










Paperless 
Completing the Grades/Placement Roster 

 
Section 1:   File  

Grading period and instructors name will be noted in this area 
 
Section 2:   Section 

Section numbers will be posted in this area 
 

Codes (Use these codes to complete Section 13, 14 and 15) 
  

Comment Codes 2A 
 

 Learner Results 2B  Placement Codes 2C 

0 Assignments not completed A Entered an Apprentice Program 1 Entered Military Service 
1 Conduct needs improving C Certificate of Completion, Competency, or 

Employability 
2 Pursuing Further Education or Training 

2 Contact teacher D Earned High School Diploma 3 Employed in Related Occupations 
3 Materials not brought to class E Obtained Full-Time Employment 4 Employed in Unrelated Occupations 
4 Poor attendance affecting grade G Earned GED 5 Unemployed – Seeking Employment  

5 Poor test scores affecting grade L Left Program Before Completion 6 Other 
6 Student is conscientious N Continued 7 Unknown – Received no Student Follow up 

7 Student is doing excellent work P Received Promotion in Current Employment   

8 Student is improving T Advanced Training at Institute Other than Higher 
Education 

  

9 Study habits need improving U Upgraded Skills for Current Employment   

  2 Enrolled in Community College   
  4 Enrolled in Four-Year College/University   

 
Section 3: Class Roster 

The student’s name and Socrates student ID number will be posted in this area, along with the 
student’s grade level, entry date, Home HS or District, phone number, status, and course hours.  
If a student’s name is missing, make sure you add it to the bottom of the roster. If there are any 
discrepancies, please make sure to contact Daniela at IVROP to make corrections.  

 
Reminder: Home HS or District 

The student’s Home High school will be based on whatever they enter on the admission’s form.     
This information needs to be current.  All grades and credits will be faxed to school’s registrars. If 
the information is incorrect, the student may not receive their grades or credits at the appropriate 
time.  Please contact Daniela at IVROP for any corrections. 

 
Section 4: Grade 

You must select from the drop down menu a current grade for the student’s grading period. These 
are semester grades and will be considered to be the final grade. The students that are dropped will 
require a letter grade. Please do not issue dropped students the following codes: “I, P, or NG.” 
 
At the teacher’s discretion, one of the following grades should be issued “A, B, C, D, or F” to 
every student and recorded on the grade’s sheet.   The DISTRICTS HAVE REQUESTED THAT 
TEACHERS NOT USE THE FOLLOWING GRADES “P, I, or NG.” A letter grade is calculated into the 
student’s grade point average (GPA). For this reason a “P, N, or NG,” is not recommended 

 
Section 5: Credits 

Socrates will automatically calculate them. SOCRATES will issue credits according to the 
student’s completed hours for each semester according to their home school’s district.  

 
Section 6: Comments – (Optional) Fill in the comment codes for each student. See section 2A for codes.  
 
Section 7: Learner Results 
  Fill in Learner results for each student. See section 2B for codes. Mark all that apply. 
 
Section 8: Placement 
  Fill in Placement codes for each student. See section 2C for codes. Mark all that apply. 
 
Section 9: Print Rosters 

Make sure to print, sign and date all your forms.  
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COMPLETING THE OCCUPATIONAL COMPETENCIES FORM 
(Each item corresponds with the attached sample) 

 
1. Course, Section, Teacher, Site and District 

The course name, section number, Instructors’ name, site and the district will be preprinted in this area. 
     
2.  Student name 

The student=s name will already be preprinted in this area. 
 
3. Rating (see scale at the top right hand corner of the form) 

[0]  Proficiency not addressed 
[1]  Limited proficiency 
[2]  Proficient (will be pre-slugged) (option: teachers may request non pre-slugged forms) 

 
Rating [2] will be pre-slugged. If rating [2] does not apply to the competency, make sure to bubble in the correct 
rating. 
 
Note:  
$ When bubbling the student competencies, make sure you bubble the correct line of the competency or 

else the scanner will not pick up the rating.  
$ For example, do not bubble in headings 1.0, 2.0, 3.0, 4.0 and 5.0, etc.  Bubble in only the first line of the 

competencies (example:1.1, 1.2, 1.3, 1.4, 1.5, 1.6, 1.7 and 1.8.) See attached sample. 
$  Do not bubble in a rating for the heading, continuation or blank lines. 
$ If a competency is not bubbled in, the competency will NOT be included on the printed version. 

 
1.0 ESSENTIAL EMPLOYABILITY SKILLS/CAREER PREPARATION     [0] [1] [2] [3] [4] (HEADING) 
      STANDARDS              [0] [1] [2] [3] [4] (HEADING) 

1.1 Understand how personal skill development affect                    [0] [1] [2] [3] [4] 
(COMPETENCY) 

                     employability (positive attitude, honesty,                   [0] [1] [2] [3] [4] 
(CONTINUATION) 

         self-confidence, time-management)                    [0] [1] [2] [3] [4] 
(CONTINUATION) 

 
Rating=s of [1] and [2] will print out on the certificate. Proficiencies marked as ANot Addressed [0]@ will not 
print out. 

 
4. Certificate 

Mark if student earned a certificate. 
 
5. Signature 
          Please make sure you sign all your forms on the signature line!                                                       

 
 Revised: July 30, 2007 
 





Paperless 
COMPLETING THE OCCUPATIONAL COMPETENCIES FORM 

(Each item corresponds with the attached sample) 
 

1. File 
 The school year and instructors name will be noted in this area. 
 
2.  Section 
 The section number(s) will be posted in this area. 
 
3.  Type 
 The class information will be posted in this area. 
 
4.  Class Roster 

The student’s name and Socrates student ID number will be posted in this area, along with the 
students’ grade level, entry date, and course hours. 

 
5. Certificate earned 

Indicate if the student received a certificate. 
 [ √ ] Yes certificate was issued 
 [    ]  No certificate was issued 

 
6. Rating (see scale at the mid center of the screen) 

[0] Proficiency not addressed 
[1] Limited proficiency 
[2] Proficient (will be pre-slugged) (option; teachers may request non pre-slugged files) 

 
Rating [2] will be pre-slugged. If rating [2] does not apply to the competency, make sure to delete 
the rating or mark [0]. 
 
Shortcut 

• Tab key will allow you to move from one competency to the next. 
 
7. Printing competencies 

For record keeping, I will need competencies to be printed. Printing options will be available 
under the Print menu on the left top corner of the screen. 

 
Note: 

• Please print competencies sheets for all sections. 
• YOU DO NOT NEED TO SIGN EACH INDIVIDUAL COMPETENCY SHEET, write the names of the 

students receiving a certificate on the blue sheet attached and sign.  
 
 
                                         
 
 
 Revised: August 12, 2008 



 



Section: [0059] ROP BASIC SKILLS                             0 = Proficiency not addressed         
Student: [010199] RODRIGUEZ, DANIELA D                       1 = Limited proficency                
Teacher: TBA, TBA                                            2 = Proficient                        
                                                             3 = 
Signature ______________________________________             4 = 
 
 
Rating Competencies for ROP BASIC SKILLS (Crs #0121200)                                     Cert: Y
------ -----------------------------------------------------------------------------------
       1.0  ESSENTIAL EMPLOYABILITY SKILLS/CAREER PREPARATION STANDARDS              
  2         1.1  Personal skill development (positive attitude,                      
                 honesty, self-confidence, time management)                          
  2         1.2  Effective interpersonal skills (group dynamics,                     
                 conflict resolution, negotiations)                                  
  0         1.3  Academic skills, critical thinking and problem                      
                 -solving in the workplace                                           
  2         1.4  Effective communication                                             
  0         1.5  Occupational safety issues and observe                              
                 all safety rules                                                    
  2         1.6  Career awareness, paths and strategies                              
  0         1.7  Adapt to changing technology                                        
  2         1.8  Prepare for employment (resume, job application,                    
                 job interview, portfolio development)                               
                                                                                     
  2    2.0  ORIENTATION TO THE AUTO REFINISHING INDUSTRY                             
                                                                                     
  2    3.0  ROLE OF THE AUTO BODY REPAIR SPECIALIST                                  
                                                                                     
  0    4.0  SHOP MATH AND MEASUREMENTS                                               
                                                                                     
       5.0  SHOP CONDITIONS, ORGANIZATION AND MAINTENANCE                            
  2         5.1  Pleasant and safe working areas                                     
  0         5.2  Paint booth safety and maintenance                                  
                                                                                     
  2    6.0  READING AND WRITING SKILLS <h>                                           
  0         6.1  Shop manuals                                                        
  2         6.2  Identification of parts                                             
  0         6.3  Work Orders                                                         
                                                                                     
       7.0  BODY SHOP SAFETY                                                         
  2         7.1  General safety                                                      
  0         7.2  Clothing and personal safety                                        
  2         7.3  Tools, power and hand                                               
  0         7.4  Fire precaution, use of fire extinguisher                           
  2         7.5  Body shop maintenance                                               
                                                                                     
       8.0  AUTO BODY CONSTRUCTION                                                   
  0         8.1  Steel                                                               
  2         8.2  Basic shapes and reinforcements                                     
  0         8.3  Collision damage                                                    
                                                                                     
       9.0  PERFORM BASIC WELDING AND CUTTING FUNDAMENTALS                           
  2         9.1  Oxyacetylene welding equipment                                      
  0         9.2  Welding techniques (fusion/45 basic)                                
  2         9.3  Burning and cutting with oxyacetylene torch                         
  0         9.4  Mig welding (inert gas welding)                                     
                                                                                     
       10.0  TYPES OF ABRASIVES AND POWER GRINDING                                   
  2         10.1  Discs and sandpaper                                                
  0         10.2  Abrasives, grives, bonds, etc.                                     
  2         10.3  Methods of grinding and sanding                                    
                                                                                     
       11.0  PERFORM BASIC METAL STRAIGHTENING OPERATION                             
  0          11.1  Hammer and dolly techniques                                       
  2          11.2  Body filing                                                       
                                                                                     
       12.0  PERFORM METAL SHRINKING                                                 
  0          12.1  Hammer and dolly techniques                                       
  2          12.2  Control cooling                                                   
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Section: [0059] ROP BASIC SKILLS                             0 = Proficiency not addressed         
Student: [010199] RODRIGUEZ, DANIELA D                       1 = Limited proficency                
Teacher: TBA, TBA                                            2 = Proficient                        
                                                             3 = 
Signature ______________________________________             4 = 
 
 
Rating Competencies for ROP BASIC SKILLS (Crs #0121200)                                     
------ -----------------------------------------------------------------------------------
  0          12.3  Limitations of process                                            
                                                                                     
       13.0  PERFORM BASIC SOLDERING AND PLASTIC FILLING                             
  2          13.1  Metal preparation                                                 
  0          13.2  Plastic filling                                                   
                                                                                     
       14.0  APPLY BASIC STRAIGHTENING PROCEDURES                                    
  2          14.1  Roughing and aligning                                             
  0          14.2  Body-jacks and clamps                                             
  2          14.3  Frame machine operation                                           
                                                                                     
       15.0  PERFORM GENERAL ALIGNMENT OPERATIONS                                    
  0          15.1  Basic door alignment operation                                    
  2          15.2  Removal and replacement of sheet metal                            
  0          15.3  Removal and replacement of hardware                               
                                                                                     
       16.0  PERFORM METAL WORK ON PROJECTS                                          
  2          16.1  Analyzing the damage                                              
  0          16.2  Preparation for straightening operation                           
  2          16.3  Alignment and straightening                                       
  0          16.4  Body alignment projects                                           
                                                                                     
       17.0  AUTOMOTIVE FINISHES                                                     
  2          17.1  History and types of finishes and metallics                       
                                                                                     
       18.0  SHOP EQUIPMENT AND LAYOUT                                               
  0          18.1  Air compressor; air line layout                                   
  2          18.2  Transformers, hoses, hose                                         
                                                                                     
       19.0  BASIC AUTO-REFINISHING TOOLS                                            
  0          19.1  Basic air tools, functions, safety and                            
                   maintenance                                                       
  2          19.2  Electric tools, safety and maintenance                            
                                                                                     
       20.0  BASIC SHOP MATERIALS AND USE                                            
  0          20.1  Cleaning equipment                                                
  2          20.2  Cloths                                                            
  0          20.3  Basic finishing materials                                         
  2          20.4  Equipment maintenance                                             
                                                                                     
       21.0  MASKING                                                                 
  0          21.1  Masking materials and techniques                                  
  2          21.2  Special Masking                                                   
                                                                                     
       22.0  SANDPAPER AND SANDING                                                   
  0          22.1  Sandpaper types and grits                                         
  2          22.2  Disc pads and grits                                               
  0          22.3  Types of sanding                                                  
                                                                                     
       23.0  SOLVENTS                                                                
  2          23.1  Thinner                                                           
  0          23.2  Reducers                                                          
  2          23.3  Safe handling of solvents/flammable liquids                       
  0          23.4  Personal safety devices                                           
  2          23.5  Hazardous waste reinforced                                        
                                                                                     
       24.0  SPRAY GUN                                                               
  0          24.1  PUrpose ans use of spray gun and function?                        
  2          24.2  Improper spray patterns and remedies                              
  0          24.3  Cleaning and care of the spray gun                                
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Section: [0059] ROP BASIC SKILLS                             0 = Proficiency not addressed         
Student: [010199] RODRIGUEZ, DANIELA D                       1 = Limited proficency                
Teacher: TBA, TBA                                            2 = Proficient                        
                                                             3 = 
Signature ______________________________________             4 = 
 
 
Rating Competencies for ROP BASIC SKILLS (Crs #0121200)                                     
------ -----------------------------------------------------------------------------------
                                                                                     
       25.0  SURFACE PREPARATION                                                     
  2          25.1  Bare metal conditioners' use and safety                           
  0          25.2  Feather-edging                                                    
  2          25.3  Determining surface condition and paint                           
                   codes                                                             
  0          25.4  How to prepare the surface                                        
  0          25.5  Paint-finish removing; safe methods/materials                     
                                                                                     
       26.0  UNDERCOATS, BASE COATS AND APPLICATIONS                                 
  0          26.1  Primer undercoats                                                 
  0          26.2  Types of primer-surface and application                           
                   techniques                                                        
  0          26.3  Personal devices                                                  
  0          26.4  Rust proofing                                                     
  0          26.5  Brand usage continuity throughout procedure                       
                                                                                     
       27.0  TYPES OF TOPCOATS AND APPLICATIONS                                      
  0          27.1  Safety precaution                                                 
  0          27.2  Acrylic lacquer and applications                                  
  0          27.3  Enamels and applications                                          
  0          27.4  Special topcoats and applications                                 
  0          27.5  Brand usage continuity throughout procedures                      
                                                                                     
       28.0  SPOT REPAIR AND PROCEDURES                                              
  0          28.1  Surface preparation                                               
  0          28.2  Spot repair procedure and blending technique                      
  0          28.3  Rubbing and polishing compounds                                   
  0          28.4  Color matching                                                    
  0          28.5  Brand usage continuity throughout procedure                       
                                                                                     
       29.0  COMPLETE PAINT JOB PROCEDURES                                           
  0          29.1  Surface preparation                                               
  0          29.2  Refinishing of used and late model vehicles                       
  0          29.3  Detailing procedures and materials                                
  0          29.4  Brand usage continuity throughout procedure                       
                                                                                     
       30.0  PAINT PROBLEMS                                                          
  0          30.1  Silicone additives                                                
  0          30.2  Determine and cure                                                
  0          30.3  Paint warranty                                                    
                                                                                     
  0    31.0  GLASS REMOVAL AND INSTALLATION                                          
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