T R IRTE W e .
oo - ) Al ol e tme =« - o vs

T

DOCUMENT RFSUME

ED 021 953 VT 001 018

j By- Thompson, Emily D; And Others
| SUGGESTIONS FOR TEACHING BUSINESS PUPILS OF DIFFERENT ABILITY LEVELS-WITH SPECIAL EMPHASIS

ON PUPILS EXPERIENCING DIFFICULTY.
New York State Education Dept., Albany. Bureau of Business and Distributive Education

Pub Date 64
Note-Slp.

EDRS Price MF-$0.25 HC-$2.12 : )
Descriptors-*BUSINESS ~ EDUCATION ~ *CLASSROOM TECHNIQUES,  *DISTRIBUTIVE ~ EDUCATION

p
EDUCATIONALLY DISADVANTAGED, HIGH SCHOOL STUDENTS, LEARNING DIFFICULTIES, STUDENT
CHARACTERISTICS, TEACHER CHARACTERISTICS, *TEACHING GUIDES, *TEACHING PROCEDURES

" Characteristics of pupils experiencing difficulty and the teacher’s responsibilities
for these young people are discussed. Suggested classroom procedures include--(1)
Require business-like behavior of every pupil (2) Select pupils to assist with routine
class duties, (3) Organize seafing charts and necessary clerical records, (4) Divide
class into groups according to ability, (5) Plan lessons carefully with considerable
allowance for flexibility and change in pace, and (6) Plan homework carefully with the
pupll so that he knows what is expected General considerations and suggested
procedures for classroom instruction, developing new units of work, standards, texts,
and school marks are presented. A general bibliography and special bibliographies for
bookkeeping, introduction to business, office practice, shorthand, and typewriting are

included. (PS)

NS PRI L

e ooy v,
BT Ly R I N e A e 1 £ L T R e R
- ) R L R S

A




Suggestions for Teaching

Business Pupils of.l‘).ifferenl Ability Levels —

With Special Emphasis on Pupils I?\pericn('ingl)ifﬁ(‘U_ll)’ .

MY\ THE UNIVERSITY OF THE STATE OF NEW YORK

AR THE STATE EDUCATION DEPARTMENT
o BUREAU OF BUSINESS AND
~ S DISTRIBUTIVE EDUCATION

0 ALBANY




N TR, BTy 5
IR OGRS St AR

ATPATFETES TR T NN IR RS e

IR T TR W f\‘}‘i.‘l‘i{‘,“%ﬁyi}ﬁ? YN TSN

S s

'_ﬂ FREIAALRE ST T

W R e e
; TN E
. * i) ii
| i
1
Suggestions for Teaching
Business Pupils of Different Ability Levels —
With Special Emphasis on Pupils Experiencing Difficulty
L+
< .uzzz;x}f‘
U.S. DEPARTMENT OF HEALTH, EDUCATION & WELFARE
OFFICE OF EDUCATION
THIS DOCUMENT HAS BEEN REPRODUCED EXACILY AS RECEIVED FROM THE
PERSON OR ORGANIZATION ORIGINATING IT.  POINTS OF VIEW OR OPINIONS
STATED DO NOT NECESSARILY REFRESENT OFFICIAL OFFICE OF EDUCATION
POSITION OR POLICY. |
THE UNIVERSITY OF THE STATE OF NEW YORK
THE STATE EDUCATION DEPARTMENT
BUREAU OF BUSINESS AND
DISTRIBUTIVE EDUCATION
ALBANY, 1964
Tb 71—Je 64—4000
I i ,




NEG LT bt L Ll AR

Rdael

ﬁé.’
;2
&
3
3
%
5
3
z
3
e
4
5’!

AR R e o N D A S AR T et

3
5
&
:

2
=

3

A VAT TN T VR T L OAG TnR  p T T O T 0Te RT RN TS

A
'
4
:
2
¢
4
3

3
:
3
A
;
;
;
3

I

L.
%
oy
Q
ERIC

()

" e

g e S ¥ P——————

THE UNIVERSITY OF THE STATE & NEW YORK

Regents of the University (with years when terms expire)

EDGAR W. CoupEr, A.B., LL.D., L.H.D., Chancellor, Binghamton, 1968
Trap L. CorLum, C.E,, Vice-Chancellor, Syracuse, 1967

ALEXANDER J. ALLaN, Jr., LL.D., Litt.D., Troy, 1978

Georce L. HuBseLL, Jr., A.B., LL.B., LL.D,, Litt.D., Garden City,-1966
CuArLes W. MiLrarp, Jr., A.B., LL.D., Buffals, 1973

Evererr J. PEnny, B.C.S,, D.C.S., White Plains, 1970

CarvL H. ProrzHEIMER, JR., A.B.,, M.B.A,, D.C.S., Purchase, 1972
Epwaro M. M. Warsurg, B.S., L.H.D., New York, 1975

J. CarLToN CorwitH, B.S., Water Mill, 1971

Josepn W. McGovezy, A.B., LL.B., L.H.D., LL.D., New York, 1969
ALLen D. MarsHaLL, AB., LL.D., Scotia, 1965

Josepr T. King, A.B., LL.B., Queens, 1977

Joseps C. InpeLICATO, M.D., Brooklyn, 1974

Mgrs. HeLen B. Power, A.B., Litt.D., Rochester, 1976

President of the University and Commissioner of Education
James E. ALLEN, JR.

Deputy Commissioner-of Education
Ewarp B. Nyoquist

Associate Commissioner for Elementary, Secondary and Adult Education
2
.- WaLTER CREWSON

Assistant Commissioner for Instructional Services (Vocational Education)
JosepH R. STROBEL

Chief, Bureau of Business and Distributive Education
Joun E. WHITCRAFT

Bureau of*Vocational Curriculum Development and Industrial Teacher Training

R

&

&
g
R

TR

TRy S LD gy

¥ e

S stk

. S P20
.

AR

P

on04 P
Lol o

i e

2550

un frvsrimdt, 23 4
AR

&

5%

-~
o2

n

.
AN

sy

s
ke

Y

by} L
RESAES )

S
&) Sy ber s

o

TN




P f,;

-
P

o

o e

e
F By
R OV AG N

AT e

4

DRI S

R iAR

X ,i):ﬂi-

‘

N xSt DA I Uy
e |1 DTN LT ';,,

CONTENTS

-

N v‘;«ﬁ%&, o «;3
af
‘

b

Foreword ......................... e e e e

o s
RS

Some Overall Factors ........oovoeireeenennnnnnnn.. e

P e 3 s s

Characteristics of Pupils Experiencing Difficulty ..........

o
%

QO B = <

The Teacher of Pupils Experiencing Difficulty ................

Planning Classroom Procedures ..................... R 8 |

O AT T e

Suggestions for Classroom Instruction ..... e ceeee.. 28
Suggestions for Developing New Units of Work .............. 34
Standards, Tests, and School Marks ..... e tiieeiieiiieee... 35

General Bibliography .......... .. ... .. . ...l ..o 41
Special Bibliography .......... Y

s¥es e

Bookkeeping ................ AR : 4

: ) Introduction to Business ...........c..0iiiiiiiiiiin... 43
% Miscellaneous ........... et e, 43
e, Office Practice ................ e iie i iieeae.. 43
1 Shorthand ........ i, 43
; Typewriting ....... 44

i
<3
3

&
i

4
]
e
5

SRR AR T IR a g T TR g

e L 222 o e
L0 v s SRRl R st

25

3 Y

ST AT Gy R IR RSO TIR R AT T e S Y

LA AR Sl

. . B e saee Wt r awwn p o — B STt Mo e e NS e e s ittty W% sohres 4t 7 B sniioR

e k- e

f ERIC

Aruitoxt provided by Eic:




Ll 7

N o

Eact

)

BV TR S € e

s

o

o3

AR

2 PR

.l\
LT 2 fod e
CEr-m -

Py

AT
T

3L

i

SN, SOV

SR S T O, L Ak TP

Sy
eIt

SRR
NGRS

T T EREEARERS AT RETRE AT

< x i

i PRNPEY

. C R

N N T

e St D TS brere

T

N gl Ve
Aun TN

2

[
»

I
WL He et

& »
s ". .
BN

A,

.
N e
¢ dusgr m;;‘:,

I ASIN

.
e
PENS

S iy

'y 5,

«
ye

FOREWORD

Teachers are faced with the challenge of teaching all pupils enrolled
in their classes. Today, perhaps more than ever before, teachers also
have the responsibility of encouraging pupils to continue their educa-
tion so as to graduate from high school or to reméin in_school long
enough to obtain the educational preparation that will make them
contributing members of society. This teaching guide has been de-
veloped to assist business and distributive education teachers in their
efforts to instruct pupils of all levels of ability, especially those ex-
periencing learning difficulties.

Pupils who experience learning difficulties frequently choose a
subject or decide to follow a special vocational curriculum sequence
that will Liclp them obtain vocational preparation and lead to employ-
ment upon their leaving school. Guidance counselors make every
effort to help these pupils make wise, realistic choices of subjects avail-
able in the school’s currictilum. Once these choices have been made,
the classroom teacher must also counsel with each pupil. Personal
counseling by the teacher on a continuing basis is especially important
if these pupils are to be motivated adequately to remain in school.

This guide contains a number of suggestions that will assist teachers -
in working with pupils who are encountering learning difficulties. These
pupils need much sympathetic understanding, and the teacher must
take unusual precautions to help them overcome the feeling of in-
security they are likely to encounter as they endeavor to acquire knowl-
edges or skills that are difficult for them to master. Teachers are urged
particularly to plan classroom activities that will give special considera-
tion to each of these pupils and his particular learning problems.

The sympathetic, understanding teacher will realize a great deal of
satisfaction fromseeing these pupils grow. Although many of these
pupils will not be able to comprehend the more intricate facts or
concepts relating to a given subject, they will ordinarily show improve-
ment through a more genuine interest in class activities and in their
social skills.

The staff of the Bureau of Business and Distributive Education is
grateful to Emily D. Thompson, former head of the business depart-
ments at East High School and at Benjamin Franklin High School in
Rochester, who developed the original materials for this publication.
Mrs. Helen Meinhardt, head of the business department at Benjamin
Franklin High School, Rochester, and Elizabeth Town, business
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teacher at Monroe High School, Rochester, collaborated with Miss
Thompson in the design and development of this guide and were
especially helpful to her.

Local school personnel who use the suggestions included in this
teaching guide or variations of them are invited to write to the staff
of the Bureau of Business and Distributive Education regarding their
experiences. Their ideas and suggestions would be of considerable
value should this publication be revised at a later date.

Josepr R. STROBEL Joun E. WHITCRAFT
Assistant Commissioner for Chief
Instructioral Services Bureau of Business and
(V ocational Education) Distributive Education
vi
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