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Lesson Plan 

Sequential Lesson Plans 
*Access Database Part I 

Access Database Part II 
Access Database Part III 

Supports MOS Certification for Access  
and Living Online IC3 Certification 

Course:  Office Occupations CC/CCTE 
Unit: Microsoft Office Specialist Certification 
 for ACCESS 2002 
 AND/OR 
 IC3 Certification: Living Online 
Topic:   Introduction to ACCESS and 
 Database Navigation 
Timeframe:  7.0 hours 

  

 
ROP 
ESLRs 

 
X  #1 Communicating Effectively 
  #2 Accessing and Managing Job 

Related Resources 
X  #3 Setting Career and Life Goals 
  #4 Accepting Personal Responsibility 
 
 

California Career Technical Education Model Curriculum 
Standards: Information Support and Services Pathway  
A7.1 Know common industry-standard software and its 
applications 
 
Academic Standards: Grades Ten, Eleven and Twelve 
Reading Comprehension E2.1, 2.6, 2.7 Critique the function of 
logical documents by examining sequence of information and 
procedures in anticipation of possible reader misunderstandings. 

 
MOS Certification Standard – Microsoft Access 
Creating and Using Databases: Create Access databases 
 
All Aspects of the Industry: 
Technical and Production Skills:  Develop skills that help 
students begin to analyze data to create a meaningful format for 
data representation. 
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RUBRIC SCORING GUIDE 
 
 

Business Core 
 

Introductory 
 

Developing 
 

Proficient 
 

Exceptional 
 

 
Using ACCESS to 
create and build 
databases 

 
Learning basic 
functions of a 
database; developing 
the ability to analyze 
and structure 
information into a 
useable format and 
collecting searchable 
data; developing 
methods for 
information collection 
and organization; 
able to create simple 
databases; able to 
move among records 
in ACCESS. 

 
 

 
Shows some ability 
in creating and 
using databases in 
ACCESS; 
demonstrates 
ability in database 
modification; 
shows some ability 
in formatting 
datasheet; able to 
preview and print 
database report. 
  
 
 

 
Proficient in showing 
content knowledge 
and application related 
to the development of 
planning and creating 
of Datasheets and 
Tables using the 
ACCESS; able to 
analyze and structure 
information into a 
useable format, and to 
apply the techniques 
developed in editing 
datasheets, adding 
records, and deleting 
unwanted information. 

 
Shows superior content 
knowledge and 
application of 
knowledge and skills 
related to the 
production of highly 
effective databases in 
ACCESS; developing 
relationships with other 
databases; create and 
modify input masks; 
and create queries. 
 

 
 

 
Based on your examination of the resume and the dimensional scores, please review the overall (holistic) score 
levels described above, and give the resume a final, overall score.  Please provide a justification for the overall 
score. 
 
Overall Score:  ___________________________________ 
 
Justification:   ___________________________________________________________ 
 
_______________________________________________________________________ 
 
_______________________________________________________________________ 
 
_______________________________________________________________________ 
 
_______________________________________________________________________ 
 
Student Name and/or ID Number: ___________________________________________ 
 
School:  ________________________________  Evaluator:_______________________ 
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