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I.
PURPOSE:  This program is designed to prepare students for employment as official court reporters (SOC Code 23-2091), scopists (SOC Code 23-2090), transcriptionists (SOC Code 43-9022), and captioners and to provide supplemental training for persons previously or currently employed in any of these occupations.


This program offers a broad foundation of knowledge and skills to prepare students for employment in court reporting positions.  The content prepares persons to use the stenowriter to record examination proceedings, testimony, judicial opinion, judge’s charge to jury, judgment or sentence of court, or other proceedings.  Instruction includes specialized terminology and procedures used in the legal, medical, industry, insurance, and governmental fields as well as skills for recording multiple-voice.  The content prepares persons to use machine shorthand to record speakers in addition to the preparation of transcripts.  Concepts of legal, medical, and related industries are included in this program so that students may function effectively.


This program focuses on broad, transferable skills and stresses understanding and demonstration of the following elements of the court reporting industry:  planning; management; finance; technical and production skills; underlying principles of technology; labor issues; community issues; and health, safety, and environmental issues.

II. PROGRAM STRUCTURE:  This program is a planned sequence of instruction consisting of four occupational completion points.  A student who completes the applicable competencies at any occupational completion point may either continue with the training program or exit as an occupational completer.
* Prerequisite for secondary students:  

8209020 Computing for College and Careers 
Secondary program takes students through a sequential progression of eight one-credit courses through Occupational Completion Point C, Transcriptionist 2.


The following diagram illustrates the Court Reporting program structure:
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* 8209020 – Computing for College and Careers
8200230 - Court Reporting Technology 1    

8200240 - Court Reporting Technology 2      

8200250 - Court Reporting Technology 3

8200260 - Court Reporting Technology 4

8200270 - Court Reporting Technology 5

8200280 - Court Reporting Technology 6

8200290 - Court Reporting Technology 7

8200291 - Court Reporting Technology 8

III.
LABORATORY ACTIVITIES:  Laboratory activities are an integral part of this program and include the use of keyboarding systems, computer systems, stenowriters, realtime computer-aided transcription systems, and electronic communication systems associated with the court reporting profession.

IV.
SPECIAL NOTES:  Future Business Leaders of America (Secondary), Phi Beta Lambda (Postsecondary), and Business Professionals of America are the appropriate Career Student Organizations (CSO) for providing leadership training and for reinforcing specific career and technical skills.  Career Student Organizations provide activities for students as an integral part of the instruction offered.  The activities of such organizations are defined as part of the curriculum in accordance with Rule 6A-6.065, FAC.


An unpaid internship of a minimum of 40 hours is part of this program.  The objective of the internship program is that the student spend some time in a freelance office, a courtroom, and a realtime environment, observing and participating in the role of the court reporter using machine shorthand technology in the judicial or educational process.  The internship shall not commence until a student enters the 200 words per minute testimony class.  A student prepared salable transcript shall be produced for educational and grading purposes only and shall not be sold.


The internship shall be in the field of legal, law enforcement, education, government, medical, publishing, or other business and/or professional areas and shall include official, freelance, and realtime and/or captioning reporting experience where possible.  The student shall not serve in the capacity of the actual reporter during participation in this internship period.  


The educational institution is responsible for arranging the student’s internship experience.  Records must be maintained to verify the internship experience.  The student shall be under the supervision of a practicing court reporter using machine shorthand technology, verified by the reporter(s) under whom the internship is being completed.  The supervising reporter shall provide an evaluation of the student’s work.


In accordance with Rule 6A-10.040, FAC., the minimum basic skills grade level required for postsecondary adult vocational students is:  Mathematics 10.0, Language 12.0, Reading 12.0.  These grade level numbers correspond to a grade equivalent score obtained on a state designated basic skills examination.


This program may be offered in courses.  Vocational credit shall be awarded to the student on a transcript in accordance with Section 230.643 F.S.


The standard length of this program is 2850 hours.


To be transferable statewide between institutions, this program must have been reviewed, and a "transfer value" assigned the curriculum content by the appropriate Statewide Course Numbering System discipline committee.  This does not preclude institutions from developing specific program or course articulation agreements with each other.

Federal and state legislation requires the provision of accommodations for students with disabilities to meet individual needs and ensure equal access.  Adult students with disabilities must self-identify and request such services.  Students with disabilities may need accommodations in such areas as instructional methods and materials, assignments and assessments, time demands and schedules learning environment, assistive technology and special communication systems.  Documentation of the accommodations requested and provided should be maintained in a confidential file.


SCANS Competencies:  Instructional strategies for this program must include methods that require students to identify, organize, and use resources appropriately; to work with each other cooperatively and productively; to acquire and use information; to understand social, organizational, and technological systems; and to work with a variety of tools and equipment.  Instructional strategies must also incorporate the methods to improve students’ personal qualities and high-order thinking skills.


Equipment List:  A generic equipment list is available for this program.

V.
INTENDED OUTCOMES:  After completing the following competencies, the student will be able to:

OCCUPATIONAL COMPLETION POINT - DATA CODE A

SCOPIST - SOC Code 23-2099
01.0
Perform oral and written communication activities [Student Performance Standards:  01.01, 01.02, 01.03.]

 02.0
Perform keyboarding/document production activities [Student Performance Standards:  02.01, 02.02, 02.03.]

03.0
Demonstrate employability skills [Student Performance Standards:


03.01, 03.02, 03.03, 03.04, 03.05, 03.06, 03.07, 03.08, 03.09, 03.10, 03.11, 03.12, 03.13, 03.14, 03.15, 03.17, 03.18.]

04.0
Demonstrate knowledge of legal principles and terminology [Student Performance Standard: 04.01.]

05.0
Perform stenowriter shorthand skills [Student Performance Standards:  05.01, 05.02, 05.03, 05.09, 05.10, 05.11, 05.12, 05.13.]

06.0
Perform scopist functions and activities [Student Performance Standards:  06.01, 06.02, 06.03, 06.04, 06.06., 06.07.]

07.0
Demonstrate knowledge of computer/information systems [Student Performance Standards: 07.01, 07.02, 07.03, 07.04, 07.06, 07.07.] 
08.0
Perform mathematical computations [Student Performance Standard: 08.01.]

14.0
Demonstrate an understanding of entrepreneurship [Student Performance Standards:  14.01, 14.02, 14.03, 14.04, 14.05, 14.06.]

OCCUPATIONAL COMPLETION POINT - DATA CODE B

TRANSCRIPTIONIST 1 - SOC Code 23-2090

02.0
Perform keyboarding/document production activities [Student Performance Standard:  02.04.]

04.0
Demonstrate knowledge of legal principles and terminology [Student Performance Standards: 04.02, 04.03, 04.04, 04.05, 04.06.]

05.0
Perform stenowriter shorthand skills [Student Performance Standards: 05.03, 05.09, 05.10, 05.11, 05.12.]

08.0
Perform mathematical computations [Student Performance Standard:  08.02.]


(End of secondary program.)

09.0
Perform transcriptionist activities [Student Performance Standards: 09.01, 09.02.]

11.0
Participate in work-based learning activities [Student Performance Standard: 11.01.]
OCCUPATIONAL COMPLETION POINT DATA CODE - C

TRANSCRIPTIONIST 2 - SOC Code 31-9094
 02.0
Perform keyboarding/document production activities [Student Performance Standard:  02.05.]

03.0
Demonstrate employability skills [Student Performance Standard: 03.17, 03.18.]

05.0
Perform stenowriter shorthand skills [Student Performance Standard: 05.04, 05.05.]

10.0
Demonstrate knowledge of medical systems and terminology [Student Performance Standards: 10.01, 10.02, 10.03, 10.04.]

11.0 
Participate in work-based learning activities [Student Performance Standard: 11.02.]
12.0
Perform medical transcriptionist activities [Student Performance Standards: 12.01, 12.02.]

OCCUPATIONAL COMPLETION POINT DATA CODE - D

COURT REPORTER - SOC Code 23-2091

 02.0
Perform keyboarding/document production activities [Student Performance Standard:  02.06.]

05.0
Perform stenowriter shorthand skills [Student Performance Standards: 05.06, 05.07, 05.08.]

07.0
Demonstrate knowledge of computer/information systems [Student Performance Standard:  07.08, 07.09.]
10.0
Demonstrate knowledge of medical systems and terminology [Student Performance Standards: 10.01, 10.02, 10.03, 10.04, 10.05, 10.06.]

11.0 
Participate in work-based learning activities [Student Performance Standards: 11.03, 11.04, 11.05.]
13.0
Perform court reporting activities [Student Performance Standards: 13.01, 13.02, 13.03.]
15.0
Prepare for court reporter certification [Student Performance Standards: 15.01, 15.02, 15.03.]
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STUDENT PERFORMANCE STANDARDS
Program Title:
Court Reporting

Postsecondary Number:
B070602

OCCUPATIONAL COMPLETION POINT A - DATA CODE SCOPIST - SOC Code 23-2099
01.0
PERFORM ORAL & WRITTEN COMMUNICATION ACTIVITIES--The student will be able to:

01.01
Apply basic rules of English grammar, spelling, punctuation, and capitalization to sentences, paragraphs, compositions, and transcripts.

01.02
Use appropriate vocabulary.

01.03
Perform oral communication skills.

02.0
PERFORM KEYBOARDING/DOCUMENT PRODUCTION ACTIVITIES--The student will be able to:

02.01
Key with speed and accuracy needed to meet industry standards for a position as a Scopist. 

02.02
Create legal transcripts and other business correspondence.
02.03
Proofread documents.

03.0
DEMONSTRATE EMPLOYABILITY SKILLS--The student will be able to:

03.01
Complete application forms.

03.02
Compose and create resumes.

03.03
Compose and create application letters.

03.04
Demonstrate appropriate job interview skills.

03.05
Demonstrate appropriate dress and grooming.

03.06
Conduct a job search to include telecommunication media.

03.07
Identify documents which may be required when applying for a job interview.

03.08
Identify or demonstrate appropriate responses to criticism from employer, supervisor, or other employees.

03.09
Identify and demonstrate acceptable work habits.

03.10
Demonstrate knowledge of how to make job changes appropriately.

03.11
Demonstrate acceptable employee health habits.

03.12
Demonstrate knowledge of the "Florida Right-To-Know Law" as recorded in Florida Statutes Chapter 442.

03.13
Demonstrate knowledge of local, state, national, and international events.
03.14
Demonstrate knowledge of how transcriptionist skills can be used in various fields including as an aid to the hearing impaired community.

03.15
Demonstration knowledge of various fields and careers available in the court reporting profession.

03.17 Demonstrate acceptable work habits and human relations skills.
03.18 Demonstrate an understanding of NCRA Code of Professional Conduct. 

04.0
DEMONSTRATE KNOWLEDGE OF LEGAL PRINCIPLES AND TERMINOLOGY--The student will be able to:

04.01
Identify and define legal and Latin terminologies.

05.0
PERFORM STENOWRITER SHORTHAND SKILLS--The student will be able to:

05.01
Read realtime, conflict-free stenowriter machine shorthand theory.

05.02
Read from steno notes, computer screens, or stenowriters distinctly and with authority.

06.0
PERFORM SCOPIST FUNCTIONS AND ACTIVITIES--The student will be able to:

06.01
Assume the role of the scopist or court reporting assistant in the production of legal documents.

06.02
Edit and prepare a salable transcript of an actual or 

      simulated audio and/or video tape by producing at least 10 pages of transcript in two hours.
06.03
Define realtime and on-line translation.

06.04
Demonstrate knowledge of the use of video equipment in trials and depositions and of NCRA’s CLVS program.

06.05
Apply the NCRA Code of Professional Conduct in simulated situations and case studies.

06.06
Identify appropriate reference sources used in transcript preparation including the Internet and the CR forum. 

06.07
Perform court reporting assisting functions.
07.0
DEMONSTRATE KNOWLEDGE OF COMPUTER/INFORMATION SYSTEMS--The student will be able to:

07.01
Demonstrate proficiency on a computer-aided transcription (CAT) system.

07.02
Produce salable transcripts of at least 10 pages on a computer-aided transcription system including title page, index, certification page, direct and cross examination, parentheticals, colloquy, opening and closing statements, and jury charge, if applicable, and such other entries as may appear in a given case.

07.03
Perform care and maintenance of basic computer hardware and setup of a realtime system.

07.04
Explain the role that litigation support software plays in the judicial process.

07.05
Demonstrate knowledge in the application of various billing and scheduling software in a reporting environment.

07.06 Demonstrate knowledge of computer operating systems, ASCII disk preparation, and Internet transfer and down loading of data.

07.07 Demonstrate the operation of a realtime and captioning translation system in various environments including a computer-integrated courtroom (CIC), broadcasting, classroom, deposition, seminars, conventions, conferences, governmental, industry, and services to the hearing-impaired community.

08.0
PERFORM MATHEMATICAL COMPUTATIONS--The student will be able to:


08.01
Perform mathematical calculations on the calculator and/or 
computer.

14.0
DEMONSTRATE AN UNDERSTANDING OF ENTREPRENEURSHIP--The student will be able to:

14.01
Define entrepreneurship.

14.02
Describe the importance of entrepreneurship to the American economy.

14.03
List the advantages and disadvantages of business ownership.

14.04
Identify the risks involved in ownership of a business.

14.05
Identify the necessary personal characteristics of a successful entrepreneur.

14.06
Identify the business skills needed to operate a small business efficiently and effectively.

occupational completion point B - data code TRANSCRIPTIONIST 1 –

SOC Code 23-2090

Intended outcomes of OCP A must be completed previously.

02.0
PERFORM KEYBOARDING/DOCUMENT PRODUCTION ACTIVITIES--The student will be able to:

02.04
Key with speed and accuracy needed to meet industry standards for a position as a Transcriptionist 1. 

04.0
DEMONSTRATE KNOWLEDGE OF LEGAL PRINCIPLES AND TERMINOLOGY--The student will be able to:

04.02
Identify basic legal concepts including civil and criminal law.

04.03
Explain the various court systems.

04.04
Explain the judicial system, including discovery, trial, hearings, administrative, and appellate processes.

04.05
Explain the legislative, executive, and governmental processes.

04.06 Demonstrate knowledge of various methods of researching legal citations including the use of current technology.

05.0
PERFORM STENOWRITER SHORTHAND SKILLS--The student will be able to:

05.03
Pass tests at incremental speeds on unfamiliar material.

05.09 Write realtime steno theory accurately

05.10 Read and transcribe notes on timed writing material to industry standards.

05.11 Transcribe by computerized translation software.

05.12 Demonstrate knowledge of broadcast captioning software.
08.0
PERFORM MATHEMATICAL COMPUTATIONS--The student will be able to:

      08.02
Demonstrate knowledge of software relating to billing and accounting, applicable to the field of court reporting and/or general business.


(End of secondary program.)

________________________________________________________________________

09.0
PERFORM TRANSCRIPTIONIST ACTIVITIES--The student will be able to:

09.01
Assume the role of transcriptionist by transcribing simulated audio and/or video tapes of dictation material related to the legal and general business fields.

09.02
Transcribe and prepare a salable transcript of an actual or simulated audio and/or video tape by producing at least 10 pages of transcript in two hours.

11.0
PARTICIPATE IN WORK-BASED LEARNING ACTIVITIES--The student will be able to:

11.01
Participate in work-based learning experiences as a Transcriptionist 1.
OCCUPATIONAL COMPLETION POINT - DATA CODE C

TRANSCRIPTIONIST II - SOC Code 31-9094





02.0
PERFORM KEYBOARDING/DOCUMENT PRODUCTION ACTIVITIES--The student will be able to:

02.05
Key with speed and accuracy needed to meet industry standards for a position as a Transcriptionist 2. 

05.0
PERFORM STENOWRITER SHORTHAND SKILLS--The student will be able to:

05.04
Pass tests at incremental speeds on unfamiliar medical material.

05.05
Analyze shorthand notes and medical transcription techniques.
10.0
DEMONSTRATE KNOWLEDGE OF MEDICAL SYSTEMS AND TERMINOLOGY--The student will be able to:

10.01
Identify the musculoskeletal system and the other body systems and functions.

10.02
Identify and spell medical terms including prefixes, root words, and suffixes. 

10.03
Identify and spell mental and physical diseases, psychological terms, and drugs.

10.04
Use appropriate medical reference sources.

11.0
PARTICIPATE IN WORK-BASED LEARNING ACTIVITIES--The student will be able to:

11.02
Participate in work-based learning experiences as a Transcriptionist 2.
12.0
PERFORM MEDICAL TRANSCRIPTIONIST ACTIVITIES--The student will be able to:

12.01
Assume the role of Transcriptionist 2 by transcribing medical material dictated live or from audio and/or video tapes.

12.02 Prepare a salable transcript of an actual or simulated medical document by producing at least 10 pages of transcript in two hours or less.
OCCUPATIONAL COMPLETION POINT DATA CODE - D 

COURT REPORTER - SOC Code 23-2091

02.0
PERFORM KEYBOARDING/DOCUMENT PRODUCTION ACTIVITIES--The student will be able to:

02.06
Achieve a minimum of two 5-minute timed writings from unfamiliar material at a minimum of 60 gross words per minute with a maximum of five errors. 

05.0
PERFORM STENOWRITER SHORTHAND SKILLS--The student will be able to:

05.06
Record and transcribe a minimum of three 5-minute 2-voice testimony tests at a rate of 225 wpm at 95% accuracy as specified by the National Court Reporters Association.

05.07
Record and transcribe a minimum of three 5-minute jury charge tests at a rate of speed of 200 wpm at 95% accuracy as specified by the National Court Reporters Association.

05.08
Record and transcribe a minimum of three 5-minute literary tests at a rate of speed of 180 wpm at 95% accuracy as specified by the National Court Reporters Association.

07.0
DEMONSTRATE KNOWLEDGE OF COMPUTER/INFORMATION SYSTEMS--The student will be able to:

07.08
Mark and handle exhibits and indexing and storage of notes. 

07.09
Produce a five-page, first pass transcript with a goal of 95% translation rate.

11.0
PARTICIPATE IN WORK-BASED LEARNING ACTIVITIES--The student will be able to:

11.03
Participate in a court reporting internship for a minimum of 40 hours.

11.04
Prepare a 40-page salable transcript taken from the freelance, the official, or the realtime reporting internship.
11.05
Prepare a written or oral narrative summarizing the internship experience.
13.0
PERFORM COURT REPORTING ACTIVITIES--The student will be able to:

13.01
Assume the role of the court reporter through simulated trials, hearings, and depositions by performing the following functions:  administering an oath, marking and handling exhibits, indexing and storing notes, and exercising responsibility for reporting the proceeding.

13.02
Prepare a salable transcript of an actual or simulated court proceeding by producing at least 10 pages of transcript in two hours or less including title page, index, direct and cross examination, jury charge/opening and/or closing statements, and certification page.

13.03
Record and transcribe dictation materials related to local, national, and international events including geography.

15.0
PREPARE FOR COURT REPORTER CERTIFICATION--The student will be able to:

15.01
Review court reporting terminology and procedures with a goal of passing the state or national written knowledge Tests.

15.02
Transcribe a simulated Registered Professional Reporter (RPR) skills test at RPR speed levels in 3 hours. 

15.03 Write a simulated Certified Realtime Reporter (CRR) test at a speed of 180-200 wpm literary for 5 minutes.
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STUDENT PERFORMANCE STANDARDS

* Prerequisite course for secondary students                                             

Course Number: 

8209020

Course Title: 

Computing for College and Careers 

Course Credit:          1

INFORMATION SYSTEMS
01.0 DEMONSTRATE KNOWLEDGE, SKILL, AND APPLICATION OF INFORMATION SYSTEMS TO ACCOMPLISH JOB OBJECTIVES AND ENHANCE WORKPLACE PERFORMANCE-The student will be able to:

01.01
Develop keyboarding skills to enter and manipulate text and data. (LA.B.1.4.3)

01.02
Describe and use current and emerging computer technology and software to perform personal and business related tasks. (LA.B.2.4.4)

01.03
Identify and describe communications and networking systems used in workplace environments. 

01.04
Use reference materials such as on-line help, vendor bulletin boards, tutorials, and manuals available for application software. (LA.B.2.4.4, LA.A.2.4.6)

01.05
Demonstrate basic computer file management skills. (LA.A.2.4.2, LA.B.2.4.4, LA.B.2.4.6)

01.06
Troubleshoot problems with computer hardware peripherals and other office equipment. (LA.D.2.4.4)

01.07
Describe ethical issues and problems associated with computers and information systems. 

01.08
Apply ergonomic principles applicable to the configuration of computer workstations.

WORKPLACE COMMUNICATIONS
02.0
DEMONSTRATE COMPREHENSION AND COMMUNICATION SKILLS-The student will be able to:


02.01
Read and comprehend technical and non-technical reading assignments related to course content including trade journals, books, magazines and electronic sources. 

02.02
Write clear and well-organized research papers, integrating a variety of information. 

02.03
Prepare and deliver an oral report with appropriate materials to the class

02.04
Participate in large group discussions as a member and/or a leader.

02.05
Take notes, organize, summarize, and paraphrase ideas and details.

02.06
Accurately follow written and oral instructions.

02.07
Interpret data on graphs, charts, diagrams, and tables commonly used in this industry/occupation.

03.0
USE TECHNOLOGY TO ENHANCE THE EFFECTIVENESS OF COMMUNICATION SKILLS-The student will be able to:
03.01
Select and use word processing software and accompanying features to enhance written business communications. (LA.B.1.4.1)

03.02
Use the writing process to create and edit business documents appropriate to the subject matter, purpose, and audience. (LA.B.1.4.1, LA.B.1.4.2, LA.B.1.4.3)

03.03
Use database, spreadsheet, presentation software, scheduling, and integrated software packages to enhance communication. (LA.B.2.4.1, LA.B.2.4.2)

03.05
Use computer networks (e.g., Internet, on-line databases, e-mail) to facilitate collaborative or individual learning and communication. 

03.06
Respond to and utilize information derived from multiple sources (e.g., written documents, instructions, e-mail, voice mail) to solve business problems and complete business tasks.

MANAGEMENT

04.0
DEVELOP AN AWARENESS OF MANAGEMENT FUNCTIONS AND ORGANIZATIONAL STRUCTURES AS THEY RELATE TO TODAY’S WORKPLACE AND EMPLOYER/ EMPLOYEE ROLES-The student will be able to:

04.01 Explore, design, implement, and evaluate organizational structures and cultures for managing project teams.

04.02 Explore and demonstrate an awareness of current trends in business and the employee’s role in maintaining productive business environments in today’s global workplace.

04.03 Collaborate with individuals and teams to complete tasks and solve business-related problems and demonstrate initiative, courtesy, loyalty, honesty, cooperation, and punctuality as a team member.

05.0
PRACTICE QUALITY PERFORMANCE IN THE LEARNING ENVIRONMENT AND THE WORKPLACE-The student will be able to:

05.01 Assess personal, peer and group performance and identify and implement strategies for improvement (e.g., organizational skills, note taking/outlining, advance organizers, reasoning skills, problem-solving skills, and decision-making skills).

05.02 Develop criteria for assessing products and processes that incorporate effective business practices (e.g., time management, productivity, total quality management).

06.0
INCORPORATE APPROPRIATE LEADERSHIP AND SUPERVISION TECHNIQUES, CUSTOMER SERVICE STRATEGIES, AND STANDARDS OF PERSONAL ETHICS TO ACCOMPLISH JOB OBJECTIVES AND ENHANCE WORKPLACE PERFORMANCE-The student will be able to:

06.01 Demonstrate an awareness of quality service and the personal and professional standards required to establish an effective service-based culture in the workplace, business, or learning environment.

06.02 Identify, analyze, and implement managerial skills necessary for maintaining a high quality work environment, goals, and strategic planning in business settings.

06.03 Follow accepted rules, regulations, policies, procedures, processes, and workplace safety.

MATHEMATICS AND FINANCE

07.0
APPLY MATHEMATICAL OPERATIONS AND PROCESSES AS WELL AS FINANCIAL PLANNING STRATEGIES TO COMMONLY OCCURRING SITUATIONS IN THE WORKPLACE TO ACCOMPLISH JOB OBJECTIVES AND ENHANCE WORKPLACE PERFORMANCE-The student will be able to:

07.01 Analyze, interpret, compile, and demonstrate the ability to present/communicate data in understandable and measurable terms using common statistical procedures. (MA.E.1.4.1, MA.E.A.4.2)

07.02 Use common standards of measurement including the metric system in solving work-related or business problems (e.g., length, weight, currency, time). (MA.B.3.4.1)

07.03 Select and use the correct mathematical processes and tools to solve complex problem situations that are typical of business settings and use formulas when appropriate. (MA.A.3.4.3)

JOB READINESS AND CAREER DEVELOPMENT

08.0
ASSESS PERSONAL STRENGTHS AND WEAKNESSES AS THEY RELATE TO JOB OBJECTIVES, CAREER EXPLORATION, PERSONAL DEVELOPMENT, AND LIFE GOALS-The student will be able to:

08.01
Assess, analyze, and reassess individual talents, aptitudes, interests, and personal characteristics as they relate to potential future careers in business environments.

08.02
Use personal assessment tools to identify personal strengths and weaknesses related to learning and work environments.

08.03
Analyze job and career requirements and relate career interests to opportunities in the global economy.

09.0 INCORPORATE KNOWLEDGE GAINED FROM INDIVIDUAL ASSESSMENT AND JOB/CAREER EXPLORATION TO DESIGN AN INDIVIDUAL CAREER PLAN THAT REFLECTS THE TRANSITION FROM SCHOOL TO WORK, LIFELONG LEARNING, AND PERSONAL AND PROFESSIONAL GOALS-The student will be able to:

09.01 Analyze personal skills and aptitudes in comparison with various business related job and career options. 

09.02 Use career resources to develop an information base that reflects local and global business related occupations and opportunities for continuing education and workplace experience.


09.03 Demonstrate job-seeking skills required for entry-level employment (e.g., resume, application, interview, and follow-up). (LA.C.3.4.4)

09.04 Design and initiate a plan to facilitate growth and skill development related to anticipated job requirements and career expectations.

09.05 Refine and implement a plan to facilitate personal growth and skill development related to anticipated job requirements and career expectations.

09.06 Demonstrate an awareness of specific job requirements and career paths (e.g., requirements, characteristics needed) in business environments.

09.07 Demonstrate an awareness of the potential impact of local and global trends on career plans and life goals.

09.08
Build mentor relationships with local professionals in the industry.

HUMAN RELATIONS/INTERPERSONAL SKILLS

10.0 DEMONSTRATE HUMAN RELATIONS/INTERPERSONAL SKILLS APPROPRIATE FOR THE WORKPLACE-The student will be able to:

10.01 Accept constructive criticism. (SS.B.1.4.5)

10.02 Apply appropriate strategies to manage and resolve conflicts in work situations. (LA.D.1.4.2, SS.B.1.4.5)

10.03 Demonstrate personal and interpersonal skills appropriate for the workplace (e.g., responsibility, dependability, punctuality, integrity, positive attitude, initiative, respect for self and others, professional dress, etc.).

ADMINISTRATIVE PROCEDURES

13.0
PERFORM FUNCTIONS AND RESPONSIBILITIES TO ACCOMPLISH JOB OBJECTIVES AND ENHANCE WORKPLACE PERFORMANCE-The student will be able to:

13.02 Demonstrate knowledge of ethical behavior in a business environment (e.g., confidentiality of information, employee right to know, hiring practices, plagiarism, copyright violations, sexual harassment, mission statement, code of ethics, etc.). 

NETWORK/SOFTWARE SUPPORT

41.0
PERFORM E-MAIL ACTIVITIES–The student will be able to:

41.01
Describe e-mail capabilities and functions.

41.09
Use the Internet to perform e-mail activities.

42.0
DEMONSTRATE OPERATING SYSTEMS–The student will be able to:

42.01
Identify operating system file naming conventions.

42.10
Demonstrate proficiency with file management and structure (e.g., folder creation, file creation, backup, copy, delete, open, save).

42.12
Demonstrate a working knowledge of standard file formats.

42.14
Explain the history and purpose of various operating systems (e.g., DOS, Windows, Mac, and Unix/Linux).

INFORMATION TECHNOLOGY

67.0
DEVELOP AN AWARENESS OF EMERGING TECHNOLOGIES-The student will be able to:

67.01
Compare and contrast various methods of evaluation for emerging technologies.

67.02
Demonstrate knowledge of the process of planning upgrades and changeovers.

67.03
Compare and contrast emerging technologies (e.g., wireless, wireless web, cell phones, portables/handhelds, smart appliances, home networks, peer-to-peer, etc.).
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Secondary Course Number
8200230

Course Title
Court Reporting Technology 1

Course Credit 
1
OCCUPATIONAL COMPLETION POINT - DATA CODE A

SCOPIST - SOC Code 23-2099
Prerequisite:  Computing for College and Careers 
COURSE DESCRIPTION:

This course is designed to introduce and familiarize students with the role of official and freelance court reporters, scopists, transcriptionists and captioners as well as provide introductory training utilizing the stenowriter for realtime conflict-free theory.  Included will be an awareness of various fields and careers available in the court reporting profession. Upon completion of Court Reporting Technology 1 and 2, students will have achieved OCP- A Scopist

01.0
PERFORM ORAL & WRITTEN COMMUNICATION ACTIVITIES--The student will be able to:

01.01
Apply basic rules of English grammar, spelling, punctuation, and capitalization to sentences, paragraphs, compositions, and transcripts.

01.02
Use appropriate vocabulary.

01.03
Perform oral communication skills.

02.0
PERFORM KEYBOARDING/DOCUMENT PRODUCTION ACTIVITIES--The student will be able to:

02.01
Key with speed and accuracy needed to meet industry standards for a position as a Scopist. 

02.02
Create legal transcripts and other business correspondence.
02.03
Proofread documents.

03.0
DEMONSTRATE EMPLOYABILITY SKILLS--The student will be able to:

03.01
Complete application forms.

03.02
Compose and create resumes.

03.03
Compose and create application letters.

03.04
Demonstrate appropriate job interview skills.

03.05
Demonstrate appropriate dress and grooming.

03.06
Conduct a job search to include telecommunication media.

03.07
Identify documents which may be required when applying for a job interview.

03.08
Identify or demonstrate appropriate responses to criticism from employer, supervisor, or other employees.

03.09
Identify and demonstrate acceptable work habits.

03.10
Demonstrate knowledge of how to make job changes appropriately.

03.11
Demonstrate acceptable employee health habits.

03.12
Demonstrate knowledge of the "Florida Right-To-Know Law" as recorded in Florida Statutes Chapter 442.

03.13
Demonstrate knowledge of local, state, national, and international events.
03.14
Demonstrate knowledge of how transcriptionist skills can be used in various fields including as an aid to the hearing impaired community.

03.15
Demonstration knowledge of various fields and careers available in the court reporting profession.

03.17 Demonstrate acceptable work habits and human relations skills.
03.18 Demonstrate an understanding of NCRA Code of Professional Conduct.
04.0
DEMONSTRATE KNOWLEDGE OF LEGAL PRINCIPLES AND TERMINOLOGY--The student will be able to:

04.01 Identify and define legal and Latin terminologies.

05.0
PERFORM STENOWRITER SHORTHAND SKILLS—The student should be able to:  

05.01 Read realtime, conflict-free machine shorthand theory.

05.02 Read from machine shorthand notes, computer screens, or stenowriters distinctly and with authority.

05.03 Apply and demonstrate basic realtime, conflict-free theory using a stenowriter.

08.0
PERFORM MATHEMATICAL COMPUTATIONS--The student will be able to:


08.01
Perform mathematical calculations on the calculator and/or 
computer.

14.0
DEMONSTRATE AN UNDERSTANDING OF ENTREPRENEURSHIP--The student will be able to:

14.01
Define entrepreneurship.

14.02
Describe the importance of entrepreneurship to the American economy.

14.03
List the advantages and disadvantages of business ownership.

14.04
Identify the risks involved in ownership of a business.

14.05
Identify the necessary personal characteristics of a successful entrepreneur.

      14.06 Identify the business skills needed to operate a small business 

            efficiently and effectively.
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Secondary Course Number:
8200240

Course Title:


Court Reporting Technology 2

Course Credit:  


1 




OCCUPATIONAL COMPLETION POINT – Data Code A

SCOPIST – SOC Code 23-2099
COURSE DESCRIPTION:

Prerequisite:  Court Reporting Technology 1

This course is designed to provide a foundation in the competencies necessary to complete the skills related to the occupation of court reporting.  Competencies mastered in this course will provide the student with the skills necessary to continue in the court reporting profession for a scopist career. Students will learn how to write machine shorthand theory while simultaneously working on academic competencies for this course. Upon completion of Court Reporting Technology 1 and 2, students will have achieved OCP- A Scopist.   

5.0
PERFORM STENOWRITER SHORTHAND SKILLS—The student should be able to:  

05.01 Read realtime, conflict-free machine shorthand theory.

05.02 Read from machine shorthand notes, computer screens, or stenowriters distinctly and with authority.

05.09 Write realtime steno theory accurately

05.10 Read and transcribe notes on timed writing material to industry standards

05.11 Transcribe by computerized translation software.

05.12 Demonstrate knowledge of broadcast captioning software

06.0   PERFORM SCOPIST FUNCTIONS AND ACTIVITIES--The student will be able to:

06.01
Assume the role of the scopist or court reporting assistant in the production of legal documents.

06.02
Edit and prepare a salable transcript of an actual or simulated audio and/or video tape by producing at least 10 pages of transcript in two hours.

06.03
Define realtime and on-line translation.

06.04
Demonstrate knowledge of the use of video equipment in trials and depositions and of NCRA’s CLVS program.

06.05
Apply the NCRA Code of Professional Conduct in simulated situations and case studies.

06.06
Identify appropriate reference sources used in transcript preparation including the Internet and the CR forum. 

06.07
Perform court reporting assisting functions.

07.0
DEMONSTRATE KNOWLEDGE OF COMPUTER/INFORMATION SYSTEMS--The student will be able to:

07.01
Demonstrate proficiency on a computer-aided transcription (CAT) system.

07.02 Produce a salable transcripts of at least 10 pages on a computer-aided transcription system including title page, index, certification page, direct and cross examination, parentheticals, colloquy, opening and closing statements, and jury charge, if 

applicable, and such other entries as may appear in a given case.

07.03
Perform care and maintenance of basic computer hardware and setup of a realtime system.

07.04
Explain the role that litigation support software plays in the judicial process.

07.05
Demonstrate knowledge in the application of various billing and scheduling software in a reporting environment.

07.06 Demonstrate knowledge of computer operating systems, ASCII disk preparation, and Internet transfer and down loading of data.

07.07 Demonstrate the operation of a realtime and captioning translation system in various environments including a computer-integrated courtroom (CIC), broadcasting, classroom, deposition, seminars, conventions, conferences, governmental, industry, and services to the hearing-impaired community.

July 2008
Florida Department of Education

STUDENT PERFORMANCE STANDARDS

Secondary Course Number:    8200250

Course Title:
    Court Reporting Technology 3

Course Credit:
    1
    

COURSE DESCRIPTION:

Prerequisite:  Court Reporting Technology 1 and 2

This course builds upon the competencies necessary to complete the skills related to the occupation of court reporting.  Competencies mastered in this course will provide the student with the skills necessary to continue in the court reporting profession for a transcriptionist career. Students will continue to build speed and accuracy on the steno machine while demonstrating knowledge of the court and legal system. Upon graduation from high school, students can matriculate into a post secondary program to complete OCPs B, C & D.

occupational completion point - data code B

TRANSCRIPTIONIST I - SOC Code 23-2090

Intended outcomes of OCP A must be completed previously.

02.0
PERFORM KEYBOARDING/DOCUMENT PRODUCTION ACTIVITIES--The student will be able to:

02.04
Key with speed and accuracy needed to meet industry standards for a position as a Transcriptionist 1. 

03.0  DEMONSTRATE EMPLOYABILITY SKILLS—The student will be able to:


03.16 Demonstrate knowledge of how transcriptionist skills can be used in various fields including as an aid to the hearing impaired community.

04.0
DEMONSTRATE KNOWLEDGE OF LEGAL PRINCIPLES AND TERMINOLOGY--The student will be able to:

04.02
Identify basic legal concepts including civil and criminal law.

04.03
Explain the various court systems.

04.04
Explain the judicial system, including discovery, trial, hearings, administrative, and appellate processes.

04.05
Explain the legislative, executive, and governmental processes.

04.06 Demonstrate knowledge of various methods of researching legal citations including the use of current technology.

5.0 PERFORM STENOWRITER SHORTHAND SKILLS – The student will be able to:

5.03 Pass tests at incremental speeds on unfamiliar material

5.09  Write realtime steno theory accurately

5.10 Read and transcribe notes on timed writing material to industry standards.

5.11 Transcribe by computerized translation software

5.12 Demonstrate knowledge of broadcast captioning software

08.0  PERFORM MATHEMATICAL COMPUTATIONS – The student will be able to:

8.02 Demonstrate knowledge of software relating to billing, and accounting, applicable to the field of court reporting and/or general business.
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Secondary Course Number:    8200260

Course Title:
    Court Reporting Technology 4

Course Credit:
1
    

COURSE DESCRIPTION:

Prerequisite:  Court Reporting Technology 1, 2 and 3

This course builds upon the competencies necessary to complete the skills related to the occupation of court reporting.  Competencies mastered in this course will provide the student with the skills necessary to continue in the court reporting profession for a transcriptionist career. Students will continue to build speed and accuracy on the steno machine while demonstrating knowledge of the court and legal system. Upon graduation from high school, students can matriculate into a post secondary program to complete OCPs C & D.

occupational completion point - data code B

TRANSCRIPTIONIST I - SOC Code 23-2090
02.0
PERFORM KEYBOARDING/DOCUMENT PRODUCTION ACTIVITIES--The student will be able to:

02.04
Key with speed and accuracy needed to meet industry standards for a position as a Transcriptionist 1. 

05.0   PERFORM STENOWRITER SHORTHAND SKILLS – The student will be able to:

5.03 Pass tests at incremental speeds on unfamiliar material

5.09  Write realtime steno theory accurately

5.10 Read and transcribe notes on timed writing material to industry standards.

5.11 Transcribe by computerized translation software

5.12 Demonstrate knowledge of broadcast captioning software

09.0
PERFORM TRANSCRIPTIONIST ACTIVITIES--The student will be able to:

09.01
Assume the role of transcriptionist by transcribing simulated audio and/or video tapes of dictation material related to the legal and general business fields.

09.02
Transcribe and prepare a salable transcript of an actual or simulated audio and/or video tape by producing at least 10 pages of transcript in two hours.

11.0
PARTICIPATE IN WORK-BASED LEARNING ACTIVITIES--The student will be able to:

11.01
Participate in work-based learning experiences as a Transcriptionist 1.
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Secondary Course Number:    8200270

Course Title:
    Court Reporting Technology 5

Course Credit:
1
    

COURSE DESCRIPTION:

Prerequisite:  Court Reporting Technology 1 -4

This course builds upon the competencies necessary to complete the skills related to the occupation of court reporting.  Competencies mastered in this course will provide the student with the skills necessary to continue in the court reporting profession for a transcriptionist II career. Students will continue to build speed and accuracy on the steno machine while demonstrating knowledge of the court and legal system. Upon completion of Court Reporting Technology 5 – 8, students will have reached OCP C, Transcritionist II, SOC Code 31-9094

02.0
PERFORM KEYBOARDING/DOCUMENT PRODUCTION ACTIVITIES--The student will be able to:

02.05
Key with speed and accuracy needed to meet industry standards for a position as a Transcriptionist 2. 

03.0  DEMONSTRATE EMPLOYABILITY SKILLS—The student will be able to:

03.17 Demonstrate acceptable work habits and human relations skills.
05.0
PERFORM STENOWRITER SHORTHAND SKILLS--The student will be able to:

05.04 Pass tests at incremental speeds on unfamiliar medical 

material.

05.05
Analyze shorthand notes and medical transcription 

techniques.
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Secondary Course Number:    8200280

Course Title:
    Court Reporting Technology 6

Course Credit:
1
    

COURSE DESCRIPTION:

Prerequisite:  Court Reporting Technology 1 - 5

This course builds upon the competencies necessary to complete the skills related to the occupation of court reporting.  Competencies mastered in this course will provide the student with the skills necessary to continue in the court reporting profession for a transcriptionist II career. Students will continue to build speed and accuracy on the steno machine while demonstrating knowledge of the court and legal system. Upon completion of Court Reporting Technology 5 – 8, students will have reached OCP C, Transcritionist II, SOC Code 31-9094

02.0
PERFORM KEYBOARDING/DOCUMENT PRODUCTION ACTIVITIES--The student will be able to:

02.05
Key with speed and accuracy needed to meet industry standards for a position as a Transcriptionist 2. 

03.0  DEMONSTRATE EMPLOYABILITY SKILLS—The student will be able to:

      03.18 Demonstrate an understanding of NCRA Code of Professional Conduct. 

05.0
PERFORM STENOWRITER SHORTHAND SKILLS--The student will be able to:

05.04 Pass tests at incremental speeds on unfamiliar medical 

material.

05.05
Analyze shorthand notes and medical transcription 

techniques.
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Secondary Course Number:    8200290

Course Title:
    Court Reporting Technology 7

Course Credit:
1
    

COURSE DESCRIPTION:

Prerequisite:  Court Reporting Technology 1 - 6

This course builds upon the competencies necessary to complete the skills related to the occupation of court reporting.  Competencies mastered in this course will provide the student with the skills necessary to continue in the court reporting profession for a transcriptionist II career. Students will continue to build speed and accuracy on the steno machine while demonstrating knowledge of the court and legal system. Upon completion of Court Reporting Technology 5 – 8, students will have reached OCP C, Transcritionist II, SOC Code 31-9094

05.0
PERFORM STENOWRITER SHORTHAND SKILLS--The student will be able to:

05.04 Pass tests at incremental speeds on unfamiliar medical 

material.

05.05
Analyze shorthand notes and medical transcription 

techniques.

10.0
DEMONSTRATE KNOWLEDGE OF MEDICAL SYSTEMS AND TERMINOLOGY--The student will be able to:

10.01
Identify the musculoskeletal system and the other body systems and functions.

10.02
Identify and spell medical terms including prefixes, root words, and suffixes. 

10.03
Identify and spell mental and physical diseases, psychological terms, and drugs.

10.04
Use appropriate medical reference sources.

11.0
PARTICIPATE IN WORK-BASED LEARNING ACTIVITIES--The student will be able to:

11.02
Participate in work-based learning experiences as a Transcriptionist 2.
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Secondary Course Number:    8200291

Course Title:
    Court Reporting Technology 8

Course Credit:
1
    

COURSE DESCRIPTION:

Prerequisite:  Court Reporting Technology 1 - 7

This course builds upon the competencies necessary to complete the skills related to the occupation of court reporting.  Competencies mastered in this course will provide the student with the skills necessary to continue in the court reporting profession for a transcriptionist II career. Students will continue to build speed and accuracy on the steno machine while demonstrating knowledge of the court and legal system. Upon completion of Court Reporting Technology 5 – 8, students will have reached OCP C, Transcritionist II, SOC Code 31-9094

05.0
PERFORM STENOWRITER SHORTHAND SKILLS--The student will be able to:

05.04 Pass tests at incremental speeds on unfamiliar medical 

material.

05.05
Analyze shorthand notes and medical transcription 

techniques.

11.0
PARTICIPATE IN WORK-BASED LEARNING ACTIVITIES--The student will be able to:

11.02
Participate in work-based learning experiences as a Transcriptionist 2.
12.0
PERFORM MEDICAL TRANSCRIPTIONIST ACTIVITIES--The student will be able to:

12.01
Assume the role of Transcriptionist 2 by transcribing medial material dictated live or from audio and/or video tapes.

12.02 Prepare a salable transcript of an actual or simulated medical document by producing at least 10 pages of transcript in two hours or less.
OCP D (Court Reporter) is the postsecondary portion of this program and requires 1590 hours of further study.
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