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PREFACE

Evaluation of every business education program should be a
continuous process. Whether it is formal or informal, strengths
and weaknesses can be identified, and an overall assessment of
the program can be made. Only through such a process can
meaningful program revision and improvement take place.

The standards comprising this document--program standards for
business education and instructional standards for information
processing--are designed to guide individual teachers,
administrators, supervisors, or other individuals or groups in
assessing business education. The standards were developed for
use at the secondary, postsecondary, and adult levels.

Although the objective of any evaluative process is improvement,
some specific benefits that could accrue from use of this
document include the following:

1. Summative type program assessment in preparation for
accreditation.

2. Formative type program improvement involving the
identification and correction of deficiencies.

3. Organization and implementation of a program in
information processing.

4. Guidance in the development of program and course
objectives and course revisions.

5. Orientation of administrators and others in charge of
educational programs with specific needs in the field
of business education.

6. Professional development of individual faculty members.

These standards were developed and validated nationwide and
involved business educators throughout the United States, its
territories, and Department of Defense Dependent schools. They
provide a means for assessing the quality of business education
programs and instruction in information processing as a basis for
achieving excellence.
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DEVELOPMENT OF THE STANDARDS

For over a century, business education has been an integral part
of American education. Its emphasis on the preparation of
persong for office and entrepreneurial emnloyment has served our
nation well; its stress on education for .nd about business has
been a significant and vital component of the curriculum of all
schools. Business education's record over the years represents a
sound foundation upon which to build for the future.

In March, 1980, a study of “Business Education: Its Status, Its
Potential, and Its Needs in the 1980's" was released by a Joint
Comnittee of the Business and Office Education Division of AVA
and the National Business Education Association. 1In 1982, the
National Business Education Advisory Committee, appointed by
Robert M. Worthington, Assistant Secretary for Vocational and
Adult Education, identified elements that contribute to quality
in the field. The Committee's twenty-two Imperatives for
Business Education focus on the crucial role of business
enterprise in our society. ToO address these priority
imperatives, the Business Education Advisory Committee o
recommended an evaluative assessment of all program standards now
in use, at all educational levels, to determine their relevancy.
The overall purpose of this project was to develop qualitative
standards of performance for secondary, postsecondary, and adult
programs of business education which will enhance the quality of
programs and strengthen the field at all levels.

The impetus for the project came from instructors, teacher
educators, publishers, employers, and administrators concerned
about the need to maintain viable and relevant programs. Strong
business education programs make a contribution to the solution
of economic problems such as inflation, unemployment, Consumer
literacy, and deficit spending. Similarly, the shift toward an
information-based labor market imposes a strong responsibility on
business education programs to update their resources.

The project complements earlier Department of Education contracts
that developed standards for vocational agriculture, home
economics, industrial arts, and trade and industrial education
programs.

Project objectives were to develop (1) program standards for
excellence which are common to business education prodrams and
(2) instructional standards for excellence common to information
processing with emphasis on data and word processing.

Program and instructional standards were developed through a
five~phase process as follows:

Phase 1. Review and Analysis of Literature. The first phase
began in January, 1984, with an intensive review and analysis of
literature to determine state~of-the-art thinking and to inter-
pret the literature in terms of standards. More than 1800
individual items were reviewed as a result of computer searches
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of ERIC and business~related data bases, feedback from state
business education consultants and supervisors, and materials
supplied by groups such as the American National Standards
Institute and other accrediting agencies. Materials reviewed
include dissertations, research reports, journal articles,
curriculum guides, state plans, state and local competency
inventories, and educational and business standards. To amplify
findings from the literature, site visits were made by the
project team to business, industrial and governmental
organizations and agencies to collect data related to information
processing standards. A Status Report of the Review of the
Literature was submitted in June, 1984, for availability through
the ERIC System.

Phase 2. Preparation of Draft Standards. Based on findings
from the literature search and the site visits, the project staff
drafted tentative standards statements under nine program topics
and six information processing topics. Two advisory groups
assisted in the development of standards and the identification
of topics: (1) the Technical Advisory Group, composed of nine
representatives from business, education, industry, and
professional organizations throughout the nation and (2) a Local
Advisory Group which included educators and representatives from
business and industry throughout North Carolina. Consultants in
program development and information processing worked cClosely
with the project staff during this phase.

Phase 3. Validation of Standards. After the standards
statements were drafted, reviewed, and revised, they were
reproduced in booklet form for validation--one for program
standards and one for instructional standards. A nationwide
sample of teachers, administrators, supervisors, and teacher
educators were involved in validating the standard statements.
Two methods were employed to secure participants: (1) Through
announcements in the Business Education Forum and brochures
distributed to business education leaders nationwide, all busi-
ness educators were invited to attend one of four validation
workshops. The workshops were conducted at two national and two
regional meetings including the Eastern Business Education
Association Convention, Lancaster, Pennsylvania, October 20,
1984; Southern Business Education Association Convention, Hilton
Head, South Carolina, October 26, 1984; Delta Pi Epsilon National
Research Conference, Denver, Colorado, November 8, 1984; and the
American vocational Association Convention, New Orleans,
Louisiana, December 1, 1984; and (2) To further ensure nationwide
participation, state supervisors of business education were asked
to submit names of eight persons (four secondary teachers, two
postsecondary/adult teachers, and the secondary and postsecondary
state supervisors) to participate in validating the standards
through a mailed survey.

Through workshops and the mailed survey, program :;tandards were
reviewed by 366 business educators, and the instructional
standards were examined by 378 business educators. Quantitative
data covering responses to both program and instructional
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standards were analyzed statistically, and those items not .
receiving a 68 percent endorsement were eliminated. Feedback '
from validators and advisory groups was used to further refine
the approved statements.

Phase 4. Preparation of Standards in Usable Form. Using
feedback from the validation phase, the project staff revised the
standards and compiled them into a document for use by business
educators at the secondary, postsecondary, and adult levels.

Phase 5. Dissemination of Standards. Recommendations were
made to the U, s, Department of Education that the standards be
disseminated to appropriate Federal, state, and local agencies.
They will be available through the ERIC System.




DEFINITIONS

Definition of the Field

Buginess education is a broad, comprehensive discipline
appealing to a wide spectrum oxX youth and adults. The inetruc-
tiounal program encompasses primarily: (1) knowledges, attitudes,
and skills needed by all citizens in order to manage effectively
their personal business needs and to understand the American
business and economic systems and (2) vocational knowledge and
s8kills needed for entry-level employment and advancement in a
broad range of business careers.

The basic skills of reading, wricting, and computing undergird all
business education courses and programs. These programs include
instruction in creating effective oral and written communica-
tions; preparing and analyzing financial records; managing cash
flow; operating appropriate equipment to process, store,
retrieve, and distribute alphanumeric data/information; develop-
ing skills and knowledge related to interpersonal behaviors and

economic literacy; and performing other consumer and business-
related tasks.

Business education attracts students with varying objectives,
native abilities, attitudes, socio-economic backgrounds, ethnic
heritages, and ages. It is an attractive field for students
because they perceive it as one that is re =»vant. Further,
because business, industry, and government need employees of
varying capabilities, programs are available for students with
superior, average, or below-average abilities.

Business education programs are offered at the secondary,
postsecondary, and adult levels. Secondary programs are offered
in traditional high schools, vocational high schools, and area
vocational schools. Postsecondary offerings for less than
baccalaureate degree programs are offered primarily in community
colleges. Adult programs may be offered at any of the above
levels.

Definition of Terms

The following definitions are included in order that the reader

might have an understanding of the terms as they are used in the
standards document.

Program Standards: Descriptive statements developed by
business educutors to be used as a guide
to assess the degree to which a program
meets qualitative characteristics of
excellence.
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Instructional Standards:

Data Processing:

Word Processing:

Descriptive statements developed b
business educators to be used as a
guide to assess the degree to which an
instructional program in information
processing meets qualitative
characteristics of excellence,.

The execution ¢of a programmed sequence
of operations upon data. A generic
term for computing in business
situations and other applications with
machines such as digital computers and
peripheral equipment,

A system for processing text materials
in which input files may ke stored for
later correction and use, eliminating
rekeying. Word processing is performed
on computers or special electronic
equipment,
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STANDARDS STATUCMENTS APPROPRIATE FOR ONE LEVEL ONLY

Individuals participating in the validation process were asked to

indicate the appropriateness of each standard for the secondary
level and for the postsecondary/adult level. Those standards
which did not receive approval by 68 percent of the individuals
evaluating them were eliminated.

The following standards, included in this document, met the
criteria for appropriateness at the secondary level only.

Program Standards

- The statement of philosophy and purpose is reviewed annually
and revised when necessary to reflect relevancy of the program
to board policies.

- The curriculum is accessible to all students who can benefit
including those who are mentally/emotionally handicapped.

- Staff development activities include training for school-~
related emergencies.

- Adjustable height desks are used.
- Health and safety precautions are taught in business classes.

- The eval.ation process includes involvement of guidance
counselors.

- The evaluation process includes involvement of parents.

Instructional Standards

~ Information processing is implemented through one or more
organizational patterns which include the single course model.

The following standards, included in this document, met the
criteria for appropriateness at the postsecondary/adult levels

only.

Program Standards

-~ The curriculum provides opportunities for students to develop
competer.cies related to managerial positions.

= The curriculum provides opportunities for students to develop
competencies related to professional positions.

- Guides include or identify pire- and post-tests.
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- The individual learning styles of students are addressed

through the use of a variety of instructional activities and
configurations including networking.

Instructional Standards

- Information processing is implemented through one or more
organizational patterns which include the complete curriculum
model.

- Instruction incorporates major developments in the evolution of
voice processing.

= Instruction includes establishing procedures which reflect
needs analysis, feasibility surveys, and vendor credentials.

= Instruction related to software selection incorporates
establishing procedures which reflect consideration of needs
analysis; canned, modular, and custom software; complexity and

cost; vendor policies; and effectiveness of the instruction
manual.

- Instruction includes trends and issues relating tc legai
ramifications of the electronic office.

- Instruction in the management/supervision of information
processing incorporates the basic principles of management
related to ergonomics in the electronic office environment.

- Instruction in the managemenf/aupervision of information
processing incorporates the basic principles of management
related to the role and relationship of the information system
to each of its subsystems.

- Instruction in the management/supervision of information
processing incorporates the basic principles of management
related to scheduling of equipment, workflow, and people.

- Instruction in the management/supervision of information
processing incorporates the basic principles of management
related to patterns of people interaction.

- Instruction in the management/supervision of information
processing incorporates the basic principles of management
related to personnel selec¢tion, training, and evaluation.

- Instruction in the management/supervision of information
processing incorporates the basic principles of management
related to costs of office operations.

- Instruction in the management/supervision of information
processing incorporates the basic principles of manugement
related to centralization/decentralization of control.

7
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Programming concept development focuses on advantages,
disadvantages, arnd applications of various programming
languages.

Programming concept development focuses on planning for volume
work.

Instruction includes advantages and limitations of various
configurations, such as distributed processing.

M variety of methods and techniques are used for instruction
including information processing research projects.

17




APPLICATION OF THE STANDARDS

The Standards for Excellence in Business Education are up-to-date
statements of validated program and information processing
instructional criteria. They are designed for use by business
teachers, school or system-level administrators and business
educatcrs, and district/state level business educators as aids to

improving business education at the secondary and postsecondary
levels.

Marking the Standards

The Prodram Standards are ¢rganized into nine topical areas
incorporating 247 standards, as follows:

Topic No. of Standards
Philosophy and Purpose 16
Organization and Administration 29
Curriculum and Instruction 76
Irstructional Staff 15
Financial Resources 12
Instructional Support Systems 48+
Public Relations 24
Student Development Services 21
Evaluation 6

The Information Processing Instructional Standards are organized
into six topical areas with 188 standards, as follows:

Topic No. of Standards
Organization 3
Content 113
Related Content 24
Methods and Resources 21
Instructional Support Systems 21
Evaluation 6
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Each standard topic is divided into a number of subtopics. Under
each topic is a global statement describing the standards. This
statement should not be marked.

To the right of each standard statement are three symbols repre-

senting "Exceeds Standard” ( A ); "Meets Standard" (()); "Below
Standard" ({/).

Use the following procedures for marking the standards:

l. Scan the complete listing of program and/or
instructional standard statements to become familiar with the
topics and the accompanying statements.

2. Read each standard statement and mark the appropriate

symbol indicating whether the program or course exceeds, meets,
or falls below the standard.

3. At the end of each standard topic, record the number of
standards marked "Below Standard"; subtract this number from the
total number of standards under that topic. The result is the
number that meet or exceed the standard. These numbers should be
recorded on the Summary Profile Form on page 12.

4. Record additional information about the program or
course as related to the standard topic under the "Comments"
sections at the end of each topic.

The first standard statement under the Instructional Staff Topic
of the Program Standards says: "Each faculty member possesses a
minimum of & baccalaureate degree with a major in business from
an accredited teacher education program."” If ail faculty members
possess at least a baccalaureate degree, mark the () , Meets
Standard. If all or part of the faculty members possess a
Masters Degree or higher, mark /\ , Exceeds Standard. The
second standard statement says, "Each faculty member meets
appropriate state standards of educational preparation and
occupational experience for certification." If one member of the
faculty does not meet appropriate state standards of preparation
and experience for certificatiorn, mark §/ . Below Standard.
Respond to each standard statement in the same way.

Interpreting and Using the Results

After identifying the standards that are marked "Below Standard,"
the next step is to formulate plans for systematically correcting
deficienciesr. EACH STANDARD IS IMPORTANT, AND THE ULTIMATE GOAL
IS TO ACHIEVE 100 PERCENT ON EACH TOPIC.

The Deficiency ldentification and Correction Report can be used
for identifying each deficiency and preparing a step-by~step
correction plan. The form provides space to indicate the

15
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priority for correcting a deficiency, the estimated cost of
required resources, and person{s) responsible for making the
correction.

Business teachers, administrators, and supervisors should find
these standards useful as aids in planning, revising, and
updating courses and programs. Teacher educators should
incorporate these gtandards into methods and curriculum courses
to acquaint pre- and in-service teachers with current standards
validated by business educators at secondary, postsecondary, and
adult levels as being important in the discipline.

11
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SUMMARY PROPFPILE FORM

Place the information recorded for each topic in the
*Summary of Topics™ space on this pProfile for an __Summary of Topics
overview of the results of the program review.

I. STANDARDS FOR BUSINESS EDUCATION PROGRAMS FOR
SECONDARY, POSTSECONDARY, AND ADULT LEVELS

A. Philosophy

B. Organization and Administration
C. Curriculum and Instruction

D. 1Instructional Staff

E. Pinancial Resources

F. Instructional Support Systems
G, Public Relations

H. Student Development Services

I. Evaluation

Total:

11. STANDARDS FOR INSTRUCTION IN INFORMATION
PROCESSING FOR THE SECONDARY, POSTSECONDARY,
AND ADULT LEVELS

A. Organization

B. Content

C. Related Content

D. Methods and Resources

E. Instructional Support Systems
F. Evaluation

Total:

Grand Total:

12
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DEFICIENCY 1IDENTIFICATION AND CORRECTION REPORT

Directions: Complete a report for each standard marked "Below
Standard®

School Date

Program Standards Instructional Standards (circle one)

ldentification of Deficiency

Topic:

Standard Statement:

Explanation of Deficiency:

Verified by

Priority for Correction: High Medium Low (circle one)

T ESmsEEEEESE oG E RN N S E N e R e N R E N R E S e S E E N O N R SRS EE S EEE SRR

Plan for Correcting Deficiency

Planned Procedure for Correcting Deficiency: (give steps and
anticipated dates for completion)

Person(s) Responsible for Correcting Deficiency:

Resources Required: Estimated Cost:

EE S E LS SRR S E eI E R N e e e e e E R R T E A R E S E E ST EEE RSN E SRS

Verification of Deficiency Correction

The deficiency noted above has been adequately corrected and
verified by authorized personnel.

Signed (title)

(title) Date
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PROGRAM STANDARDS FOR BUSINESS EDUCATION

Program Standards for Business [Education address
excellence in Business Education programs at the
secondary, postsecondary, and adult levels. They are
designed for use with Instructional Standards for

Information Processing. Program quality and

effectiveness are continuing concerns of every school.

Substantially:
Exceeds Standard ZS
Meets Standard

Below Standard <7

Standard Topic 1

PHILOSOPHY AND PURPOSE

The statement of philosophy and purpose of a business
education program reflects a system of values used to
guide program development decisions. (1)

Standard Statement

A statement of philosophy and purpose has been developed
to provide guidance for the business program.

A. Development

l. The statement of philosophy and purpose reflects
the school's philosophy and goals.
Comment:

2. The statement of philosophy and purpose responds
to the changing needs and interests of the puvb-
lics it serves.

Comment:

(1)Business education program is hereafter referred
to as business program.

AQV

AOV




4.

The statement of philosophy and purpose is
consistent with current and emerging 1local,
state, and national philosophies.

Comment:

The written statement of philosophy and purpose
is used by faculty in the Department.
Comment:

The development of the philosophy and purpose
involves former students, business faculty,
administrative and supervisory personnel, and
employer-advisory committee representatives.
Comment:

The statement of philosophy and purpose reflects
a commitment to preparation for empPloyment and

advancement.
Comment:

The statement of philosophy and purpose reflects
a commitment to preparation for advanced educa-
tion and training.

Comment

The statement of philosophy and purpose reflects
a commitment to the development of technological

literacy.
Comment:

15 24
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10.

The statement of philosopy and purpose reflects a
commitment to the development of economic under-

standing.
Comment:

The statement of philosophy and purpose reflects
a commitment to the development of effective
interpersonal skills and attitudes.

Comment:

B. Dissemination and Utilization

1.

The statement of philosophy and purpose serves as
a basis for program planning and development.
Comment:

The statement of philosophy and purpose serves as
a basis for program implementation.
Comment:

The statement of philosophy and purpose serves as
a basis for program evaluation.
Comment :

The statement of philosophy and purpose is dissem-
inated to relevant publics.
Comment:

lé

AQV

AQOV

AOV

AQV

AQOV

AOV




C. Review and Revision

1

- W

2.

SUMMARY
16

SUMMARY

The statement of philosophy and purpose is
reviewed annually and revised when necesssary to

reflect relevancy of the program to its con-
stituents.

Comment:

The r2view and revision process involves stu-
dents, former students, business education
faculty, administrative and supervisory personnel,

and employer-advisory committee representatives,
Comment :

FOR PROFILE
Number of standards for this topic

Minus number marked below standard

Total number marked meets and exceeds standard
(Use this total to £fil1l In the bar graph for this
standard topic on the Business Education Program
Profile.)

OF COMMENTS

26

AOV

AQV




Substantially:
Exceeds Standard
Meets Standard
Below Standard

Standard Topic 11

ORGAN1ZATION AND ADMINISTRATION

The organization and administration of a business program
provide direction that ensures attainme:nt of progran
gcals.

Standard Statement:

An administrative and organizational structure has been
devel oped which facilitates .implementation of the
school's statement of philosophy and purpose.

A. Organizational Structure

1. The organizational structure identifies roles and
relationships within the department and/or
school.

Comment:

2. The administration supports business program
development that is congruent with the philosophy
and purposes of the school.

Comment:

3. The organizational structure assures faculty

involvement in developing and implementing
program and school goals and objectives.
Comment:

4. Responsibility for business program leadership
is assigned to qualified administrators.
Comiment :
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B.

Program supervision is assigned to qualified and
supportive personnel.
Comnent:

Faculty and staff responsibilities are clearly
defined.

Comment:

Faculty and staff are given authority to carry
out assigned responsibilities.
Comment:

Program Planning

1.

Program goals provide direction for program de-~
velopment, implementation, and eval.ation.
Comment:

Program plans provide for an effective, effi-
cient, and responsive business curriculum.
Comment:

Botn internal and external constituents partici-
pate in program planning.
Comment:
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4., Programgs are publicized and made available to on
appropriate groups and individuals.

Comment:

S. Program plans provide for a student-teacher A C)‘7
ratio that is compatible with acceptable learning
theory.
Comment:

6. Programs are reviewed annually and revised as AOV
appropriate.
Comment:

7. Programs are compatible with state-level plan- AOV

ning, 1local/state board of education policies,
and accrediting commission standards.
Comment:

8. Program planning incorporates appropriate and AOV
timely information from demographic studies of the
employment community.
Comment:

9. Program planning incorporates appropriate and on
timely information from business and industry

surveys.

Comment:

20
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10.

11.

12,

13.

Program planning incorporates appropriate and
timely information from labor market
projections.

Comment:

Program planning incorporates appropriate and
timely information from student interest surveys.
Comment:

Program planning incorporates appropriate and
timely information from student placement records.
Comment:

Program planning incorporates appropriate and
timely information from enrollment projections.
Comment :

C. Student Recruitment and Admission

1.

Recruitment

a. An organized and systematic recruitment plan
is utilized.
Comment:

b. Effective communication is maintained between
the business department and the counseling
department.

Comment:
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Efforts are directed toward recruiting both
males and females.
Comment:

Recrulitment efforts are focused on the needs,
interests, and objectives of individual stu-
dents.

Comment:

Faculiy members actively recruit students for
the program.
Comment:

f. All students are encouraged to visit the
business program area.
Comment:

Admission

The admission policy for the business program
adheres to the institution's stated
philosophy and purpose.

Comment:

Admission standards for business courses/con-
centrations are clearly stated, published,
and made available throughout the school and
community.

Comment:
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c. Admission requirements reflect individual
student abilities and interests.
Comment :

SUMMARY FOR PROFILE
29 Number of standards for this topic
—. Minus number marked below standard
w. Total number marked meets and exceeds standard

(Use this total to £111 in the bar draph tor

this standard topic on the Business Education
Program Profile.)

SUMMARY OF COMMENTS
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Substantially:
Exceeds Standard
Meets Standard
Below Standard

Standard Topic III
CURRICULUM AND INSTRUCTION

The curriculum and instruction component of a business

program is essential to the achievement of overall pro-
gram goals and objectives.

Standard Statement

Curriculum and instruction are designed to reflect cur~-
rent theory, methods, and business practices and ¢to
address the needs of publics served.

A. Curriculum

1. Planning

a. The curriculum reflects the stated philosophy
and objectives of both the business program
and the school program.

Comment:

b. Representative groups involved in the devel-
opment and revision of the curriculum include
administrative and supervisory personnel,
advisory committees, business faculty, and
students.

Comment:

C. The curriculum includes provision to ensure
that students achieve on the basis of compe-
tencies previously developed.

Comment:

24
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d. The curriculum includes provision for inter-
relating the content of business courses with
other school subjects.

Comment:

e. The curriculum is designed to develop stu-
dent talent, creative ability, positive
self-concept, and individual potential.
Comment:

f. The curriculum is designed to meet evolving
needs of the employment community.

Comment:

g. The curriculum provides for articulation
among levels of business education to ensure
that students are permitted to progress on
the basis of competencies developed.

Comment:

Development

a. Course content is developed from course ob-
jectives and reflects approved curriculum
guides and other professional resources.
Comment:

b. The curriculum quide describes course offer~-

ings and appropriate course sequences.
Comment:
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The curriculum guide is available to
administrative and supervisory personnel.
Comment :

The curriculum guide is availebdle to

advisory committees and prospective employ-
ers.

Comment :

The curriculum guide is available and used by
counselors.
Comment :

The curriculum guide is available and used by
students.
Comment s

The curriculum is structured to meet the
needs of students who are employment bound.
Comment :

The curriculum is structured to meet the
nieeds of students who desire to seek further
education.

Comment s
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i. The curriculum is structured to meet the
needs of students who desire to develop and
enhance their personal business skills.
Comment:

Competencies

a. The curriculum provides opportunities for
students to develop competencies and under-
standings related to accounting positions.
Comment

&

b. The curriculum provides opportunities for
students to develop competencies and under-
standings related to administrative support
positions.

Comment:

C. The curriculum provides opportunities for
students to develop competencies and under-
standings related to information processing
positions.

Comment:
d. The curriculum provides opportunities for

students to develop competencies and under-
standings related to managerial positions.
Comment :

27 36
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The curriculum provides opportunities for
students to develop competencies and under-

standings related to professional positions.
Comment:

The curriculum provides for development of
skills and knowledge related to basic busi-

ness understanding.
Comment:

The curriculum provides for development of
skills and knowledge related to career aware-

ness.
Comment:

The curriculum provides for development of
skills and knowledge related to communica-~

tion.
Comment:

The curriculum provides for development of
skills and knowledge related to computation.
Comment :

The curriculum provides for development of
skills and knowledge related to computer
literacy.

Comment:
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k. The curriculum provides for development of AOV
skills and knowledge related to data process-
ing.
Comment :

l. The curriculum provides for development of ZS.C)<7
skills and knowledge related to decision
making.

Comment:

m. The curriculum provides for development of AQOV
skills and knowledge related to business
and economic literacy.
Comment :

n. The curriculum provides for development of AOV
skills and knowledge related to entrepreneur-
ship.

Comment:

0. The curriculum provides for development of AOV
skills and knowledge related to information
processing.
Comment:

pP. The curriculum provides for development of AOV

skills and knowledge related to interpersonal
behaviors.

Comment:
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The curriculum provides for development of
skills and knowledge related to keyboarding.
Comment 3

The curriculum provides for development of

ski)ls and knowledge related to leadership.
Comment:

The curriculum provides for development of
skills and knowledge related to management.
Comment 3

The curriculum provides for development of
skills and knowledge related to word process-

ing.
Comment:

The curriculum provides for development of
skills and knowledge related to work ethics.
Comment: -

Target Groups

The curriculum is accessible to all sgtudents
who can benefit including those who are

academically disadvantaged.

Comment:
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The curriculum is accessible to all students
who can benefit including those who are
academically average.

Comment:

The curriculum is accessible to all students
who can benefit including those who are
culturally different.

Comment:

The curriculum is accessible to all students
who can benefit including those who are
economically disadvantaged.

Comment:

The curriculum is accessible to all students
who can benefit including those who are
gifted/talented.

comment:

The curriculum is accessible to all students
who can benefit including those who are
mentally/emotionally handicapped.

Comment:

The curriculum is accessible to all students
who can bunefit including those who are
hysically handicapped.
omment :
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The curriculum is accessible to all students
who can benefit including those who are
nontraditional.

Comment ¢

Review and Revision

The curriculum is reviewed annually and re-

vised as necessary to reflect rapidly
changing technology.

Comment:

The c¢urriculum is reviewed annually and re-
vised as necessary to reflect changing
student populations.

Comment :

The curriculum is reviewed annually and re-
vised as necessary to reflect labor market
trends.

Comment:

The curriculum is :.viewed annually and re-
vised as necesg:ury to reflect up-to-date
instructional tec!.iq rs/strategies.
Comment :
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B.

cC.

Course Objectives

1. cCurrent course objectives are written in
measurable terms, are presented to students, and
are kept on file.

Comment :

2. Current course objectives are utilized by teach-
ers and administrators for planning, implement-
ing, and evaluating content and instructional
methods.

Comment :

Instruction

1. Content

a. Current course guides are used by teachers in
each class.
~omment:

b. Course guides include pre- and post-tests when
applicable.
Comment:

C. Course guides outline major uaits of studv.
Comment:

d. Course guides specify competencies to be
acquired.

Comment:
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£.

Course guides specify the sequence of in-
d4tructional activities.
Comment:

Course guides specify estimated time require-
ments for completing major units of study.
Comment:

Course guides specify instructional materials
needed for completing major units of study.
Comment:

Course guides specify community resources
needed for completing major units of study.
Comment:

Course guides specify a variety of evaluation
methods based on stated competencies.
Comment:

Written lesson plans are available and used.
Comment:
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2, Activities

Individual learning styles of students are
accommodated through the use of a variety of

courseware.
Comment :

Individual learning styles of students are
accommodated through the uge of a variety of

instructional activities and regources
including data communications.
Comment:

Individual 1learning styles of students are
accommodated through the use of a variety of

instructional activities and resources
including demonstrations.
Comment:

Individual learning styles of students are
accommodated through the use of a variety of

instructional activities and resources
including discovery learning.
Comment:

Individual learning styles of gstudents are
accommodated through the use of a variety of
instructional activities and resources
including field trips.

Comment 3
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Individual 1learning styles of students are
accommodated through the use of a variety of

instructional activities and resources
including hands-on learning.
Comment:

Individual 1learning styles of students are
accommodated through the use of a variety of
instructional activities and resources
including internships or related field

experiences.

Comment:

Individual 1learning styles of students are
accommodated through the use of a variety of

instructional activities and resources
including lecture/discussion.
Comment:

Individual 1learning styles of students are
accommodated through the use of a variety of

instructional activities and resources
including oral presentations.
Comment:

Individual 1learning styles of students are
accommodated through the use of a variety of
instructional activities and resources
including problem solving.
Comment:
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|

l.

n.

O.

Individual learning styles of students are
accommodated through the use of a variety of
instructional activities and resources
including speakers.

Comment 3

Individual learning styles of stidents are
accommodated through the use of a variety of

instructional act.vities and resources
including telecommunication.
Comment:

Individual learning styles of students are
accommodated through the use of a variety of

instructional activities and resources
including videotex.
Comment 3

lndividual learning styles of students are
accommodated through the use of a variety of
delivery systems including open-entry, open-

exit learning centers.
Comment :

Individual 1learning styles of students are
accommodated through the use of a variety of
delivery systems including networking.

Comment 3
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SUMMARY
76

SUMMARY

FOR PROFILE
Number of standards for this topic

Minus number marked below standard

Total number marked meets and exceeds standard

(Use this total to £il1l in the bar graph for this

standard topic on the Business Education Program
Profile.,)

OF COMMENTS
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Substantially:
Exceeds Standard
Meets Standard
Below Standard

Standard Topic 1V
INSTRUCTIONAL STAFF

The professional competence and performance of the busi~
ness faculty are significant factors in determining the
overall quality of a program.

Standard Statement

The instructional staff for the business program demon-
strate professional and technical competence in providing
gservices necessary for attaining program goals and objec-
tives.

A. Qualifications

1. Each faculty member possesses a minimum of a
baccalaureate degree with a major in business
from an accredited teacher education program.
Comment:

2. Eoch faculty member meets appropriate state ctan-
dards of educational preparation and occupational
experience for certification.

Comment:

3. Each faculty member meets established institu-
tional criteria for employment.
Comment. s

4. Each faculty member is qualified to teach the
content of assigned courses.
Comment:
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5. Each faculty member demonstrates acceptable writ-
ten and oral communication skills.
Comment:

6. Each faculty member exhibits desirable human
interaction skills.
Comment s

7. Each faculty member provides positive leadership
in the classroom, schocd, community, and
profession.
Comment:

Professionalism

1. Each faculty member maintains active membership
in profescional organizations for businers
teachers.
Comment:

2. dach faculty member attends professional meetings

for business teachers each year.
Comment

Staff Development

1.

Each faculty member follows a written plan for
professional development.
Comment:

i 4
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2. Each faculty member participates in staff develop- AOV
ment activities.

comment:

3. Staff development activities include an on
orientation program for new faculty.
Comment :

D. Evaluation

l. Teachers evaluate the effectiveness of their AOV
instruction.
Comment :

2. Evaluations of faculty are conducted regularly, AOV

based on established procedures that ensure equa-
lity of opportunity.

Comment:

3. Evaluation results are discussed with each Zﬁ.C)‘7
faculty member.
Comment:

30
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SUMMARY FOR PROFILE
15 Number of standards for this topic
Minus number marked below standard
Total number marked meets and exceeds standard
(Use this total to £ill in the bar graph for this

standard topic on the Business Education Program
Profile.)

SUMMARY OF COMMENTS
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Substantially:
Exceeds Standard
Meets Standard
Below Standard

Standard Topic V
FINANCIAL RESOURCES

Adequate financial resources are required to provide a
comprehensive, quality business program.

Standard Statement

Availability and control of adequate financial resources
ensure that the goals and objectives of the program are
met.

A. Funding

1., A budget for adequate &and regular funding is
provided for equipment purchases.
Comment:

2. A budget for adequate and regular funding 1is

provided for equipment maintenance.
Comment:

3. A budget for adequate and regular funding is
provided for equipment £3glacement.
Comment:

4. A budget for adequate and regular funding is
provided for instructional materials and sup-

lies.
Eomment:
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B.

A buijet for adequate and regular funding is
provida:d for staffing.
Commert:

A budget for adequate and regular funding is
provided for professional development.
Comment:

A budget for adequate and regular funding is
provided for contingencies.
Comment :

A complete listing of funding sources is made

available to teachers with guidelines for
procurement.

Comment:

Management

1.

Paculty are involved in decisions related to the
expenditure of departmental funds.
Comment :

Budgeted funds are expended to achieve program
goals and objectives.
Comment:
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SUMMARY
12

SUMMARY

An organized procedure for recelipt, deposit,
security, and management of funds is maintained.
Comment:

Up-to-~date records of expenditures, receipts, and
account balances are kept on file for use by
authorized personnel.

Comment:

FOR PROFILE
Nunber of standards for this topic

Min.s number marked below standard

Total number marked meets and exceeds standard

(Use this total to fill In the bar graph for this
standard topic on the Business Education Program
Profile.)

OF COMMENTS
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Substantially:

Exceeds Standard A
Meets Standard ()
Below Standard <7
Standard Topic VI
INSTRUCTIONAL SUPPORT SYSTEMS
The availability and efficient use of up-to-date facili-
ties, equipment, and materials are an indication of con-
cern for effective instruction.
Standard Statement
Physical facilities and instructional resournes provide a
well-maintained and effectively-utilized learning envi-
ronment.
A. Physical PFacilities
1. Environmental Design
a. Physical facilities are adequate for achieve- ACV
ment of program goals and objectives.
Comment
b. Room or area layouts are of suitable size and on
location for the program.
Comment :
c. The learning environment in which training AQV
occul 3 is comparable to the actual work
situation.
Comment :
d. The number of training stations is adequate on
for student enrollment.
Comment:
46




e. Appropriate work space is provided for each AOV
student station.
Comment:

f. Facilities and equipment accommodate the AOV
needs of handicapped persons.
Comment:

g. High gquality illumination is well distri- AOV
buted, resulting in a minimum of glare and
shadows.
Comment :

h. Facilities provide for control of artificial AOV
and natural illumination.
Comment:

i. Acoustical materials are used effactively on AOV

floo.s, walls, and ceilings in class. oms and
laboratories to minimize noise.
Comment:

j. Sufficient markerboard and display space are AOV
provided.
Comment:

[ ol B
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k. adjustable ieight desks are used where appro- AOV

priate.
Comment :

1. Adjustable posture chairs are used where AOV
appropriate.
Comment :

m. Voltage surge protectors are provided for AOV
electronic equipment.
Comment :

n. Electrical outlets in each room are con- AOV
trolled by a master switch.
Comment:

O. Appropriate faculty work space is provided. AOV
Comment :

P. The faculty has convenient access to tele- AOV
phone service.
Comment s

48




2.

Storage space for supplies and materials is
adequate.

Comment:

Facilities are reviewed annually and modified
as needed to support changes in course de~
signs and emerging technologies.

Comment :

Utilization

A plan for maximizing equipment usage among
faculty and departments is in effect.
Comment

An accurate inventory of equipment is main-
tained.
Comment

Students have adequate access to laboratory
equipment.
Comment :

Business education faculty have adequate
access to Jaboratory equipment.
Comment :
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Care and Maintenance

a. Laboratories and classrooms are Cclean,
orderly, and attractive.
Comment 3

b. Facilities are supervised by a business
teacher.

Comment:

c. Energy conservation is observed.
Comment:

d. Priorities are established for continuous
maintenance and improvement of facilities.
Comment:

Safety

a. Pacilities comply with statutes and regula-
tions of local, state, and federal safety
requirements.

Comment:
b. A safe electrical outlet system is provided.

Comment:
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c. Halls, passageways, and exits are clearly
labeled and free from obstructions.
Colment:

d. Plans for evacuation are posted in each
classroom.
Comment?

e. Fire extinguishers are readily available and
properl* maintained.
Comment ¢

f. Fire alarms are in working condition.
Comment:

g. FPirst-aid rits are available and maintained
in usable condition.
Comment :

h. Safety precautions are taught in business
classes.
Comment:

i. Emergency drills are conducted regqularly.
Comment:
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B.

Instructional Resources

1.

Equipment

Equipment reflects current and emerdging busi-
ness usage.

Comment:

Equipment appropriate for teaching essential
job-related skills is provided.
Comment :

Equipment is maintained in operable condition.
Comment :

Appropriate criteria are followed in selecting
equipment .
Co: 2nt:

Equipment is upgraded according to a planned
replacement schedule.
Comment:

Supplies and Materials

Supplies and materials which inccrporate cur-
rent technology are available to support pro-
gram objectives.

Comment 3

b{
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Supplies and materials are comparable to those
found in an actual work situation.

Comment:

Faculty members practice economy and conserva-

tion in the use of supplies and materials.
Comment:

A library of current textbooks, periodicals,
reference manuals, and other appropriate mate~
rials is maintained.

Comment :

Instructional materials are free of age, cul-
tural, and sex bias.
Comment:

Resource materials recommended by state and
local education agencies are available.
Comment :

Appropriate criteria are followed in selecting
instructional materials.
Comment: '
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h. Materials are available to meet the needs of
special students such as the gifted,
economically disadvantaged, and physically
handicapped.

Comment:

SUMMARY POR PROFILE
48 Number of standards for this topic
Minus number marked below standard
Total number marked meets and exceeds standard

(Use this total to £fill in the bar graph for this

standard topic on the Business Education Program
Profile.)

SUMMARY OF COMMENTS
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Substantially:

Exceeds Standard
Meets Standard
Below Standard

10D

Standard Topic VII

PUBLIC RELATIONS

Informed and involved publics are essential components of
a quality business education program.

Standard Statement

The public relations program is well planned, adequately

funded,

coordinated, continuous, and sensitive to the

changing needs of business education publics. It communi-
cates ideas simply and is appraised continuously.

A. Planning

1.

A written public relations plan incorporating on
goals and objectives, a calendar of activities,

and evaluation is available.

Comment:

Development of the plan involves students, on
faculty, advisory committee members, and adminis-
trators.

Comment:

Successful methods of improvir., public relations on
are employed.

Comment:

Rescurces to implement the public relations plan on

are adequate to meet the goals and objectives of
the program.
Comment




B. Publics
1. 1Internal Publics

a. An effective communication system is imple~ AOV
mented.
Comment:

b. Each fi 'ulty member promotes positive public AQOV
relations.
Commznt

c. Newsworthy items such as open houses, exhi- AOV
bits, student and faculty accomplishments,
organization activities, and student job
placements are given appropriate media cover-

age.
Comment:
d. Hadbooks and brochures describing the busi- AOV
ne ;s program are prepared and disseminated.
Comment:
e, Students, faculty, staff, and school adminis~ AOV

trators are well informed about business pro-
grams and activities.
Comment:
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2. External Publics

a.

The business program has an active advisory
committee which is used in a consultative
role.

Comment:

The advisory committee is organized to in~-
clude representatives of the community such
as employers and former students.

Comment :

The advisory committee meets on a scheduled,
periodic basis and follows a planned agenda.
Comment:

Records of the advisory committee meetings
are on file within the department an¢ with
appropriate administrators.

Comment :

The advisory committee reviews, evaluates,
and makes recommendations regarding the
business program.

Comment:
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The advisory committee informs business educa-
tors of new technological developments and
provides input to the selection of equipment,

supplies, and instructional materials.
Comment :

Recommendations of the advisory committee are
considered in program planning and implementa-
tion.

Comment:

The advisory committee cCooperates with the
business faculty in conducting community needs
assessment surveys.

Comment:

Faculty members participate in 1local pro-
fessional business organizations and community
activities.

Comment:

A close working relationship exists between

the school and business, industry, and other
organizations.
Comment:
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Faculty are available to serve as consultants
to the community in areas such as company-
sponsored training programs and office tech-
nology systems. ‘

Comment:

Business and industrial personnel are given
the opportunity to participate 1in business
programs and activities.

Comment:

Faculty members maintain effective communica-
tion with representatives of local education
agencies.

Comment ¢

Faculty members maintain effective communica-
tion with representatives of the State Depart-
ment of Education.

Comment:

Faculty members maintain effective communica-
tion with representatives of institutions of
higher learning.

Comment:

59 (;8

AQOV

AQV

AQV

AQOV

AOV
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¥inus number marked below standard
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(Use this total to £ill In the bar graph fTor this
standard topic on the Business Fducation Program

Profile.)

SUMMARY OF COMMENTS




Substantially:

Exceeds Standard A
Meets Standard ()
Below Standard \v/
Standard Topic VIII
STUDENT DEVELOPMENT SERVICES
Through student development services, the institution
provides for participation in vocational business student
organizations, academic and career guidance, and job
placement and follow-up.
Standard Statement
Student development services are available to all
learners, including special populations such as handi-
capped persons, disadvantaged persons, and students with
limited English ski'’s.
A. Vocationa) Business Student Ovganizations
1, Structure
a. Vocational business student organizations are AOV
viewed as a vital part of the instructional
program under the supervision of appropriate
faculty.
Comment:
b. Students are encouraged to participate on
actively in vocational business student organ-
izations.
Comment:
c. Vocatlonal "“usiness student organizations AOV

provide opportunities for students to develop
career-oriented competencies.
Comment:
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d. Local chapters of vocational business student
organizations are affiliated with respective
state and national organizations.

Comment
2. Support

a. The administration provides recognition and
support for vocational business student organ-
izations.

Comment

b. Business faculty promote and participate in
vocational business student organization
activities.

Comment ¢

c. Time 1is provided for student organization
meetings.
Comment

B. Guidance Services

l. Student Assessment

Information about student aptitudes, achieve-
ments, and occupational interests is main-
tained for each student and is available
to faculty.

Comment :
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b. Business faculty members are involved in AOV
developing individualized educational plans

for special needs students.
Comment:

2. Academic Guidance

a. Academic guidance is :vailable to all stu- AOV
dents.
Comment:

h. ncademic guidance is used to place students AOV
in appropriate programs and courses.
Comment:

3. Career Guidance

a, Guidance activities facilitate career aware- A Ov
ness and orientation, career choice, career

preparation, and career advancement.
Comment :

b. Students receive personal counseling and gui- on
dance.
Comment:
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Students are made aware of training opportuni-
ties for nontraditional occupations.
Comment

Students have access to job market informa-
tion and placer~nt opportunities.
Comment :

Placement and Follow-Up

a.

Job placement includes preplacement prepara-
tion, assistance in 1locating jobs, and
assis:ance in placement.

Comment

A systematic plan for follow-up activities is
implemented.
Comment :

Follow~up data which reflect job requirements,
salary ranges, and employer-employee satis-
tfaction are used for program evaluation and
improvement.

Comment :

A cumulative record is maintained for each
student.
Comment :
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e. Business faculty assist placement specialists on
in the implementation and coordination of
placement services.
Comment:

f. The resources and operation of placement and AOV
follow-up services are reviewed periodically
and revised as necessary.
Comment:

SUMMARY FOR PROFILE
21 Number of standards for this topic

Minus number marked below standard

Total number marked meets and exceeds standard
(Use this total to fill in the bar gzaph for this
standard topic on the Business Education Program
prOfiIEO)

SUMMARY OF COMMENTS

55 74




Substantially:
Exceeds Standard
Meets Standard
Below Standard

Standard Topic IX

EVALUATION

All business program elements are systematically and
continuously examined and compared to standards. The
standards in this document serve as bases for the evalu-

ation of business progre~s. After data are collected anu
analyzed, findings may oe disseminated and used for pro-
gram revision.

Standard Statement

The business progr:n is evaluated periodically and
revised as necessz Y to ensure that the needs of the
students and the bi.siness community are met.

A. Data Collection and Analysis

1. The evaluation process includes involvement of
advisory committees, administrators/supervisors,

employers, faculty, guidance counselors, stu-
dents, and graduates.
Comment:

2. The evaluation plan includes an assessment of

each program goal compared to established stan-
dards.

Comment.:

3. vVvalid procedures are used to analyze data and
identify discrepancies between the current pro-
gram and selected standards.

Comment :
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Data are collected, analyzed, and interpreted as
required by local, state, and federal mandates
and/or agencies.

Comment:

B. Dissemination and Utilization

1.

SUMMARY

Formative and summative evaluation results are
disseminated to business teachers, appropriate
boards/administrators, guidance counselors, the
advisory committee, and/or other selected person-
nel,

Comment:

A written plan for program improvement is devel-
loped and implemented according to the needs
reflected by evaluation results.

Comment :

FOR PROFILE
Number of standards for this topic

Minus number marked below standard

Total number marked meets and exceeds standard
(Use this total co fill In the bar graph for this
standard topic ¢n the Business Education Program
Profile.)

SUMMARY OF COMMENTS
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INSTRUCT IONAL STANDARDS FOR INFORMATION PROCESSING

Instructional Standards for Information Processin
addresses excellence in the teaching of information
processing with emphasis on data and word processing at
the secondary, postsecondary, and adult levels. These
standards are designed for use with Pro?ram Standards for

Business Education. Instructiona quality and
effectiveness are continuing concerns of each

institution.

Substantially:
Exceeds Standard
Meets Standard
Below Standard

10D

Standard Topic I
ORGANIZATION
Instruction in information processing is organized to

facilitate skill development for all students at appro-
priate ,evels.

A. Instructior in information processing is available to on
all students.
Comment:

B. Information processing is implemented through one or on

more organizational patterns (single course model;
integrated model; complete curriculum model; and
special~purpose, short-term, instructional models).
Comment:

C. Information processing instruction is organized to AOV
provide skill development at the awareness, opera-
tional, and/or comnetence level.
Comment:
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SUMMARY FOR PROFILE

3 Number of standards for this topic
Minus number marked below standard
Total number marked me~ts and exCi.eds standard

(Use this total to fill in the bar graph for

this standard topic on the Business Education
Program Profile.)

SUMMARY OF COMMENTS
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Substantially:
Exceeds Standard
Meets Standard
Below Standard

Standard Topic Il
CONTENT

The statements within this standard topic relate to con-
tent of the information processing instructional program.
They address terminology, careers, information
processing cycles and functions, hardware, software,
trends and issues, employability knowledge and skills,
employability traits and attitudes, computer literacy,
management/supervision, computer programming, and
integrated information systems. Course content reflects
program objectives.

A. Terminology

1. Specialized vocabulary essential to information
processing content is introduced, defined, and
reinforced in context.

Comment:

2. Instruction includes planned evaluation to verify
student mastery of vocabulary.
Comment :

B. Careers

l. The program provides for instruction related to
career opportunities in information processing.
Comment :

2. The program provides for instruction related to
knowledge, skills, and characteristics needed for

entry-level positions in information processing.
Comment :
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The program provides for instruction related to

personal ani rofessional valifications needed
for specific positions in iﬁ%brmatfbn processing.

Comment :

The program provides for instruction related to

knowledge, skills, and characteristics needed for
advancement inh information processing careers.

Comment:

The progran provides for instruction related to
interrelationships of various positions in infor-
mation processing.

Comment :

The program provides for instruction related to
the role of information processing in the job

market of the future. ‘

Comment:

The program provides for instruction related to
employment information sources.
comment:

Instruction includes planned evaluation to verify
student mastery of content related to c.areers.
Comment:
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Cycles and Functions

1.

2.

3.

4.

Instruction related to the information processing
cycle includes the functions of preparation and
verification of input.
Comment :

Instruction'related to the information processing
cycle includes the functions ot interpreting and

reacting to error messages.
Comment :

Instruction related to the information process-
ing cycle includes the functions of manipulation

of data in the processor unit.
Comment :

Instruction related to the information processing
cycle includes the functions of verification and
correction of output.
Comment

Instruction related to the information process-
ing cycle includes the functions of storage,
retrieval, and transmittal of data using tech-
nologies such as micrographics, computer-
assisted retri=aval, fiber optics, facsimile
transmission, communicating text editors, and
electronic mail.

Comment :
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6. Instruction includes planned evaluation to verify
student mastery of content related to information
processing cycles and functions.

Comment:

D. Hardware

1.

Instruction related to hardware use includes
procedures for proper handling and care.
Comment:

Instruction related tc hardware use includes
knowledge of the capabilities and limitations
of Input, central processing, output, and
peripheral devices.
Comment:

Instruction related to hardware use includes
strategies for troubleshooting.
Comment:

Instruction related to hardware selection
includes methods of determining specific
requirements.

Comment:

Instruction related to hardware selection
includes procedures which reflect needs
analysis, feasibility surveys, and vendor
credentia’s.

Comment:
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6. Instruction includes planned evaluation to AOV
verify student mastery of content related to

selecting and using hardware.
Comment:

E. Software

1. 1Instruction related to software use includes AOV
' profer handling and care.
Comment:
2. 1Instruction related to software use includes AQOV

relevant applications (data base management,
spread sheets, and word processing).
Comment:

3. 1Instruction related to software use includes AQOV
knowleuge of capabilities and limitations of
software as related to jub functions.

Comment
4, Instruction related to software use includes AOV
prucedures for filing and management of soft-
vare.
Ccmment:
S. 1Instruction related to software selection on

includes the determination of specific
application requirements.
Comm=nt:

74 83
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6., Instruction related to software selection
includes consideration of needs analysis;
canned, oduiar, and custom soltware:
complexity and cost; vendor policies#; and
etfectiveness of the instructional materia‘s.
Comment :

7. Instruction reiated to software selection
includes knowledge and implications of

copyrigh. laws.
Comment :

B. Instruction includes planned evaluation to
verify student mastery of content related to
selecting and using software.

Comment:

F. Trends and Issues

1.

Instruction includes trends and issues relating
to technological developments (such as portable
data processing equipment, laser video disk stor-
age, voice processing, mobile telephone,
electronic cottage/telecommuting, videotex, in-
tegrated software, telecommunications, optical
character recognition, computer graphics, robot-
ics, networking, and artificial intelligence).
Comment:

Instruction includes trends and issues related to
sociolqaical impact of information processing on
the workplace.

Comment:
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Instruction includes trends and issues related to

the legal implications of the electronic office.
Comment:

Instruction includes trends and issues related
to human relations in information processing.
Comment:

Instruction includes trends and issues related
to information access and control.
Comment:

Instruction includes issues related to computer
ethics,
Comment:

Instruction includes trends and issues related
to productivity measurement in information proc-
essing.

Comment:

Instruction includes trends and issues related
to employee compensation and benefits in informa-
tion processing.

Comment:
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10.

11.

Instruction includes trends and issues related
to employer expectations in information process-
ing.

Comment:

Opportunities are provided for students to demon-
strate creativity, imagination, and inquisitive-
ness about current trends and issues 1in informa-
tion processing through the completion of indivi-
dual and/or group projects.

Ccmment s

Instruction inc'udes planned evaluvation to verify
student mastery of content related to trends and
issues in information processing.

Comment

Employability Knowledge and Skills

1.

Instruction in information processing includes

opportunities for students to develop and utilize

concentration techniques.
Comment:

Instruction in information processing provides
opportunities for students to set up a system;
input data (keyboard); create documents; edit

documents; and store, file -._ ;sint text.
Comment:
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3. Instruction in information processing provides AOV
opportunities for students to plan, organize, and
prioritize tasks to facilitate work rfiow.
Comment:

4. 1Instruction in information processing provides AOV
oppcrtunities for studenis to recognize the
maltiplier effect of errors and subseguent exces-
slve costs and wasted time.
Comment:

5. Instruction in information processing provides AOV
opportunities for students to meet or surpass
appropriate production/error ratio requirements.
Comment:

6. Instruction includes planned evaluation to verify AOV
student mastery of content related to employ-
ability knowledge and skills.
Comment:

H. Employability Traits and Attitudes

1. 1Instruction {11 information processing provides AOV
opportunities for students to develop traits and
attitudes required to cope with routine and
repetitive tasks.
Comment:
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4.

Instruction in information processing provides
opportunities for students to develop traits and
attitudes required to exercise CARE in all phases
of work.
Comrent:

Instruction in information processing provides
opportunities for students to develop traits and
attitudes required to display attention to
details in work being performed.

Comment:

Instruction in information processing provides
opportunities for students to develop traits and
attitudes required to work efficiently wunder

pressure.
Comment:

Instruction in information processing provides
opportunities for students to develop traits and
attitudes required to work effectively under

pressure.
Comment :

Instruction in information processing provides
opportunities for students to develop traits and
attitudes required to meet deadlinesr

Comment :
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10,

11,

instruction in information processing provides
opportunities for students to develop traits and
attitudes required to use discretion in the use
of confidential information.

Comment:

Instruction in information processing provides
opportunities for students to develop traits and
attitudes required to evaluate personal work
habits.

Comment:

Instruction in information processing provides
opportunities for students to develop traits and
attitudes required to work productively with a
variety of individuals  iIncluding clients and
coworkers.
Comment:

Instruction in information processing provides
opportunities for students to develop traits and
attitudes required to interact courteously in all
situvations.
Comment :

Instruction in information processing provides
opportunities for students to develop traits and
attitudes required to adapt productively ¢to
rapidly changing demands.
Comment ¢
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12, Instruction in information processing provides AOV
opportunities for students to develop traits and
attitudes required to complete assignments accu-
rately and thoroughly.
Commént:

13. Instruction in information processing provides AOV
opportunities for students to develop traite and
attitudes required to exhibit self-starier

traits.
Comment:

14. Instruction in information processing provides AOV
opportunities for students to develop traits and
attitudes required to work alone or as a team
member over a sustained period of time to ~the
successful completion of an assignment.

Comment:

15. Instruction in information processing provides AOV
opportunities for students to develop traits and
attitudes raquired to recognize when to ask for
assistance.
Comment:

16. Instruction 1in information processing provides AOV
opportunities for students to develop traits and
attitudes required to work effectively on special

projects when requested.
Comment:
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17,

18

information processing provides

Instruction in
opportunities for students to develop traits and
attitudes required to accept and use constructive
criticism.

Comment:

. Instruction in information processing provides
opportunities for students to develop traits and
attitudes required to exhibit enthusiasm.

Comment:

19. 1Instruction in information procesgsing provides

2

opportunities for students to develop trait and

attitudes required to exhibit self-confidei..:2.
Comment:

0. Instruction in information processing provides
opportunities for students to develop traits and
attitudes required to employ initiative and

imagination.

Comment:

2l. Instruction 1in information processing provides

opportunities for students to develop traits and
attitudes required to demonstrate lovalty.

Comment:

22. Instruction in information processing provides
opportunities for students to develop traits and
attitudes required to demonstrate punctuality.

Comment:
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23. Instruction in information processing provides AOV
opportunities for students to develop traits and
attitudes required to demonstrate dependability.
Comment:

24. 1Instruction in information processing provides AOV
opportunities for students to develop traits and
attitudes required to demonstrate ingquisitive-
ness.

Comment :

25. 1Instruction includes planned evaluation to verify AOV
student mastery of content related to
employability traits and skills.

Comment:

I. Computer Literacy

l. The application of computer technology as used in AOV
business 1is incorporated into the instructional
process.
Comment:

2. 1Instruction in computer 1literacy focuses on AOV

personal and job uses which enable persons to
understand fundamental computer terminolagy.
Comment:
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Instruction in computer literacy focuses on
personal and 3job uses which enabie persons to
explain how information is Pprocessed Dboth

manually and by a computer system.
Comment :

Instruction in computer 1literacy focuses on
personal and 3Jjob uses which enable persons to
describe the impact of computer technology on
industry, business, government, society, and the
individual.

Comment:

Instruction in computer literacy focuses on per-
sonal and job uses which enable persons to

identif current trends and issues dealing
with computer technology.
Comment :

Instruction in computer literacy focuses on per-
sonal and 3Job wuses which enable persons to
recognize how computers may be used as management
tools.

Comment:

Instruction in computer literacy focuses on per-
sonal and job uses which enable persons to
describe major differences and similarities of
maInframes. minicomputers, and microcomputers.
Comment:
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l10.

11.

12,

Instruction in computer literacy focuses on per-
sonal and Jjob uses which enable persons to
identify computer capabilities and limitations.

Comment:

Instruction in computer literacy provides for
appropriate experiences with the computer which
enable persons to determine when computer use is
appropriate.

Comment:

Instruction in computer literacy provides for
appropriate experiences with the computer which
enable persons to write simple programs in BASIC

or other appropriate languages.
Comment:

Instruction in computer literacy provides for
appropriate experiences with the computer which
enable persons to use a8 computer to solve
problems.

Comment :

Instruction in computer literacy provides for
appropriate experiences with the computer which
enable persons to prepare data fo: input into a
computer system.

Comment:
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13.

14.

15.

16.

17.

Instruction in computer literacy provides for
appropriate experiences with the computer which
enable persons to verify the .:.uracy of input
data.

Comment:

Instruction in computer literacy provides for
appropriate experiences with the computer which
enable persons to interpret computer-generated

reports.
Comment:

Instruction in computer literacy provides for
appropriate experiences wiiu the computer which
enable persons to operate electronic data
communications systems.

Comment:

Instruction in computer literacy provides for
appropriate experiences with the computer which
enable persons to use the computer for business
and personal applications such as records manage-
mer;t and communication.

Comment:

Instruction in computer literacy provides for
appropriate experiences with the computer which

enable persons t¢ evaluate software applications.
Comment:
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18. Instruction includes planned evaluation to verify AQOV
student mastery of content related to computer
literacy.
Comment :

J. Management/Supervision

1. Instruction incorporates the basic principles of AOV
management related to current ancd evolving
technological advances.

Comment :

AOV

2. Instruction incorporates the basic principles of

management related to the role and relationshi
of the information system to each of its

subsystems .
Comment :

3. Instruction incorporates the basic principles of AOV

management related to erggnomica {(productive use
of equipment, workflow, and people).

Comment

AQOV

4. Instruction incorporates the basic principles of
management related to roles and responsibilities
of information processing personnel.

Comment:

87




10.

Instruction incorporates the basic principles of
management related to personnel selection, train-
ing, and evaluation.

Comment:

Instruction incorporates the basic principles of
management related to patterns of people interac-
tion.

Comment:

Instruction incorporates the basic principles of
management related to productivity measurement.
Comment:

Instruction incorporates the basic principles of
management related to costs and benefits of
office operations.

Comment s

Instruction incorporates the basic principles of
management related to centralization/decentrali~
zation of control.

Comment:

Instruction incorporatés the basic principles of
management related to the decision-making

Process.
Comment:
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K.

11.

Instruction includes planned evaluation to verify
student mastery of content related to management/
supervision of information processing.

Comment:

Computer Programming

1,

3.

5.

Instruction in computer programming includes the
function of programming in an information
processing systemn.

Comment:

Instruction in computer programming includes the

advantages, disadvantages, and applications of

various programming languages.
Comment:

Instruction in computer programming includes
planning for volume work.
Comment:

Instruction in computer prcgramming includes
loading, testing, and executing computer pro-

grams.
Comment:

Instruction includes planned evaluation of
student mastery of content related to computer
programming.

Comment:
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L. Integrated Information Systems

l. Instruction includes the concept of integrated AOV
information systems and subsystems of originat-
ing, processing, communicating, storing, and
retrieving.
Comment :
2, Instruction 1in integrated information systems AOV

includes capabilities and limitations of
automation systens.

Comment s

3. Instruction in integrated information systems AOV
includes interrelationships of data, word, voice,
and graphics/image processing.

Comment 3

4, Instruction in integrated information systems AOV
includes the concept of the expanded office
environment.
Comment :

S. Instruction in integrated information systems AOV
includes the process of information work flow.
Comment 3




6.

7.

SUMMARY

113

Instruction in integrated information systems
includes advantages and limitations of wvarious
configqurations such as distributed processing.

Comment :

Instruction includes planned evaluation of stu-
dent mastery of content related to integrated
information systems.

Comment :

FOR PROFILE

Number of standards for this topic

Minus number marked below standard

Total number marked meets and exceeds standard
(Use this total to i1l in the bar graph feor
this standard topic on the Business Education
Program Profile.)

SUMMARY OF COMMENTS

109
91

AQOV

AQV




Substantially:
Exceeds Standard
Meets Standard
Below Standard

10b

Standard Topic 111

RELATED CONTENT

To function effectively in a technological society, all
students must have adequate gkills in keyboarding and
communication. This standard topic addresses these
needs.

A. Electronic keyboarding

l. 1Instruction in electronic keyboarding provides AOV
opportunities for all students to develop

keyboarding skills.
Comment:

2. Instruction in electronic keyboarding provides AOV
opportunities for all students to maintain
keyboarding skills.
Comment:

3. 1nstruction includes planned evaluation of stu- AOV

dent mastery of content related to electronic
keyboarding.
Comment:

B. Communication

1. 1Instruction 1in written communication includes AOV
correct grammar, qpelling. punctuation, capitali-~
zation, and expressinn of numbers.
Comment 3
92
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2.

3.

4.

5.

7.

Instruction in written communication includes
roofreading.
omment 3

Instruction in written communication includes
document composition and formatting.

Comment 3

Instruction in written communication incluiles

editing and revising.
Comment:

Instruction in oral communication is provided to
develop effective telephone techniques.
Comment 3

Instruction ir oral communication is provided to
develop skills in researching, developing, and

organizing a presentation.
Comment ¢

Instruction in oral communication is provided to
develop effective dictation techniques.
Comment:
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10.

11.

12.

Instruction in oral communication is provided to
develop skill in participating in group dis-
cussions and meetings.

Comment:

Instruction in oral communication is provided to
develop correct enunciation and pronunciation.
Comment:

Instruction in oral communication is provided to
develop listening skills needed in machine

transcription.
Comment:

Instruction in oral communication is provided to
develop listening skills needed in taking dicta-
tion.

Comment:

Instruction in oral communication is provided to

develop listening skills needed in tele-
communicating.
Comment:
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13,

14.

15.

16.

17.

18.

Instruction in oral communication is provided to
develop s8kills in giving clear directions and
explanations.

Comment:

Instruction in oral communication is provided to
develop listening skills needed in comprehending
directions.

Comment:

Instruction in oral communication is provided to
develop listening skills needed in participating
in presentations and discussions.

Comment :

Instruction in communication 1is provided to
develop the ability to follow directions.
Comment:

Instruction in communication is provided to
develop the ability to use specialized
information processing vocabularies.

Comment :

Instruction in communication is provided to
develop the ability to read and interpret
software and hardware instructions.

Comment :
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19.

20.

21.

Instruction in communication 1is provided ¢to
develop the ability to analyze and summarize
information or data.

Commenc:

Instruction in communication is provided to
develop the ability to sequence related ideas and
events in a logical arrangement using
applications such as calendaring.

Comment:

Instruction includes planrned evaluation of student
mastery of content related to communication.
Comment:

SUMMARY FOR PROFILE

24 Number of standards for this topic

Minus number marked below standard

Total number marked meets and exceeds standard
(Use this total to £fill in the bar graph for
this standard topic on the Business Education
Program Profile.)

SUMMARY OF COMMENTS
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Substantially:
Exceeds Standard
Meets Standard
Below Standard

Standard Topic 1V

METHODS AND RESOURCES

The statements within this topic area relate to instruc-
tional strategies for teaching information processing.
These activities reflect a variety of organized methods

and resources ranging from in-school experiences to on-
the-jcb training.

A.

A variety of methods and resources are used for
instruction including hands-on activities.
Comment:

A variety of methods and resources are used for
instruction including computer-assisted instruction

(CAl) and computer-managed instruction (CM1).
Comment:

4.

A variety of methods and resources are used for
instruction including networking.
Comment:

A variety of methods and resources are used for
instruction including site visits.
Comment:
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E.

F.

G.

I.

J.

A variety
instruction
industry.

Comment :

A variety
instruction
Comment :

A variety
instruction
Comment :

A variety
instruction
ence).
Comment 3

A variety
instruction
Comment:

A variety
instruction

of methods and resources are used for
including guest speakers from business/

of methods and resources are used for
including audiovisual tutorial aids.

of methods and resources are used for
including independent reading.

of methods and resources are used for
including field experience (work experi-

of methods and resources are used for
including vendor demonstrations.

of methods and resources are used for
inclvding video tapes of specific/

general information ©processing operations and

procedures,
Comment:
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A variety of methods and resources arz used for
instruction including information processing research
projects. T

Comment:

A variety of methods and resources are used for

instruction including slides, filmstrips, and films.
Comment

A variety of methods and resources are used for
instruction including displays of vendor manuals and
brochures .

Comment:

Instructional plans specify methods and resources to
be employed.

Comment:

Methods and resources are selected to encourage
development of student creativity and originality.
Comment:

Problem-solving skills are introduced, developed, and
applied in the instructional process.
Comment s
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Q.

S.

T.

A variety of activities and software are used to
demonstrate the capability and flexibility of informa-
tion processing equipment.

Comment:

Appropriate visuals (gyraphs., charts, <flowcharts,
diagrams) are used as tools for teaching problem
solving.
Comment:

Work stations include appropriate information proc-
essing equipment and courseware.
Comment :

Hands-on applicatione include both individual and
team activities.
Comment:

Opportunities to develop and evaluate student employ-
ability skillegrated into each course.
Comment:
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SUMMARY FOR PROFILE

21 Number of standards for this topic

Minus number marked below standard
Total number marked meets and exceeds standard
(Use this total to f£ill in the bar graph for

this standard topic on the Business Education
Program Profile.)

SUMMARY OF COMMENTS
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Substantially:

Exceeds Standard A
Meets Standard ()
Below Standard \V/
Standard Topic Vv
INSTRUCTIONAL SUPPORT SYSTEMS
The statements within this standard topic cover support
systems required to provide quality instruction in infor-
mation processing. These support systems include instruc-
tional staff, instructional materials, and equipment.
A, Staff
l, Paculty maintain liaison with information AOV
processing specialists, members of professiona:
organizations, community business leaders, anc¢
other educators.
Comment ¢
2. Each faculty member who teaches information proc- on
essing is qualified through education and/or
experience to teach the content.
Comment:
3. Each faculty member who teaches information proc- AOV
essing demonstrates proficiency in the operation
of electronic information processing equipment.
Comment:
4. The faculty keep up to date on information proc~ AOV

essing concepts, trends, curriculum, materials,
equipment, software development, and evaluation
techniques (i.e., college courses, professional
meetings, in-service and sponsored workshops,
occupational experience, and professional jour-
nals}.

Comment:
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ERIC 111




B.

Materials

1.

An up-to-date information processing library is
maintained (i.e., books, trade and professional
journals, vendor publications, reference and
audiovisual materials, and software).

Comment:

Information processing materials reflecting cur-
rent technology are used.
Comment :

Information processing materials including soft-
ware are appropriate to content and level of
instruction.

Comment :

Qualified persons use approﬁriate criteria to
select information processing courseware.
Comment :

Adequate courseware is available to support
information processing program objectives.
Comment :

Instructional courseware is comparable to that
found in business.
Comment:
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C.

7. Information processing faculty emphasize economy
and conservation in the use of supplies.
Comment s

8. Information processing courseware is free of bias
with respect to age, culture, and sex.
Comment:

Equipment

1, Appropriate equipment is wused for developing
information processing competencies.
Comment :

2. Information processing equipment reflects current
and emerging business usage.
Comment :

3. Information processing equipment is kept in oper-
able condition.
Comment :

4. Information processing equipment is purchased

according to a planned and documented replacement
and priority schedule.
Comment :

104

113

AQV

AQV

AQOV

AQV

AQV

AQOV




Qualified persons select information Pprocessing
equipment.
Comment :

Appropriate criteria are used in the selection of
information processing equipment.
Comnent.:

Information processing equipwent is scheduled to
provide maximum student use.
Comment:

Information processing laboratories are equipped
with telecommunication capabilities.
Comment :

Information processing equipment is available for

noninstructional uses when time permits.
Comment :
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SUMMARY FOR PROFILE

21 Number of standards for this topic

Minus number marked below standard

Total number marked meets and exceeds standard
(Use this total to f£i1l in the bar graph for

this standard topic on the Business Education
Program Profile.)

SUMMARY OF COMMENTS
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Subgstantially:
Exceeds Standard
Merts Standard
Beluw Standard

Standard Topic VI

EVALUATION

The statements contained within this standard topic con-

cern

the evaluation of instruction in information

processing. The statements reflect the importance of
instructional planning and implementation.

A,

Instruction in information processing is evaluated
on the basis of stated learning objectives.
Comment: .

Standards for evaluating information processing
instruction reflect student and employer needs.
Comment:

Standards for evaluating information processing
instruction reflect the use of acceptable education
methods.
Comment:

Each teacher evaluates his/her instruction on a
planned, regular basis.
Comment:
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E. Program evaluation results are shared with faculty,
students, advisory committee members, and adminis~
trators.

Comment:

F. Evaluation results are used as a basis for program
revision.

Comment:

SUMMARY FOR PROFILE

6 Number of standards for this topic

Minus number marked below standard

Total number marked meats and exceeds standard
(Use this total to fill in the bar graph for
this standard topic on the Business Education
Program Profile.)

SUMMARY OF COMMENTS
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