2000 Shelly Cashman 2000

Shelly Cashman Bundle all five titles above 2000

South-Western Office 2000 Bundle [Microsoft Office 2000, Introductory Microsoft
Office 2000, Advanced Course Computer Apphcations for the New Mellennium
FrontPage 2000 and Publisher 2000 QuickTonal}

Computer Applications for The New Millenium 2001

FrontPage 2000 2000

Microsoft Office 2000 Introductory Course 2000

Microsoft Office 2000 Advanced Course 2000

Publisher 2000 QuickTonal 2000

DDC Publishing
Business Simulation with Microsoft Office 2000 1999
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Computer Literacy Genenc Ediction for PC and Mac 2000
Computer Literacy with Microsoft Office 2000 2000
Computer Literacy with Microsfot Office 97 1999

Leaming Computer Application Projects and Exercises 1999
Leaming Microsoft Office 2000 Deluxe Edition 1999

EMC/Paradigm

Introdution to Computers and Technology 1998
Microsoft Access 2000 2000

Microsoft Excel 2000 2000

Microsoft Office 2000 2000

Microsoft PowerPomt 2000 2000

Microsoft Windows 98 19399

Microsoft Word 2000 2000

WordPerfect 9 2000 t

Glencoe/McGraw-Hiil
Comprehensive Approach for Office 97 Access 97 1999
Comprehensive Approach for Office 97 Excel 97 1998
Comprehensive Approach for Office 37 PowerPoint97 1999
Comprehensive Approach far Office 97 Word97 1999
Comprehensive Approach Senes for Office 2000

A Comprehensive Approach 2000

A comprehensive Approach, Integrated Apphcations 2000

Access 2000 2000

Excel 2000 2000

PowerPoint 2000 2000

Word 2000 2000
Step by-Step Windows 95 1997
Windows 98 Complete Course 1999

Labyrninth

Off to Work with Access 97 1997

Off to Work with Excel 87 1997

Off to Work with Office 97 1997

Off to Work with PowerPomnt 97 1998

Off to Work with Word 87 1897

Off to Work _Access 2000 Proficient Course 2000
Off to Work _Excel Expert Course 2000

Off to Work Office 2000 Essentials Course 1999
Off to Work  Office 2000 Expanded Course 2000
Off to Work  PowerPoint 2000 Proficient Course 2000
Off to Work Word 2000 Expert Course 2000

Lawrenceville Press, Inc
A Guide to Microsoft Office 2000 Professional 2000

South-Western ITP
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Integrated Apphcations for Microsoft Office 2000 2000
Integrated Applications for WordPerfect Office 2000 2000
Integrated Business Projects 2000

RESOURCES

FBLA PowerPoint Presentation 2002

FBLA Medi@Show Presentation 2002 (http //www demensional com/Mediashow htm)

DECA PowerPoint Presentaton 2002

DECA Medi@show Presentation 2002 (http //www demensional com/Mediashow htm)

Safety PowerPoint Presentation (Safety ppt) 2000 (for the computer classroom)

Safety PowerPoint Presentation (Safety2 ppt) 2000 (for the regular and computer
classrooms)

Leadership and Personal Development Competencies

Voice Recognition Standards

RELATED STUDENT ORGANIZATION COMPETITIVE EVENTS

FBLA

This course will help prepare students for the Word Processing I and Word
Processing Il FBLA Competitive Events Read the national guidehnes in their entirety
at http //www fbla pbl org/ because the course may not include everything the students
will need to know for the competition

\
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BUSINESS COMPUTER MATHEMATICS
ACTIVITY COURSE CODE 5047

TEACHERS WITH ONE OR MORE OF THE FOLLOWING CERTIFICATIONS MAY
TEACH THIS COURSE

32 DISTRIBUTIVE EDUCATION

40 OFFICE OCCUPATIONS

41 SHORTHAND

42 TYPING

43 ACCOUNTING

44 ACCOUNTING AND RELATED BUSINESS

45 SECRETARIAL SCIENCE

46 DATA/INFORMATION PROCESSING

47 BUSINESS EDUCATION

48 ACCOUNTING AND RELATED ECONOMICS

4B BUSINESS AND MARKETING TECHNOLOGY (New as of JULY 1 2003)

Course Objectives

This course 1s designed to teach students how to leam and apply mathematics n
business and business-related activites using both manua! and computenzed
calculations Spreadsheet software will be used throughout the course

Objective

Given the necessary equipment supplies and facilites the student will be able to
successfully complete all of the following core competencies in a course granting one
umit of credit

Computers are required one computer per student
Credit %2 -1 unit

A SAFETY
The student will be able to
1 Identify good work attitudes that affect safety on the job
2 identify major causes of work-related accidents in offices
3 Demonstrate knowledge of an emergency plan
4  Describe the threat of viruses to a computer network methods of avoiding
attacks and options in dealing with a virus attack
5 identify potential abuse and unethical uses of computers and networks

B STUDENT ORGANIZATIONS
The student will be able to
1 Explain how related student organizations are integral parts of career and

technology courses
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Explain the goals and objectives of related student organizations

List opportunities available to students through participation in related student
organization conferences and other activites

4 Explain how participation in career and technology education student
organizations can promote lifelong responsibiiity for community service and
professional development

W N

C  SPREADSHEET TERMINOLOGY
The student will be able to
1 Ildentfy basic spreadsheet lemminology such as cell row column value
fabel arrange/sort range formula and hierarchy

D COMPUTERIZED PAYROLL

The student will be able to

1 Use the computer to solve problems involving hourly and overtime pay

2 Use the computer to solve problems involving methods of pay piecework

salary commission and graduated commission

3 Use the computer to solve problems involving computation of deductions and
net pay Federal and State income Taxes Graduated State Income Tax
Social Secunty Tax (FICA) and Group Insurance
Use the computer to prepare an individual tax statement
Use the computer to compute business expenses related to employees
benefits disability insurance travel and employee training

a1

E FINANCIAL INSTITUTION ACCOUNTS AND SERVICES
The student will be able to solve problems related to checking and savings
accounts, using the computer when applicable

Prepare a deposit

Write checks

Maintain a check register

Reconcile a bank statement

Prepare a withdrawal slip

Compute interest

Use the computer 1o solve problems related to loans

a Figure single-payment loans

b Figure installment loan payments

c Computer APR

NG R WN -

F CONSUMER CREDIT

The student will be able to

1 Use a computer to compute sales tax

2 Use a computer to compute total purchase price

3 Use a computer 1o compute finance charges by vanous methods
a Previous-balance method
b Unpaid-balance method
c Average daily balance method
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4 Use the computer to compute the cost(s) involved in owning an automobile
buying leasing and renting

G PERSONNEL COSTS FOR A BUSINESS
The student will be able to

1 Identify methods used by businesses to recruit new employees
2 Use the computer to solve problems related to wages and salanes for
employees

H RETAIL AND DISTRIBUTION COSTS

The student will be abie to

1 Use the computer to calculate vanous types of discounts used by
wholesalers trade chain and cash

2 Use the computer to compute the retain price of a product based on markup
net profit markdown and cost

3 Use the computer to compute the cost of storage space

4 Use the computer to determine the cost and value of inventory

5 Use the computer to compute shipping costs

I ACCOUNTING RECORDS AND EXPENSES
The student will be able to
1 Identify various business expenses rent mamntenance/improvement
equipment utiities professional services depreciation etc
2 Prepare financial statements

a Balance sheet
b Cost of goods sold
c Income statement

Revised September 2003
National Business Education Curriculum Standards Accounting and Computation

Competency Revision Teacher Committee  Sharon Cass North Charleston High
School Mack Cook Pendleton High School Janice Bosman Hanna-Westside
Extension Campus Brenda Dry Lancaster Vocational School Ann Godfrey Cherokee
Technology Center and Laura Yorke White Knoll High School

Competency Rewvision and Review Business Advisory Committee  Walter Chastain
Carohna First Bank Columbia Caroline Dugas and David Stone Central Carolina
Technical College Sumter Susan Flamgan SDE Accountant Columbia Kathy Greene
Executive Secretary Spartanburg Leigh Hiatt Rogers Townsend and Thomas
Columbia Betty Pearson Adjunct Instructor at Clemson Unmiversity Anderson Dawvid
Reed Tn-County Technical College and Cathy Walker Southern Development
Corporation West Columbia
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STATE-ADOPTED TEXTBOOKS

Pearson Education Inc pubhshing as Pearson Prentice Hall
Business Math, High School Edstion, 6" Edition 2002

South-Western Publishing
Business Math 15" Edition 2003

RESOURCES

FBLA PowerPoint Presentation 2002
FBLA Medi@Show Presentation 2002
DECA PowerPoint Presentation 2002
DECA Medi@show Presentation 2002
Safety PowerPoint Presentation (Safety ppt) 2000 (for the computer classroom)
Safety PowerPoint Presentation {Safety2 ppt) 2000 (for the regular and
computer classroom)
Leadership and Personal Development Standards
SDE Publication Curnculum Guide for Safety in Occupational Education 1992
SDE Business and Marketing Safety PowerPoint Presentations 2000
Understanding Taxes Intemal Revenue Service
Your Enhightenment Series Equifax
Stock Market Game South Carolina Council on Economic Education
Takin Care of Business Amerncan Institute of Certified Pubhc Accountants
1211 Avenue of the Americas New York NY 10036-8775 http //'www aicpa org/

RELATED STUDENT ORGANIZATION COMPETITIVE EVENTS

FBLA

This course will help prepare students for the Business Math FBLA Competitive Event
Read the national guidelines in their entirety at http //www fbla pbl org/ because the
course may not include everything the students will need to know for the competition
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Business Law
ACTIVITY COURSE CODE 5044

TEACHERS WITH ONE OR MORE OF THE FOLLOWING CERTIFICATIONS MAY
TEACH THIS COURSE

32 DISTRIBUTIVE EDUCATION

40 OFFICE OCCUPATIONS

41 SHORTHAND

42 TYPING

43 ACCOUNTING

44 ACCOUNTING AND RELATED BUSINESS

45 SECRETARIAL SCIENCE

46 DATA/INFORMATION PROCESSING

47 BUSINESS EDUCATION

48 ACCOUNTING AND RELATED ECONOMICS

4B BUSINESS AND MARKETING TECHNOLOGY (New as of JULY 1 2003)

Course Description

This course 1s designed to provide the student with a knowledge of the legal
environment in which a consumer operates to provide the student with a knowledge of
the legal environment in which a business operates and to provide the student with a
knowledge of legal principles

Objective

Given the necessary equipment supplies and faciities the student will be able to
successfully complete all of the following core standards for a course which grants one
umt of credit

Computer access Occastonal access recommended

Credit 1/2 1 umt

Articulathon Since the standards required for articulating this course vary at the
technical colleges across the state each distnct will need o determine whether
additional standards should be added to these core standards in order to meet the
standards required to articulate this course to the technical college(s) in their
geographic area

A SAFETY
The student will be able to
1 Identify good work attitudes that affect safety on the job

2 Identify major causes of work-related accidents in offices
3 Demonstrate knowledge of an emergency plan
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4  Descnbe the threat of viruses to a computer network methods of avoiding
attacks and options i dealing with a virus attack
5 Identify potential abuse and unethical uses of computers and networks

B STUDENT ORGANIZATIONS
The student will be able to

1 Explain how related student organizations are integral parts of career and
technology courses

2 Explain the goals and objectives of related student organizations

3 List opportunities available to students through participation in related student
organization conferences and other activiies

4  Explain how participation in career and technology education student
organizations can promote lifelong responsibility for community service
and professional development

C ETHICS

The student will be able to

1 Identify ethical character trats  honesty ntegnty compassion respect
responsibility ciizenship justice

2 Distinguish the various ways in which ethical decisions are made and the
consequences

3 Descnbe why laws are needed

4 Explain the relationship between law and ethics and why they sometimes
conflct

D BASICS OF LAW
The student will be able to
1 Determine sources of law
2 Classify types of law
3 Distinguish between different types of courts
4 Differentiate civil law and cniminal law

E CIVIL VERSUS CRIMINAL LAW

The student will be able to

1 Identify the elements of cnminal civil and business ncluding tnal
procedures
Distinguish between a fort and a cnme
Differentiate between and give examples of neghgence and intention torts
Explain the concepts of the reasonable person test and proximate cause
Explain the concept of stnct absolute and vicanous liability
Explain constitutional nghts when facing civil or cnminal legal action

AR WN
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F CONTRACT LAW
The student will be able to

1 ldentify the elements of a contract (offer acceptance genuine agreement
consideration capacity and legaiity)

2 Discuss the requirements of an offer and acceptance and how the offer
can be terminated/discharged

3 Identify the classifications of contracts vahd void voidable

unenforceable express imphed oral and wntten

4 Define consideration and hist examples of valid consideration -

5 Differentiate among the ways that a contract can be disrupted such as
fraud non-disclosure musrepresentation mistake duress and undue
influence

6 Name the ways a contract may be terminated or discharged

7 Explain minor s rights to disaffirm contracts

8 List contracts which should be 1n writing under the Statute of Frauds

9 Define breach of contract and name legal remedies available for

resoluticn

G CONSUMER LAW
The student will be able to

1 List and explain consumer protection laws including credit reporting debt
collection and privacy
2 Define common unfair and deceptive practices such as  bait and switch

usury dentity theft deceptive service estimates fraudulent
misrepresentations

3 Explamn expressed and implied warranties for sale of goods

4 Describe the vanous aspects of bankruptcy such as Liquidation and
Reorganization of Debts (Chapters 7 and 13)

H REAL AND PERSONAL PROPERTY
The student will be able to

1 Define real property personal property and fixtures and explain why
property distinctions are important
2 List different methods of acquiring property and transfeming title (e g

renting leasing or purchasing contract for sale deed ttle search
abstract of itle mortgage etc ) including the effects of liens

3 Explain how a bailment 1s created and describe the standard of care
different bailees are required to exercise over bailed property

4 Explain nghts and duties of property owners and visitors according to
property laws

5 Define intellectual property (e g patents copyrights and trademarks)

I EMPLOYMENT LAW
The student will be able to

1 Describe the employer-employee relationship and the nghts and duties of
each
2 Explain the doctrine of employment-at-will and describe the wrongful
discharge
South Carchna  Busmness Law (November 2003) 3
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3 Demonstrate an understanding of employee nghts (e g employment
interview testing laws affecting minors and collective bargaiming)

4 identify legistation that regulates employment nghts conditions and
worker benefts (OSHA Workers Comp efc)
5 Name the types of employee benefits (insurance retirement and savings

plans etc ) commonly offered by employers and the nghts/duties of
insurerf/insured

J DOMESTIC/PERSONAL LAW
The student will be able to

1 Define marnage and explamn the nghts and obligations that are involved in
mammage

2 Understand concepts relating to marnage such as age requirements
prenuptial agreements common law and types of marnage prohibited by
law

3 Contrast annulment divorce and dissolution proceedings and explain
some of the typical grounds for divorce

4 Describe the law as it relates to the distnbution of property in divorce as
well as child custody and child and spousal support

5 Describe the legal aspects of parenthcod

6 identify the requirements of a formal will and indicate the ways a will can
be revoked or altered

7 Explain what happens to a decedent s estate when a person dies without
awll

K COMPUTER LAW
The student will be able to

1 Demonstrate an understanding of computer law as it relates to computer
hacking software piracy source code software license copyright law
Internet and e-mail

2 Discuss existing laws jurisdiction considerations and disputes regarding
E-commerce

L CAREER EXPLORATION
The student will be able to

1 Identify traditional and non-traditional law-related careers including
requirements salary range and working conditions
Revised September 2003
National Business Education Curnculum Standards Business Law

Competency Rewvision Teacher Committee  Sharon Cass North Charleston High
School Mack Cook Pendleton High School Janice Bosman Hanna-Westside
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Extension Campus Brenda Dry Lancaster Vocational School Ann Godfrey Cherokee
Technology Center and Laura Yorke White Knoll High School

Competency Revision and Review Business Adwisory Committee  Walter Chastain
Carohna First Bank Columbia Carohne Dugas and Dawid Stone Central Carolina
Technical College Sumter Susan Flanigan SDE Accountant Columbia Kathy Greene
Executive Secretary Spartanburg lLeigh Hiatt Rogers Townsend and Thomas
Columbia Betty Pearson Adjunct Instructor at Clemson University Anderson Dawvid
Reed Tn-County Technical College and Cathy Walker Southem Development
Corporation West Columbia

STATE-ADOPTED TEXTBOOKS

Glencoe/McGraw-Hill
Understanding Business and Personal Law 11" Edition 2003

South Western Pubhshing
Law for Business and Personal Use 16" Edition 2004

RESOURCES

FBLA PowerPoint Presentation 2002
FBLA Medi@Show Presentation 2002
DECA PowerPoint Presentation 2002
DECA Medi@show Presentation 2002
Safety PowerPoint Presentation (Safety ppt) 2000 (for the computer classroom)
Safety PowerPomnt Presentation (Safety2 ppt) 2000 (for the regular and
computer classroom)
Leadership and Personal Development Standards
SDE Publication Curnculum Guide for Safety in Occupational Education 1992
SDE Business and Marketing Safety PowerPoint Presentations 2000
Understanding Taxes Internal Revenue Service
Your Enhghtenment Series Equifax
Stock Market Game South Carolina Counci on Economic Education
Takin Care of Business American Institute of Certified Public Accountants
1211 Avenue of the Americas New York NY 10036-8775 hitp //www aicpa org/

RELATED STUDENT ORGANIZATION COMPETITIVE EVENTS

FBLA

Thuis course will help prepare students for the Business Law FBLA Competitive Event
Read the national guidelines in their entirety at http /iwww fbla-pbl org/ because the
course may not include everything the students will need to know for the competition
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INTEGRATED BUSINESS APPLICATIONS 1 _
ACTIVITY/COURSE CODE 5020
Microsoft Office Specialist (MOS) Certification Preparation Course

TEACHERS WITH ONE OR MORE OF THE FOLLOWING CERTIFICATIONS MAY

TEACH THIS COURSE
32 DISTRIBUTIVE EDUCATION

40 OFFICE OCCUPATIONS

41 SHORTHAND

42 TYPING

43 ACCOUNTING

44 ACCOUNTING AND RELATED BUSINESS

45 SECRETARIAL SCIENCE

46 DATA/INFORMATION PROCESSING

47 BUSINESS EDUCATION

48 ACCOUNTING AND RELATED ECONOMICS

4B BUSINESS AND MARKETING TECHNOLOGY (New as of JULY 1 2003)

COURSE DESCRIPTION This course of study 1s designed to teach the student
computer concepts as related lo processing data into useful information needed In
business situations by using database spreadsheet word processing and presentation
software Because the design of this course is to prepare students for Microsoft Office
User Specialist (MOS) Certification the emphasis 1s on speed accuracy and
production using proper keyboarding techmqgues

OBJECTIVE Given the necessary equipment supplies and appropnate software the
siudent will be able to successfully complete the introductory standards (to be
completed in Computer Technology Il) necessary for MOS Certification for Access 2000
(or 2002) and PowerPaint 2000 (or 2002) and MOS Certfication at the Core L evel for
Word 2000 (or 2002) and Excel 2000 (or 2002)

Note These standards are for Office 2000 and taken directly from the Microsoft
web site If your school is using Office 2002 (XP) download the standards for
the MOS tests from the Microsoft website and use those instead of the ones
hsted here If using the Corel Suite (WordPerfect) use the standards for
certification through the Corel website www corel com As Microsoft and Corel
change the versions covered in their certifications you will need to download
current standards

CREDIT One unit—(This course will no longer be offered as a 1/2 unit as of July 1
2002)

PREREQUISITE Keyboarding (A speed of at least 35 wpm 1s recommended as the
basis for bullding the skill and speed necessary for MOS certification )

EQUIPMENT Computers required one computer per student

A SAFFTY
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The student will be able to
Identify good work attitudes that affect safety on the job

1

2 Identify major causes of work-related acadents in offices

3 Demonstrate knowledge of an emergency plan

4 Descnbe the threat of viruses to a computer network methods of avoiding attacks
and options m dealing with a virus attack

5 Identify potential abuse and uncthical uses ot computers and networks

B STUDENT ORGANIZATIONS
The student will be able to
1 Explain how related student organizanions are mtegral parts of career and
technology courses

2 Explain the goals and objectives of related student organtzations

3 List opportumties available to students through participation in related student
orgarmzation conferences and other activities

4 Explain how participation m career and lechnology education student

orgamzations can promote hifelong responsibility for commumnty service and
professional development

C BASIC COMPUTER CONCEPTS
The student will be able to

1 Lxplain steps 1n the intormation processing cvile

2 Identify and explain the components of a computer system

3 Categonize software according to tunction (system and application)

4 Identify functions of input/output devices

5 Catcgonze storage as primary or sccondary

6 Define basic computer tenminology (hardwarc software program pixel
resolution binary, RAM ROM bit and bvte)

7 Identify charactenistics and limitations ot vanous computers based on s1ze and
capabibities

8 List examples of computer use 1 business education government, industry and
the home

9 Identify terms commonly found n personal computer advertisements

10 Describe the steps in purchasing a personal computer

11 Demonstr ite both cold and warm buuts

12 Define path prompt. root directory sub dwrectorv and wildc rd

13 Ident1fy basic functions and termmology associated with operating systems and
system softwarc (such as boot Maclntosh MS Windows multitasking GUI,

con

WYSIWYG mouse, mummize and maximize)
14 Define charactenstics of LANs WANs and MANs
15 ldenufy network hardw are components
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D WORD-—MOS—Core Level Skill Sets
The student will be able to

Nolie -BEN N« NV RN SR

— — b —
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14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
32
33
34
35
36
37
38
39
40
41
42
43

45

Use the Undo Redo and Repeat commnd

Applv font formats (bold italics and underhine)

Use the SPELLING feature

Use the THESAURUS feature

Use the GRAMMAR {featurc

Insert page breaks

Highlight text in document

Insert and move text

Cut copy paste and paste special using the chpboard
Copy formats using the Format Painter

Select and change font and font s1ze

Find and replace text

Apply character effects (superscnipt subscnpt strihethrough small caps nd
outline)

Insert date and time

Insert symbols

Create and apply frequently used text with AutoCorrect
Align text 1 paragraphs (center lett nght and justified)
Add bullets and mambering

Set character, hine and paragraph spacing options
Apply borders and shading to paragraphs

Usc 1ndentation options (left, nght first ine and hanging)
Use TABS command {center decumal, left and right)
Create an outline style numbcred hist

Set tabs with leaders

Use print preview

Prnt a document

Use Web Page Preview

Navigate through 1 document

Insert page numbers

Set page oncntation

Set margins

Usc GoTo to locate speuific elemnents in a document
Create and modify page numbers

Create and modify headurs and footers

Algn text vertically

Create and usc newspaper columns

Revise column structure

Prepare and pnint envelopes and labels

Apply styles

Create scctions with formatting that differs from other sections
Use click and type

Usc save

Locate and open an existing document

Use Save As (different name location or format)
Create a folder
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46 Creatc a new document using a wizard
47 Save a document as a Web page

48 Use templates to create a new document
49 Create hyperlinks

50 Usc the Office Assistant

51 Send a Word document via e mail

52 Create and format tables

53 Add borders and shading to tables

54 Rewvise tables (insert and delcte tows and columns and change ccli formats)

55 Modity table structure (merge cells and change height and width)
56 Rotate text in a table

57 Use the drawing toolbar

S8 Insert graphics into a document (WordArt chip art and ymages)

E EXCEL-—MOS—Core Level Skill Sets
The student will be able to
1 Use Undo and Redo
2 Clear cell content
3 Enter text dates, and numbers
4 Edit cell content
5 Go to a speafic el
6 Insert and delete selected cclls
7 Cut copy paste paste special and move selected cells use the Office Clipboard
8 Use Find and Replace
9 Clear cell formats
10 Work with senies (Autol1ll)
11" Create hyperhnks

12 Use Save

13 Use Save As (different name location and format)
14 Locate and open an existing workbook

15 Crcate a tolder

16 Use templates to create a nen workbook

17 Save a worksheet/workbook as a Web page

18 Send a workbook via E-mail

19 Use the Office Assistant
20 Apply font styles (typeface size color and styles)

2] Apply number formats (currencv percent dates, and comma)
22 Modify size of rows and columns
23 Modify alignment ot cell content

24 Adjust the decimal place

25 Apply AutoFormat

26 Use the Format Pamnter

27 Apply cell borders and shading

28 Merge cells

29 Rotate text and change indents

30 Define apply and remove a style

31 Preview and print worksheets and workbooks
32 Use Web Page Preview
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33
34
3>
36
37
38
39

40
4]
42
43
44
45
46
47
48
49
50
51
52
53
54
55
56
57
58
59
60
61
62
63
64
65

Print a selection

Change page onentation and staling

Set page margins and centering

Insert and remove a page break

Set print and clear a print arca

Set up headers and footers

Set pnnt titles and options (gndlines print quality and row and column
headings)

Insert and delete rows and columns

Hide and unhide rows and columns

Freeze and unfreeze rows and columns

Change the zoom setting

Move between worksheets in 2 workbook
Check spelling

Rename a worksheet

Insert and delete worksheets

Move and copy worksheets

Link worksheets and consohdate data using 3D References
Enter a range within a formula by dragging
Enter formulas in a cell and use the formula bar
Revise formulas

Use references (absolute and relauve)

Use AutoSum

Use Paste Function to 1asert a function

Use basic functions (AVERAGE SUM COUNT MIN and MAX)
Enter functions using the formula palette

L se date functions (NOW and DATE)

Lse financial funchons (FV and PMT)

LUse logical functions (IF)

Preview and print charts

Use chart wizard to create a chart

Modify charts

Insert, move, and delete an objcct (picturc)
Create and modify hnes and objects

F POWERPOINT—MOS—Introduction to Skill Sets
The student will be able te

— = 0 X0 IR H LN —

an i es)

Create a presentation from a template and/or a wizard

Create a blank presentation

Create a speaified type of shide

Navigate among different views (shde, outline sorter and tri-pane)
Delete shdes

Change the order of slides using Shde Sorter view

Change the layout for one or more shides

Modify shde sequence 1n the outline pane

Applv a design template

Check spelhng

Change and replace text fonts (mndividual shide and entire presentation)
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12 Enter text in tn-pane view
13 Change the text alignment

14 Create a text box for entering text
15 Use the wrap text 1n text box feature
16 Promote and demote text in shde and outline panes

17 Add a picturc trom the ClipArt Gallery
18 Apply formatting

19 Scale and size an object including clip art
20 Add shde transitions

21 Ammatc text and objects

22 Preview presentation in black and white
23 Print shides 1n a vanicty of formats

24 Start a shde show on any shde

25 Use screen navigation tools

26 Save changes to a presentation

27 Save as a new presentation

28 Use Office Assistant

G ACCESS—MOS—Introduction to Shall Sets
The student will be able to
Detersmne appropnate data mnputs for 1 database
Determine appropnate data outputs for a databasc
Create table structure
Establish table relationships
Use the Otfice Assistant
Sclect an object using the Objects Bar
Print database objects (tables forms reports and queries)
Navigate through records n a table query or form
Creatc a databasc (using a wizard or mn Design View)
10 Create tables by using the Table Wizard
11 Sct pnmary keys
12 Modify field properties
13 Use multiple data types
14 Modify tables using Design View
15 Use the | ookup Wizard
16 Use the input mask wizard

A= ol B e W S N N

H INTERNET APPLICATIONS
The student will be able to
Lxplain net addresses
Demonstrate ability to use scarch engines
Evaluate Web site integnty and usefulness for the user
Use E mail
Demonstrate an understanding of basic Web design development and publhishing

b W N —

Approved May 2001-Student Organization Standards added May 2002
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National Business Education Currniculum Standards Career Development
Communication and Information Systems

Curnculum Rewvision Committee Sue Ashe Donaldson Career Center Greenville Rita
Beard Crestwood High School Sumter Peggy Bozard R B Stall High School North
Charleston Terry Frady Saluda High Schoo! Saluda Ann Godfrey Cherokee
Technology Center Gaffney Ginger Hll F D Johnson Technology Center Ann Mace
Wando High School Mt Pleasant Juhe McCraw Spartanburg High School
Spartanburg Karen Oxley Daniel Morgan Career Center Spartanburg Linda Skinner
North Augusta High School North Augusta Enc Wells James F Byrnes High School
Duncan Kathy Mixson Aiken County School Distnict Alken Joan Anderson
Charleston County School Distnict Charleston Walter Chastain Carolina First National
Bank Columbia Betsy Kosh Mid-Carolina Electnc Cooperative Lexington and Tom
Sponseiler Hospitality Association of South Carolina Columbia

STATE TEXTBOOKS

2001 Adopted Textbooks for Integrated Business Applications 1 and 2

Course Technology/Thomson Learning

Computer Applicatons for the New Millenmum 2001

Computer Concepts Basic 2001

Microsoft Office 2000 Advanced Concepts and Techniques 2000

Microsoft Office 200 Advanced Course 2000

Microsoft Office 2000 Basics 2001

Microsoft Office 2000 Introductory Concepts and Techniques and Learn by CBT
Bundle 2001

Microsoft Office 2000 Introductory Course 2000

Microsoft Office Post-Advanced Concepts and Techniques 2000

Microsoft Works 2000 Basics 2001

Office 2000 Projects—School Binder 2000

SAM 2000 Net-Ready 2001

SAM 2000 V1 7 2001

DDC Publishing

Learning Senes Learning Computer ConceptsU, 2001

Learning Senes_Leaming Microsoft Access 2000 2000

L earning Senes Learning Microsoft Excel 2000 2000

| earning Senes Leaming Microsoft Office Advanced Skills An Integrated Approach
2000

L earning Sernies Leaming Microsoft PowerPoint 2000 2000

Learning Sernies Learning Microsoft Word 2000 2000

EMC/Paradigm Publishing
Computer Concepts 1998
Computer Technology Changes, Challenges, and Choices 2002

Computers Exploring Concepls 2002
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Introduction to Computers and Technology 1998

Glencoe/McGraw-Hill

Computing Fundamentals, 4" Edition 20061
Essential Concepts, 4" Edition 2001
Introduction to Computers, 4" Ediion 2001

Lawrencefille Press, Inc
A Guide to Microsoft Office 2000 ProfessionalA Guide to Microsoft Office 2000
Professional 1999

Pearson Education, Inc , publishing as Prentice Hall
l_eam Office 2000 with CD-ROM 2000

MOUS Essentials Access 2000 2001

MOUS Essentials PowerPoint 2000 2001

MQUS Essentials Excel 2000 2001

MQUS Essentials Word 2000 2001

MOUS Test Preparation Guide for Access 2000 2001
MOUS Test Preparation Guide for Excel 2000 2001
MOUS Test Preparation Guide for PowerPoint 2000 2001
MOUS Test Preparation Guide for Word 2000 2001

RESOURCES

http //www _microsoft com

Martin James Local Area Networks Architectures and Implementations

SDE Publcation 81001 Cumculum Guide for Safety in Occupational Education 1992
FBLA PowerPoint Presentation 2002

FBLA http /imww medi@show com/ Presentation 2002

DECA PowerPoint Presentation 2002

DECA hitp /iwww medi@show comV Presentation 2002

Safety PowerPoint Presentation (Safety ppt) 2000 (for the camputer classroom)
Safety PowerPoint Presentation (Safety2 ppt) 2000 (for the regular and computer
classrooms)

Leadership and Personal Development Standards

Voice Recognition Standards
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INTEGRATED BUSINESS APPLICATIONS 2
Microsoft Office Specialist (MOS) Certification Preparation Course
ACTIVITY/COURSE CODE 5021

TEACHERS WITH ONE OR MORE OF THE FOLLOWING CERTIFICATIONS MAY

TEACH THIS COURSE
32 DISTRIBUTIVE EDUCATION

40 OFFICE OCCUPATIONS

41 SHORTHAND

42 TYPING

43 ACCOUNTING

44 ACCOUNTING AND RELATED BUSINESS

45 SECRETARIAL SCIENCE

46 DATA/INFORMATION PROCESSING

47 BUSINESS EDUCATION

48 ACCOUNTING AND RELATED ECONOMICS

4B BUSINESS AND MARKETING TECHNOLOGY (New as of JULY 1 2003)

COURSE DESCRIPTION This course of study i1s designed to teach the student
advanced computer concepts as related to processing data into useful information
needed 1n business situations by using advanced database spreadsheet word
processing and presentation software capabilittes Because the design of this course
1s to prepare students for Microsoft Office Specialist (MOS) Certification the emphasis
1s on speed accuracy and production using proper keyboarding techniques

OBJECTIVE Given the necessary equipment supplies and appropriate software the
student will be able to successfully complete the standards necessary for MOS
Certification for Access 2000 (or 2002) and PowerPoint 2000 (or 2002) and MOS
Certification at the Expert Level for Word 2000 (or 2002) and Excel 2000 (or 2002)

Note These standards are for Office 2000 and taken directly from the Microsoft
web ste If your school 1s using Office 2002 (XP) download the standards for
the MOS tests from the Microsoft website and use those instead of the ones
isted here If using the Corel Suite (WordPerfect) use the standards for
certification through the Corel website www corel com  As Microsoft and Corel
change the versions covered in their certifications you will need to download
current standards

CREDIT 1 unt—(This course will no longer be offered as a 1/2 umit as of July 1 2002 )
PREREQUISITE Successful compietion of Integrated Business Applications 1
EQUIPMENT Computers required one computer per student
A SAFETY

The student will be able to

1 ldentfy good work attitudes that affect safety on the job
2 ldentify major causes of work-related accidents in offices
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3 Demanstrate knowledge of an emergency plan _
4 Describe the threat of viruses to a computer network methods of avoiding
attacks and options in dealing with a virus attack
5 Identify potential abuse and unethical uses of computers and networks
B STUDENT ORGANIZATIONS
The student will be able to
1 Explain how related student organizations are integral parts of career and
technology courses
2  Explain the goals and objectives of related student organizations
3  List opportunities available to students through participation in related student
orgamzation conferences and other activities
4 Explain how participation in career and technology education student
orgarnizations can promote lifelong responsibility for community service and
professional development
C MICROSOFT OFFICE SPECIALIST (MOS)—WORD EXPERT LEVEL
The student will be able to
1 Apply paragraph and section shading
2  Use text flow options (Widow/Orphan options and keeping lines together)
3  Sorthsts paragraphs and tables
4  Create and modify page borders
5 Format first page differently then subsequent pages
6 Use bookmarks
7 Create and edi styles
8 Create watermarks
9 Use find and replace with formats special characters and non-printing
elements
10  Balance column length (using column breaks appropnately)
11 Create or revise footnotes and endnotes
12 Work with master documents and subdocuments
13  Create and modify a table of contents
14  Create cross references
15 Create and modify an index
16 Embed worksheets in a table
17  Perform calculations in a table
18 Link Excel data as a table
19  Modify worksheets in a table
20 Add bitmapped graphics
21 Delete and position graphics
22  Create and modify charts
23 Import data into charts
24  Create mam document
25 Create data source
26  Sort records to be merged
27 Merge main document and data source
28 Generate labels
29 Merge a document using alternate data sources
South Carohna Computer Technology 2 (May 2001) 2
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30 Insert a field

31 Create apply and edt macros

32 Copy rename and delete macros

33  Create and modify form

34 Create and modify a form control (add an item to a drop-down list)
35 Use advanced text ahignment features with graphics
36 Customize toolbars

37 Create and format tables

38 Insert comments

39  Protect documents

40 Create multiple versions of a document

41  Track changes to a document

42  Set default file location for workgroup templates

43  Round tnp documents from HTML

1)) MICROSOFT OFFICE SPECIALIST (MOS)—EXCEL EXPERT LEVEL
The student will be able to
1 Import data from text files (insert drag and drop)
2 Import from other apphcations
3 Import a table from HTML file (insert and drag and drop—including HTML
round tnpping)
Export to other applications
Apply templates
Edit templates
Create templates
Use a workspace
Link warkbooks
10  Apply number formats (accounting currency and number)
11 Create custom number formats
12  Use conditional formatting
13  Preview and pnnt multiple worksheets
14  Use the Report Manager
15 Add and delete a named range
16 Use a named range in a formula
17  Use Lookup Functions (Hlookup or Viookup)
18 Hide and display toolbars
19 Customize a toolbar
20 Assign a macro to a command button
21 Record macros
22 Run macros
23  Edit macros
24  Work with the Auditing Toolbar
25 Trace errors (find and fix errors)
26 Trace precedents (find cells referred to in a specific formula)
27 Trace dependents (find formulas that refer to a specific cell)
28  Apply conditional formats
29 Perform single and muiti level sorts
30 Use grouping and outhines

O ~NO O
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31

32
33
34
35
36
37
38
39
40
41
42
43
44
45
46
47
48
49
50

Use subtotaling

Apply data filters

Extract data

Query databases

Use data vahdation

Use PivotTable autoformat

Use Goal Seek

Create pivot chart reports

Work with Scenanos

Use Solver

Use data analysis and PivotTables

Create interactive PivotTables for the Web

Add fields to a PivotTable using the Web browser
Create edit and remove a comment

Apply and remove worksheet and workbook protections
Change workbook properties

Apply and remove file passwords

Track changes (highight accept and reject)
Create a shared workbook

Merge workbooks

E MICROSOFT OFFICE SPECIALIST (MOS)}—ACCESS
The student will be able to

1
2
3

—
CSONDIHON b

11
12
13
14
15
16
17
18
19
20
21
22
23
24

Create a form with the Form Wizard

Use the Control Tooibox to add controls

Modify Format Properties (font style font size color and caption) of
controls

Use form sections (headers footers and detail)

Use a Calculated Control on a form

Use the Office Clipboard

Switch between object views

Enter records using a datasheet

Enter records using a form

Delete records from a table

Find a record

Sort records

Apply and remove filters (filter by form and filter by selection)
Specify cntena in a query

Display related records in a subdata sheet

Create a calculated field

Create and modify a multi-table select query

Establish relationships

Enforce referential integnty

Create a report with the Report Wizard

Preview and pnnt a report

Move and resize a control

Modify and format properties (font style font size color and caption)
Use the Control Toolbox to add controls

South Carolina Computer Technology 2 (May 2001)
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25
26
27
28
29
30
31
32
33

Use report sections (headers footers and detail)
Use a Calculated Control in a report

Import data to a new table

Save a table query and forms as a Web page
Publish a presentation to the Web

Add hyperlinks

Print database relationships

Back up and restore a database

Compact and reparir a database

F MICROSOFT OFFICE SPECIALIST (MOS)—POWERPOINT
The student will be able to

1

Qo ~NoOoUwWwhN

10
11
12
13
14
15
16
17
18
19
20
21
22
23

Copy a shde from one presentation to another
Create a new presentation from existing shdes
insert headers and footers

Create a presentation using the AutoContent Wizard
Send a presentation via e-mail

Find and replace text

Maodify the Shde Master

Import text from Word

Use the Office Chpboard

Use the Format Painter

Add and group shapes using WordArt or the drawing Toolbar
Add text to a graphic object using a text box
Create tables within Powerpoint

Rotate and fill an object

Add AutoNumber bullets

Add speaker notes

Add graphical bullets

Pnnt audience handouts

Pnnt speaker notes in a specified format

Prnt a shde as an overhead transparency

Use the pen dunng a presentation

Publish a presentation to the Web

Insert a hyperlink

G INTEGRATING SOFTWARE APPLICATIONS
The student will be able to

1

2

3

Produce documents integrating word processing database spreadsheet
and presentation files

Produce documents integrating graphic files with other apphcation
software

Produce documents integrating sound files with other application software
if technology i1s available

Approved May 2001-Student Orgamization Standards added May 2002
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National Business Education Curniculum Standards Career Development
Communication and Information Systems

Curnculum Revision Committee Sue Ashe Donaldson Career Center Greenville Rita
Beard Crestwood High School Sumter Peggy Bozard R B Stall High School North
Charleston Terry Frady Saluda High School Saluda Ann Godfrey Cherokee
Technology Center Gaffney Ginger Hil F D Johnson Technology Center Ann Mace
Wando High School Mt Pleasant Juhe McCraw Spartanburg High School
Spartanburg Karen Oxley Daniel Morgan Career Center Spartanburg Linda Skinner
North Augusta High Schooi North Augusta Enc Wells James F Byrnes High School
Duncan Kathy Mixson Aiken County School Distnct Aken Joan Anderson
Charleston County School Distnict Charleston Walter Chastain Carolina First National
Bank Columbia Betsy Kosh Mid-Carolina Electnc Cooperative Lexington and Tom
Sponseller Hospitality Association of South Carolina Columbia

STATE TEXTBOOKS

2001 Adopted Textbooks for integrated Business Applications 1 and 2

Course Technology/Thomson Learning

Computer Applications for the New Millennium 2001

Computer Concepts Basic 2001

Microsoft Office 2000 Advanced Concepts and Techniques 2000

Microsoft Office 200 Advanced Course 2000

Microsoft Office 2000 Basics 2001

Microsoft Office 2000 Introductory Concepts and Techniques and Learn by CBT
Bundle 2001

Microsoft Office 2000 Introductory Course 2000

Microsoft Office Post-Advanced Concepts and Techniques 2000

Microsoft Works 2000 Basics 2001

Office 2000 Projects--Schoot Binder 2000

SAM 2000 Net Ready 2001

SAM 2000 V1 7 2001

DDC Pubhshing

Learning Senes Leaming Computer Concepts, 2001

Learning Sernes | eaming Microsoft Access 2000 2000

Learning Senes Leaming Microsoft Excel 2000 2000

Learmning Sernes Learning Microsoft Office Advanced Skills An Integrated Approach
2000

Learning Senes Leaming Microsoft PowerPoint 2000 2000

Learning Series Leaming Microsoft Word 2000 2000

EMC/Paradigm Pubhishing

Computer Concepts 1898

Computer Technology Changes, Challenges, and Choices 2002
Computers Exploring Concepts 2002

Introduction to Computers and Technology 1998
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Glencoe/McGraw-Hill

Computing Fundamentals, 4" Edition 2001
Essential Concepts, 4™ Edtion 2001
Introduction to Computers, 4™ Edition 2001

Lawrencefille Press, inc
A Guide to Microsoft Office 2000 ProfessionalA Guide to Microsoft Office 2000
Professional 1999

Pearson Education, inc , publishing as Prentice Hall
Learn Office 2000 with CD-ROM 2000

MQUS Essentials Access 2000 2001

MOUS Essentials PowerPoint 2000 2001

MQUS Essentials Excel 2000 2001

MOUS Essentials Word 2000 2001

MOUS Test Preparation Guide for Access 2000 2001
MOUS Test Preparation Guide for Excel 2000 2001
MQOUS Test Preparation Guide for PowerPoint 2000 2001
MOUS Test Preparation Guide for Word 2000 2001

RESOURCES

http //iwww microsoft com

SDE Publicabon 81001 Cumculum Guide for Safety in Occupational Education 1992
FBLA PowerPoint Presentation 2002

FBLA http /mww medi@show com/ Presentation 2002

DECA PowerPoint Presentation 2002

DECA http //iwww medi@show comy/ Presentation 2002

Safety PowerPoint Presentation (Safety ppt) 2000 (for the computer classroom)
Safety PowerPoint Presentation (Safety2 ppt) 2000 (for the regular and computer
classrooms)

Leadership and Personal Development Standards

Voice Recogmtion Standards
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DESKTOP PUBLISHING
ACTIVITY/COURSE CODE 5176

TEACHERS WITH AT LEAST ONE OF THE FOLLOWING CERTIFICATIONS MAY
TEACH THIS COURSE

32 DISTRIBUTIVE EDUCATION

40 OFFICE OCCUPATIONS

41 SHORTHAND

42 TYPING

43 ACCOUNTING

44 ACCOUNTING AND RELATED BUSINESS

45 SECRETARIAL SCIENCE

47 BUSINESS EDUCATION

48 ACCOUNTING AND RELATED ECONOMICS

4B BUSINESS AND MARKETING TECHNOLOGY (New as of JULY 1 2003)

COURSE DESCRIPTION This course 1s an expansion of office computing
incorporating the use of desktop publishing software or word processing software with
desktop capabilites a computer system and a prnter to produce professional-looking
documents The student will learn how to edit chp art and photographs for inclusion in
printed documents

OBJECTIVE Given the necessary equipment supplies and facilities the student will
be able to successfully complete all of the following core competencies for a course
granting one unit of credit The local Advisory Committee should determine which of
the core competencies should be taught in a half-unit course

PREREQUISITE Keyboarding (or documented equivalent skills) and Business
Computer Applications or Computer Technology |

COMPUTERS REQUIRED One computer per student
CREDIT 1/2 or 1 unit

A SAFETY
The student will be able to
1 Identify good work atiitudes that affect safety on the job
2 Identify major causes of work-related accidents in offices
3 Demonstrate knowledge of an emergency plan
4 Descnbe the threat of viruses to a computer network methods of avoiding
attacks and options in dealing with a virus attack
5 Identify potential abuse and unethical uses of computers and networks

B STUDENT ORGANIZATIONS

The student will be able to
1 Explain how related student organizations are integrat parts of career and

technology courses
2 Explain the goals and objectives of related student organizations

South Carolina Desktop Publishing (May 2002} 1
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3 List opportunities available to students through participation in related
student organization conferences and other activiies

4 Explam how participation in career and technology education student
organizations can promote lifelong responsibility for community service and
professional development

Cc UNDERSTANDING TECHNOLOGY
The student will be able to

1 Define desktop publishing

2 Demonstrate an understanding of the basic hardware components needed
for desktop publishing (CPU memory disks/disk drives expansion boards
and ports mmput/output devices (scanner digital camera display monitors
WYSIWYG technology etc)

3 Demonstrate an understanding of the basic software needed for desktop
pubhshing (operating system data/word processing graphics software
page assembly graphics formats etc)

D CREATING AND DESIGNING LAYOUT
The student will be able to

1 Define terms in the design process thumbnails roughs and
comprehensive layout (comp)

2 Define terms related to artwork such as hne art continuous tone halftone
halftone screen cropping and scaling photostats (PMTs) and veloxes

3 Define terms related to topography screen/pnnter fonts downloadable
(soft) fonts typesetting galleys pastscnpt prninters senfs points picas
abhgnment of text drop shadows and kerning

4 Convert elements (logos body copy charts and graphs) from standard
business applications into compatibie format (e g pdf gif jpeg and tiff) for
use in desktop publishing projects

5 Proofread edit and revise text using standard proofreading symbols

E PRODUCING OF DOCUMENTS

The student will be able to

1 Determine the most appropriate type of desktop publication based upon the
purpose intended audience life of the publication cost imits and time
restramnts

2 Plan pnnted presentations of text by determining appropnate typography
spacing elements and emphasis features

3 Plan a layout n terms of design for readability and attractiveness by use of
effective white space column positton and spacing page margins and
graphics placement (boxes hnes illustrations images etc)

4 Create a desktop publication including graphics in the form of clip art
boxes shading hnes and illustrations created with drawing and paint tools

5 Generate a vanety of documents such as flyers bulletins proposals
reports business cards greeting cards transparencies brochures
handouts information forms etc

6 Import text and tables from a word processing program into a desktop
published document
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7 Import charts text and/or tables from spreadsheet and/or database
software programs into a desktop published document

8 Incorporate scanned and digitized graphics/text files into a desktop
publication if capabiiities are avallable

F PRINTING THE DOCUMENTS
The student will be able to
Select a network printer
Select a direct pnnter
Format document for selected pnnter
Descnbe charactenstics and uses of basic color models (e g RGB CMYK
etc)
Explain prepnnt color requirements
Descnbe the purpose and process of color separation
Perform color separations
Prepare desktop publishing document to display as a HTML document
Prepare desktop pubhshing document for publication

HWN -
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G DEVELOPING A DESKTOP PUBLISHING PORTFOLIO
The student will be able to

1 Ildentify careers in the desktop publishing field

2 Explain the purpose of portfolios and how to select the pieces to include in
the portfolio

3 Create a resume lo include in the portfalio

4 Assemble a career portfolio of a vanety of pninted documents produced in
the course including a flyer a newsletter a brochure business cards a
letterhead an advertisement labels and information forms

Revised May 2002

National Business Education Curmculum Standard(s) Career Development
Communication and Information Systems

Competency Revision Teacher Committee  Susan Werner Golden Stnp Career
Center Rita Beard Crestwood High School Carol Klen Wando High School and
Sandra Burton Gitbert High School

Competency Revision Business Advisory Committee Elzabeth Bastedo and Margie
Brunson Central Carolina Technical College Sumter Dr Herb Brown Unversity of
South Carolina Columbia Shirley Cobbs Dorchester County Career School Advisory
Committee Dorchester Micah Douglas SDE Webmaster Columbia Al Harmon
Gilbert High School Advisory Committee Gilbert Walter Hemingway New Honzons
Computer Traming Center and Media@network Columbia and Jeremy McGee Two-
Toads Com North Augusta

2001 State Textbook Adoption
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DDC Publishing Inc
Leaming Senes Leaming Microsoil Publisher 2000 2000

EMC/Paradigm Pubhshing
Signature Series  Advanced Microsoft Word 2000-Desktop Publishing 2000

Lawrenceville Press, Inc
An Introduction to Desktop Publishing Using Adobe PageMaker, Version 6 5 1998

Pearson Education, Inc, (Prentice Hall)
Against the Clock —~ Microsoft Publisher 2000
Creating Electronic Mechanicals 2000
Publisher 2000 Essentials with CD ROM 2001

RECOMMENDED SOFTWARE

The state Business Advisory Committee recommends using current versions of the
following software in this course Districts/Schools may use software other than that
hsted upon recommendation of their local Business Advisory Committees

Adobe Photoshop CorelDRAW

Adobe Pagemaker Microsoft Word

Adobe lllustrator Microsoft PowerPoint

Adobe InDesign Microsoft Publisher

Corel WordPerfect Versions QuarkXPress
RESOURCES

FBLA PowerPoint Presentation 2002

FBLA htip //www medi@show com/ Presentation 2002

DECA PowerPoint Presentation 2002

DECA htip /imwww medi@show com/ Presentation 2002

Safety PowerPoint Presentation (Safety ppt) 2000 (for the computer classroom)

Safety PowerPoint Presentation (Safety2 ppt) 2000 (for the regular and computer
classrooms)

Leadership and Personal Development Competencies

Voice Recognition Standards

http /Awww 1deabook com Desktop Publishing Web Resource

http /iwww angelfire com/ks/tonyaskinner/ Tonya Skinner s Business Education
Resources

hitp //www desktoppub about com/ Lesson Pians for the Desktop Publishing Class

The Do s and Don ts of Desktop Design Welch Pubhshing Co 1892

Explonng Desktop Pubhishing South-Western Publishing 1998

Desklop Publishing 10-Hour Senes South-Western Publishing 2002

RELATED STUDENT ORGANIZATION COMPETITIVE EVENTS

South Carolina Desktop Publishing (May 2002)
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FBLA -
This course will help prepare students for the Desktop Publishing FBLA Competitive
Event Read the national guidehnes in their entirety at http //www fbla-pbi org/ because

the course may not include everything the students will need to know for the
competition
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E-COMMERCE
ACTIVITY/COURSE CODE 5036

The following Certifications may teach this course
32 DISTRIBUTIVE EDUCATION
40 OFFICE OCCUPATIONS
41 SHORTHAND
42 TYPING
43 ACCOUNTING
44 ACCOUNTING AND RELATED BUSINESS
45 SECRETARIAL SCIENCE
46 DATA/INFORMATIONAL PROCESSING
47 BUSINESS EDUCATION
48 ACCOUNTING AND RELATED ECONOMICS
4B BUSINESS AND MARKETING TECHNOLOGY (New as of JULY 1 2003)

COURSE DESCRIPTION E-Commerce covers topics such as busmness-to-business
E-Commerce consumer E-Commerce the Web and legal and ethical issues The
student will learn how to develop a business plan for an online business and actually
design and implement an interactive web page incorporating entrepreneunal marketing
and advertising techniques along with intelhgent and efficient use of graphics  Safety
issues related to purchasing online will also be addressed

OBJECTIVE Given the proper equipment software and Internet access the student
will master the core standards for a one-credit course culminating in the development of
an effective business Web page The local Advisory Committee should determine
which of the core standards should be taught n a haif-unit course

CREDIT Yor 1 unit

PREREQUISITE Keyboarding and either Business Computer Applications Computer
Technology 1 or Introduction to Computers in Business Entrepreneurship Marketing
and Advertising are recommended

EQUIPMENT NEEDS One computer per student Internet access

A SAFETY
The student will be able to
identify good work attitudes that affect safety on the job
Identify major causes of work-related accidents in offices
Demonstrate knowledge of an emergency plan
Descnbe the threat of viruses to a computer network methods of avoiding
attacks and options in dealing with a virus attack
5 Identify potential abuse and unethical uses of computers and networks

BrON-=

B STUDENT ORGANIZATIONS
The student will be able to
1 Explain how related student organizations are integral parts of career and
technology courses
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2 Explain the goais and objectives of related student organizations

3 List opportunities available to students through participation in related student
organization conferences and other activities

4 Explain how participation in career and technology education student
organizations can promote lifelong responsibility for community service and
professional development

C E-COMMERCE BASICS
The student will be able to
1 Define e-commerce
2 Explamn the development of e-commerce
3 Compare and contrast characternistics of business-to business e-commerce
and business-consumer e-commerce
4  ldentify and define the growth stages of an e-commerce business

D INTERNET BASICS
The student will be able to
Define Internet
Discuss negative influences of the Internet
Discuss Internet safety
identify parts of an Internet browser and thew uses
Demonstrate proper use of E-mail (read create reply forward delete and
attach files)
6 Demonstrate effective use of search engines

QP WN -

E  TECHNICAL ISSUES FOR BUSINESS
The student will be able to

1 Identify methods of determining the Intemet identity of a business (hosting
your own domain subleasing a domamn and virtual domain hosting)

2 Identify how to obtamn an Internet name (Intemet Network Information
Center www internic net)

3 Identify secunty issues for a company doing business online (viruses and
hacking)

4  Define the function of firewall software

F  INTERNET BUSINESS STRATEGY (BUSINESS PLAN)
The student will be able to
1 Develop a mission statement for a selected business
2 Develop the company s goals and objectives
3 Develop a business plan

G HUMAN RESOURCES ISSUES TO CONSIDER

The student will be able to
Identify strategies to be considered for education and training of personnel
List types of Internet abuse by employees
Explain the importance of developing an Acceptable Use Policy (AUP)
Create an employee manual
Research and develop grievance procedures

NHWN =
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H  ONLINE SERVICES
The student will be able to
1 Demonstrate how to handle all aspects of an onhne personal checking
account
2 Demonstrate how to access and use oniine banking services
3  Identify government sites useful to a business
4 List Internet information providers

I ONLINE PURCHASES
The student will be able to
1 Descnbe how to place a secure order for a consumer product and track its
delivery status
2  Explain the kinds of ordering payment and delvery information required
for online business purchases ~

J  DOING BUSINESS ONLINE
The student will be able to
1 Discuss selling products through online catalogs and order systems
2 Descnbe how to track and deliver products using the Internet
3 Descnbe the kinds of electronic post-sale services
4  Descnbe types of banner advertising on the Web and discuss the benefits
and drawbacks of each type
5 Discuss ways to promote your company Web site and get your site in a
search engine s catalog
6 ldentify factors that affect the value of currency
7 Calculate foreign exchange rates of vanous currencies
8 Identify the main activities of the World Bank and the International
Monetary Fund
9 Develop international promotion marketing strategies
10 Determine invoice dehlvery and payment policies for foreign trade
11 Ildentify intemational cultural differences that affect electronic business
12  Plan research and wnte a report on the global market

K  LEGAL ENVIRONMENT
The student will be able to
1 ldentfy secunty and pnvate Issues facing an e-business
2 ldentfy trade laws as they pertain to e-commerce
3  Analyze ethical 1ssues as they pertain to global business marketing
4  Research legal requirements for conducting international trade

L CAREER DEVELOPMENT
The student will be able to
1 Gather information on career opportunities on the Iintemet
Prepare an electronic resume

2
3 Search for job hstings on the Internet
4 Find relocation information
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5  Malch educational mstitutions with your post-secondary needs

M WEB SITE DESIGN
The student will be able to
1 Determine the purpase of a Web page
2 Create a Web page incorporating templates tables backgrounds images
hyperinks ammated graphics and sound

Approved May 2001-Student Organization Standards added May 2002
MarkEd Standards Advertising Entrepreneurship and Marketing

National Business Education Curriculum Standards Career Development
Communication Entrepreneurship Marketing and Information Systems

Cumnculum Revision Committee Sue Ashe Donaldson Career Center Greenville Rita
Beard Crestwood High School Sumter Peggy Bozard R B Stall High School North
Charleston Terry Frady Saluda High School Saluda Ann Godfrey Cherokee
Technology Center Gaffney Ann Mace Wando High School Mt Pleasant Jule
McCraw Spartanburg High School Spartanburg Karen Oxley Daniel Morgan Career
Center Spartanburg Linda Skinner North Augusta High School North Augusta Erc
Wells James F Byrmes High School Duncan Kathy Mixson Aiken County School
District Alkken Joan Anderson Charleston County School Distnict Charleston Walter
Chastain Carolina First National Bank Columbia Betsy Kosh Mid-Carolina Electnc
Cooperative Lexington and Tom Sponseller Hospitality Association of South Carolina
Columbia

STATE TEXTBOOKS

2000 Textbook Adoption

Course Technology ITP
E-Commerce Concepts—lilustrated Introductory 2001

DDC Pubhshing
Learning Series Learning E-Commerce Business Analysis and Design 2001

RESOURCES

Hannon J The Business of the Intemet Prentice Hall Pubhishing Company 1998

Oelkers Dotty B Business 2000 E-Commerce South-Westem Educational Publishing
Company 2001

Schneider and Perry Electronic Commerce Prentice Hall Pubhishing Company 2000

Stevenson Nancy Learning E-Commerce, Business Analysis & Design DDC
Publishing Company 2001

hitp /imww usoe k12 ut us/ate/marketing/Curnculum/ecomm/index2 htm

FBLA PowerPoint Presentation 2002

FBLA Medi@Show Presentation 2002 http //www demensional com/Mediashow htm
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DECA PowerPoint Presentation 2002
DECA Medi@show Presentation 2002 http //www demensional com/Mediashow htm
Safety PowerPoint Presentation {Safety ppt) 2000 (for the computer classroom)
Safety PowerPoint Presentation (Safety2 ppt) 2002 (for the regular and

computer classroom)
Leadership and Personal Development Standards

South Carolina E Commerce (May 2001)
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ENTREPRENEURSHIP
ACTIVITY COURSE CODE 5400

TEACHERS WITH AT LEAST ONE OF THE FOLLOWING CERTIFICATIONS MAY
TEACH THIS COURSE

32 DISTRIBUTIVE EDUCATION

40 OFFICE OCCUPATIONS

41 SHORTHAND

42 TYPING

43 ACCOUNTING

44 ACCOUNTING AND RELATED BUSINESS

45 SECRETARIAL SCIENCE

47 BUSINESS EDUCATION

48 ACCOUNTING AND RELATED ECONOMICS

4B BUSINESS AND MARKETING TECHNOLOGY (New as of JULY 1 2003)

COURSE DESCRIPTION This course I1s designed to provide students with the
knowledge and skills leading to the development of a business plan for small business
ownership  An important part of the course will be the incorporation of marketing
staffing and financial considerations

OBJECTIVE Given the necessary equipment supplies and facihities the student will
be able to successfully complete all of the following core standards for a course that
grants one unit of credit The local Advisory Committee should determine which of the
core standards should be taught in a half-unit course

COMPUTER ACCESS REQUIRED

CREDIT 1/2 or 1 unit

A SAFETY
The student will be able to
1 Identify methods to reduce on-site accidents
2 Identify methods to train employees in safety practices and procedures
3 Demonstrate knowledge of an emergency plan
4 Describe the threat of viruses to a computer network methods of avoiding
attacks and options in deafing with a virus attack
5 Identify potential abuse and unethical uses of computers and networks

B STUDENT ORGANIZATIONS
The student will be able to
1 Explain how related student organizations are ntegral parts of career and
technology courses
2 Explain the goals and objectives of related student organizations
3 List opportunities available to students through participation in related student
organizahon conferences and other activiies
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4 Explain how participation in career and technology education student
organmzations can promote hfelong responsibility for community service and
professional development

C ENTREPRENEURIAL CHARACTERISTICS
The student will be able to

1 Identfy charactenstics of entrepreneurs

2 List the advantages and disadvantages of different types of business
ownership

3 Distinguish between four ways in which a business may be acquired
{purchase an existing business enter the family business purchase a
franchise or start 2 new business)

4 Complete a self-analysis to identify potential entrepreneunal interests

5 Identify and analyze the technical skills needed by entrepreneurs

D BUSINESS PLAN
(Evaluation will include assessment of a business plan portfolio that incorporates
jalt of the components in the standards listed below )
The student will be able to

Name and descnbe the parts of a business plan

Discuss the purposes of creating a business plan

Select a business opportunity based on research

Identify mdustry trends competition and market segment using vanous

research techniques

Define the industry charactenstics major competitors and market segment

Determine the marketing mix (product price place and promotion)

Select an appropnate location

Design the physical layout

Estimate the cost of equipment supplies and inventory

10 Develop an organizational chart

11 Wnte job descriptions for every job

12 Describe vanous recruitment techniques

13 Identify components of an employee manual

14 Prepare a management plan (incorporate legal requirements business
protection and operations)

15 Prepare a pro forma budget

16 Read and interpret financial statements (balance sheet income statement
cash flow projections and summary of sales and cash receipts)

17 Complete a pro income statement and balance sheet

18 Estimate start-up costs and projected hving expenses for one year and
determine the funding needed to begin the business using the pro forma
income statement

W N -

OO~ WL,

E LEGAL RESPONSIBILITIES
The student will be able to
1 Define and nterpret federal state and local regulations that affect small

business ownership
2 Define employer/employee taxes and sales tax requirements
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F PUBLIC RELATIONS
The student will be able to
1 Descnbe advertising and sales promotion techniques
2 ldentify cost factors in a selection of alternative promotional methods
3  Ildentfy the objectives of a public relations program

Revised May 2002
MarkEd Standards Entrepreneurship

National Business Education Curnculum Standard(s) Career Development
Communication and Entrepreneurship

Competency Revision Teacher Committee Enc Wells Bymes High School Chns Haff
Apphed Technology Center and Sandra Cliver Newberry County Career Center

Competency Rewision Business Advisory Committee  Lauren Burns Governors
Commission on Women Columbia Jule DeWitt Columbia Larry Foote and John
Watson Central Carolina Technical College Sumter Betsy Greenway Chronicle
Independent Mehlissa Inck Kershaw School District Office Camden Melissagale
Lechelt Marnott Residence Inn Columbia Fred Oxley Shendans Hallmark Camden
and Kitty Stnckland University of South Carolina Columbsa

STATE-ADOPTED TEXTBOOKS

Glencoe/McGraw-Hill
Entrepreneurship and Small Business Management 2000

South Western Publishing
Entrepreneurship _ldeas in Action 2000

RESOURCES

FBLA PowerPoint Presentation 2002
FBLA Medi@Show Presentation 2002 (http //www demensional com/Mediashow htm)
DECA PowerPoint Presentation 2002
DECA Medi@show Presentation 2002 (http //www demensional com/Mediashow htm)
Safety PowerPont Presentation (Safety ppt) 2000 (for the computer classroom)
Safety PowerPoint Presentation (Safety2 ppt) 2002 (for the regular and

computer classroom)
Leadership and Personal Development Standards

RELATED STUDENT ORGANIZATION COMPETITIVE EVENTS
DECA
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This course will help prepare students for the following DECA Competiive Events
Read the national guidelnes n ther entirety at the natonal DECA web site
http //www deca org/pubhlications/HS Guide/guidetoc htmi because the course may not
include everything the students will need to know for the competition

» Free Enterprise Event

» Entrepreneurship Participating Event

+ Entrepreneurship Wntten Event

FBLA
This course will help prepare students for the Entrepreneurship FBLA Competitive
Event Read the national gudelines in their entirety at http //www fhla-pbl org/ because

the course may not include everything the students will need to know for the
competition
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BUSINESS AND PERSONAL FINANCE
(Formerly named Financtal Management)
ACTIVITY/COURSE CODE 5131

TEACHERS WITH ONE OR MORE OF THE FOLLOWING CERTIFICATIONS
MAY TEACH THIS COURSE

32 DISTRIBUTIVE EDUCATION

40 OFFICE OCCUPATIONS

41 SHORTHAND

42 TYPING

43 ACCOUNTING

44 ACCOUNTING AND RELATED BUSINESS

45 SECRETARIAL SCIENCE

47 BUSINESS EDUCATION

48 ACCOUNTING AND RELATED ECONOMICS

4B BUSINESS AND MARKETING TECHNOLOGY (New as of JULY 1 2003)

COURSE DESCRIPTION This course 1s designed to mtroduce the student to the basic
elements of finance budgeting obtaining credit maintaining checking accounts
computing payroll recording business transacttons and applying computer operations
1o financial management

OBJECTIVE Given the necessary equipment supplies and facilites the student will
be able o successfully complete the following core standards in a course that grants
one unit of credit  The local Business Advisory Committee should determine which of
the core standards are to be taught if the course 1s offered for a half-unit of credit

COMPUTER ACCESS IS REQUIRED ON A LIMITED BASIS
PREREQUISITE(S) None

CREDIT 1/2-1 unit

A SAFETY
The student wiil be able to
1 Identify good work attitudes that affect safety on the job
2 ldentify major causes of work related accidents in offices
3 Demonstrate knowledge of an emergency plan

4

B STUDENT ORGANIZATIONS
The student wiil be able to
1 Explain how related student organizations are integral parts of career and
technology courses
2 Explain the goals and objectives of related student organizations
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3 List opportunities available to students through participation in related student
organization conferences and other activities

4 Explain how participation in career and technology education student
organizations can promote lifelong responsibility for community service and
professional development

C PREPARING A BUDGET ‘
The student will be able to
1 Explain the major purposes of budgets
2 List examples of short-term and iong-term financial goals
3 Identify vanous types of income and expenses
4 Develop a budget
5 Prepare a budget analysts

D MANAGING CHECKING AND SAVINGS ACCOUNTS
The student will be able to

1 Distinguish between different types of banking accounts

2 Prepare documents used with banking accounts

3 Mamtain a check register including proper procedures for handhing direct
deposits ATM withdrawals and automatic payment withdrawals

4 Reconcile a bank statement

5 Give examples of savings options discuss the need for and the purpose of
savings and compute interest on savings

6 Discuss the need for and the purpose of savings

7 Compute interest on savings

E UNDERSTANDING CREDIT
The student will be able to
1 ldentfy the advantages and disadvantages of credit
2 ldentify types and sources of credit
3 Evaluate offers of credt and make recommendations based on the
analysis
4 Reconcile a credit card statement
5 Complete a loan application
6 Descnbe the concept of creditworthiness as it relates to credit records
credit ratings credit reports and credit laws
7 Define bankruptcy laws types of bankruptcy and ther purposes and the
major causes of bankruptcy
8 Descnbe the advantages and disadvantages of bankruptcy
9 Discuss methods of solving credit problems

F  PROCESSING PAYROLL
The student will be able to
1 Complete W-4 and | 9 forms
2  Compute gross earnings for employees
3  Evaluate fringe benefit packages
4  List mandatory and voluntary deductions
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5 Identify employer sponsored retirement plans

PREPARING TAX RETURNS

The student will be able to
1 Define exemptions dependents and taxable and non-taxable income
2  Prepare a 1040EZ using a W-2 form
3 Prepare a 1040A using a W 2 and a 10991 (interest) form

PURCHASING PERSONAL OR BUSINESS ASSETS
The student will be able to
1 Calculate the cost of credit
2  Ildentify the similarnities/differences between leasing and buying
3 Calculate cost of ownership
4  ldentify sources for determining fair market value

FIGURING REAL ESTATE COSTS
The student will be able to
1 Compare and contrast the advantages and disadvantages of renting
versus purchasing property
2 List the cost of ownership and the cost of property rentat
3 Compare the terms and rates of mortgage agreements

INVESTING CONSIDERATIONS

The student will be able to
1 Define investment terms
2 Descnbe the concept of nsk management and rate of return
3 Track vanous stocks over a penod of time

UNDERSTANDING INSURANCE
1 The student will be able to
2 Identify the needs for msurance coverage
3 bist the vanous types of insurance coverage
4 ldentify major charactenstics of the basic types of life health and disabibty
nsurance

USING SOFTWARE
The student will be able to
1 Identfy vanous financial management software packages
2 Prepare a computenzed budget using spreadsheet software

Revised May 2002

National Business Education Curniculum Standard(s) Career Development
Computation Economics and Personal Finance
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Standards Rewvision Teacher Commuttee  Sharon Cass North Charleston High School
Mack Cook Pendleton High School Janice Bosman Hanna-Westside Extension
Campus and Brenda Dry Lancaster Vocational School

Standards Revision and Review Business Advisory Committee  Walter Chastain
Carolina First Bank Columbia Caroline Dugas and Dawvid Stone Central Carolina
Technical College Sumter Susan Flanigan State Department of Education Columbia
Kathy Greene Executive Secretary Spartanburg Leigh Hiatt Rogers Townsend and
Thomas Columbia Betty Pearson Adjunct instructor at Clemson University Anderson
Dawvid Reed Tn-County Technical College and Cathy Walker Southern Development
Corporation West Columbia

2002 STATE TEXTBOOK ADOPTION

Glencoe/McGraw-Hill
Business and Personal Finance 2002

South Western Publishing Company
Keeping Financiali Records for Business 2001
Managing Your Personal Finances 2002

RESOURCES

FBLA PowerPoint Presentation 2002
FBLA Medi@Show Presentation 2002 (http //www demensional com/Mediashow htm)
DECA PowerPoint Presentation 2002
DECA Medi@show Presentation 2002 (http //www demensional com/Mediashow htm)
Safety PowerPoint Presentation (Safety ppt) 2000 (for the computer classrocom)
Safety PowerPoint Presentation (Safety2 ppt) 2000 (for the regular and
computer classroom)
Leadership and Personal Development Standards
SDE Publcation Curnculum Guide for Safety in Occupational Education 1992
SDE Business and Marketing Safety Power}Pomt Presentations 2000
Understanding Taxes internal Revenue Service
Your Enhghtenment Series Equifax
Stock Market Game South Carolna Council on Economic Education
National Endowment for Financial Education http //www nefe org/

Web Sttes

Jump$tart Coahtion

National Council on Economic Education

Securties Industry Foundation for Economic Education
National Foundation for Teaching Economics
EconomicsAmenca

Internet Connections Economics
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Financial Literacy 20610

Budqget Builder

Know Your Money for Kids

The Unwversal Currency Converter
Statistics on Bankruptcy

Web Links for Finance

Guide to Debt Reduction
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INTERNATIONAL BUSINESS AND MARKETING
ACTIVITY COURSE CODE 5032

TEACHERS WITH AT LEAST ONE OF THE FOLLOWING CERTIFICATIONS MAY
TEACH THIS COURSE

32 DISTRIBUTIVE EBUCATION

40 OFFICE OCCUPATIONS

41 SHORTHAND

42 TYPING

43 ACCOUNTING

44 ACCOUNTING AND RELATED BUSINESS

45 SECRETARIAL SCIENCE

47 BUSINESS EDUCATION

48 ACCOUNTING AND RELATED ECONOMICS

4B BUSINESS AND MARKETING TECHNOLOGY (New as of JULY 1 2003)

COURSE DESCRIPTION This course I1s designed to provide students with a basic
understanding of intemational busmness operations and the economic and cultural
concepts of domestic and intemational business

OBJECTIVE Given the necessary equipment supplies and facilites the student will
be able to successfully complete all of the following core standards for a course
granting one unit of credit The local Business Advisory Commitiee should determine
which of the core standards are to be taught if the course s offered for a haif-unit of
credit

COMPUTER ACCESS AND INTERNET ACCESS NEEDED ON A LIMITED BASIS
CREDIT 1/2or1 unit

A - SAFETY
The student will be able to
ldentify methods to reduce on site accidents
Identify methods to train employees in safety practices and procedures
Demonstrate knowledge of an emergency plan
Describe the threat of viruses to a computer network methods of avoiding
attacks and options in dealing with a virus attack
5 Identify potential abuse and unethical uses of computers and networks

HWN -

B STUDENT ORGANIZATIONS
The student will be able to
1 Explain how related student organizations are integral parts of career and
technology courses
2 Explain the goals and objectives of related student organizations
3 List opportumbes available to students through participation in related
student organization conferences and other activihes
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4 Explam how participation in career and technology education student
organizations can promote Iifelong responsibihity for community service and
professional development

C FOUNDATIONS
The student will be able to

1 Define intemational business

2 Explain the difference between a domestic and an international company

3 Describe the relationship between intemational events and business
activibes

4 ldentify continents countnes and cities by using a map or globe

5 ldentify the impact of geography on intemational business including factors
such as chmate time zones distance topography and social economic
and natural resources

D INTERNATIONAL COMMUNICATIONS
The student will be able to

1 Identify protocol customs and etiquette practices in dealing with people
from other countnes

2 Describe and identify body language do s and don ts around the world

3 Identfy Amencan jargon that baffles businesspeople n foreign countnes

4 Demonstrate how business greetings and introductions differ around the
worid

5> Compose effective business communications based on an understanding of
the differences in tone style and format of other countries

6 Demonstrate correct etiquette for utiizing telecommunications for different
foreign countnies

E MULTICULTURALISM
The student will be able to
1 Define multiculturalism
2 Describe factors affecting intemational business practices
3 Identify major trading regions and nations within those regions

F GLOBAL ECONOMY
The student will be able to
Identify factors that affect price and cause inflation
Identify the main factors of production
Describe three levels of economic development
Distinguish between political systems around the world and thew effect on
how businesses operate
Explain how poltical nsks can disrupt selling and buying across borders

BWN =

|4

G INTERNATIONAL MARKETING
The student will be able to
1 Define international marketing
2 Discuss why businesses expand into foreign markets
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3 Descnbe how language culture media avalabiity and regulations affect
intemational advertising

4 Identify activibies related to importing and exporting

5 Lst factors that affect ntemational business competition

H TRADE RELATIONS
The student will be able to
1 ldeniify activities related to importing and exporting
2 Descnibe the economic effects of foreign trade
3 Describe the basic structure of the US Customs Service
4 List factors that affect international business competition

| INTERNATIONAL FINANCE
The student will be able to
1 Identify factors that affect the value of currency
2 Calculate foreign exchange rates of varnious currencies
3 Identify the main activities of the World Bank and the International Monetary
Fund

J INTERNATIONAL TRAVEL
The student will be able to
Explain the purpose of international travel
Recognize international travel resources
Identify the function of travel agencies
Understand visa requirements
Explain restnctions and health requirements
Develop an international travel tinerary
Develop a traveler s checklist for international travel
Describe the major types of agreements among countnes that affect travel
Use technology to access information on intemational travel

QO NDN A WN -

K PLANNING FOR INTERNATIONAL CAREERS
The student will be able to
Define terms related to international careers
Explore intemational career opportunities
Identify international career areas in business and marketing
identify sources of international career information
Determuine qualfications needed for success in international business and
marketing careers

A wWwN =

Revised May 2002 ‘

National Business Education Curriculum Standard(s) Economics and Personal
Finance International Business and Management

Standards Rewision Teacher Commiitee Enc Wells Byrnes High School Chns Haff
Applied Technology Center and Sandra Oliver Newberry County Career Center
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Standards Rewision Busmess Advisory Comnmuttee Lauren Burmns Governors
Commission on Women Columbia Juhe DeWitt Larry Foote and John Watson Central
Carolina Technical College Sumter Betsy Greenway Chronicle Independent Melssa
inck Kershaw School Distnct Office Camden Melssagale Lecheit Mamott Residence
inn Columbia Fred Oxley Shendans Halimark Camden and Kitty Stnickiand
University of South Carolina Columbia

1997 STATE TEXTBOOK ADOPTION

Publisher South-Western Pubhshing (ITP)
Business 1n a Global Economy 1996

RESOURCES

FBLA PowerPoint Presentation 2002

FBLA Medi@Show Presentation 2002 http //iwww demensional com/Mediashow htm

DECA PowerPoint Presentation 2002

DECA Medi@show Presentation 2002 http //www demensional com/Mediashow htm

Safety PowerPoint Presentation (Safety ppt) 2000 (for the computer classroom)

Safety PowerPomnt Presentation (Safety2 ppt) 2002 (for the regular and
computer classroom)

Leadership and Personal Development Standards

Axtell Roger E Do s and Taboos Around the World John Wiley and Sons Inc 1993

Axtell Roger E Gestures, The Do s and Taboos of Body Language Around the World
John Wiley and Sons Inc 1991

Diabay Les R and James Calvert Scott Business in a Global Economy South-
Western Pubhshing Company Inc 1996

Kruzel SandralL and Frank Reynolds Import/Export Procedures South-Western
Pubhshing Company Inc 1992

NBEA SIEC/IISBE Creative Teaching Ideas for international Business National
Business Education Association 1996

Business and Marketing Education State Department of Education intemational
Business and Marketing Modules 1998

RELATED STUDENT ORGANIZATION INDIVIDUAL COMPETIVE EVENTS

DECA
This course will help prepare students for the Internatronal Business Plan DECA
Competiive Event Read the national gudelnes 1 ther entirety at

http //mww deca org/pubhications/HS Guide/guidetoc html because the course may not
include everything the students will need to know for the competition

FBLA
This course will help prepare students for the International Busmess FBLA
Competiive Event Read the national guidelines in their entirety at hitp //iwww fbla-
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pbl org/ because the course may not include everything the students will need to know
for the competition
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INTRODUCTION TO BUSINESS AND MARKETING
COURSE CODE 5090

TEACHERS WITH AT LEAST ONE OF THE FOLLOWING CERTIFICATIONS MAY
TEACH THIS COURSE

32 DISTRIBUTIVE EDUCATION

40 OFF{CE OCCUPATIONS

41 SHORTHAND

42 TYPING -

43 ACCOUNTING

44 ACCOUNTING AND RELATED BUSINESS

45 SECRETARIAL SCIENCE

47 BUSINESS EDUCATION

48 ACCOUNTING AND RELATED ECONOMICS

48 BUSINESS AND MARKETING TECHNOLOGY (New as of JULY 1 2003)

COURSE DESCRIPTION This course is designed to improve citizenship through a
study of the business and economic environment This study will iIncrease knowledge
about the Amencan business system and its role in our total economic society focusing
on the competent and efficient management of personal finances and the wise and
skillful use of goods and services

OBJECTIVE Given the necessary equipment supplies and facihities the student will
be able to successfully complete all of the followming core standards for a course
granting one unit of credit The local Business Advisory Committee should determine
which of the core standards are to be taught if the course 1s offered for a half umit of
credit

CREDIT %2 or1unt
RECOMMENDED GRADE LEVEL 8-10

A SAFETY
The student will able to
Identfy good work attitudes that affect safety on the job
Identify the major causes of work related accidents
Demonstrate knowledge of an emergency plan
Describe the threat of viruses to a computer network methods of avoiding
attacks and options in dealing with a virus attack
5 Identify potential abuse and unethical uses of computers and networks

HWN -

B STUDENT ORGANIZATIONS
The student will be able to
1 Explamn how related student organizations are integral parts of career and
technology courses
2 Explan the goals and objectives of related student organizations
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3 List opportunities available to students through participation in related student
organization conferences and other activities

4 Explain how participation in career and technology education student
organizations can promote hfelong responsibility for community service and
professionatl development

(8 AMERICAN ECONOMIC SYSTEM
The student will be able to

1 Explain the major charactenstics of the Amencan economic system

2 Explain the principles of the production and marketing of goods and services

3 Explain the economic role played by business in satisfying customer needs
and wants in a free enterpnse system

4 Explain the economic responsibiliies of ciizenship 1n a free enterpnse
system

5 Distinguish between economic systems around the world and their effect on
how businesses operate in the United States

D BUSINESS ORGANIZATION
The student will be abie to
1 List the advantages and disadvantages of varnous types of business
ownership
2 ldentify the five functions of business (accounting finance production
marketing and management)
3 Explain the interrelationships between these five functions of business

E CONSUMER AWARENESS
The student will be able to
List sources of consumer information
List nghts of consumers
List methods that can be used to protect consumer nights
Identify consumer responsibihties

PPWN -

F PERSONAL FINANCIAL PLANNING

The student will be able to
1 Develop long- and short-term financial goals
2 Develop a financial plan
3 Demonstrate proper procedures for managing a checking account
4 Describe several kinds of savings plans
5 ldentfy vanous ways in which money can be invested (stocks bonds

mutual funds real estate etc )

6 Compute simple and compound interest on investments

G UNDERSTANDING AND USING CREDIT
The student will be able to

1 Compare and contrast vanous sources of credit
2 Explain the advantages and disadvantages of using credit
3 Compute simple interest loans
4 Explain how a good credit record can be established and mamtained
South Carglna  Introduction to Business and Marketing (May 2002) 2
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H RISK MANAGEMENT
1 Identify reasons for buying personal and business insurance
2 Distinguish among the vanous types of insurance (home hfe medical
automobile hability disability etc)

I CAREER PLANNING
The student will be able to
1 Identify persona! quahties and charactenstics
2 Identify careers that utilize these personal qualities and charactenstics
3 Develop a career plan to include wnting a resume completing a job
apphcation prepanng for an interview dressing appropriately etc
4  Demonstrate oral and wntten communication skills

Revised May 2002

MarkEd Standards Entrepreneurship Marketing and Management

National Business Education Curniculum Standard(s) Computation Economics
and Personal Finance Entrepreneurship Education Management and Marketing

Standards Rewvision Teacher Committee Enc Wells Bymes High School Chns Haff
Applied Technology Center and Sandra Oliver Newberry County Career Center

Standards Rewision Business Adwvisory Committee Lauren Burns Governors
Commission on Women Columbia Julie DeWitt Larry Foote and John Watson Central
Carolna Technical College Sumter Betsy Greenway Chronicle Independent Melissa
Inck Kershaw School Distnict Office Camden Melissagale Lechelt Mamott Residence
Inn Columbia Fred Oxley Shendans Halmark Camden and Kitty Stnckland
University of South Carolina Columbia

STATE-ADOPTED TEXTBOOKS

Glencoe Division McGraw Hill

Introduction to Business QOur Business and Economic World 1997

Introduction to Business Our Business and Economic World, Versatile Learning
System (IBM or Mac) 1997

South Western Publhishing
Introduction to Business 1997

West Publishing Company
Understanding Business A World of Opportunities 1992

RESOURCES
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FBLA PowerPoint Presentation 2002
FBLA Medi@Show Presentation 2002 (http //www demensional com/Mediashow him)
DECA PowerPoint Presentation 2002
DECA Medi@show Presentation 2002 (http //www demensional com/Mediashow htm)
Safety PowerPoint Presentation (Safety ppt) 2000 (for the computer classroom)
Safety PowerPoint Presentation (Safety2 ppt) 2002 (for the regular and

computer classroom)
Leadership and Personal Development Standards

RELATED STUDENT ORGANIZATION COMPETIVE EVENTS

DECA

This course will help prepare students for the Free Enterprise DECA Competlitive
Event Read the national guidelines in therr entirety at the Natonal DECA webstire
http //www deca org/publications/HS Guide/guidetoc html because the course may not
include everything the students will need to know for the competition

FBLA

This course will help prepare students for the Introduction to Business FBLA
Competitive Event Read the national guidelines in their entirety at http //www fbla-
pbl org/ because the course may not include everything the students will need to know
for the competition
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INTRODUCTION TO BUSINESS AND MARKETING
COURSE CODE 5090

TEACHERS WITH AT LEAST ONE OF THE FOLLOWING CERTIFICATIONS MAY
TEACH THIS COURSE

32 DISTRIBUTIVE EDUCATION

40 OFFICE OCCUPATIONS

41 SHORTHAND

42 TYPING

43 ACCOUNTING

44 ACCOUNTING AND RELATED BUSINESS

45 SECRETARIAL SCIENCE

47 BUSINESS EDUCATION

48 ACCOUNTING AND RELATED ECONGOMICS

4B BUSINESS AND MARKETING TECHNOLOGY (New as of JULY 1 2003)

COURSE DESCRIPTION This course 1s designed to improve citizenship through a
study of the business and economic environment This study will increase knowledge
about the Amencan business system and its role in our total economic soctety focusing
on the competent and efficient management of personal finances and the wise and
skiliful use of goods and services

OBJECTIVE Given the necessary equipment supphes and faciliies the student will
be able to successfully complete all of the following core standards for a course
granting one unit of credit The local B