


LAKE TECHNICAL CENTER
Accounting Operations
Business Technology Education

PROGRAM MISSION

The mission of the Business Technology Education programs is to prepare students for
productive business careers in a global economy. This will be accomplished by
providing a good foundation in basic skills, thinking skills, and personal qualities.

PROGRAM PHILOSOPHY
We believe that competent workers in the high-performance workplace need:

1. Skills in communications, mathematics, critical thinking, teamwork, and effective
work habits.

2. Training in emerging concepts and technologies.

3. Relevant work-based learning experiences.

We will provide a caring atmosphere that promotes a high degree of student-faculty
interaction and fosters development of business and industry partnerships.

TEST OF ADULT BASIC EDUCATION (TABE)

The Florida Legislature requires that students without an associate’s degree or higher
be tested using the Test of Adult Basic Education (TABE) to determine levels of
reading, math, and language skills. This test is given prior to entering the program and
helps staff and student in determining the career fields in which each student can be
successful.

According to Florida Department of Education rules, students who fail all or parts of the
TABE may only retest using a different TABE version after at least 50 documented
hours of remediation in the Vocational Prepatory Instruction (VPI) lab or 6 weeks,
whichever is sooner. Students may not retake the same test version for six months. We
therefore strongly recommend that students test early, especially for licensure
programs, in order to allow time for remediation and retesting should the need arise.

Students who do not meet the State mandated minimum TABE exit scores for their
program are considered to be enrolled under “Ability to Benefit” status (see catalog) and
must begin attending remediation classes in the VPI lab within two weeks of enrollment,
regularly attend VPI classes outside of their program hours and make acceptable
progress as determined by the VPI instructor. Students must meet TABE requirements
by the time they have completed 50% of their program; failure to do so may result in
withdrawal from the program until TABE exit scores are met. Students who do not meet
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TABE scores may not receive a certificate of completion as per Florida Department of
Education rules.

ADMISSION REQUIREMENTS

Applicants must be at least 16 years of age and should be academically, physically, and
emotionally capable of meeting the demands of the chosen program. Applicants make
initial application through the Admissions Office. A minimum skills evaluation is part of
the admission process.

The Business Technology Education programs have the following minimum admissions
requirements:

Complete a Center admissions application

Be age 16 or older

Take the TABE

Meet or speak with the program instructor or department chairperson prior to actual
enrollment

PwpnPR

A high school diploma or GED is not required to enroll. However, it is very strongly
recommended that all students complete either a high school diploma or a GED
prior to program completion.

The Accounting program requires 9" grade TABE levels in order to receive a certificate
of completion. It is very strongly recommended that all students score not less than one
grade level below required scores before enrolling in any program.

No additional evaluation is required to enroll in a program. Students may benefit from
completing appropriate assessments such as the CareerScope in the Vocational
Assessment Laboratory prior to program enroliment.

No program prerequisites are required for program enroliment other than an interest in
the program, a commitment to enter the workplace at the completion of enrollment, and
a desire to succeed in the program. Students who enroll with prior business skills
and/or training may be able to complete program requirements in less time than
students who enter without this background.

ESSENTIAL TRAINING TASKS

Physical Requirements

1. Ability to reach above shoulder level

2. Ability to demonstrate a high degree of manual dexterity, e.g., handle file folders,
and documents, type on a keyboard, etc.

3.  Ability to stoop, crouch, and/or bend

4.  Ability to lift at least 10 pounds

5.  Ability to see (near acuity)
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6.
7.

Ability to work in an atmosphere of moderate machine noise
Ability to communicate with others in verbal and written form

Cognitive Requirements

1.
2.

3.
4.

o
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12.
13.
14.
15.

16.
17.
18.
19.
20.
21.
22.

Ability to demonstrate predictable, reliable, and timely attendance.

Ability to follow written and verbal directions and to complete assigned tasks on
schedule

Ability to read, write and communicate in English and understand basic math.
Ability to learn from directions, observations, and mistakes, and apply procedures
using good judgment

Ability to work independently or part of a team; ability to interact appropriately with
others

Ability to work with supervision, receiving instructions/feedback, coaching/
counseling and/or action/discipline

Ability to cope with anger, fear, and hostility of others in a calm manner

Ability to cope with moderate to high levels of stress

Ability to cope with confrontation and frustration

Ability to interpret a variety of instructions furnished in written, oral, and
diagrammatic form

Ability to assist with problem resolution

Ability to demonstrate a high degree of patience

Ability to work in areas that are close and crowded

Ability to plan, organize, and manage time and daily activities

Ability to apply common sense understanding to carry out instructions furnished in
both written and oral form.

Ability to tolerate moderate noise level

Ability to perform repetitive tasks

Ability to measure accurately

Ability to work without close, direct supervision

Ability to work on multiple tasks and priorities

Ability to perform and complete tasks of relative complexity

Ability to read and understand computer, related equipment, and software manuals

TUITION

Tuition is charged for adult students at a reasonable rate that may vary slightly from
year to year. Current fee information is available from the Admissions Office. Tuition is
waived for eligible high school dual-enrolled students.

CLASS SCHEDULE

Full-time students attend class from 8:15 AM to 2:15 PM Monday through Friday with a
30 minute lunch period. This schedule provides 5-1/2 hours of instruction each day for a
total of 27-1/2 hours per five-day week, excluding holidays and school breaks as
outlined in the current school calendar.
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ATTENDANCE POLICY

In Florida, public technical centers are on a clock-hour rather than a credit hour system
and are thus required by federal financial aid guidelines to have and adhere to an
attendance policy. In addition, students should understand that in-state tuition only
pays for approximately 25% of the cost of education, with the state taxpayers
contributing the other 75%.

Absences

To develop appropriate work ethics, Lake Tech students are expected to attend all class
sessions. As is expected in the workplace, when it is necessary to be absent due to
illness or emergency situations, all students are to notify the instructor on or before the
date of absence.

As stated in the Code of Student Conduct for the Lake County Schools, “The
expectation of the Lake County School Board is that all students will be in attendance
each day of the school year.” The student attendance code for each postsecondary
program is consistent with industry standards as recommended by the program
advisory committee and approved by the administration of Lake Tech.

Campus attendance is kept via a computerized system. It is the responsibility of the
student to log in and out in order to receive credit for class time. This allows the school
to keep accurate attendance records for the actual number of hours and minutes
attended.

Students with excessive absences will be subject to penalties such as loss of financial
aid, lower grades, withdrawal from the program, and prohibition from re-enrollment in
the next grading period.

If a student has missed 20% of scheduled classes by the middle of a first grading
period, or at any cumulative time thereafter, the student will sign an acknowledgement
that he/she has been notified by the instructor that continued absences may pose a
threat to grades and program enrollment. School Intervention Team meetings will be
held, as necessary, in attempts to alleviate issues resulting in excessive absences and
to counsel the student of possible alternatives and consequences.

A student who is absent, excused or unexcused, for six (6) consecutive class sessions
will be withdrawn from membership in their program. A withdrawn student must wait
until the next enroliment period to re-register. A School Intervention Team will review all
applications for reenrollment.

Only regularly scheduled class hours will be reported for attendance. Make-up time will
not be accepted.

Tardiness

Students are expected to be in their seats promptly in the morning, after break, and
after lunch. Students must notify the instructor before the start of class of any expected
tardiness and an expected arrival time.
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Leaving Campus During School Hours
Adult students should notify their instructor when leaving campus early. This is for the
safety of students and to allow the instructor to best utilize instructional resources.

Dual-enrolled students may not leave campus without permission from a parent or
guardian. These students must also notify their instructor and check out in the
Admissions Office prior to leaving campus.

PLAN OF INSTRUCTIONAL PRACTICES

Teaching Methods

Lecture, demonstration, discussion, group interaction, verbal and written quizzes, skill
practice, individualized instruction, computerized tutorials, interactive learning, web-
based learning and guidance are among the teaching methods utilized.

Teaching and Instructional Aids

Textbooks, workbooks, projects, journals, reports, simulations, hands-on computer
experience, collaborative learning, video-taped instructions, audio tapes,
transparencies, guest speakers, board examples, field trips, customer service projects,
program job shadowing, cooperative on-the-job training, computerized tutorials,
computerized assessment, interactive learning, web-based learning, and other methods
are used for instruction as appropriate.

Provisions for Individual Differences

Among the provisions made to allow for individual differences are pre-testing to
determine entry level, workbooks and study guides for progress at individual rate,
progress grading, individualized instruction, individual project assignments, and referral
for basic skills remediation. Curriculum may be adapted to meet the individual needs
and individual goals of students

Methods of Teaching Safety
A basic outline of safety standards and practices is covered along with a continuous
implementation of safety principles.

Evaluation

Class performance, quizzes, tests, attendance, portfolio assessments, completion of
project assignments, decision-making, work habits, and achievement of entry-level
competencies, and other methods are used for evaluation. See “Grading Procedures”.

Cooperative Education

Cooperative training is available for students and coordinated by the instructor.
Cooperative training is for students who have shown competence in program training
that indicates readiness for placement in an on-the-job program. High school students
participating in the cooperative job placement program must be in at least grade 11. To
be eligible for a cooperative education experience, students must have completed one-
half the required program hours and requirements.
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TEXTBOOKS

Please see your instructor for the most current list and prices.

MATERIALS
Some instructional materials are audio/visual computerized tutorials. For hygienic

reasons, students must furnish their own standard computer headphones to use in
listening to the instructional programs.

PROGRAM OBJECTIVES

See the attached Florida State Department of Education frameworks for program
objectives and desired competencies.
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