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Traditional letter or numerical grades do not provide adequate documentation of student achievement in competency-based education; therefore, the Virginia Standards for CBE require a recording system to provide information about competencies achieved to employer, student-employee, and teacher. The Student Competency Record provides a means for keeping track of student progress. Ratings are assigned by the teacher for classroom competency achievement and by the teacher-coordinator in conjunction with the training sponsor when competence is evaluated on the job.

Tasks/competencies designated by bullets in the left-hand column(s) are considered essential statewide and are required of all students. In some courses, all tasks/competencies have been identified as essential. Unbulleted tasks/competencies and/or locally added tasks/competencies should be included as local conditions permit.

Note: Tasks marked with an asterisk (*) may be considered sensitive. Teachers should obtain division approval before teaching.

Note: Students with and Individualized Education Plan (IEP) or an Individualized Student Alternative Education Plan (ISAEP) will be rated, using the following scale, only on the competencies identified in their IEP or ISAEP.
...RATING SCALE...
1 - Can teach others
2 - Can perform without supervision
3 - Can perform with limited supervision
4 - Can perform with supervision
5 - Cannot perform
	6612 36 weeks
	Computer Information Systems
TASKS/COMPETENCIES
	Date
	Rating

	 
	Implementing Virginia's CTE Course Requirements

	•
	001
	Demonstrate Virginia's Workplace Readiness Skills in course activities.
	All Year 
	      

	•
	002
	Apply Virginia's All Aspects of Industry elements in course activities.
	All Year 
	      

	•
	003
	Identify Internet safety issues and procedures for complying with acceptable use standards.
	All Year 
	      

	 
	Participating in the Student Organization

	•
	004
	Identify the purposes and goals of the student organization.
	8/29 
	      

	•
	005
	Explain the benefits and responsibilities of membership in the student organization as a student and in professional/civic organizations as an adult.
	8/29 
	      

	•
	006
	Demonstrate leadership skills through participation in student organization activities, such as meetings, programs, and projects.
	8/29 
	      

	 
	Exploring Computer Concepts

	•
	007
	Explain the functions of computer system components.
	8/25-9/3 
	      

	•
	008
	Describe the information processing cycle.
	8/25-9/3 
	      

	•
	009
	Trace the development of computers and their impact on society.
	8/25-9/3 
	      

	•
	010
	Describe various computer input devices.
	8/25-9/3 
	      

	•
	011
	Describe computer mobile devices.
	8/25-9/3 
	      

	•
	012
	Describe various computer output devices.
	8/25-9/6 
	      

	•
	013
	Describe various auxiliary storage devices.
	8/25-9/6 
	      

	•
	014
	Identify basic networking components.
	8/25-9/6 
	      

	 
	Exploring Ethical Issues Related to Computers and Computer Systems

	•
	015
	Identify security issues related to computer hardware, software, and data.
	9/8-9/19 
	      

	•
	016
	Identify concepts related to copyright, public domain, copy protection, and licensing agreements.
	9/8-9/19 
	      

	•
	017
	Identify concepts of security, integrity, courtesy, and confidentiality related to information and communications systems.
	9/8-9/19 
	      

	•
	018
	Investigate physical and logical security issues related to technology (e.g., viruses, firewalls, spam, system backup, passwords).
	9/8-9/19 
	      

	•
	019
	Investigate computer crimes and privacy issues related to Internet use.
	9/8-9/19 
	      

	 
	Managing Computer Systems

	•
	020
	Maintain workstation, equipment, software, and supplies.
	All Year 
	      

	•
	021
	Obtain assistance via electronic and hard-copy references and documentation.
	All Year 
	      

	•
	022
	Troubleshoot hardware problems (e.g., power supply, network and peripheral connections, printer malfunctions).
	All Year 
	      

	•
	023
	Identify components of the user interface (e.g., menus, toolbars, icons).
	9/15-9/19 
	      

	•
	024
	Manage the desktop environment (e.g., creating shortcuts/aliases).
	9/15-9/19 
	      

	•
	025
	Manage files and directories (in networked and stand-alone environments).
	9/15-9/19 
	      

	•
	026
	Backup/restore programs and data files.
	9/15-9/19 
	      

	•
	027
	Scan disks for virus detection, and disinfect as needed.
	All Year 
	      

	•
	028
	Describe the steps to install and delete software.
	9/8-9/12 
	      

	•
	029
	Operate peripherals (e.g., zip drive, scanner, digital camera, fax machine, modem, CD/DVD burner, USB devices, LCD projector).
	All Year 
	      

	 
	030
	Identify safety precautions and devices (e.g., surge protectors, anti-static mats and pads, power plugs, and UPS systems) associated with computer use.
	8/25-8/29 
	      

	 
	Producing Word Processing Documents

	•
	031
	Differentiate among a variety of word processing programs.
	9/22 
	      

	•
	032
	Compose a variety of documents (e.g., letters, memoranda, reports, newsletters, tables, and brochures).
	9/22-12/19 
	      

	•
	033
	Use word processing programs to perform desktop publishing functions (e.g., to create brochures, pamphlets, flyers, newsletters).
	10/20-11/7 
	      

	•
	034
	Proofread and edit documents.
	All Year 
	      

	•
	035
	Enhance layout of documents by using formatting features.
	10/20-12/19 
	      

	•
	036
	Import graphics, using a variety of tools (e.g., from file, scanner, digital camera) and sources.
	10/20-12/19 
	      

	•
	037
	Analyze and use writing tools (e.g., speller, thesaurus, grammar check, comparison tools).
	10/20-12/19 
	      

	•
	038
	Utilize intermediate word processing operations (e.g., merge, macros, template wizards).
	10/20-12/19 
	      

	•
	039
	Integrate databases, graphics, and spreadsheets into a word-processed document.
	      
	      

	 
	Developing Electronic Spreadsheets

	•
	040
	Differentiate among a variety of spreadsheet programs.
	      
	      

	•
	041
	Create and edit a spreadsheet.
	      
	      

	•
	042
	Enhance a spreadsheet by using formatting features and graphics.
	      
	      

	•
	043
	Construct arithmetic formulas to solve typical business-oriented problems.
	      
	      

	•
	044
	Apply function commands (e.g., AVG, MIN, MAX, SUM), and perform relative and absolute cell addressing and conditional formats.
	      
	      

	•
	045
	Analyze and interpret data.
	      
	      

	•
	046
	Create graphs and charts to visually represent data.
	      
	      

	•
	047
	Integrate word processing and database information.
	      
	      

	 
	Developing and Managing Databases

	•
	048
	Determine when it is appropriate to use a database and identify the benefits derived.
	      
	      

	•
	049
	Differentiate among a variety of database programs.
	      
	      

	 
	050
	Plan, design, and create a database file. 
	      
	      

	•
	051
	Edit a database file.
	      
	      

	•
	052
	Sort and index databases.
	      
	      

	•
	053
	Create and run queries to access information.
	      
	      

	•
	054
	Generate reports and forms.
	      
	      

	•
	055
	Enhance reports using formatting features and graphics.
	      
	      

	•
	056
	Integrate information into word processing and spreadsheet applications.
	      
	      

	 
	Developing Multimedia Presentations

	•
	057
	Identify the components of an effective presentation.
	      
	      

	•
	058
	Describe various output options from presentation software (e.g., slide show, transparencies, slide handout, streaming, smartboards).
	      
	      

	•
	059
	Research and organize information for a multimedia presentation.
	      
	      

	•
	060
	Plan and build a multimedia presentation.
	      
	      

	•
	061
	Proofread and edit a multimedia presentation.
	      
	      

	•
	062
	Access the drawing toolbar to create and edit objects (e.g., fills, borders, lines).
	      
	      

	•
	063
	Enhance a multimedia presentation with specialized features (e.g., color, transitions, backgrounds, graphics, charts, graphs).
	      
	      

	•
	064
	Integrate a variety of software applications into a multimedia presentation.
	      
	      

	•
	065
	Deliver a multimedia presentation according to the principles of effective communication. 
	      
	      

	 
	066
	Critique the clarity and effectiveness of multimedia presentations.
	      
	      

	 
	Communicating through Technology

	•
	067
	Identify various telecommunication devices/methods (e.g., modems, answering machines, voice mail, fax machines, Web cams, e-mail, wireless, Voice Over IP).
	      
	      

	•
	068
	Describe features of local area networks and wide area networks.
	      
	      

	•
	069
	Describe how the Internet works (e.g., network structures, devices and components, protocols, ISPs, online services).
	      
	      

	•
	070
	Explore uses of the Internet in business applications.
	      
	      

	•
	071
	Incorporate information from the World Wide Web into a business project.
	      
	      

	•
	072
	Create a Web site using Web page design software.
	      
	      

	•
	073
	Describe Internet services (e.g., e-mail, FTP, newsgroups).
	      
	      

	 
	074
	Describe the uses of electronic commerce (e-commerce).
	      
	      

	•
	075
	Explore trends in emerging communications technology and information processing.
	      
	      

	 
	Preparing for Industry Certification

	•
	076
	Describe the process and requirements for obtaining industry certifications related to the Computer Information Systems course.
	      
	      

	•
	077
	Identify testing skills/strategies for certification examination.
	      
	      

	•
	078
	Demonstrate ability to successfully complete selected practice examinations (e.g., practice questions similar to those on certification exams).
	      
	      

	 
	Developing Employability Skills

	•
	079
	Research career opportunities.
	      
	      

	•
	080
	Develop/update résumé.
	      
	      

	 
	081
	Compose letter of application.
	      
	      

	•
	082
	Complete manual and electronic application form.
	      
	      

	•
	083
	Create and maintain a portfolio.
	      
	      

	•
	084
	Participate in mock interview.
	      
	      

	•
	085
	Compose interview follow-up letter.
	      
	      

	•
	086
	Identify criteria for evaluating self-performance.
	      
	      

	•
	087
	Identify the steps to follow in resigning from a position.
	      
	      

	•
	088
	Identify potential employment barriers for nontraditional groups and ways to overcome the barriers.
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