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FOREWORD

This publication on the high school equivalency program represents a
long and concerted effort on the part of the Department to provide the adults
of the State with a course of high quality. The demand for such programs
is increasing as more and more adults realize the need and value of a high
school equivalency diploma; their future success and well-being depends
upon it. Flexibility is essential in designing and implementing such a
program. The structure of this document allows for maximum consideration
of this important ingredient. Major emphasis of the course is placed upon
the desirability and value of conceptual understanding. While certain
factual knowledge is essential in developing sound understanding, the
principal goal of the program should be that of establishing within the
student the ability to formulate concepts based upon factual information.
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The Bureau expresses deep appreciation to the members of the advisory
committee who gave guidance and direction to the development of the project:
Donald Allgrove, Brentwood Public Schools; Agnes Drummond, Director of
Adult Education, Port Washington Public Schools; Albert Martins, Ossining
Public Schools; Michael McCurry, Queensbury Public Schools. Gratitude is
extended to all who assisted in the writing of the first draft of the
materials. R. Allan Sholtes, Guilderland Central Public Schools, served as
general writer for the handbook. Those who wrote specific portions of the
manuscript are: John H, Edwards, Supervisor of Science, Niagara Falls
Public Schools; Margaret Farrell, State University of New York at Albany;
Mary Hardt, State University of New York at Albany; Milton K. Siler, Jr.,
Social Studies Department Chairman, Brentwood Public Schools.
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Department personnel who assisted in the planning and review of the
materials are: Walter Eddington, Chief, and Jerome Flax, Associate, Bureau
of English Education; John P. McGuire, Chief, and Jack Rajczewski, Assistant
Supervisor, Bureau of Higher and Professional Educational Testing; Frank S.
Hawthorne, Chief, Bureau of Mathematics Education and members of his staff;
Jane B, Algozzine, Chief, Bureau of Reading and members of her staff; Hugh
B. Templeton, Chief, and William A.Calhoun, Associate, Bureau of Science
Education; Mildred F. McChesney, Chief, Bureau of Social Studies Education
and members of her staff. Presco Anderson, Associate in the Bureau of
General Continuing Education, wrote the materials dealing with reading in-
struction. Vivienne Anderson, then Chief of the Bureau and now Director
of the Division of the Humanities and the Arts, is responsible for initiat-
ing the active planning of the project.
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William Jonas, Associate, Bureau of Continuing Education Curriculum,
coordinated the project and served as editor in rewriting portions of the
content and preparing the final manuscript for printing.
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Bureau of Continuing Education
Curriculum Development
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A MESSAGE TO THE INSTRUCTOR

This handbook provides adult education directors and instructors with
a guide for the implementation of an adult education program directed toward
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% the student who desires a New York State High School Equivalency Diploma. |
! The publication covers areas ranging from the scope of the programs in .
/ grammar and usage, literature, social studies, mathematics, and science, to S
% the background and purpose of the General Educational Development Tests. g g
i i ]
a It is the intent of this document to provide adult education directors % @
@ and instructors with a comprehensive curriculum guide from which they may i
i develop their individual programs. There is much more material included in L
i the subject guide outlines than the instructors may wish to use, and it is % i
4 expected that they will be selective concerning them. Generally speaking, :% i
J high school equivalency students are weak in reading. Because of this, p
i and because reading is the basic tool needed by each student to achieve in % /
] all academic areas, special emphasis is placed upon the reading program. .
: The techniques required in the development of good reading habits are .
; stressed. In addition, the instructor should realize that considerable I
: attention must be devoted to the mastery of those specific reading skills .
% which are necessary for successful achievement in the content areas. h @
.
! The program to be developed in each school district will be determined % i
: by the requirements of the students, the class time available, and § !
g resources at hand. It is strongly suggested that class members be tested % i
) early in the program so that their strengths, weaknesses, and needs can be § i
diagnosed, thereby aiding the instructor in determining the scope of the L
% course and in selecting his materials. In all cases the level of the |
} material must parallel the students' abilities. 1
‘] | | ]
§~ | Included in this handbook are programed and self-directed materials %
/ : intended for individual use by students in overcoming their personal %
; weaknesses. Instructors are encouraged at all times to give maximum i
d ' attention to the individual progress of each student. .
] ]
| S
JOSEPH A. MANGANO, Chief .
?& Bureau of General Continuing Education .
i MONROE C. NEFF, Director N
i Division of Continuing Education .
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BACKGROUND OF THE PURPOSE AND THEORY OF THE
GEMERAL EDUCATIONAL DEVELOPMENT TESTS

Although official school records indicate that many United States
citizens have completed less than 12 years of schooling, many have acquired,
as a result of formal and informal educational experiences, a degree of
educational maturity at or above the level of those graduating from high
school, Very often the recognition of an adult's level of educational
competency makes it possible for him to qualify for certain positions,
promotions, and opportunities for further education. Therefore, it is
essential that these adults be given assistance in fulfilling their
educational petential. This is the purpose of the General Educational
Development Tests.
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The GEDT cannot actually measure the total results of a high school
education. They do, however, provide a widely accepted and valid means of
comparing the educational development of adults with that of graduating
high school seniors and of measuring some of the ultimate objectives of a
general education.
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It is recognized that an individual can make considerable educational
progress through a variety of educative experiences, both in school and in
other situations. The educational progress of persons not in school is
likely to be the result of firsthand observation, direct experience, self-
directed reading and study, conversations and informal group discussions,
and other experiences with problems, ideas, and people. In contrast to
this is the educational development of students in the schools who learn
largely by vicarious experiences through the use of textbook and formal
pedagogical procedures presented in a sequential arrangement. In the
schools there is likely to be a more complete and detailed coverage of
specific facts and ideas than is true of the great variety of arrangements
of subject matter and problems encountered in out-of-school learning
experiences. In consideration of these differences, the emphasis in these
tests is placed on intellectual power rather than detailed content; on the
demonstration of competence in using major generalizations, concepts, and
ideas; and on the ability to comprehend exactly, evaluate critically, and
to think clearly in terms of concepts and ideas.
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In measuring the outcomes of formal instruction, it may be necessary
to place stress on detailed descriptive facts in order to be certain that
the student thoroughly grasps the generalizations and concepts based on
these facts. It is, however, expected that once the generalizations are
firmly established, many of the substantiating details and the organization
in which they have been learned will be forgotten. In school examinations,
it is regarded as desirable to test for these details because of the recency
of their acquisition and because they must be retained temporarily. In
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; examinations intended for adults with varied experiences, the emphasis in i %
i the testing should properly be on the major generalizations, ideas, and |
! intellectual skills which are the long-term outcomes of a sound education. % §
§ Because the same test booklets are used over a period of several months, o
: it is extremely important that their security be guarded with the utmost care. L
i Copies of the examinations are never made available to directors and/or -
: instructors. In this respect, the GED Tests are similar to tests like the .
i' Regents Scholarship Examination and the College Board Examinations. % 1
! In order to maintain the integrity of the program, the identity of each § g
| applicant must be verified by a school principal or a school official desig- i
é nated by a principal to act for him on high school equivalency matters. In ¢
: addition, each candidate is fingerprinted at each session of the examination. g
! :
; At present, there are several forms of the examination in use in this i
i State. Because no applicant may be retested on a form of the examination -
i which he has already taken, test centers will usually have several alter- .
% nate forms. -
: Requirements and Content .
% 1. New York State residency is required, with the following exceptions: % %
§ A. A member of the armed services assigned to duty in New York State .
it (or members of his family residing with him) % ;
; B. A Job Corps trainee or a participant in a similar program assigned g ;
i to a center located in New York State .
1§ ;g :
é In order to qualify under "A'" or '"B" above, an applicant must submit g :
i with his application a Certificate for Nonresidents (Form DET 603C) % {
3 executed by the appropriate military officer or program director, or ‘.
i his deputy. A transcript of the scores will be sent, upon the person's .
§ request, to an educational institution, employment officer or agency. § /
I The equivalency diploma will not be issued, however, until such time 5
i as the person becomes a resident of New York State and makes a formal P
3 request. b
| 2. Every applicant must be 21 years of age or older on the date of the é §
§ examination, with the following exceptions: | g
g A. An applicant who is between 18 and 21 is also eligible to take the i g
] examination and to receive a diploma if: -
g (1) his last attendance as a regularly enrolled student in a full- %‘i
! time school program of instruction was at least 1 year before P
! the date of his examination. His application must be accom- .
§ panied by a Certificate of Withdrawal (Form DET 603A). Py
: or | | -
' (2) he is a resident of a narcotic addiction control center, an -
% inmate of a correctional institution, or a patient in a .
% hospital in New York State. The head of the institution must P
! certify that the diploma constitutes an essential element of i
% the rehabilitation program. !
| 2 .
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B. An applicant who does not mee: the eligibility requirements for a
diploma as stated above may be admitted to the examination if he is:

(1) a candidate for admission to an institution of higher education

for which high school graduation is a normal prerequisite.

His application must be accompanied by a letter from the

educational institution stating that the applicant is a bona

fide candidate for admission to the institution and that his

- test scores are necessary for admission.

or

(2) a woman who needs her test scores for enlistment in the armed
forces. Hexr application must be accompanied by an official
request from the recruiting office for her test scores.

A transcript of the scores of a person admitted to the examination
under 2B will be sent to the agency or institution requesting it,
but a diploma will not be issued until such time as the person
becomes 21 years old or qualified under 2A. The applicant must
apply for the diploma when he becomes eligible to receive it, It
is not sent unless requested.

The scores reported to candidates are called standard scores. They
are not the numbers of correctly answered questions, nor are they the per-
centages of questions answered correctly. They are mathematically derived
scores which enable a candidate's score to be compared with the performance
of thousands of high school seniors selected on a samollng basis who took
the GEDT just before graduation.

The questions on some parts of some of the forms may appear more
difficult than on others. However, the tests are scaled so that the final
scores are equivalent for all forms. To compensate for the difference in
the degree of difficulty of the questions among the various forms, a lower
or higher raw score (number r1ght) may be required on one form of the
examination to provide a passing standard score than on others.

The maximum standard scores attainable on GEDT are approx1mate1y 75
on each individual test and a total of about 375 on all 5 tests in the
battery. On Some parts of some forms of the examination as few as 20 per-
cent correct responses are equivalent to a score of 35. In general, if the
students answer between 40 and 50 percent of the questions on each of the
tests correctly, they will pass any of the current forms of the GEDT.

It should be noted, however, that higher test scores may be required
by some institutions of higher learning for admission and by some employers.
Therefore it is in the best interests of the students ‘that they attain the
highest scores of which they are capable.

The minimum standard scores required in New York State on the GEDT for
issuance of a New York State High School Equivalency Diploma are a score
of 35 on each of the 5 tests, and a total of 225 on all 5 tests in the
battery.

A person may also apply for a High School Equivalency Diploma on the
basis of GEDT scores obtained at an official out-of-state GED testing center
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or while in the armed forces. To do this, he must take the following steps:

* Complete the regular application for a high school equivalency
diploma. This is the same form used by students applying to
take the examination.

Spt s

e Attach the required fee and, if he is under 21, a completed
Certificate of Withdrawal. -

Sl
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* Bring the application, evidence of age, and proof of identity to a
principal of a school registered by the Education Department as
an elementary or secondary school or, if he is an active member
of the armed services, to the education officer of his umit.

* S8ign the application in his presence. The principal or education
officer will then, after checking the identity of the person,
certify the application and forward it to: The University of the
State of New York, The State Education Department, Division of

‘ Educational Testing, Albany, New York 12224,
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The Division of Educational Testing will then obtain an official transcript
from the original testing agency. A New York State High School Equivalency
Diploma will then be issued if the scores meet New York State standards and
the candidate meets the other requirements mentioned previously in this
chapter. |
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The 5 GEDT are administered in 10 hours, usually over a two-day testing
period. Two hours are permitted for each of the 5 tests. The date of the
first day of the testing period is listed in the testing schedule. It
should be noted that, although most examinees will have enough time to
finish each test, the amount of time allowed is strictly limited.

The 5 tests of the battery cover 5 subject areas usually found in the
high school curriculum:

1. The test measuring ability to use correct punctuation, spelling,
grammar, and vocabulary
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2. The test in social studies measuring ability to read and interpret
correctly passages in history, economics, and world events
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3. The natural science test measuring ability to interpret passages
dealing with the different aspects of scientific principles
encountered in everyday life

S tenas

4. The English literature test measuring ability to interpret passages
of prose and poetry
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5. The test in general mathematics measuring ability to use the:
fundamentals of arithmetic, such as are taught in a high school
general mathematics class—also including questions dealing with
elementary algebra, geometry, and modern mathematics
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The greatest weakness characteristic of the majority of the students
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taking the GEDT battery is in the area of reading. Hence, it is strongly 4
recommended that a great percentage of the total hours in the program be
allotted to reading improvement, as indicated by the chart on page 8. The
greatest share of the reading instruction should be done in the content

areas, thereby teaching and reinforcing these areas simultaneously with the
teaching of reading.

Sample Questions

Sample questions may be found at the end of each subject area section. ¢
| The questions are all of the multiple choice variety, as are the actual )
,F questions in the examination itself. They are frequently based upon reading :
4 selections provided in the test booklet. They are included in this publica-
‘ tion only to provide the instructor with a concrete idea of the form of the
1 *  questions on the GEDT. The instructor may devise questions of similar

‘ format for his students designed to meet their specific needs.
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PREPARATION FOR THE GENERAL EDUCATIONAL DEVELOPMENT TESTS

For many students the GEDT will be their first experience in a formal

testing situation. The following are suggestions they may find helpful in
preparing for the examination.

®* Get adequate sleep prior to the examination.

e N R

* Eat in moderation prior to the examination.

T,

¢ Do not study the night before or the day of the examination.

o Familiarize yourself with the site of the examination and time
required to reach it, prior to the day of the examination, ﬁ

[
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{
‘g Have available all equipment needed to take the examination (pens,
' pencils, and a watch),

g .
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These points may seem minor, but it is important that the students be
in the proper frame of mind when approaching the examination.

The following are suggestions and hints the students will find helpful i
when taking GEDT.

e Follow directions. If the directions are not clear to the student,

he may seek assistance from the proctor by raising his hand.

* It is recommended that the student go through individual sections f
of the examination and answer those questions that he can handle
easily. He should not spend too much time on difficult questions
but return to them when the others in the section are completed.
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e Make full use of the time allotted.
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* The score on the examination is based on the number of questions
~answered correctly. No deductions are made for Wrong answers.
It is well, therefore, to mark an answer for every question,
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e Students should know in advance that there are likely to be questions
on the examinations for which they will not be prepared.
® Students should be informed that it may take up to 6 weeks to process
their application for the diploma.
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THE HIGH SCHOOL EQUIVALENCY PROGRAM

Passing the examination is extremely important to the students, but the
program should not lose sight of other equally important objectives. In
addition to the body of knowledge the student acquires, there should be

| concomitant learnings in the subject areas. The individual student should

1 be encouraged to continue his education. The program should improve his

| reading ability so that he will turn to the printed word as a source of in-

‘ formation and pleasure. The curriculum should be designed to develop the
residual learnings which are expected of a high school graduate three to
five years subsequent to his graduation.
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The High School Equivalency Student

It would be well for the instructor to keep in mind several character-
istics of students in the equivalency program that are perhaps peculiar to
them. There may be motives for taking the GEDT other than the personal
advancement mentioned previously. Status and personal satisfaction may
be the sole motivation for some. Many may wish to enter institutions of
higher learning. There may be a wide range in ages, abilities, previous :
educational experience, and socio-economic backgrounds. ;

AT R R D R R Ut e 2 BN B M 2

There will be traits that are common to all. Most students will be
insecure and will need reassurance. Many will have reading deficiencies,

and their study habits are likely to be poor. Some will be fatigued when f
they come to class. They may become quickly discouraged and drop from the |
program if they do not find success. g

The instructor must analyze the characteristics of the students in his i

class to guide him in his planning. His plans must take into account the ;
needs of his students individually as well as the class as a whole. His ;
approach to the students, the methods to be used in class, and the pace at
which he will work with his class should be based upon this analysis.

e

The High School Equivalency Instructor

Much of the success of the High School Equivalency Program depends on
the careful selection of the instructors by the director of the adult edu-
cation program. The ideal instructor for high school equivalency courses
should be one who has great empathy for adult students, is cognizant of
their limitations, and sympathetic to their goals. It has already been
stated that these students are highly motivated. The instructor must
possess a sincere desire to help these adults succeed. The teacher who
has strong beliefs in the value of the program and its goals will achieve
much better results than one whose motives are limited.
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The specific qualifications necessary for teachers in the program are
predicated on the time schedule adopted by the local school district and
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the number of classes justified by the enrollment. If the equivalency i
course by necessity is limited to a single instructor, then it would be |
in the best interests of the program for the director to find one who pos-
sesses a broad background in subject matter areas. This enables him to
work with students effectively in each area. Ideally, however, a full
force of subject matter specialists should be employed. This would include
a science teacher, a mathematics teacher, a social studies teacher, and an
English teacher with a strong reading background. An English teacher with
a reading background is very important in this program because most, and
often all, of the students will have reading difficulties. These difficul-
ties may be confined to one content area, or they may be common to all
content areas. An instructor with a reading background will be skilled
not only in diagnosing the difficulty, but in providing the remedy as well.
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The recommended minimum for any equivalency program would be a two-
instructor program: an English instructor, strong in basic reading tech-
niques; a mathematics teacher, preferably one with experience in the area
of general mathematics. A background in general mathematics is important
because this is the type which must be taught to meet the requirements of
the GEDT. It may be expected that most students in the High School Equiv-
alency Program were non-Regents students when they were in high school,
and therefore do not have the background for coping with material beyond
a general level of competence in mathematics.
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Suggested Time Schedules

There are many time formats that can be utilized in the High School
Equivalency Program. The format chosen must depend upon the resources

~ and special needs of the district. Generally, the amount of preparation
necessary depends upon the educational background of the student. It

should be remembered that students may take the GEDT whenever they wish.
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Below are six time formats that have been used in such programs with
some of the advantages and disadvantages of each. Reference should be
made to the chart on page 8 for the breakdown of hours.
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1. - A 240-hour program would meet for 2 hours a night, 4 nights a week,
for 30 weeks. This program is highly recommended because it pro-
vides time for an intensive course in reading; all the content
areas; and ample time for counseling, testing, grouping, and in-
dividual instruction. Possibly some potential students may find
the extent of the attendance requirements discouraging, while
others may find this program attractive because of it comprehen-
sive nature.
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2. (a) A 120-hour program would meet for 2 hours a night, 4 nights a
week, for 15 weeks. One advantage of this program is that,
in addltlon to providing adequate time for reading compre-
hension and grammar, it provides at least minimal time for
each of the content areas. Another advantage is that it

% meets the needs of students with short-term goals.
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(b) A second 120-hour program would meet for 2 hours a night, 2
nights a week, for 30 weeks. This program includes the same y
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educational advantage as (a) above but allows more time for
home study and outside reading. It also provides students
with some flexibility in their personal time schedules.

(c) A third 120-hour program is a combination of (a) and (b) above.
This program would call for class sessions 2 hours per night,
4 nights per week, for 15 weeks, but would alternate English
and social studles 1 night with science and mathematics the
next. The advantage of this program is that the student has
a choice as to which nights he attends, depending on his
subject strengths and weaknesses. All 120-hour programs

: also have the advantage of allowing some time for counseling,

testing, grouping, and individualized instruction.

. ¥
R - — o ok e A IR A et O otore TN
D R Y T e N SR I R 2 SRR T Bl R IR PR i o B BN PR € 0 N i BV A5 TS S A TR P 3, S W ¥

TR Y

| 3. A 60-hour program would meet for 2 hours a night, 2 nights per week,
| for 15 weeks. This program meets the minimal requirements for

| reading, grammar, and computation, although the time allotted to
grammar may be inadequate for many students. Its disadvantages
are that it allows no time for social studies, literature, and
science. It allows little time for grouping or for individual
instruction,

R R

4. A 40-hour program would meet for 2 hours a night, 2 nights per week,
for 10 weeks. This program is exceedingly minimal and, at best,
is better than nothing. It allows for instruction in only two
areas, reading and computation, inadequate time for counseling,
testing, individual instruction, and little attention to grouping.

SOCIAL
READING GRAMMAR COMPUTATION SCIENCE LITERATURE STUDIES

240 Hrs.
% Hrs 50 Hrs. 5()'-"//40 Hrs.

120 Hrs. 40 Hrs. 24 Hrs. 2Hrs./ 14/10
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HIGH SCHOOL EQUIVALENCY PROGRAMS
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Organization of the Progran
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Regardless of the time format of the program, the basic procedures
envisioned for the students would be as follows:

1. Registration and orientation

7
2. Diagnostic testing in reading, mathematics, English grammar and %
usage, literature, science, and social studies (using a test ;
instrument like the Iowa Test of Educational Development) 5
3. Counseling (to guide students whose scores indicate that they
are likely to fail into more suitable programs and those who
are ready for the GEDT to take it at the earliest opportunity)

L A e

4. Grouping the students according to their specific needs either
into classes or groups within classes

5. Planning specific programs for each class, group, and individual
designed to meet his needs

This publication is designed to assist the instructor by providing
him with material useful in devising programs suitable for his students
consistent with the limitations (time, availability of materials and
equipment, etc.) within which he works. WNo portion of this publication
should be thought of as a curriculum or course outline.
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Guidance Role of the Instructor
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The instructor has some definite responsibilities in the area of

guidance. He should be responsible for the evaluation of student needs
B and background. He should be available before and after class for coun- |
seling students concerning problems within the academic area. It is his ]
responsibility to counsel privately and informally those students who
prove troublesome because of their lack of conformity to class procedures ’
and requirements, specifically those "attention-seekers' who interrupt |
classroom instruction. Should a troublesome student become a major problem,
he should be referred to the guidance counselor or director.

T
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The instructor's guidance responsibilities end when he finds that the
individual student's reading level requires the help of a reading specialist,
or that a student's personal problems require the help of a guidance coun-
selor, or that the troublesome student needs professional help beyond that
which an instructor or guidance counselor can offer,

A standard form, such as the one on page 94 should be used to gain
basic information about the student. This form should be completed by all
students at the same time, and it should be impressed upon them that it is

- basic information needed to effectively operate the program and is in no
way an evaluation. The completion of this standard form and administration
of any tests should be conducted early enough in the program to prevent
students from becoming discouraged and dropping out before they can be
grouped and helped. However, it is not recommended that any testing be
done during the first session. It is more important that desirable
instructor-class rapport be developed first. |
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The student's achievement level should be tested in privacy, and he
should be made aware that the test is a tool to be used in determining his
needs and developing the proper learning situation for meeting these needs.
The information gained from these tests should enable the instructor to
group the students within the class. The guidance counselor can be helpful
in selecting, administering, and scoring the tests; evaluating the results;
and counseling individual students concerning the best course of action for
them to pursue in light of the test results and their individual goals.
Where a guidance counselor is not available, this responsibility also must
devolve upon the instructor.

It is the instructor's responsibility to check on absentees. If a
student misses two consecutive classes, it is recommended that he be called,
made aware of the work he has missed, and urged to continue regularly.

Some students feel that one or two absences destroy all chance of success,
and many of these become dropouts from the program. It is recommended

that during the time allotted to review and reinforcement in each class,
special provision be made for those who have been absent. A duplicated
outline of the lesson stressing major points and an attached worksheet

might be provided by the teacher. The student could follow this during

the review, and questions from the worksheet might be used for illustrative
purposes for the whole class. At this time, the instructor should determine
if there are any problems being experienced by the absentees in their under-
standing of the previous material as well as the current lesson.

Methodology

Of special importance to a successful equivalency program is the proper
emphasis upon planning by the instructor. Scores from the pretesting program
have indicated the achievement levels of the students. Using this infor-
mation, the instructor has a basis for grouping within the class. His
groups should be comprised of students with like abilities and achievements
in a given subject area. These groups should not necessarily remain con-
stant since some students will progress more rapidly than others and neces-
sitate a grouping change. Also, a particular student in a given subject
area may achieve at a different rate in another subject area and therefore
should be grouped accordingly. Flexibility in grouping is important, but
it is recommended that there be no more than three groups in a class, lest
the preparation for the class become too difficult and the management of
the class too cumbersome.

The instructor may find within the class a student or students who
do not fit academically into his grouping scheme. Their deficiencies may
indicate that they should not take the GEDT at this time, but rather enroll
in a basic education class or utilize carefully planned programed or other
self-directed materials that will fit their needs. The instructor may find
the recommended time emphases included in this publication especially helpful
in planning his program and course material. To a degree, the class itself
will be the determining factor in the depth and scope of the content covered,
but the instructor should establish his own predetermined goals and allotted
priorities which the class in general should have reached by the end of the
course.
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Each class session should begin with a review of the previous lesson.
The main points of the previous lesson should be reemphasized and, if it is
at all practical, the students should be reminded of the place at which they
started, the point at which they have now arrived, and what future lessons
hope to accomplish. This technique will help validate the lesson to follow
and emphasize goals which have been set for the student.

It is important to class success and regular attendance that the
classes be stimulating, informative, and purposeful. A wide variety of
techniques and formats is recommended. The instructor and class must make
effective use of the available time. The instructor must constantly be
aware of the needs that face him: the need to identify those students who
require more basic work, the need to diagnose student difficulties as they
appear, the need to guide, stimulate, and evaluate students' progress.
Teaching devices should never be used as an end unto themselves, but coupled
with the development of sound subject matter skills, they will provide the
instructor with a variety of techniques and should prove to be useful
learning stimuli for the students.

Aids to Instruction

Maps, charts, graphs, newspapers, and periodicals should be available
in the room, and slides, filmstrips, movies, overhead projectors, opaque
projectors, and film projectors available to the instructor. Record players,
recordings, and tape recorders could prove a valuable adjunct to the presen-
tation. Enough rulers, compasses, protractors, and various visual mathemat-
ical aids should be made available to the class. Scientific exercises
conducted by or demonstrated for the class prove to be both interesting

and informative. The resources these adults themselves bring to the class
should not be neglected.

The director of continuing education must exert every effort to have the
school library open and staffed during the evenings that the equivalency
program is being offered. If this proves to be impossible, then a library
cart might be used by the instructor to bring to the classroom those books
and materials which he feels might be helpful to his program.

There may be community resources which might be utilized in special
subject matter areas. The instructor might find it helpful to bring in
sarious members of the community to address the class or present special
material. Although the main motivation for the students may be the success-
ful passing of the GEDT, the instructor should take advantage of every op-
portunity to educate and to spark an interest in further learning.

Evaluation

An especially sensitive area in adult equivalency courses is the prob-
lem of evaluation. While periodic testing is a necessary and vital part
of any instructional program, the instructor may find it wise to use the
word 'test" very little, or not at all at the beginning. Adults in this
course tend to be highly sensitive to their educational limitations, and
a testing situation is often interpreted by them to be a direct threat to
their status as individuals, demonstrating their limitations as students,
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To avoid this reaction by the students and to promote a more relaxed ap-
proach to testing situations, the instructor might refer to tests as prac-
tice for the GEDT. Early tests should follow the format of GEDT, but the
questions should be fairly easy ones. As the evaluation phase progresses,
the test content should more fully reflect the lessons taught and should
build in degrees of difficulty. The instructor should provide adequate
time to respond to test questions and some extra time for the student to
review his answers. |

On early tests it is suggested that the student retain his own paper
to correct and score so that he may become aware of his deficiencies without
exposing them to the class. Later tests should be scored by the instructor
and time provided after class to discuss with anyone who so desires the
responses given and why mistakes were made. The instructor may observe the
test habits of his students. Those who work too slowly or fail to complete
tests may benefit from additional practice and advice. The test results
themselves might be tallied and a frequency table derived. This table would
indicate to the instructor the areas in which questions were missed and
those in which greater emphasis and perhaps even retesching are necessary.
These tests should be used as a teaching device, not as an end in themselves.
Further, the program will provide students with experience in testing
situations. This experience will prove valuable should the individual be
faced with a Civil Service examination or similar examination involving
job promotion.

Note: The following section and all sections of this publication.
dealing with the '"'scope of the program' are not intended as
curriculums or course outlines. It would be impossible to teach
such courses within a practicable time period. They do provide
the range within which the instructor should devise programs
suitable for his students in light of their specific problems
and the limitations under which they must function. It also
provides the instructor with a concept of the range of content
which the many forms of the GEDT cover.
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THE READING PROGRAM

The instructor should impress students that they count in this reading
program. In fact, they are the single most important factor. Their
attitude, their essential desire to improve their reading skills and to
practice them diligently, will make the difference in their reading progress.

The reading program consists of six major parts: informal diagnostic
test, techniques of reading, comprzhension skills and techniques, memory
skills and techniques, vocabulary development, and reading rate.

INFORMAL DIAGNOSTIC TEST

(Try to complete the work in 30 minutes.)

I. Major and Minor Topics. Select the two main categories from the
following lists. Write one category next to A and the other next to
B. List the appropriate subtopics under each of the two main
categories.

English Biology Sciences Spanish
Botany French Chinese Languages
Russian Physics Zoology Chemistry
A. (Sciences) B. (Languages)

1. (Biology) 1. (English)

2. (Chemistry) | 2. (Spanish)

3. (Botany) 3. (French)

4. (Zoology) 4. (Russian)

5. (Physics) 5. (Chinese)

II. Main Idea and Detail. Read the following section about the great
Italian actress, Eleanora Duse, and answer questions A and B by
checking the items you think are correct.

Duse's voice was rather high. When she was young she had
to train her voice for strength and fullness, but it remained
the high Italian kind of voice. In fact, when I heard her in
1923 in the big Century Theatre, I thought her voice was a little
too big. I was seated in the back of the orchestra, and I had no
difficulty in hearing. Her voice had a strange quality which I
have never heard in any other voice. You were never aware of the
expenditure of effort. The voice came out easily. It was some-
how on a stream of breath. It seemed to float. It simply left
her and went on. It traveled, and yet you had the sense that it
was the same easy voice wherever you might hear it in the theatre,
It was a voice that had no difficulty, perhaps because of her un-
‘canny ability to relax.
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IV.

Taken from Strasberg at The Actor's Studio. Edited by Robert Hethmon.
New York. The Viking Press. 1965.

A. The main idea of this paragraph is

the good actress that Duse was

the highness of her voice

the qualities of Duse's voice

the difficulty in theatergoers' being able to hear her
Duse's need for training when she was young

TH

o

As a young woman, Duse received training in order to make her

somewhat higher
somewhat lower
stronger and fuller
more interesting
sound older
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Word Structure. To describe the meaning of each underlined prefix,
suffix, or root in the left-hand column below, select the correct

word or expression from the right-hand column. Place the letter of .
the meaning selected on the line preceding the matching prefix, suffix,
or root.

(b) 1. unhappy a. carry
(e) 2. prediction b. not
(h) 3. misfit c. stretch
(7) 4. exit d. across
(k)_ 5. subway e. before
(a) 6. porter f. tell -
(f) 7. describe g. lead
e) 8. extended h. wrong
(2) 9. producer - i. a person occupationally connected
(1) 10. captured with
j. out
k. wunder
1. taken, seized

Word Pronunciation. Next to each of the phonetic respellings of the
following items write in conventional spelling the word for which it
stands.

Examples: gol goal tung tongue

1. flud (flood) 6. chef ~ (chief)

2. flot float) 7. mil”s ner®i (millinery)
3. flak (flake) 8. skop ~ (scope)

4. fon (phone) 9. sut”sl (subtle)

5. kon sesh”an (concession) 10.

va nil”s (vanilla)
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V. SyZZabication. Divide the following words into syllables. Mark the
primary accent with one stroke and, where necessary, the secondary
accent with two strokes,

22 Aty o RGP LT AP A TR o AN D ISR A

| Examples: concentration con®cen tra“tion
i 1. ignition . (ig ni"tion)

§ 2. umbrella (um brel”la)

j 3. qualification (qual’¢ fi ca tion)

b 4. reproduction __ (re®*pro duc”tion)

Bastice Techniques of Reading to Increase Efficiency

Assist students to determine their purpose in reading the material.
Then the purpose will dictate both the reading technique and the rate that
will be required. Frequently students know their purpose prior to reading;
on other occasions reading purpose is decided by the procedure called
previewing.

e AR R TCTER
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Students need to know a variety of reading techniques; previewing,
scanring, skimming, thorough reading, and studying. These techniques are
described here in terms of their most effective use, step-by-step
procedures, and the kinds of materials to which they most readily apply.
This material is contained in the Department handbook Teaching Adult
Reading. Additional assistance can be obtained by direct reference to this
publication.
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B

Prequizzes on Techniques

AN DI T e

A quiz might introduce the instruction for each specific skill to be
learned. Such quizzes will help the instructor find out what the students
already know and indicate what instruction would be appropriate to assist
them in using the technique. Satisfactory answers have been placed in
parentheses directly following the questions.

LS Tt e

Previewing

Prequiz on Previewing

1. What does the word preview mean? (To see something beforehand.
A preview of a movie shows some of its scenes in advance of the
full presentation of the film.)

2. Do you think of the word preview in connection with television
shows? If so, in what way? (Yes, in the fall the TV networks
present new shows. Local TV stations carry previews of these
shows prior to their initial presentation to inform the viewing
public about them and to arouse interest in them.)

3. How would you preview a book? (Note the title, author, and
publication date; use such sections of the book as the preface,
table of contents, and index. Also read some of the passages to
get an idea of the style.)
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4. How would you preview a magazine article? (Note the title and
author, read headings and subheadings, look at the illustrations,
and read some of the article to learn about its general content.)

g 5. Why would you preview a magazine article? (7o determine whether
1t would be interesting to read it)

:
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6. In addition to magazine articles and books, what reading materials % i
would you preview? (Newspaper articles, reports, and bulletins) (-
Previewing is frequently referred to as a surveying, pre-reading, or % ;
overview. Its purpose is to gain a general idea of the material. The .
. i . . . i1 d
¢ preview may give the reader all he needs to know about the selection, or ! %
{ it may convince him he needs to read the whole article. L
) N
Six Steps in Previewing .
.
T
. . 4 i
The student should complete only those steps which he finds are neces- P
sary in order to fulfill his reading purpose. ; %
(1) Note the title and the author. )
Reading the title questioningly will help to determine the specific .
topic being presented. Sometimes the title indicates the main emphasis as i g
well as possible limits of the discussion. The author's name, together .
with information concerning his special competence to write on the topic, .
provides a basis on which to judge his expertness in this field and the .
value of the material. .
. ﬁlq; }."
3 %
. ]
(2) Read the introductory paragraph. .
I
i ; £
(3) Read the section heads and subheadings. .
| /A
.
| Noting the headings and their relationships to each other will guide § %
. . . . . - . £ %
the reader to an initial understanding of the organization, emphasis, .
trend of the presentation, and what the author thinks are important aspects " §
of the topic. ' : '§ %
] (4) Look at pictures, illustrations, charts, tables, and maps and read % §
% their captions. )
3 oy

s
§

| Visual material and accompanying captions often take the place of
subheadings in clarifying the author's main ideas.

STt e

e

(5) Note the style of writing.

A e S RS A L
"

The reader might try to estimate how much time would be required to
read the article. Ordinarily such an estimate would be based on the
lengths of paragraphs and the style of writing.

-2iE
.

st

(6) Read the summarizing paragraph.

T st ST R T A T AN ¥ m..sui.f.ﬁzgg

The gist of the author's presentation may be given in a summary.
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Practice Materials

Because of their format, textbooks, encyclopedias, and materials such
as railroad timetables, restaurant menus, and schedules of events in
museums and public libraries are particularly appropriate for preview
practice.

Suggested Method for Teaching Previewing

The procedures suggested for the teaching of this technique could also
be adapted to instruction in the other techniques presented in this section.

i e Use a prequiz (see page 15) to determine what the students already
g know about previewing, with questions written on the chalkboard or
presented orally.

* Demonstrate how to preview a magazine article which might be con-
tained in a textbook on reading improvement. The selection should
have subheadings and illustrations. During the demonstration,
students follow the instruction, using their own copies of the
selection.

e After the demonstration, answer student's questions about preview- L
ing an article. |
* Next have students preview another magazine article and complete a
comprehension check based on this procedure. This article and
‘accompanying check may also be contained in their reading improve-
ment text.
* Discuss the answers to the check.

e Summarize the lesson.

¢ Encourage students to preview magazine articles and to bring
questions and observations about this practice to class.

Scanning

é - Prequiz on Scanning

1. How do you find a number in the telephone book? (Use the last and
first names of the person. Check the address if there are several
people with the same first and last names as the person you want
to telephone. Use the alphabet to do this as well as the guide
words at the top of the page.)

ﬁ:‘&-‘wﬁ-#&v;&v—€~’ﬂ¢wa%‘k o,

E | |

| 2. How do you locate a word in a dictionary? (Use guide words, the

i alphabet, and the spelling of the word. Guide words indicate the |

; first and the last words which are defined on the page.) i

3. The procedures referred to in questions 1 and 2 require SCanning. ;
What other reading materials would you scan? (Timetables, stock
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market quotations and TV listings in newspapers, indexes, and
encyclopedias)

apprA AL B T e R PR s 8 TN
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4. What is the purpose of scamning? (To spot information quickly)
Six Steps in Scanning

(1) Know exactly what information you are seeking.

(2) Preview the selection to understand its general organization.

(3) Read the material very quickly.

| Skim in a zigzag, spiral, diagonal, or vertical manner.

A S MM T S A g e SN S A o A SR T T s

Skimming Patterns
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(4) Look for clues to the general location of the information.

If well acquainted with the structure or organization of the material—
menus, railroad timetables, museum schedules, and telephone directories—
estimate at what place in the material the desired information would be
given and look there first. Look to see if there is alphabetizing or

some other standard.

IR B R s R

gt

.
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(5) Spot guide words and other clues.

DA 17 AR

| Numbers, names, dates, places, titles, and special type faces might
lead the reader to the specific information needed.

(6) Read carefully,

Once a clue word is found, pause and read carefully in order to find
the required.information.
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Practice Materials
Magazine and newspaper articles, dictionaries, stock market quotations
and TV listings in newspapers, telephone directories, and materials suggest-
ed for practicing previewing
Skimming
Prequiz on Skimming

1. How are skimming and scanning alike? (You read very rapidly for
each, using the same process.)

2. What reading material might you skim? (Magazine and newspaper
articles, reports, and bulletins) |

3. How do you skim? (Read very quickly the key sentences to get a
general impression of the article.)

Some of the purposes of skimming are to locate the main topics which
are presented, understand the general organization, find main ideas,
summarize the material, and discern relationships among items in a table.
Four Steps in Skimming for Main Ideas

(1) Preview the material.

Note the title, subheadings, and words in italics or boldface to
acquire an overall impression of the material.

(2) Locate topic or key sentences.
Locate quickly the location of the key or topic sentence in the first
few paragraphs. The key sentence is often the first-one. Move rapidly

from one topic sentence to the next.

(3) Read key sentences carefully, observing the author's bfderly train of
- thought.

| (4) Skip all details.

Take a comprehension check based solely on understanding the main
ideas. Such checks accompany reading selections in reading improvement
textbooks.

Practice Materials

Newspaper and magazine articles are useful in practicing skimming for
main ideas.

Three Steps in Skimming for a Group of Details
(1) Read at top speed and locate the pertinent phase of the topic, skipping

material not related to this phase.
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(2) After locating pertinent phase, gather all details and form a unit of
thought.

(3) Stop reading upon acquiring the information about this phase of the
topic.

Complete a comprehension check based solely on understanding the de-
tails. Such checks accompany the reading selections presented in reading
improvement textbooks.

Practice Materials

Newspaper and magazine articles and familiar technical articles and
books are appropriate materials for reading practice.

Five Steps in Skimming to Summarize an Article
(1) Preview article to gain a general impression of its contents.

(2) Read introductory paragraph thoroughly to grasp the author's starting
point.

(3) Read quickly the topic sentence of each paragraph.
(4) Note those sentences that have words printed in italics.
(5) Read the last paragraph thoroughly to grasp the author's summary.
Practice Materials
‘Magazine and newspaper articles, financial newsletters from banks,
textbook and other nonfiction materials may be used to practice this type
of skimming. '
Thorough Reading: Following Printed Directions
Prequiz on Following Printed Directions

1. At what reading rate should directions be read? (Somewhat slowly)

2. How many times might you read the directions on a container of
medicine? (Two or more times depending on the difficulty of the
direetions)

3. What procedure do you use when you read printed directions? (Read
to determine the steps enumerated in the directions and read again
as you perform each step.)

Three steps in Following Directions

(1) Read once for an overall understanding.

Read the directions to gain a general understanding of the complete
procedure. The reader should attempt to picture each step in a sequential
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g order as well as the expected outcome of each step. /
* i
i (2) Reread while carrying out directions. |
j Reread each step while carrying it out exactly as directed. Go on to

5 the next step only after the completion of the previous one. This procedure

| ‘may require several rereadings to make certain nothing has been omitted or ;
) misplaced. 7
{ (
! (3) Note exact specifications. t
13 &
Y 5
% If the directions give specific numbers, such as '"two tablets,'" always

! reread that item to be sure you understand the correct number. B
y Practice Materials

" g

Samples of printed directions are to be found on labels on food and
medicine containers; on folders accompanying home appliances, concerning
their assembly and repair; with the instructions for do-it-yourself home
projects and, of course, in recipes. -
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Thorough Reading: Selections

FSREET AR ISR T Rl S SRR T T

Prequiz on Reading Thoroughly

1. What are various patterns of organization which authors use?
(Chronological, cause and effect, opinion and reason, and question
and answer)

2. Why must one understand the meanings of key words in reading a
selection thoroughly? (The reader must get the exact meaning of
the material.) |

TSI

3. What do the words but, yet, and however indicate? (Some ideas are
-~ being presented which may change or add to previously stated ideas:)-

B 0 A N 3 S L A O Ao X A U S g o NI S N PN B Y R AL Sk o A M T N S S

4. What procedures would assist the reader in recalling material he
has read? (Outlining, making notes, or writing directly on the
reading material i1f it belongs to him)

Additional Skills

TR i i R e S WS e el

Other skills that will assist adults in reading articles thoroughly
are identification of the author's plan, use of outlining or notemaking,
understanding the meanings of significant words, noting the use of
punctuation, and watching for clue words and phrases.

R S PRI

ey

Identification of the author's plan. Various patterns of organization used

by authors include chronological, comparative, enumerative, cause and effect, %
development of a concept, opinion and reason, and question and answer. An ;
understanding of the plan aids the reader to interpret the material more
easily.

%
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Use of outlining or notemaking. To remember more effectively, the reader
might outline, make notes, or write directly on the reading material if
it belongs to him. These skills are discussed in connection with study
techniques below.

Understanding the meanings of essential words. In trying to comprehend
material thoroughly, the reader must already know the meanings of the
significant words which it contains, be able to determine their meanings
through context or through the use of a dictionary, or be able to use a
glossary which accompanies the material.

SQ3R Study Technique

A widely used study technique is Francis Robinson's SQ3R, letters
which represent survey, question, read, recite, and review. The following
is a brief summary of the five steps involved in this technique as drawn
from Robinson's book, Effective Reading, published by Harper and Brothers.

Step 1. S-Survey to ascertain the main topics which are discussed. Glance
over quickly the section headings in the chapter to spot the main
points or topics which will be developed. Read the final summary
paragraph of the chapter.

Step 2. @~Question to whet curiosity, increase comprehension, and to give
a purpose for the reading. Turn each section heading into a
question.

Step 3. R~Read actively to seek the required information. Read the section
to find an answer to the question,

Step 4. R-Recite to fix the ideas in memory and to self-test knowledge.
Looking away from the material, give orally a brief answer in your
own words to the question after reading each section. Also give
an example with each answer. While reciting, jot down on paper
clue phrases in outline form. Repeat steps 2, 3, and 4 for each
section heading until the chapter or the lesson is completed.

Step 6. R~Review to see the organization of the material as a whole and to
remember the main points and the subpoints. After completing the
reading, read your brief notes to get an overall view of the main
points and their relationship. Cover up the notes and recall the
main points. Then uncover each main point and recall the subpoints
listed under it.

Review: Four Techniques of Reading, Utilizing Newspapers

Preview

* Read news index for general content of newspaper (if available).

e Preview news article which is accompanied by a photograph or map.
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Locate time of specific TV or radio program.
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* Locate specific section or page for an article, using news index.
| ¢ Locate closinghprice of a specific stock in the financial pages.

* Locate lowest temperature predicted for that day in the weather
report.

Skim

¢ Skim using key words exclusively to gain the meaning of a news
article.

® Skim to locate details of an important idea.

 Skim headlines and first paragraphs to acquire the main ideas of
news stories,

e Skim newspaper to see which items you want to read more thoroughly.

Read Thoroughly

®* Read recipes or do-it-yourself home projects to follow directions.

e Read book, play, or movie reviews. o ;

| * Read and evaluate advertisements whose main purpose is to sell
| products.

Summary Chart of Reading Techniques

;
PURPOSES KINDS OF MATERTALS TECHNIQUES RATES %

To gain a general idea Textbook, reference, Previewing Rapid

of the contents and other nonfiction

materials, and magazine
and newspaper articles

To spot Textbook and reference Scanning Very
information materials : rapid
: . : . : {
To summarize Textbook material and Skimming Rapid i
the material magazine and newspaper | i
articles i
f
To follow printed Recipes and labels on Thorough Slow ;
directions medicine containers reading I
{
i
d
4
!
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