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I.
MAJOR CONCEPTS/CONTENT:  The purpose of this program is to prepare students for initial employment with occupational titles as technical publications writers, or to provide supplemental training for persons previously or currently employed in these occupations.

The content should include, but not be limited to, communication skills, leadership skills, human relations and employability skills, safe and efficient work practices, and revising, editing, and writing materials for technical and administrative publications concerned with work methods and procedures, and installation, operation, and maintenance of machinery and other equipment.

This program focuses on broad, transferable skills and stresses understanding and demonstration of the following elements of the Technical Writing - Publications industry; planning, management, finance, technical and product skills, underlying principles of technology, labor issues, community issues and health, safety, and environmental issues.

II.
LABORATORY ACTIVITIES:  Shop or laboratory activities are an integral part of this program and provide instruction in developing technically oriented materials through interpretation of processes, blueprints, interviews, and notes.  Activities include preparing final script and supporting illustrations to be printed.

III.
SPECIAL NOTE:  SkillsUSA is the appropriate vocational student organization for providing leadership training and for reinforcing specific vocational skills.  Vocational Student Organizations shall be an integral part of the vocational instructional program, and the activities of such organizations are defined as part of the curriculum in accordance with Rule 6A-6.065, FAC.

Cooperative training - OJT is appropriate for this program.  Whenever cooperative training - OJT is offered, the following are required for each student:  a training plan, signed by the student, teacher, and employer, which includes instructional objectives and a list of on-the-job and in-school learning experiences; a workstation that reflects equipment, skills and tasks that are relevant to the occupation which the student has chosen as a career goal.  The student must receive compensation for work performed.

In accordance with Rule 6A-10.040, FAC, the minimum basic-skills grade levels required for adult vocational students to exit this program are:  Mathematics 9.0, Language 9.0, Reading 9.0.  These grade-level numbers correspond to grade-equivalent scores obtained on one of the state-designated basic-skills examinations.  If a student does not meet the basic-skills level required for completion of the program, remediation should be provided concurrently in the System for Applied Individualized Learning (SAIL) or a remedial lab.  Please refer to the Rule for exemptions.

SCANS Competencies:  To accomplish the Secretary's Commission on Achieving Necessary Skills (SCANS) competencies, instructional strategies for this cluster 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 methods to improve students' personal qualities and higher-order thinking skills.

To be transferable statewide between institutions, this program/course 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.

The standard length of this program for the average achieving student is an Associate Degree.

IV.
INTENDED OUTCOMES:  After successfully completing the program, the student will be able to:

01.0
Demonstrate understanding of procedures.

02.0
Develop and write material.

03.0
Edit technical material.

04.0
Perform research.

05.0
Interpret blueprints and schematics.

06.0
Revise printed materials.

07.0
Lay out work to be printed.

08.0
Demonstrate appropriate communication skills.

09.0
Demonstrate appropriate math skills.

10.0
Demonstrate appropriate understanding of basic science.

11.0
Demonstrate employability skills.

12.0
Demonstrate an understanding of entrepreneurship.
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01.0
DEMONSTRATE UNDERSTANDING OF PROCEDURES--The student will be able to:

01.01
Apply school and class rules and procedures.

01.02
Apply rules and procedures used in business and industry for the occupation.

02.0
DEVELOP AND WRITE MATERIALS--The student will be able to:

02.01
Apply rules of grammar and word usage.

02.02
Use sentences and paragraphs effectively.

02.03
Spell words correctly.

02.04
Write paragraphs exemplifying the qualities of unity and coherence, and using emphasis effectively.

02.05
Identify the need for a publication.

02.06
Define the audience to read a publication.

02.07
Select and rank the topics as appropriate.

02.08
Define the scope of the publication.

02.09
Develop the time frame for development.

02.10
Prepare a budget as necessary.

02.11
Apply standards.

02.12
Review existing literature.

02.13
Determine and consider resources.

02.14
Coordinate the project by maintaining monitoring, and reporting progress.

02.15
Schedule editorial and support services.

02.16
Choose vendors.

02.17
Receive and file source data.

02.18
Develop, revise, and edit drafts.

02.19
Group information into working units.

02.20
Prepare and revise an outline.

02.21
Utilize word processing system.

02.22
Develop a format for a publication.

02.23
Define and standardize terminology.

02.24
Comply with standards and specifications.

02.25
Match the level of vocabulary with the targeted audience.

02.26
Make notes for illustrations.

02.27
Specify types and styles for illustrations.

02.28
Prepare sketches as needed.

02.29
Write figures titles and photograph captions.

02.30
Prepare tables and charts.

02.31
Provide artists with source data.

03.0
EDIT TECHNICAL MATERIAL--The student will be able to:

03.01
Evaluate material for readability and correctness.

03.02
Validate the data.

03.03
Validate the data in illustrations.

03.04
Review and edit illustrations.

03.05
Conduct meetings for feedback, conflict resolution, and evaluation of suggested changes.

04.0
PERFORM RESEARCH--The student will be able to:

04.01
Interview sources of information.

04.02
Study relevant literature.

04.03
Participate hands-on experiences, if applicable.

04.04
Observe or walk through the process(es).

04.05
Use and evaluate models.

04.06
Simulate audience's situation.

05.0
INTERPRET BLUEPRINTS AND SCHEMATICS--The student will be able to:

05.01
Apply math skills.

05.02
Read scales and measuring instruments.

05.03
Read and interpret multiview drawings.

05.04
Read and interpret section views and details.

05.05
Read and interpret auxiliary views.

05.06
Read and interpret types of dimensions.

05.07
Read and interpret pictorial drawings.

05.08
Read and interpret supplementary information.

05.09
Read and interpret removable fastener drawings.

05.10
Read and interpret welding drawings.

05.11
Read and interpret geometric tolerances.

05.12
Read and interpret cam drawings.

05.13
Read and interpret gear drawings.

05.14
Read and interpret assembly and subassembly drawings.

05.15
Read and interpret detail drawings.

05.16
Read and interpret surface developments.

05.17
Read and interpret bearing drawings.

05.18
Read and interpret spring drawings.

05.19
Read and interpret casting drawings.

05.20
Read and interpret forging drawings.

05.21
Read and interpret tool drawings.

05.22
Read and interpret stamping drawings.

05.23
Read and interpret numerical control drawings.

05.24
Read and interpret computer aided drawings.

05.25
Read and interpret plot plans.

05.26
Read and interpret foundation plan drawings.

05.27
Read and interpret floor plan drawings.

05.28
Read and interpret elevation drawings.

05.29
Read and interpret schedules.

05.30
Read and interpret stair details.

05.31
Read and interpret fireplace details.

05.32
Read and interpret truss drawings.

05.33
Read and interpret roof framing plans.

05.34
Read and interpret electrical plans.

05.35
Read and interpret plumbing drawings.

05.36
Read and interpret heating/cooling plans.

05.37
Read and interpret landscape layout drawings.

05.38
Read and interpret specifications.

05.39
Read and interpret erection plans.

05.40
Read and interpret structural steel design drawings.

05.41
Read and interpret structural steel drawings.

05.42
Read and interpret concrete engineering drawings.

05.43
Read and interpret placing drawings.

05.44
Read and interpret schematic drawings.

05.45
Read and interpret printed circuit board drawings.

05.46
Read and interpret package drawings.

05.47
Read and interpret connection drawings.

05.48
Read and interpret interconnection drawings.

05.49
Read and interpret wiring lists.

05.50
Read and interpret cable drawings.

05.51
Read and interpret harness drawings.

05.52
Read and interpret component drawings.

05.53
Read and interpret logic diagrams.

05.54
Read and interpret block diagrams.

05.55
Read and interpret cutaway diagrams.

05.56
Read and interpret graphic diagrams.

05.57
Read and interpret combination diagrams.

05.58
Read and interpret traverse drawings.

05.59
Read and interpret plat drawings.

05.60
Read and interpret street layout drawings.

05.61
Read and interpret map drawings.

05.62
Read and interpret topographic drawings.

05.63
Identify construction codes and standards.

05.64
Identify mechanical standards.

05.65
Identify electronic standards.

06.0
REVISE PRINTED MATERIALS--The student will be able to:

06.01
Determine the requirements of the job.

06.02
Estimate the time to complete the job.

06.03
Calculate costs.

06.04
Make changes and rewrite the draft in the required format.

07.0
LAY OUT WORK TO BE PRINTED--The student will be able to:

07.01
Specify typography.

07.02
Prepare dummy copy.

07.03
Paginate the text.

07.04
Paste-up camera-ready copy.

07.05
Make photostats of art (i.e., PMT, velox, photostat).

07.06
Crop and size illustrations.

07.07
Strip and opaque negatives.

07.08
Proofread copy at each stage of production.

07.09
Secure final approvals.

07.10
Prepare a printer's dummy or approval copy.

07.11
Secure estimates from printers.

07.12
Evaluate estimates and prepare a contract.

07.13
Send camera-ready copy to the printer.

07.14
Secure and inspect negatives.

07.15
Inspect printer's work (bluelines, press proofs, or first page).

07.16
Solve problems with the printer.

07.17
Receive, check, and approve for payment the shipment from a printer.

07.18
Coordinate the distribution of print material.

08.0
DEMONSTRATE APPROPRIATE COMMUNICATION SKILLS--The student will be able to:

08.01
Write logical and understandable statements, or phrases, to accurately fill out forms/invoices commonly used in business and industry.

08.02
Read and understand graphs, charts, diagrams, and tables commonly used in this industry/occupation area.

08.03
Read and follow written and oral instructions.

08.04
Answer and ask questions coherently and concisely.

08.05
Read critically by recognizing assumptions and implications and by evaluating ideas.

08.06
Demonstrate appropriate telephone/communication skills.

09.0
DEMONSTRATE APPROPRIATE MATH SKILLS--The student will be able to:

09.01
Solve problems for volume, weight, area, circumference and perimeter measurements for rectangles, squares, and cylinders.

09.02
Measure tolerance(s) on horizontal and vertical surfaces using millimeters, centimeters, feet and inches.

09.03
Add, subtract, multiply and divide using fractions, decimals, and whole numbers.

09.04
Determine the correct purchase price, to include sales tax for a materials list containing a minimum of six items.

09.05
Demonstrate an understanding of federal, state and local taxes and their computation.

10.0
DEMONSTRATE APPROPRIATE UNDERSTANDING OF BASIC SCIENCE--The student will be able to:

10.01
Understand molecular action as a result of temperature extremes, chemical reaction, and moisture content.

10.02
Draw conclusions or make inferences from data.

10.03
Identify health related problems which may result from exposure to work related chemicals and hazardous materials, and know the proper precautions required for handling such materials.

10.04
Understand pressure measurement in terms of P.S.I., inches of mercury, and K.P.A.

11.0
DEMONSTRATE EMPLOYABILITY SKILLS--The student will be able to:

11.01
Conduct a job search.

11.02
Secure information about a job.

11.03
Identify documents which may be required when applying for a job interview.

11.04
Complete a job application form correctly.

11.05
Demonstrate competence in job interview techniques.

11.06
Identify or demonstrate appropriate responses to criticism from employer, supervisor or other employees.

11.07
Identify acceptable work habits.

11.08
Demonstrate knowledge of how to make job changes appropriately.

11.09
Demonstrate acceptable employee health habits.

11.10
Demonstrate a knowledge of the "Florida Right-To-Know Law" as recorded in Florida Statutes Chapter 442.

12.0
DEMONSTRATE AN UNDERSTANDING OF ENTREPRENEURSHIP--The student will be able to:

12.01
Define entrepreneurship.

12.02
Describe the importance of entrepreneurship to the American economy.

12.03
List the advantages and disadvantages of business ownership.

12.04
Identify the risks involved in ownership of a business.

12.05
Identify the necessary personal characteristics of a successful entrepreneur.

12.06
Identify the business skills needed to operate a small business efficiently and effectively.

