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WHY WORK? ~ : a ‘
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Objective: To provide some understanding of why people work and to
motivate students toward gainful employment.

I
T
>

,. Motivation Activity: Conduct "brainstorming' activity with group of students

DA concerning why people work. Set up rules for session by

Emn |

indicating that each student will give only one reason and

: no one can argue against or laugh at his reason. One stu-
€ ) dent can list the reasons on the chalkboard for later dis-
4 cussion after all reasons are given. The class may wish
to place the reasons in order of importance.

- Developing-Core: MONEY is usually the main reason most people work.

RS £ Some work to do something interesting or to be useful.
. Others work to gain experienceé or to learn a business.

' Some wish to be with other geople. MANY work so they

will not need to depend on others. Work also has other

value such as.a feeling of accomplishment and self-

fulfillment when a job is well done.
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WHAT WILL YOU DO WHEN YOU ARE OLD ENOUGH TO
WORK? Will you want to get a job? Will you want to earn
money? Will you want to be independent? Will you enjoy
working?

[
|

Other Activities: Develop a matching game using the life stories of some
outstanding people (emphasize the amount of work involved  _
to be successful). Give the students a summary of the life
of an individual and have them guess the name that may
match the story. Use articles such as the feature on Bill
Russell on page 3 for the story. Many books are available
giving brief stories of famous people. Have the students
form teams and compete for points if time permits. Con-
tinue to emphasize the work necessary in each case.

Invite successful people to talk to group about work. Use
individuals from the Pittsburgh area such as industrial
‘leaders. Groups such as the Chamber of Commerce,
Misters, ‘etc. will probably provide speakers for your
class. If possible, try to obtain people who graduated
from your high school or at least 'a Pittsburgh school.
Inform the speaker that he should emphasize why students
should work.
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OUTSTANDING ACCOMPLISHMENTS

[ )
Bill Russell
Bill Russeil wasn't good énaugh to make the homeroom
basketball team iffthg $th grade at Hoover Junior High in
Oakland, Calif. K

Then he began to grow. By the time he was a senior at
McClymonds High, Russell was a towering 6-foot-5 and a star on
the school’s championship varsity squad.

From then on, he never stopped to look back in his climb to
the ranks of basketball’s immortals. '

Russell grew to 6-foot-10, toppled records right and left won
countless honors, dominated the game for more than a decade
and became wealthy in the process.

Then he capped his career by becoming o& first black coach

in any major league sport when he took the helm of the
Boston Celtics.
' William Felton Russell's climb to the top began in Monroe,
La., where he was born in 1934. When he was 8, his family
moved to Oakland and his father' went to work in a defense
plant. His mother died a fow years after their arrival in the
Callifornia city.

RUSSELL grew up " Oakland and after graduation from -

McClymonds High moved on to the University of San Francisco
on a scholarship. )

He led USF to two NCAA titles, once chalking up a string of
60 successive victories, and made All American two years.

Russell was named the NCAA’s most valuable player and
player of the year by the Helms Athletic Foundation in 1955

In 1956, he led the United States to the Olympic title in
Australia. -

Russell joined the Celtics in 1957, and it became one of the
most successful teams ever assembled in the history of the
game, ]

. In his 13 years with the Celtics, -the team won 11 NBA
championships and was champion of the Eastern division 12

The bearded giant, dubbed Bill “the stuffer,” was undisput-
ed king of the backboards and a -defensive genius.

HE SET an all-time record of 21,721 rebounds and amassed
a total of 14,5522 points for a per game average of 15.1 in his
professional career.

No one could handle him. An
“When he stretches out he's
but an"Army 45.”

Russell was voted to the NBA all-star team every year he
p{ayed and five times was chosen as the NBA’s most valusble
player.

Noted for his sense of humor, Russell also had a serious side
wlg‘i’ch led nim to be discontented despite his success. In 1983, he
said,

“I consider my life to the present time a waste. I don't

opponent once wryly 'noted
nine feet tall. There's no defense

They Had a Dream

By GEORGE REASONS
Iltustrated by Sam Patrick - -:
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consider anything | have done as contributing to society. 1 !
consider playing professional basketball as marking time, the
most shallow thing in the world.” ) ;

Three years later, Russell succeeded Arnnid (Red) Auer. 1
bach as Celtic coach. As player-coach, he carned more than
;ust&oo a year, the highest paid team athlete in the Ugyted
tates.

But his interest in the game waned and he quit in |
he was earning more than $200,000 annually because he
refused to be a mercenary playing strictly for the money.

The accolades continued after iNs retirement. In 1970, the
Asscciated Press voted him the basketball player of the decade
and he was elected to NBA's Silver Anniversary Team.
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This article is one of a series in the Pittsburgh Post-Gazctte., A different person

is featured each Tuesday,

available at the Post-Gazette office, 50 Blvd, of Allies, Pittshurgh,

Back copies (past articles going back one year) are

Telephone

"ACK COPY DEPARTMENT at 263-1120 1f you desire past articics,
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Human Resources

School or public librarian for information on famous people.

B'nai B'rith Career Guidance Service.

Material Resources

e

Audio-visual materials.
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THE PITTSBURGH JOB MARKET

Objective: To develop a knowledéé’of the Pittsburgh job market and
the value of education related to the '"world of work. "

e
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Motivation Activity: Ask the students to list various local jobs on the chalk-
board. List them into two columns--one for entry jobs
not requiring a high school diploma and the other for jobs
requiring at least a high school education. Conduct a dis-

-cussion on the job sitvation in Pittsburgh. Talk about the

g’ necessity of getting an education to meet the demands of

the job in which they may be interested. Use the Chamber

of Commerce and the Bureau of Employment Security in-
formation in Appendix I to help with this opening activity.

Developing Core: The Pittsburgh labor market area covers Allegheny, Beaver,
Washington, and Westmoreland Counties. See the map on

page 9. .

The Pittsburgh area has been dependent on two industries,
‘ steel and coal. Now there is a diversification of industries.

Te—

The fact that Metropolitan Pittsburgh keeps expanding its
- industrial community is not well known. Over 6, 000 dif-
ferent products are coming ot of plants utilizing the skills
of 259,218 men and women, whose combined income ex-
- . ceeds $2.1 billion a year,.

The expectation for Pittsburgh's industrial future is bright.
According to recent surveys, manufacturing firms plan to
increase their capital outlays. For 1972, an 8 percent in-
crease in spending over 1971 is expected by Pittsburgh
area firms.

- Of the major manufacturing industries in the Pittsburgh
area, the following industries employ the most pecple.
: 1. PRIMARY METAL INDUSTRIES.
2. ELECTRICAL MACHINERY, EQUIPMENT,
AND SUPPLIES.
3. OTHER MACHINERY,
4. FOOD AND KINDRED PRODUCTS.
; 5. FABRICATED METAL PRODUCTS.
J Of the major industries in the area, the following informa-
tion shows the industries with the largest number of plants,
L‘ 1. PRINTING, PUBLISHING, AND ALLIED PRODUCTS.
2. FABRICATED METAL PRODUCTS.
3. FOOD AND KINDRED PRODUCTS.,
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4, OTHER MACHINERY.
5. STONE, CLAY, AND GLASS PRODUCTS.

Some entry-level jobs in the Pittsburgh area are as follows:
NURSE'S AIDE CLERK;STORE OR OFFICE

ORDERLY CAR WASHER
PORTER KITCHEN HELPER-HOSPITAL

CASHIER MAILROOM HELPER
WAITER SHIPPING CLERK

WAITRESS BUSBOY
CUSTODIAN STOCK BOY OR GIRL
USHER GAS STATION ATTENDANT

The following chart shows the value of an education.

UNEMPLOYMENT RATES ARE HIGHEST FOR
YOUNG WORKERS AND THOSE WITH
. THE LEAST EDUCATION
Ycars of
School
Completed
5% © 10% 15%

High School

Unemployment Rate (March 1965)

Léss than
4 years [T

18-24 irs. old.

25-54 yrs. old.
i

4 years

i

College

Less than
4 years

4 years

or more
Source: Bureau of Labor

Statistics
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Other Activities:

Invite a representative of the Chamber of Commerce to

speak to the group on the Pittsburgh labor scene.
industrial representatives are also willing to assist you

Many

with this activity.

Conduct a "rap session' with the students on their expecta-
tions in the Pittsburgh job market. Be certain to include
information on unions and education, etc.

Discuss the preceding chart concerning unemployment as
related to the '"world of work. '

NOTE: THE PITTSBURGH AREA PUBLISHES A "LABOR
MARKET LETTER" EACH MONTH. TO OBTAIN
THIS LETTER, TELEPHONE 565-5350 AND ASK
TO BE PLACED ON THE MAILING LIST. THERE
IS NO CHARGE FOR THE PUBLICATION.,
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PITTSBURGH LABOR MARKET AREA

BOROUGHS AND CITIES IN ALLEGHENY COUNTY

-
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Tarestun
Thotnburg
Tuetle Creek
Verons
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West Elirabeth
West Homestead
Wesr View
Thitaket
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Human Resources

A

The Central Coordinator and/or the School Coordinator can help with this unit.

ey

Material Resources -

Audio-visual materials.

Bureau of Employment Security--Job bank information.
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Otjective:

Motivation Activity:

Developing Core:

Other Activities:

12

ELF-EVALUATION
To evaluate marketable skills and readiness for employment.

Give each student a small piece of paper (2" x 3'") and ask
them to write what they think they can offer an employer
--five minute time limit. Ask them to turn the paper over
and write what they think an employer can do for them.
Ask them to compare. A group discussion should follow
concerning marketable skills, expectations of employers,
etc.

What kind of a job are you looking for? This job should
be suited to your interests, your skills, your abilities,
and your personality. Know what you like and dislike.
Job success depends on enjoying your work.

e
A potential employer is interested in what an employee
can do for the company. Most employers will ask this
question during a personal interview for a job. Be pre-
pared to answer this wisely. ™

Ha;re each student complete a self-inventory such as the
one on page 13.

If necessary, ask each student to list his "likes'' and
""dislikes'' on the back of the inventory sheet.

Perhaps some students will desire to take pertinent
aptitude, job competency, personality, intelligence,
vocabulary, and arithmetic tests--all to be used only
for self-inventory.

Invite a representative of the Pennsylvania State Employ-
ment Service to inform the students about the ""employment
counseling gservice'' available--possibly some students can
arrange to take advantage of this service.
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Self-Inventory,
Name ‘ Date
1. What kind of work do I most enjoy at school?
2. What kind of work do I most dislike at school?
3. What are my special skills?
4. Do I like to work with people?
5. What is my immediate goal? i
6. What would I like to be doing five years from now?
7. What preparation will be necessary to achieve this goal?
i 8. What kind of job would I like to have?
9. How much can I currently expect to earn in this job?
10. Do I possess the skills required for this kind of job?
11. Do I posséss the education required for this kind of job?
12, Is my physical condition such that I could handle this kind of job? ]
13. Is my personality such that I could handle this kind of job? '
14, The advanta.ge of the kind of job I want are: e
1.
2.
3.
15, The disadvantages of the kind of job 1 want are:
1.
2.
3.
16, Could I advance on this job without further education?
17. How could I be sure that I could advance on this job or advance to a better

job?
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Human Resources

You may wish to invite the school counselors to help with this unit.

. . Material Resources

Film: The Big Question: Choosing Your Career SM 443.3 28 min.

Tells how two high school students--a boy and a girl--went about choosing their
career. With the help of their guidance counselor and parents, they learned how
to take inventory of themselves--how to discover their strengths and weaknesses,
and then compare these with the needs, demands, and challenges of various
career possibilities.

Film: Habit Patterns SM 445.49 15 min.

Barbara is never prepared, never on time. Through the years, she has built up
a set of disorderly habits that are spoiling her relations with her family as well
as her teachers and friends. After a particularly unhappy experience, Barbara
takes steps which, if repeated, will help her to become more like Helen,- her
friend who learned to plan for her tomorrows the day before.

Film: How Honest Are You? SM 1 445,27 13 min.
Shows certain conclusions about what honesty is and how a person may apply the
test of honesty to his thoughts and actions.

14
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Objective:

Motivation Activity:

Developing Core:

Other Activities:

PERSONAL DATA SHEET

To develop an understanding of the use of a personal data
sheet and to provide practice in its preparation.

Draw an outline of a hcuse on the chalkboard. Add doors,
windows, chimney, etc. to the house being careful to pause
between each addition. Emphasis how omitted lines make
recognition more difficult. This should illustrate how to
build a personal data sheet.

Before you go to an interview or to an employment agency,
it is wise to have a personal data sheet. This sheet gives
all the information which most employers request from
you. It will save you time when filling out an application
for a job. It should be typewritten or neatly printed and
could include the followiny items:
1. Name and address.

Social Security Number.

Telephone number.

Date of birth,

Names of parents (guardians),

.~ Schools attended--dates of graduation or leaving--

courses and activities.

Other educaticn or training--dates and type.

Hobbies or other activities.

Previous employment record--dates, salary,

type of work, name and address of employers,

supervisor's name. '

Type of work desired.

References--with permission (teachers, clergy-

men, previous employers, etc.) including

addresses and phone numbers.

Military service--dates, branch, rank, special

training,

Discuss the following questions:
1. Why does an employer ask for references?
2. Who should students give as references?
3.  Why must the student get the person's permission
before giving the name as a reference?
4. What information must be given with the name of
the reference?
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Project a transparency of a sample personal data sheet.
Discuss this with the students. Give considerable time to
the necessity of references.

Have each student complete a personal data sheet such
as the one on page 18. You may wish to duplicate this

for class use.

17
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NAME:

18

TELEPHONE:

ADDRESS:

[o—

SOCIAL SECURITY NO.
WORK PERMIT NO,

AGE: HEIGHT:

WEIGHT: DATE OF BIRTH:

PLACE OF BIRTH:

OCCUPATIONAL GOAL:

WORK EXPERIENCE:

Company

Address Kind of Work

SPECIAL SKILLS:

EDUCATION:

Elementary School

From to

Junior High School

From to

Senior High School

From to

Vocational School

From to

Other Training

School Activities:

RFFERENCES:

Address Telephone No,

2.

3.

11.8_71




Human Resources

wp

The high school English teacher would be most helpful.

Lo

Material Resources
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Audio-visual materials.
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FINDING A JOB
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Objective:

Motivation Activity:

™D

i

Developing Core:

L)

Other Activities:
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FINDING A JOB

To develop a knowledge of job source media and skill in
using such media in seeking employment.

Have students list on chalkbcard resources used in seeking
a beginning job.

Ask a recent alumnus o speak to the group about how he
gec- his first job.

There are many ways to find a job--the following job
sources can be used when seeking employment.
1. Friends, relatives, and neighbors.
2. Help-wanted advertisements in newspapers.
3. Situations-wanted advertisements in newspapers.
4." ~ Pennsylvania State Employment Service.
5. Private employment agencies.
6. Civil Service announcements (city state, federal).
7. School counselors, coordinators, and teachers.
8. Community service agencies.
9. '"Cold canvassing, " v
10. Labor organizations.
11. Trade papers and magazines.
12. Classified telephone directory.

FRIENDS, RELATIVES. AND NEIGHBORS--have students
interview several adults to find out how these adults got
their first job. Discuss these interviews in class.

HELP-WANTED--Pupils bring in classified section of
newspapers and select jobs which seem to be desirable--
teacher may wish to duplicate a partial section of the news-
paper as shown on page 24 if pupils can't obtain newspapers.,
There should be a discussion of the following:

1. Types of jobs,

2. Abbreviations--such as appt. (appointment), cc.
(center city), max. (maximum), etc.

3. Terms--such as an equal rgportunity employer,
fee paid.

4. If telephone number listed--the applicant should
call for appointment--request the name of the
company and person who will conduct the interview,
address, and directions to the site.
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5. When a box nimber is listed, a letter of applica-
tion should be written--see this section for more
information--this ""blind ad'' method 1s seldom
used for entry jobs.,

6. If address’is given--apply in person.

7. Use ad location guide on page 25 (if telephone
number is given) to determine location of job.

8. In order to make a favorable impression, it is

very important that the applicant read, understand,

and follow the directions indicated in the advertise-
ment.

Requirements--do not apply if you do not meet the

specifications stated in the advertisement.

10. Point out the difference between ''situation wanted"
and ""help wanted' advertisements--have the stu-
deats prepare a ''situation wanted' ad for them-
selves--investigate the cost and the procedure for
placing such an ad.

g

PENNSYLVANIA STATE EMPLOYMENT SERVICE--have
the students record the various offices and addresses for
their future use--indicate which offices handle specialized
areas~-encourage students to register--invite representa-
tives to speak to the group.

PRIVATE EMPLOYMENT AGENCIES--have students locate
ads in the classified scction and/or telephone Jirectory to
discover the various types of employment agencies--inform
them that a fee is usually charged and a contract is u=ually
signed by the job seeker--invite representatives of these
agencies to speak to the group--inform the students of the
pros and cons of these agencies--DO NOT ENCOURAGE
THEM TO USE PRIVATE AGENCIES., BUT MAKE THEM
AWARE THEY EXIST AND SHOW HOW TO USE THEM--
summarize the Questions and Answers about Private Em-
pPloyment Agencies located in Appendix JI.

CIVIL SERVICE ANNOUNCEMENTS--obtain copies of
federal, state, and city announcements--examine them in
detail--stress the job listing, requirements, announcement
number, where and when to file, closing date for filing, and

salary range.

SCHOOL PERSONNEL--explain the role of the Office of
Student Employment, the Central Job Bank, Central-based
Coordinators, the School-ba~:4 Coordinator--invi*~ several
of these people in to explain their services--ask one of the
students who obtained a job through these services to tell his
story--USE INFORMATION IN APPENDIX II.




COMMUNITY SERVICE AGENCIES--have pupils prepare
a list of the agencies familiar to them--determine which
of these agencies offer assistance in securing jobs.

e 1 b
At

At

R TARLER iy

LABOR ORGANIZATIONS--have the students select a
union and find out the qualifications for membership and
the procedure to be followed in applying for membership--
see if they have a job placement service for members--
point out that in order to be employed in some jobs, firms,
or industries, the employee must be a union member--
this requires an initiation iee and re_ular dues--SEE UNIT
ON LABOR ORGANIZATIONS,

iy

TRADE PUBLICATIONS--bring in trade papers and maga-
zines showing the advertisements and listing of jobs avail-
able.

e

o,

e

CLASSIFIED TELEPHONE DIRECTORY --have students
prepare a list of places they could visit in one day in a
particular industry--this can point out the value of the
directory,

W W o
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Human Resources

Journalism or English teachers.

» Material Resources

I

Filmstrip: How to Find a Job for Yourself F 44.10
Emphasize and discuss frames 1 to 13.

Film: Finding the Right Job SM 444.27 11l min.

Includes a presentation of job-lead sources; emphasis on one of the crucial
stages in obtaining a job; and how to establish a process of weighing offers in
terms of your future goals and what the company has to offer.

1

Walter James Greenlead, Occupations and Careers, McGraw-Hill Book Company,
New York, 1965,

R T R}

Edward Hodnett, So You Want to Go into Industry, Harper and Brothers, Pub-
lishers, New York, 1960.

United States Government Organization Manual, National Archives & Record
Services, 1967-68.

Department of Public Instruction, Commonwealth of Pennsylvania, The Penn-
sylvania Manual, 1969. ’

Department of Public Instruction, Commonwealth of Pennsylvania, School Laws
of Pennsylvania, December, 1968.

Roberta Roesch, Money, Jobs, and Futures, Macrae, Smith Co., Philadelphia,
1965.

A TR, PR B, N R 1

Joseph J. Famularo, Executive Profile, McGraw-Hill, Inc., New York, 1967.
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EMPLOYMENT CERTIFICATION
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EMPLOYMENT CERTIFICATION

[}
To explain the necessity for employment certification of
youth and the procedures for obtaining such certification.

Inform class that all persons under 18 must obtain employ-
ment certification (commonly called working papers) before
starting work.

Note: Exception--17 year old high school graduate does
not need certification--he is treated as an 18 year
old youth.

Work permits are issued by school officials at the following
address: )
Pittsburgh Board of Education
8 341 South Bellefield Avenue (Oakland)
Pittsburgh, Pennsylvania 15213

The procedure below should be used to obtain working papers:

1. Secure the application form shown on page 30.
2. Obtain evidence of age such as birth certificate,
passport, baptismal certificate, etc.

Have a school official complete Section A.

W
¢ o

5. Bring parent or guardian to complete Section C--
must be signed with a school official present or a
notarized signature can be accepted if a parent
can't come to the school.

6. Take the form to the third floor of the Board of
Education and present yourself for a physical
examination--the physician will complete the
Record of Physical Examination on the back of the
form--you can use your family physician.

7. Take glasses, if you wear them.,

REMEMBER. A NEW CERTIFICATE IS REQUIRED FOR
EACH NEW EMPLOYER.

Issuance of certificate may be refused for the following
reasons:
1. Age requirement--minor may be too young for a
particular job.
2. Hours of employment--excessive and/or within
restricted hours.
3. Job may be prohibited by law.

Take the form to the employer to complete Section B.



|
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Other Activities:

4. The place of employment may be prohibited for
minors.

5. Others such as physical defects, unsatisfactory
proof of age, lack of parent's consent to employ-
ment, incomplete forms.

Have a student who has obtained a work permit explain the
procedure to the class,

Discuss complications such as no birth certificate, etc.

29
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Commonwenlth of Pennsy Ivaniu

PROMISE OF VACATION FMPLOYMENT (This is NOT an employinent cestificate) DEPARTMUNT OF EDUCATION
(This record must be kept for inspection in the files of the issuing officer.) Box 511 Marrishury, Pu. 17126

A. This scc'ion to be completed by the issving officer. Date of Apshcation

Name of Minos Highest Crade Completed Vacation Employmeat Certificate No.

Evidence of age accepted and filed. Evidence shall be requited  Dage fespc?d

in (th‘e order desifnaled. Cross out all but the one accepted. Date R 4
a) Birth Certificate. ate Returne

Date of Burth of Minor {bg gaptinmal Certificate. .

Month b Y c) Fasspert. Signat f Issuing Office

ont d i {d) Other documentary evideace (other than a school record) tgnature of Issuing Tilicur

e) Affidavit of parent or guardian accompanied by physician’s Name of School Disreict

statement of opinion 8¢ to the age of minor.
vz T -

B. This scction to be completed by the prospective employer.

The undersigned cxpects to employ
according to the folloning xchedule of hours:

Sunday Monduy Wednesday | Friday Saturday Total Houts
From] To | From] 'Te From] To Feom ] To From [ To } Per Week

Kind of Work (Specify machine, if any)

During the AM.
School year P.M.

During Summer _A.M.
Vacation P.M.

Name of Firm Telephone Number Street or R. F. D. No. Post Office Zip Code

Kind of Industry Signature of Owner, Superintendent or Manager

C. This section to be completed by the parent or guardian.
1, the parent or guardian of the above minor, do hereby agree to the issuance of an employment certificate for his employment

under the above stipulations. ﬂ

Parent or Guardian ~ [ Street or R. F. D. No. Tast Oftice Zip Code

Application for the employment certificate must bcﬁade in person by the parent, guardian or legal custodian, except for minors who
show official proof of graduation from accredited senior high schools.

DEBE-168 (1-70) (Formerly PICA-26)

ons

the statement of the prospec

Unsatisfactory
{Check)

months from date.

D. Not physically qualified until physical defects are corrected.
(Check)

Signature of Physician
Residence ¢f Physician
Signatore of Physician
Re-idence of Fhvsician

Unsaotisfactory
(Specify)

Satisfactory

n

proper letter the physical qualificat

specified
! shall rescind the employment certificate.

record of my examination. 1 designate be-

H
3
ne

RE-EXAMINATION

1S a true
oyment

t
:
.

issuing offic

RECORD OF PHYSICAL EXAMINATION

Satisfactory
(Checx)

A b g

Signuture of Minor
Signature of Minor

Date of Re-rxmination

placing a cirele around 1t
Date of Examination

4

of the minor for the emp

tive employer.

A 1IN0 el e o e v
C. Physically qualified for a period of

A. Physically qualified.
B. Physically qualified with following limitations:

orm and that the above

Bealth ltems

Pemarks:
ow by

I hereby certify that 1 have examined physically the minor named on this

Nesvous Systen)

Natrition

Physical defect named above
I unsatisfactory, the

Othee

.
i
M
.
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BIRTH CERTIFICATE

Objective: To show how to obtain a copy of a birth certificate if the
original is lost.

Motivation Activity: Inform class that proof of age is always necessary for em-
ployment certification.

Developing Core: If the student was born in Pittsburgh, they can obtain a
copy of their birth certificate by going (in person) to the
following location.

Birth and Death Records

5th Floor -- State Office Building
300 Liberty Avenue

Pittsburgh, Pennsylvania 15222

preiey Py ey e e B e

Telephone 565-5113 for information,

A $2.00 fee is charged for a duplicate birth certificate.

w ¥ 3 W e, m i T T T P S L I A ST N S

Other students can obtain a copy of their birth certificate
by using the application form shown on page 33. The forms
are available at the State Office Building listed above. This
application can be mailed to Harrisburg anytime and a copy
will be sent to the student.

4

A $2.00 fee must be enclosed for the duplicate.

See Location of Birth and Death Records on page 34 for
additional information on obtaining birth certificates.

Other Activities; Have a student who has obtained a copy of a birth certificate
- explain the procedure to the class.

Discuss the importance of keeping your birth certificate
and other vital information in a safe place for future use.
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REV. 5/70 DEPARTFENT OF HEALTH
VITAL STATISTICS

APPLICATION FOR A CERTIFIED COPY OF A BIRTH OR DEATH RECORD

This is @ receipt for the totol omount we received from you. Except
= for ony refund we have made ~ this omount moy be credited 10 ony
future opplicotion IF you return this form when you re-opply.

33

' {CATE ER OF S 7
N APPROPRIATE BLOCK BIATH BT CARDs OFFICE USE ONLY

NAME OF SUBJECT (FIRST, MIDDLE, LAST)

FILE NUMBER

DATE OF BIRTH OR DEATH (MONTNH, DAY, YEAR)

INDEXED BY

PLACE OF BIRTH OR DEATH (CITY, BORDUGH OR TOWNSHIP) (COUNTY)
. SEARCHED BY
FATHER'S NAME (FIRST, MIDOLE, LAST) MOTHER'S MAIDEN NAME (FIRST. MIDDLE, LAST)

CERTIFIED NUMBER

PURPOSE DESIRED SIGNATURE OF APPLICANT

REFUND CHECK NUMBER

ADORESS OF APPLICANT

AMOUNT

INSTRUCTIONS ON REVERSE SIDE FOR VETERAN'S FREE COPIES

DO NOT REMOVE THIS STUB

|

I R R R LT

IMPORTANT INSTRUCTIONS

RN AT

Please complete ali of the sbove items.

g ey e by G B B e

The fee for sach certification is two dollars ($2.00). Check or Money Order $hould be made payable to:

"

I TTE

VITAL STATISTICS, PLEASE DO NOT SEND CASH.

The fee for & Wallet Card 13 one dotiar 1$1 .00). A Wallet Card is not usually acceptable for a passport.

T

-

Print Or Type Your Nome And Address In The Spoce Belo
This Will Be Used To Moil The Cersified Copy To You.

NAME MAIL COMPLETED APPLICATION TO:

STREET Department of Heaith
Division of Vital Statistics

P. 0. Box 90
CITY,.STATE, ZIP CODE Harrisburg, Penasyl.riia 17120

REQUIREMENTS FOR FREE COPIES

.

L. Free Copies Will Be Issued Only For Veterans, Veterons’ Wives And Their Minor Children. (Wallet Cards are not issued free.)

~

2. Tt. Ronk, Orgonization, Seriol Number And Mailing Address Of The Veteron Or His Dependent Must Be Supplied,

3. Fren Curies Will Be Moiled Only To The Addross Of The Veteron Or The Veteron's Dependont,

THIS PORTION TO BE FILLED QUT BY VETERAN OR VETERAN'S DEPENDENT ONLY

Veteron's Nome

Seriol Number

Ronk And Orgonization

Signoture Of Voteron Or Of Dependent

Relationship Of Dependent

#u.11ag Addreass Of Veteron Or Depandent

e s @ it S & A we 0
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SOCIAL SECURITY NUMBER
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Objective:

Motivation Activity:

Developing Core:

SOCIAL SECURITY NUMBER

To explain the necessity for a social security number and
the procedures for obtaining a social security card.

Inform students that everyone who works must have a
social security number. You must have a number before
your employer can pay you.

To get a social security number, you must get an applica-
tion form (sample shown below), complete it, and return it
to the nearest Social Security Office. Be sure to fill in all
the spaces on your application form--be sure to print the
information. The Pittsburgh offices are at the following
addresses:
Downtown District Office
915 Penn Avenue
Hill Office
2111 Centre Avenue
East Liberty District Office
6117 Penn Circle North

(Or Replacoment of Lost Card)

Inlarmoteon Fumnrshed On This Ferm s CONPIDENTIAL
Print in Slack or Bark Blue ink or Use Typowriter.
(First Name) (Meuddie Nome'or inital=if nene, drow lne ——) (Last Name)

APPLICATION FOR SOCIAL SECURITY AND TAX ACCOUNT NUMBER |
DO NOT WRITE IN THE ABOVE SPACE -

FATHER'S FULL NAME (Rogardien of whether living or doed)

sowtinow | O ANSWER TS YES ' PEWT ==
) | e stare e winon
YOU PIRST APRIED AND WHEN

{Accoun? Number)

(Cy) (I Code)

mivom NAME AS YOU USUALLY WRITE (T (Hove you complated oll 13 lmﬂ)\
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Other Activities:

‘manently disabled.

After yon have returned your completed form to the office,
they will send you a small card with your social security
number on it. This will be yours the rest of your life. No
one else will have the same number. Keep your card in a
safe place. Write the number on a slip of paper and keep
it in your wallet. If you lose your card, do not apply for a
new number. Apply for a new card that retains your old
number.

| [ | HAS BEEN ESTABLISHED FOR
Phillip Middleton

i : SIGNAWREWW&%\

When you give your new employer your social security
number, he will * . able to take social security taxes out of
your pay. This will amount to a few pennies out of every
dollar you earn. The employer gives an equal amount of
money and sends it all to the Social Security Auministration
Office. The social security tax you and your employer pay
is like a savings account at a bank. If you no longer work
full time when you are 65 years old, you will get a social
security check each month until your death. This makes
certain you have a retirement income. In addition, fter a
prescribed period of coverage, Social Security will pay you
an income if you should happen to become totally and per-

]

*
.

Have a student report on the history of social security.

Invite a social security representative to ex; lain the
rationale for and the benefits of social security.

Obtain application forms and help students apply for social
security numbers.
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Human Resources

Material Resources

Film: Sam'l and Social Security SM2 589.6 14 min.

Shows through animation some of the latest features added to the Social Security
Law.
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APPLICATION FORM

N

Objective: To analyze data most commonly requested on employment
applications and to develop competency in completing sample
applications,

IR LRI TP SRR LI

Motivation Activity: As a pretest, obtain sample application blanks and have
each student complete one--at the end of the lesson, have
each student again complete a blank. Have the student
comi)are the two blanks.

RO 1 B

Developing Core: The application forms used by most companies may differ
but most are designed to provide the employer with a com-
plete background of your history, training, and other per-
sonal information. Most employers will want you to print
the information you fill in on an application blank.

VSR UL IR R i o R e
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After you fill in an application form, check to see if you
completed all items. Check your printing to be sure it is
neat and easy to read. Check the information to be sure :}7

is correct. Check your spelling. Use the words '"none, '

""non-applicable, '' etc. in areas rather than leave questions
unanswered,

Make sure you understand the questions. Ask someone if

there is something you don't understand. Take your '"per-
sonal data sheet' with you to assist you with completion of
the application.

Most applications include the following items:
Name.
Address.
Telephone number.
Social security number.
Previous experience (name of company, super-
visor, dates of employment).
Education (schools attended and dates).
Type of employment desired.
Age--date of birth.
Personal references.

Applications may include Hobbies, Further Educational
Plans, Armed Forces Experience or Status, Relatives in
Company, Home Ownership, Occupation of Parents, Rea-
sons for Applying, Hair and Eye Coloring, Sex, Health
Record, and Financial Obligations.
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Questions regarding arrest refer to adult arrest and do
not include juvenile offenses. Be aware that misrepre-

sentation on an application form is cause for dismissal in
most companies,

Other Activities: Show several sample application forms on the overhead

NOTE:

projector--fill one in.

Duplicate the application blank (pages 42 and 43) for the
students to practice on.

This is very important. It should be covered thoroughly. Businessmen
have repeatedly called attention to the unsatisfactory manner in which
student job seekers and graduates fill in their application forms.




UNION CHEMICAL COMPANY

* ok ok ok ok ok ok k ok k ok ok ok ok k Kk ok ok K K

. APPLICATION FOR EMPLOYMENT
PLEASE PRINT

Name.

Address

NUMBER STREET STATE

Phone. . Social Security No. Draft Status

Have you ever been employed by us before? [] Yes [J No (Check One)

Male [] or Female [[] (Check One) Age Height Weight

Date of Birth Place of Birth
Day ) City

Work Permit Number (if under 18)

Married? [] Yes [J No (Check One) No.‘of Children_______Other Dependents
Citizen? [ Yes [J No (Check One)

Father's Name.

D AR P SRR G HT R R o A

Is he living? [] Yes [] No (Check One)

Mother's Name

Is she living? [] Yes [] No (Check One)
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EDUCATION:

Elementary School From to
Junior.High School From fo
Senior High School From to
Vocational School From to

Other Training From to

PREVIOUS WORK EXPERIENCE:
List your previous ioss in order of last job first.
Company Address Kind of Work

I L]

2,

3'

4;

REFERENCES:
Do not list relatives.
Name _ " Address Occupation

I L]

2'
3'

Applicant’s Signature

43
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Possible filmstrip: JOP APPLICATION, available through the Pennsylvania State
Employment Service.
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LETTER OF APPLICATION
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Objective:'

Motivation Activity:

Developing Core:

Other Activities:

46

LETTER OF APPLICATION

To demonstrate the ability to make written application for
employment by writing letters of application.

Ask students to obtain employment advertisements that ask
for a written inquiry--have some available for students who

Explore with the class information that

can't locate any.
Provide each

needs to be included on a letter of application.
student with a duplicate copy of the enclosed letter form on

page 47.

A letter of application is written to ask for an interview.
It is usually sent to the personnel manager. The letter

should include the following:
1. The job you wish to be interviewed for--include

this in the first paragraph,
2. Give your age, education, and experience--

usually the second paragraph.
3. If you have never had a job, indicate this-~but say

that you will try to be a good worker.
4. Ask for an appointment for an interview--~in the

last paragraph.

The principal characteristics of a good letter are:

1. Write clearly in ink or a typewriter.
2. Be brief and businesslike.

3. Use standard-size white paper.

4. Spell all words correctly.

5. Be courteous.

Have each student write a letter of application to inquire
about the employment advertisement they obtained.

Use overhead projector or dittoed copies of the form
(page 47) so that students can construct a proper letter.

Explain folding letters for long and short envelopes and
show how to address envelope--explain necessity of correct

addresses and zip codes.




Write a letter to an employer asking for a job that interests you.

(Your street address)

(Your city and state)

(Today’s date)

(Person’s name or his job with the company)

(Name of company)

(Street address)

(City and state)

Dear Mr.
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Sincerely,

B L4 S R 1

(Sign your name here.)

(Print your name herec.)
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Human Resources

High school English teacher.

Material Resources

Film: Who Wrote That? SM 2 415.14 14 min,
Deals with the five important principles of good business letter writing.

Film: Writing Better Business Letters SM 422.4 10 min.

Empbasizes the three principal characteristics of a good business letter:

brevity, and courtesy.

clarity,
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Objective:

Motivation Activity:

Developing Core:

TESTING

To analyze the kinds of tests commonly used by employers,
to understand the purposes of employment testing, and to
provide some practice in areas covered in tests for begin-

ning jobs.

Inform the class that you are an employer and you are
looking for a person who is very strong and can lift over
100 pounds. Ask if they can determine this by looking at
a person. If not, how would they test him or her so they
could be sure the person they hired was able to do the job.
Let the class develop tests for other kinds of work experi-
ences such as the need for a person to type fast, etc.

Employment tests are given to determine proper job place-
ment, to measure the probability of success, and to predict
leadership qualities for possibility of future promotion.

The types of employment tests are:

1. GENERAL KNOWLEDGE--math, measures,
reading, spelling, vocabulary, and English usage.

2. APTITUDE AND ABILITY (most widely used)--
terms, numbers, perception, judgment, precision,
fluency, memory, parts, blocks, dimension, dex-
terity, and motor.
INTEREST AND ATTITUDE INCLUDING OCCU-
PATIONAL INVENTORY --interests, activities,
experiences, outdoor, managerial, social service,
verbal, operative, skilled mechanical, clerical,
artistic, numerical, and persuasive. (There are
no right or w.ong answers on these tests.)
PERSONALITY INVENTORY--aggressiveness/
initiative, sociability, emotional adjustment
(stability), social adaptability, intelligent behavior/
analytical thinking, reflectiveness (thoughtfulness).

The following are suggestions for students to prepare for
an employment test:
l. Get sufficient sleep the night before.
2, Avoid rushing in the morning.
3. Eat a good breakfast.
4., Keep your mind clear (try to forget personal
problem:s).
Know where to go for test and be on time.
Have a'l necessary items, such as pencil, tools,
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Other Activities:

The following are recommendations for students taking
employment tests:

1. Listen to all directioas.
. Ask questions if somethinpiisn't clear.
. Survey the test to determine overall content.
. Read and reread directions carefully.
Work at a steady pace that will allow accuracy.
Write answers clearly and do neat work.
Raise your nand for assistance, if you are per-
mitted to do this.

NV AW

Emphasize the following to the students:

1. IFITIS A TIMED TEST, SKIP THE ANSWERS
AND PROBLEMS YOU DO NOT KNOW--RETURN
TO THEM LATER IF TIME PERMITS.

2. MANY TESTS ONLY REQUIRE YOUR OPINION
SO ANSWER THE QUESTIONS THE BEST YOU
CAN--BE VERY HONEST BECAUSE MANY TESTS
REPEAT QUESTIONS IN MANY WAYS TO CHECK
THIS.

3. IN TODAY'S JOB MARKET, MANY EMPLOYERS
DO NOT RELY ON TESTING AS THEY DID IN THE
PAST--DO THE BEST YOU CAN AND REMEMBER
THE PERSONAL INTERMND OTHER FACTORS
WILL BE CONSIDERED T EMPLOYER ALSO,

—

Have students complete at least one pre-empioyment stan-
dardized test or company test--if this is impossible, illus-
trate exampies from standardized tests using the overhead
projector., SEE APPENDIX IlI FOR EXAMPLES, (The
exan:ples are not exact (i estions taken from standardized
tests.)

Arrange for some students to be tested through the Penn-
sylvania State I .ployment Service--arrange for a repre-
sentative 10 com.e to the class to tell of his service.
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Human Resources

School counselors.

Material Resources

Filmstrip: Successful Student--Skills for Today and Tomorrow, Part I, How to
Take a Test F43.2 43 fr.

Book: Kenneth R. Adler, P\athway to Your Future, Bellman Publishing Company,
Cambridge, 1964.

Book: Joseph J. Famularo and Phillip S. Atkinson, Executive Profile, McGraw-
Hill Publishing Company, New York, 1967, pp. 339-353,

Book: W. George Crouch and Robert L. Zetter, A Guide to Technical Writing,
3rd ed., Ronald Press Co npany, New York, Chapter III, pp. 85-101.

Book: Edward C. Gruber, Resumes That Get Jobs, Arco Publishing Company,
Inc., New York, 1964,

Pamphlet: Commonwealth of Pennsylvania, Department of Labor and Industry,

Bureau of Employment Security, '"Doing Your Best on Aptitude Tests, ' 1968,
#ES-2253}
e

Pamphlet: Dorothy Y. Sable, ""How to Get a Job and Keep It Stick, "' Vaughn
Company, Texas,-1969, pp. 24-36.

52
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THE JOB INTERVIEW

J
I
I
|
I
I
I
I
I
I
I
I

i

G IR N ey ey ey




THE JOB INTERVIEW

Objective: To stress the purpose of the job interview and to develop
proper attirudes and behavior before and during the interview.

Motivation Activity: The teacher should assume the role of the employer in order
to ill'ustrate questions, etc. that will be part of an interview.
Thereafter, a student should play the role of the employer
and the teacher the apgplicant. To illustrate improper appli-
cant behavior, the teacher may wish to wear an old hat for
the interview or mouth a toothpick, slouch in his chair, etc.
This may evoke laughter; however, it wili drive home the
point you wish to make.

Developing Core: Getting a job you have applied for often depends on how you
look and act during the personal interview--this interview
usually follows the completion of the application--the follow-
ing information shculd be discussed with the class:

l. First impressions are created by your appearance.

2. DO NOT OVER-DRESS--clothing should be neat
and conservative--see APPEARANCE unit that
follows.

3. Shoes should be polished and in good repair.
Hair, nails, ears, and neck should be well
groomed.

Adequate use of deodorants is suggested since
tenseness may cause unusual perspiring.

Second impressions are formed by how well you
are prepared. P

ARRIVE ON TIME--avoid rushing.

Do not smoke, chew gum, eat candy, or use a
toothpick.

Be poised, relaxed, and SMILE.

Know something about the company.

GO ALONE-~do not take a friend.

Have a pen or pencil with you.

Be courteous.

Use good English and answer questions in full--
see ORAL COMMUNICATIONS unit that follows.
Be ready to discuss salary.

If a hand is extended to you, respond with a firm
handshake.

Bring important information (personal data sheet).
Be prepared to answer a few personal questions.
Be HONEST, show INTEREST, point out your
ASSETS.

Ask questions.
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Thank the interviewer and receptionist.

Be a part of the conversation--avoid simple Yes/
No answers except where they are appropriate.

If the employer seems interested in you, ask for
an employees' handbook just before you leave.
You may be interviewed by more than one person.
You may be invited to continue your talk at lunch
(usually paid for by the employer).

If you are told, '"We will be in touch with you, '
accept that--it may be true! However, don't stop
looking until an employer says, "You're bhired!"
Allow the interviewer to end the interview. Also,
allow him to lead the conversation,

Avoid discussing your 'personal problems. "
Remember you are there to politely convince the
employer that you can be of value to him.

When asked what kind of job you want, never say,
"I'll do anything.'" This is your personal decision--
don't ask the employer to make it for you.

Be prepared to answer the question, ''"Why do you
want to work for this company? "

"

Other Activities: Arrange some mock interviews using the students in the
class--emphasize one or two of the above points by giving
the players selected questions and answers if necessary--
‘he applicant should be ready for surprise questions as:

1. What can I do for you? -

2. What can you tell me about yourself?

3. Why do you wish to work for the company?
. What do you plan ten years from now?
. What do you like best in school?
. How was your attendance?
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The job seeker may ask the interviewer the following
questions:
1, What are the hours?
. What is the salary?
. Are there fringe benefits?
« Do you have on-the-job training?
. What about promotion?

P e AT iy

All interviews, including the real ones, should be followed
by self-evaluation--the students should ask themselves the
following questions:

1. How did I answer the questions?

2. Did I exhibit good manners?

3. What questions should I have asked?

4, What could I have said/done that would have made

me more effective?

Ry T S g, 1 2 98 1 4
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Invite a personnel director from industry to speak to the

group--perhaps he or she will participate in the mock
interviews.

el Dt

Ean

Have the students prepare a checklist such as the one on
page 57 to be used before appearing for the interview.
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JOB INTERVIEW CHECKLIST
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1. Do have all the information and papers I will need for a job interview?

Social Security Card
Working papers

Proof of age (birth certificate)

Licenses

" . L R
e Y 2 P TN 1 RN § 0B 1 e Y A A TS
T

Military record

School record

Union card

-
EUETE AT R L AR L bt A

Names and addresses of references

N P I R 7

s B ol |

Names of former employers, dates of employment

Do I know something about the company?

Do I have a good reason for wanting to work for this company?

Am I aware of the opportunities for advancement in this company?

Am I familiar with the salary scale for a job such as that for which I am
applying?

-

Are there any working conditions which would make me unhappy on this kind
of job? (Example: Am I willing to work a swing shift?)

Am I willing to tolerate these conditions in order to gain experience?

What alternatives do I have if I am offered this job? What procedure should
I follow if I am not offered the job or if I decide I do not want this job?

What is my immediate goal?

What is my long-range goal?

T M A S o e T
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Human Resources

Home Economics teacher.

Material Resources

Filmstrip: Occupation Education (Male), The Job Interview F44.,5 31 fr.

Filmstrip: How to Get a Job and Keep It, frames 23 to 30, F44,10

Filmstrip: Manners Make a Difference:

Do's and Don'ts in Good Manners,
Why Have Good Manners F45.7

~

Filmstrip: Your Posture, Good or Bad F49,13

Film: By Juniper SC-501 27 min. (University of Pittsburgh D.E. film library,
phone 621-3500, ext. 510) Improving the attitude cf man toward man.

Booklet: '"Merchandising Your Job Talents, " United States Department of &
Labor, W. Willard Wirtz, Secretary, Manpower Administration.

Booklet: '"Making the Most of Your Job Interview,'" New York Life Insurance .
Company.

B t:

""How to Find and Apply for a Job, ' Helen J. Keily and R. G. Walters,
South-

estern Publishing Co., Cincinnati, 1960.

Booklet: ""The Job You Want, ' Margaret E. Andrews, Gregg Division, McGraw-
Hill Book Co., New York, 1968. 7

Booklet: '""How to Prepare Yourself for Job Interviews," Pennsylvania State
Employment Service.

Booklet:

""How to Get and Hold the Right Job, '" Pennsylvania State Employment
Service. .

Copies of the Job Interview Checklist have great value and enough copies should

be made available to each student being given this lesson could fill out such a list
for his own personal records.
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Objective:

Motivation Activity:

Developing Core:

APPEARANCE

To instill the desire toward good grooming and proper
attire for employment,

Since dress and grooming are independence symbols among
young people, this topic should be handled carefully, DO
NOT inform the group about the best way to dress--try to
get them to determine this themselves. You may wish to
use one of the following activities to accomplish this.

Conduct a ''rap session'' on dress in today's society.
Talk about party clothes, school clothes, work clothes,

etc. Let the students explore what they should wear and
when they should wear it.

Have several students relate some of our recent TV com-
mercials dealing with good or pcor grooming. Have them
investigate some of the products to determine if they work
or not. Have group come to some conclusions on which
work and what is really necessary for good grooming.

List two columns on the chalkboard regarding acceptable
dress for young people and acceptable dress for adults,
Talk about who does the hiring and firing in the work com-
munity, Inform the group that a sports team must wear
acceptable dress for the occasion. The interview requires
a certain kind of clothing; the job usually requires another

kind, Show that it is important to be neat and clean no
matter what clothing you wear.

Have the group hold a contest for the best dressed boy and
girl. Have the students vote using a rating sheet listing

the items below, Provide a reward such as tickets to a
movie, etc.

Check your dress and grooming carefully for the following:
1. Hair--clean and trimmed.

Face--clean and shaven., i
Teeth--brushed with no unpleasant breath,
Hands--clean with trimmed nails,
Body--bath and deodorant,
Outfit--conservative, clean, pressed,
Socks--clean, no holes, not white,
Shoes--shined, not badly worn.

Posture--stand tall and straight, no hands in
" pockets,

\O@NI‘O‘U\u#wN
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Human Resources

Home Economics teacher.
Health teacher.

Physical education teacher.

Material Resources

Virginia Bailard and Ruth Straus (137 Bl5a) Ways to Improve Your Personality,
McGraw-Hill Book Company.

E. G. MacGibbon (174 M16a2) Fitting Yourself for Business, McGraw-Hill Book
Company.

E.G. MacGibbon (395 Ml6a) Manners in Business, The MacMillan Company.

Allen R. Russon (174 R92) Business Behavior, South-Western Publishing Com-
pany.

Carolyn Hasner Shaw (395 S534) Modern Manners, E. P. Dutton & Company, Inc.

P. Stratton (395 S91a) Your Best Foot Forward, McGraw-Hill Book Company.

Joseph Famularo and Phillip S. Atkinson (174 F215) Executive Profile, McGraw-

_Hill, Inc.

Ruth Tollman (G619.49 M68) Guide to Beauty--Charm--Poise, Milady Pub-
lishing Corporation.

Film: Hair Care SM2449, 34

Film: How to be Well Groomed SM449. 30

-y

Film: Improving Your Posture SM449,19

Film: Personal Health for Girls SM449. 26

Film: Personal Hygiene for Boys SM449,.27

Film: Posture and Exercise SM449.11

Film: Your C}eanliness SM449, 28

Film: By Juniper SC-501 27 min. (University of Pittsburgh D.E. film library,
phone 621-3500, ext. 510) Improving the attitude of man toward man.




Filmstrip: Grooming for Girls Series 6 filmstrips F49,6 - F49, 14

Filmstrip: Your Posture, Good or Bad F49.13

Filmstrip: Manners Make a Difference: Do's and Dor'ts in Good Manners,
Why Have Good Manners F45.7

T

Filmstrip: Health Series F49.1 - F49.5
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ORAL COMMUNICATION
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Objective:

Caution:

Motivation Activity:

Developing Core:

64

ORAL COMMUNICATION

To develop an understanding of the importance of improving
oral communication in telephone usage, interviews, and
other job-related situations.

Since slang, obscenity, and boisterousness have become
habitual with many young people, this topic should be
handled carefully. DO NOT inform the group about the best

way to talk and act--try to get them to determine this them-
selves.

List two columns on the chalkboard labeled acceptable slang
and unacceptable slang. Talk about the interview and job-
related situations, Ask each student to list words or phrases
in one of the two columns. Allow the class to determine
which, if any, would be appropriate in different situations.
Try to get them to understand the importance of using the
correct language when the situation requires it. Inform

them that their job could be the penalty for using improper
language. :

Good oral expression is important for many reasons.
Some are as follows:
l. Helps convey your ideas, your attitudes, and needs.
2. Adds to your self-confidence and poise.
3. Helps eliminate quarrels and misunderstandings.
4

. Allows you to show displeasure in an appropriate
manner,

5. Shows respec't for fellow employees an superiors.
It is often necessary to use job-related oral expihmm when
--answering help wanted ads by telephone, talking at job
interviews, asking questions relating to performance on the
job, conversing with supervisors and fellow employees,
speaking to c»stomers or clients, sharing work information

with employ. s, using the telephone, conveying messages
and instructions, etc. -

Use titles and last names (Miss Jones, Mr, Bennett) until
you are better acquainted with fellow employees and super-
visors. It is wise to use titles and last names with superiors
until they ask you to use their first names.
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Faciil expressions can communicate warmth and friendli-
ucss just as much as the spoken word. Remember to:

1. LOOK AT THE PERSON TC WHOM YOU ARE
SPEAKING. .

2. SMILE -- RELAX,
3. BE EASY-GOING AND PUT OTHERS AT EASE.
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Act and speak as though you wish to be a part of the com-
pany, not apart from it. Use ''hello, " '"good morning, "
""good afternoon, ' a1 d ""goodbye'' when appropriate.

Apologize when you find you are wrong. Always listen
carefully.

Always communicate in>rmation concerning absence or
lateness. Inform your supervisor or employer as far in
advance as possible. Do this yourself. Speak to someone
that knows you. Do not leave a message with a fellow em-
ployee. Indicate when you expect to return to work. Call
again if this changes. Explain the reason for your absewnce
or lateness. REMEMBER, IF YOU ALWAYS TELL THE

TRUTH, YOU WILL NOT NEED TO MEMORIZE WHAT YOU
SAY.

R ] 5T A SO 1L Y 8y T
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It is difficult to speak well when you are emotionally upset.
Wait until you are calm and can collect your thoughts., Do
not insult those with whom you disagree. YOU MAY WIN

THE BATTLE, BUT LOSE THE WAR. Do not be afraid to

admit to mistakes--all new employees make them. Learn
from your mistakes.

When using the telephone, the following suggestions should
help you communicate effectively,
1. Speak clearly (no gum, smoking, etc.).
2. Have pencil and pad for messages.
3. Speak slow and directly into mouthpiece.
4. Develop a listening ear and concentrate on what
is being said by the caller.
5. Give accurate information. Obtain accurate
information,

6. Write the name and number of callers.

R 1 1 A g T 4R T

It is important to be aware of the existence of standard and
non-standard speech forms. It is important to understand l
that both forms can be used as an effective .,oode of communi-

cation. It i. equally important tc be prepared to use standard
forms of speech at the appropriate time.
p a2 pprop m
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Other Activities: Have students give short extemporaneous talks on such
subjects as gxplaining tardiness, asking to be excused
from school, telling what he dia on the job, making an
introduction, etc. Tape talks and play back. Have the
students identify and correct grammatical errors, slang,
and other errors.

Have students list and discuss uses for the telephone in
business and industry. Allow students to role play answer-
ing a business phone, taking messages, etc.

Play "GOSSIP!'" --Teacher whispers phrase to first student
who whispers what he heard to second student who whispers
what he heard to third student, etc. Last student who re-
ceives message reports what he heard., Discuss the impor-
tance of speaking distinctly and listening attentively.
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Discuss which jobs require good oral expressiqn. Also,
which jobs require little oral expression, List some of
these.

A 5, 4 e

R g

Use '"Teletraining'' equipment (avaiiable from Bell Telephone
Co.) for role playing situations in use of the telephone.
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Human Resources

English a..a Speech teachers.

Home Ecoromics teacher.

oo buiney 3l EER v

Material Resources

Filmstrip: Why Study Grammar F31.19.

Film: A Manner of Speaking SM3 415.12 28 min.
A dramatization about a businessman, the failure of whose car causes the post-

ponement of a meeting scheduled with one of the firm's best customers. Shows
how a series of badly handled telephone calls by the businessman and his staff
result in the cancellation of the contract. (Also available from Bell Telephones )

Film: Speech: Effective Listening SM2 425.17 15 min.
Demonstrates the importance of effective listening in the communication process.

Points out the obstacles to effective listening and suggests ways for the listener to
become aware of these obstacles and to remedy them.

’
; Film: Improving Your Pronunciation SM 425.2 10 min.
: Improvement of these basic rules: Pronounce every syllable. Pronounce each
sound correctly. Use accepted pronunciations. Use natural pronunciation.

SM-1A1, University of Pittsburgh, D.E. Library. 11 min.

Film: Listen Please
Presents a variety of

Stresses the importance of listening to the other person.
situations in every day as well as on-the-job supervision.

o b Film: Thanks for Listening 30 min. Call Bell Telephone Business Office to
: obtain film. Illustrate value of good telephone habits.

g

Film: The Voice of Your Business 12 min. Call Bell 'f‘elephone Business Office
to obtain film. Simple rules of good telephone usage. .

;i;
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ON-THE-JOB SUCCESS
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ON-THE-JOB SUCCESS
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Objective:

Motivation Activity:

Developing Core:

an

Other Activities:

71

ON-THE-JOB SUCCESS

To list, define, and develop an appreciation of those personal
and job-related‘factors which contribute to job retention.

Have students explore the qualities they look for when
choosing a friend. They may write these on a sheet of
paper, exchange them and then each student can read

aloud the one he received from his classmate. The teacher
should then relate the similarities between employer/
employee and two friends. Also, note the differences.

Ten important traits are pecessary to have success on a
job--they are:
. GO TO WORK EVERY DAY.
. ALWAYS BE ON TIME.
. BE WILLING TO WORK HARD.
. DO NOT BE DISHONEST OR CHEAT.
. DO NOT BE CARELESS.
. USE GOOD MANNERS.
7. BE WILLING TO LEARN.
8. DO NOT GCSSIP OR BE A TROUBLEMAKER.
9. KEEP YOURSELF NEAT AND CLEAN,
10. FOLLOW THE RULES OF THE COMPANY.

U b W IN

If you have these ten traits, you will be a good worker. It is
unlikely you will ever be fired; you may get promoted to a
better job with higher pay. Keeping a job and getting pro-
moted should be very important to you since a job, for

most people, is an integral part of adult life.

GO TO WORK EVERY DAY --explore the statement, ""A
friend is one who is always there when you need him. "

An employer needs the worker and expects him to be there.
Place the student in the place of the employer and ask what
he would do if someone does not show for the job everyday.
Show the students how to report off when they are sick and
inform them of the necessity of knowing how to contact
their employer if they must report off. See page 73 for
ABSENCE REPORT,

ALWAYS BE ON TIME--No one likes to wait for anybody- -~
explore the phrase, "Time is money, '' and relate the cost

. to an employer if an employee is always late. Inform the

student that they should call the employer as early as
possible if they are going to be late.
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BE WILLING TO WORK HARD--invite an alumnus who has
achieved job success and promotion as.a result of hard
work--have him conduct a '"rap session'' with the -group con-
cerning the following: doing what you are told, the value of
asking questions, how to handle unfair requests by the em-
ployer, how to stay happy with your job, etc. Discuss
""unwillingness to do a little extra on y own, '

I 'JWT»;,LN‘LW i m,wlwhj
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DO NOT BE DISHONEST OR CHEAT --discuss how cheating
may really be 'cheating yourself'' and dishonesty imposes
the burden of remembering everything you have lied about
so as not to be '"caught. "

DO NOT BE CARELESS--divide the word into two parts--
care and less--ask the group to define each work--"'A friend
is one who cares,' and less means not enough--not enough
on a job usually means dismissal,

PR T S P T RO R AN Yy 0 S ) e

USE GOOD MANNERS--choose one of the followmg film-
strips on manners. See page 61,

MANNERS MAKE A DIFFERENCE

WHY HAVE GOOD MANNERS?

BE WILLING TO LEARN--discuss the statement, '"The

more you-learn, the more you earn.' Show how this can

mean job advancement. Invite a person who has learned

while on a job to present their story to the group. Discuss

the inevitability of making mistakes and that one should

Jearn from them. - *

Ho TR

R

DO NOT GOSSIP OR BE A TROUBLEMAKER-~play a game
with the class or a small group as follows:

Write a short statement on a sheet of paper and

tell it to the first person in secret--he whispers

it to the next person, etc. Have the last person

- tell what he heard. Read the statement to the

clags. - )
The difference in the stories should show the group how
harmful rumors and gossip can be. Discuss why the

employer needs harmony among his employees and why
troublemakers are fired.

O o T AT R i VI
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KEEP YOURSELF NEAT AND CLEAN--have a dress up
day and ask each student to grade himself on his dress--
invite the home economics teacher into the class to speak
about being neat and clean--explain wearing the right type

of clothing for the right job and how they still can be neat
and clean.
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73

FOLLOW THE RULES OF THE COMPANY --explore a
society that has no rules to show the students how necessary
rules are for humans--have the students form a group with
no rules and see if any.become necessary--show how this
relates to the employer and his company. Page 74 shows

the rules of a local company that are given to each begin-
ning employee. Discuss these rules.

NOTE: YOU MAY WISH TO DISCUSS THE "PROBLEMS

ON THE JOB'" SHEET on page 75.

AR
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EMPLOYEE RESPONSIBILITIES

=
Be sure that you are on time for work. Allow extra time until you have a
pattern worked out. If you know that you will be late, phone in.

Make up your mind that you will be at work every day. If something happens

such as sickness, to prevent your working, notify your supervisor by tele-
phone as early as possible,

Note: Being late for work and ''taking the day off'' are the two most common

reasons why an employee starting out with a company is not promoted, is
not given a raise, and often may be fired.

You are allowed to be away from your work area at certain times. Make
sure you have a good reason when you leave your work area;

let somebody
know where you went, and don't stay toé long.

Make sure you follow instructions,

If you are not sure about something,
ASK QUESTIONS!

You are expected to turn out a certain amount of work., At least do that. .,
Do it as well as you can. Be aware that it may take a little time to equal
the production of those with more experience than you. Don't be dxscouraged
Your employer knows it will take time for you to become proficient. He
expects only that you try hard and show an interest in your performance.

If you make a mistake, admit it.

Find out what was wrong. Practice so that
it is not repeated.

Make friends with your co-workers. They can teach you more about the

company and your job in a couple of weeks than you could learn by yourself
in six months,

Keep your eyes opén for a chance to advance. Make sure your supervisor
knows that you want to advance. Prepare yourself for advancement by what-

ever method is appropriate to the job and company (more schooling/training,
etc., )o' s’
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PROBLEMS ON THE JOB

An employee that is continually late. The boss speaks to him about the prob-
lem. Hoes does the employee answer?

The employee has a bad habit of forgetting names of the people on the job.

He also forgets where things, that he needs, are stored. How does he
handle the problem?

The boss can be nasty when the employee makes mistakes. The boss uses

bad language and is not cunsiderate of the employee's feelings. What can the
employee do about this problem?

You are called into the office and given four or five things to do for that
day. Having so many directions to follow at one time, you become confused,
but4ou know that the work must be done. How will you handle this situation?

You.do not know the things to be done on the job to be successful. You have

asked three or four questions that morning, but you need additional informa-
tion. What will you do?

-4

The boss keeps calling you "Hey Kid!'" How will you get the employer to
remember your name without causing conflict?

You made bad Bus connections several days and were late for the job. How
will you handle this situation?

You were given the company handbook. The rules, regulations, and job
descriptions were outlined in the book. Because you haven't read the manual,

you are constantly making unnecessary mistakes. How will you respond when
the boss calls you in to talk to you about your problems in this area?

Conduct a job interview using some of the same techniques that the inter-
viewer used in the film?

\M\Can you think of any other problems that might occur on the job?
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j ‘ Human Resources
r l Home Economics teacher.
i I Health teacher.
é 1 Material Resources B
¥ Film: How to Keepa Job SM 444.21 10 min. :
3 i Job success is dependent upon more than a wise selection of vocation, more than
: the right attitude toward work itself, more than the wise selection of a particular
g position. Although all of these are important, job success means getting along
; I with fellow workers, conduct of work, attitude toward company and several other
) § factors which this film explains.
1
g Film: Personal Qualities for Job Success SM 444,10 10 min.
- Young people will see high school graduates applying for jobs and will learn the
I importance of business-like work habits, willingness to take criticism and the
ability to get dlong with others--al} elements of job success.
] l Film: The Gossip SM2 445.36 13 min.
1 Dramatizes a high school situation in which gossip, rumors, and failure to check
‘ l facts lead to distressing misunderstandings among friends. Designed to stimulate
? thought and discussion on these general problems.
£
£ Film: Improve Your Perscnality SM 445.29 10 min.
’ B Emphasizes that personality is not a vague, glamorous attribute of the fortunate
§ ' few, but a part of each individual's character. Shows how personalities can be
& developed, adapted, and controlled.
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ON-THE-JOB SAFETY

Objective: To develop safety habits that should ve exercised at work.

Motivation Activity: Write the slogans, ''Safety is everybody's business, ' and
'""The life you save may be your own,' on the chalkboard.
Discuss these and other slogans with the group.

Developing Core: Three reasons for developing safety habits are:
) 1. Major accidents may cause deabw or disability
and Joss of income for life. -
2. Minor accidents are painful and may cause loss
of time from work. )
3. The careless worker can cause accidents to him-

self and/or his fellow workers.

Safety is important to employers because:

1.

Workers who are careless are labeled '"accident
prone, ' o

Accidents cause interruptions of work schedules.
Accidents which cause employee absenteeism are
a concern to employefs.

The employer may need to pay higher insurance
premiums if t00 many accidents occur; in fact,
his insurance could be cancelled.

Other Activities: Hav:. the class develop safety rules in relation to the
) following items:

1.

v
.

\Dmﬂ?\mbﬁwl\)

12.

Lifting

Walkine

Handli+; and carrying objects

High places

Tools

Office and factory equipment

Flammables

Dirty work areas

Electrical hazards

Accident reporting and treatment of injuries
Preventing accidents

Horseplay and practical jokes .

Invite a speaker from the safety division of a local industry
to “~cuss safety with the cla- . Have him bring statistics,
signs, pamphlets, etc. related to his plant safety program.
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Discuss the positive actions to elliminc .2 or reduce the
effect of the following human factors which cause acci-
dents--emotional tensions, overconfidence, insufficient
kncwledge or skill, physical illness, unusual excitement,
fear, excessive pressures.

Make certain each student is aware of the survival words
on page 80,
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ALL STUDENTS SHOULD KNOW THE FOLLOWING WORDS FOR PROTECTION

AND INFORMATION:

BE CAREFUL
INFLAMMABLE
DANGER
DOCTOR
ENTRANCE
EXIT

POLICE

SLOW

SCHOOL

¢
EXPLOSIVES

DYNAMITE
FIRE ESCAPE
GO

STOP

HELP WANTED
BOY .

WET PAINT

KEEP OFF

FIRE

BUS STATION

NO TRESPASSING
POISON

PRIVATE

RAILLROAD CROSSING
GIRL

MEN

WOMEN




+ BASIC SIGHT VOCABULARY OF 220 WORDS

CONJUNCTION PRONOUNS ADVERBS ADJECTIVES
and - he again a
as her always all
because him around an
but his away any
if I before best
or its far better
me fast big
PREPOSITIONS my first black
about myself here blue
after our how both
at she just brown
by that much clean
down their never cold
for them no eight
from these not every
in ; they . now five
into this _ off four
of those once full
on us only funny
we out good
to so green
soon hot
then " kind
there light
today little
together long
too many
up new
very old
well one
when own
where pretty
why red
yes right
round
seven
six
small
some
ten
the
three
two
warm
white
yellow
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Health teacher.

Human Resources

Material Resources
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CHILD LABOR LAW

-

Objective: To establish an awareness of child labor laws,. to define the
legal hours of work for youth and to develop an understanding
of the objectives of such laws.

-

Motivation Activity: Invite an elderly citizen, to tell the class of employment con-
ditions when he was a child--before the child labor laws

were enforced.

In a very quick manner, form a company and act as an em-
ployer. Hi.e one of the students and make some unreason-
able demands that would break some of the child labor
laws. Begin a discussion when the complaiits start coming
from the student,

»
+
-

Developing Core: The purposes of child labor laws are as follows:
1. To assure youth the opportunity to obtain an edu- |,
cation.
2. To safeguard the health and well-being of young
workers and to protect them from injury as a
result of hazardous 6ccupations.
To help students make a better transition from

school to work.

Legal hours of work for youth under 16 during the schocl

year: ]

1. Not more than 4 hours on school days. -

2. Not more than 18 hours per week (Mon. -Fri. ).
May work an additional 8 hours on Saturday or
Sunday, for a total of 26 hours per week.

-Not more than 6 days a week.
May not work before 7 a.m., or after 7 p.m.
Exception: Minors under 16 years of age may be
employed distributing newspapers, magazines,
or other publications between the hours of 6 a.m.
and 8 p.m.

RN TR

S

L 1
I

° Legal hours for youth 16 and 17:

1. Not more than 8 hours per day.
Not more than 28 hours per week (Mon. -Fri. ).
May work an additional 8 hours on either Saturday
or Sunday, for a total of 36 hours per week.
May not work before 6 a. m. or after 11 p.m.
The fol'owing method of prorating the weekly
hours of employment permitted for 16 and 17 year

:.
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Other Activities:

gy

86

old students during a school week has been approved

- by the Department of Labor and Industry:
5 school days -- 28 hours
4 school days, 1 vacation day -- 32 hours
3 school days, 2 vacation days -- 36 hours
Y ' 2 school days, 3 vacation days -- 40 hours

- 1 school day, 4 vacation days -- 44 hours

A 30-minute meal period is required for all minors after 5
hours of continuous employment.

Child labor laws require minimum ages for employment in
certain hazardous occupations--these are explained in
Appendix V., The requirements should be presented to

students,
-
Have students prepare a Daily Time Budget as follows: ¢
ACTIVITY FROM TO HOURS MINUTES

Get ready for school
Breakfast

Travel to school
School hours

Lunch

Travel to work

‘Emp‘.oyrr';;nt hours

Travel home
Supper

(Continue with other activities)
Total Hours (Should-equal 24)

Discuss such things as stayng up late, missing meals,
home responsibilities, health problems, disagreements,
and othe. factors which could interfere with a time schedule.

This can show the student the reasoning behind the legal
hours of work as described in the child labor laws.

NOTE: ADDITIONAL INFORMATION IS AVAILABLE ON
THE CHILD LABOR LAW BY CALLING THE STATE
OFFICE BUILDING ™ PITTSBURGH. TELEPHONE
391-2100, Ext. 253.

QUESTIONS ON INTERPRETATION SHOULD BE
DIRECTED TO:

Pa. Dept. of Labor and Industry

Bureau of Labor Standards

Room 1404
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Objective:

Motivation Activity:

Developing Core:

WAGE AND BENEFITS LAWS

To develop an understanding of federal and state laws affect-
ing wages and benefits, -

i

Ask the class what they think of the law. Many different
reactions should come from the group. They should deter-
mine thiat some laws are good and others may be poor.
Inform them that there are good laws related to the worker.

Many laws have been passed-to improve the conditions of the
workers. The following are important to know about:

1. FEDERAL FAIR LABOR STANDARDS ACT--
establishes a minimum hourly wage--establishes
40 hours as maximum working hours a week at
regular rate--specifies that the overtime rate
shall be the regular rate, plus at least 50 percent
of the regular rate as a premium payment for
overtime hours--applies to firms engaged directly
or indirectly in interstate commerce.

FEDERAL INSURANCE CONTRIBUTIONS ACT
(SOCIAL SECURITY)--employer withholds a per-
centage of employee's wages and contributes an-
equal amount to the Social Security Account of the
einployee--this provides future retirement income.

STATE WORKMEN'S COMPENSATION INSURANCE
--requires employers to provide insurance for em-
ployees and their families covering losses due to
injuries or deaih sustained in the course of employ-
ment--the employer pays total contribution.

PENNSYLVANIA UNEMPLOYMENT COMPENSA-
TION TAX--the employer pays the tax--fund is
used to pay persons unemployed, “due to lay-off
through no fault of their own, for 18 to 30 weeks
based on their earnings during the base year
period--the maxinmium is now $80 per week. Un-
employment Compensation is not paid 10 employees
of non-profit institutions (huspitals, school board,
social service agencies, etc.).

-~
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PENNSYLVANIA MINIMUM WAGE LAW--stipu-
lates the minimum wage that must be paid in em-
ployment not covered under the Federal Fair Labor
Standards Act--minimum rate is now $1. 60 per
hour--this can be less under certain conditions
such as on-the-job training, etc.

ety g
Lt e ,‘“!\ﬁ“’lﬂ L

-

L)
PENNSYLVANIA WAGE PAYMENT ™ND COLLEC-
TION LLAW --all wages due his employees must be
- paid by the employer on regularly scheduled pay-
days--allows employers to make wage deduc:: ons
required by law--enables an employee to take legal

action to recover wages due plus liquidated damages. -

4

Other Activities: Interview or inviie an older member of the commuuit: to
speak about working conditions in the ''good old days, "

¥
%

L g

Discuss physical working conditions--light, air, safety
conditions, laws specific to women employees, etc.-

Discuss employee's right to know tﬁese laws and conditions.

\

Discuss employee's right to ask que- rions pertaining to
employer obligations,

TP W Tl ris i

T

Talk about the channels of communication for employee
complaints,
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Human Resources
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Social studies teacher.
Allegheny County Bar Association.
Neighborhood Legal Services.

Department Jf Labor, Child Labor Division.
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PAYROLL DEDUCTIONS

Objective:

To develop an understanding of payroll taxes deducted each

pay period and to provide some understanding of tax com-
putations. ’

Moiivation Activity: Ask the group to name some of the great heavyweight fighters
of all time. When Joe Louis's name is mentioned, ask the
group what happened to him. This will bring to their atten-
tion a sad story of a great man who did not know how to
figure his own income tax problems. This should inspire

thern to listen to some facts on payroll deductions. Explain
'"'gross'' and 'net' pay.

i

Developing Core: The basic payroll deductions for fnost people are the
following:

1l

FEDERAL INCOME TAX--also referred to as Inc.
Tax (Income Tax), F. W.T. (Federal Withholding
Tax), I. T. W. (Income Tax Withheld), or Fed. Tax
(Federal Tax)--deductions are based on number af
exemptions claimed and amount of wages. See
pages 93 and 94 for Federal Income Tax Table and
the copies of Form W-4, "Employee's Withholding
Exemption Certificate. "

PENNSYLVANIA STATE INCOME TAX--deductions
are based on a flat rate of 2. 3 percent of your
gross pay.

SOCIAL SECURITY TAX--also referred to as S.S.
(Social Security), F.I.C.A. (Federal Insurance
Contributions Act), F.O. A.B. (Federal Old Age
Benefits), O.A.B. Cld Age Benefits), Soc. Sec.
YSocial Security)--deductions based on percentage
of wages earned with a maximum on taxable wages.
The current rate is 5.2 percent on the first $7, 800
earned in'a calendar year. —_——————
PITTSBURGH CITY TAX--deductions are based

on a flat rate of 1 percent of your gross pay-- —

most cities and towns in Pennsylvania have this -
local tax.



Other Activities:

93

5. PITTSBURGH OCCUPATION TAX--a deduction of
$10 is withheld from first paycheck=--this is only
once each year. NOTE: STUDENTS.CAN RECEIVE
A REFUND IF THEY KEEP THE RECEIPT OR THEY
CAN AVOID PAYING THE TAX IF THEY COM-
PLETE THE FORM PROVIDED BY THE SCHOOL,

Other deductions could include: UNION DUES, HEALTH
INSURANCE, RETIREMENT PLAN, MEDICAL-SURGICAL
INSURANCE, HOSPITAL EXPENSE INSURANCE, PROFIT
SHARING and SAVINGS DEDUCTIONS.

Teacher and/or class can compute payroll de.uctions by
using sample problems such as the following:

SAM'S GROSS PAY FOR THE WEEK IS $120.00. THE
FOLLOWING DEDUCTIONS ARE MADE FROM HIS PAY:

DEDUCTION AMOUNT - —
Federal Income Tax $18.80
Social Security Tax 6.24
State Income Tax 2.76
Local Wage Tax 1.20

WHAT IS SAM'S NET PAY?

Have students report on the necessity of taxes--where does
this money go--who benefits, etc. ?

Discuss the W-4 Form on page 93. Invite a local internal
revenue agent to address your students on computing their
yearly income tax. Have him bring the short forms for the
students to use for practice in filing returns.
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FORM W-4 (Rev. July 1970) Deportment of

the Yreosury

L
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.

Type ot print full name

- e e e e . Social Security Numbder . .. ... e beeeena

Home address .. . |

City

State ZIP code

EMPLOYEE:

File this form
with your empfoy-
er. Otherwise, he
must withhold UU.S.
income tax from
your wages with-
out exemption.

EMPLOYER:
_Keep this cer-
tificate with your
records. I you be.
lieve the employee
claimed tao many
exemptions advise
your Dist.ict Di-
rector.

Internol  Revenue Ssrvice

(2) ¥ you or your wife will be 65 years of a

HOW TO CLAIM YOUR YATHHOLDING EXEMPTIONS
3. 1 SINGLE (or if married and wish withho!ding 25 single persony, wrle 1.
2.1 ARRIED, one exemplion each is align 2

(2) W you claim toth of these exeniplions, wnte "2
claim neither of these exemptions, wite 0 . . . |, . . . .
3. Exemplions for age and blindness (applicable only to you and your wife but not to dependan’s)

| ] ge of oider at the end of the year, and you cisim thic exempticn, write “1";
if both will be 65 or older, and you ciaim both of these exemptions, w);ite "22" y? claim s cremplion, wiite "1
(b} If you or your wife are blind, and you claim
these exemplions, write =2 . . ., ., . ., ., . . ]

4. If you claim exemptions for one or more depend2nts, write the
for a dependent unless you are qualified under Instruct:an 4 on

5. If you clarm additional withholding allov.ainces for itemized deductiors ailsch ‘m W-4) ant e number
of allowances claimed (if claimed you must file a new Ferm W-4 eacshay;ahr) Sc.hedule A {Form W-4) and enter the number

6. Add the exemption® and allowances (if any) which you have claimed above and enter total . . . . . ' D
7. Additional witkholding per pay pericd under agreement «ith employer  (See Instruction 1) . . . . . . $

otter side.).

If you cfsim no exernptions, wiite 0" . . .
ble for husband 2nd wife of nct cfaimied ¢n another certificate,
(b) 1 yc. claim one of these exemplions, write * 1" (c) If you

this exempiion, write “1”; if both are biin&, a.nd‘yob claim both of

number of such exemptions. (Do not claim exempticn

L T O

% s e s e + 4 4 e s e o @

o ¢ e . . . .

e & % s 4 e s 4 s 4 % e e s

Undet the penalties of perjury, 1 certidy thatl she rumber of withtolding exemp'ions and a'towances claimed o
3

{Date)

vy W

8N N44000

1. Number of Exemptions.-—Do not claim
more than the correct number of exemptions
However, If you €xpec’ to owe more inCome taz
than will be withheld, you may either ctaim &
smaller number of excrptions or enter into
an agreement with your employer to have
additional amounts vathiield. This s important
if you have more than one employer.

If both husband and wife are employcd. ask
your employers to see Internal Revenue Service
Notice 1£6 that shows how to claim with-
holding exemptions so as to avmg owing large
aaditional amounts of taxes.

Nonresident a'iens other than residents of
Canada, Mexico. or Puerte Pico may claim only
one personal exemption.

2. Itemized Doductions.-—See Schedule A
(Form W-4) for instructiors or claiming addi-
tional withholding allowances hased on large
itemized deduct.ons.

3. Changes in Exemplions.—You may file
a n&w certificate ot any time if the number of
your exemptions INCREASLES.

You must file a naw certificate withen 10
days if the number of exemptions yoi pie.
viously claimed DECRFAGES, Examples of sit-

(Signed)

n this certuficate does rol exceed the number to which § am enlitted.

8

valioris Tn whicle the aiimber of your exéip-
tions would decrease a‘c as foliows

(3 You and your wi'e (o~ husbard) for v.hon
you have been claiming an exemplion 2re
vorced or legally sepa-ated.

{b) Your wife (or hu: band) for whom you tove
been Claiming an exernption cla ms her (or his)
own exempt:on on 3 aparate certficate

{c) You no longer e pect to furnish more than
hal! the support for the year ¢f a dependent
for whom yon have been cloimirg cn eremption.

(d) You find that & derzndent for wlom you
claimed an exemphior will receive $625' or more
of ircome of tus ow during the year (except
your child who is a studrnt or who wili be under
19 years of age at the end of the year)

The death ¢f a Spou~c or a depende~t does
not affect vour vathtolding unlil the nexs year,
but requires the filng of a rewx cartificale If
possible, file a new cerbifica'e by December 1
of the year in which the death: seeurs I you
qualify as a surviving ¢pouse with dzpendent
chitd (children), yoi raay claim your personal
exerption on hine 2 as » married 1:dwidual for
the two years folloving the yzar of the death
of your spoute
!This amount is $€ 5 for 1970, $652 for 1971,

$70010r 1972 and $757 11 1973 aad therealter,

V.S, COVEUNSCNT PRINTINS OFF (2 it~ 16~ Pt~

4. Dependenls.—Fuach dependent claimed
on line 4 must meet all of the following tests.

(a) Inceme -—Will receive loss than $625
ncome. (If the chid will be under 15 at the end
cf the year or1s a full-time studen?, this lirnita.
tion docs not apply.)

(d) Support, VWil receive nore than half
of his support from you ({rom husband or w.fe
if a joint return is filed)

{c) Married Dependents —Will not file a joint
return with husband or wife,

(d) Nationality.—Be cither a citizen or rese-
dent of the U S or a resident of Canad 1. Marico.
the Rcpublic of Panama or the C2nal Zone. oF
be an aleen ch!? adopted by and hiving with a
US citizen 2bro~d.

(c) R-latronship —(1) B related 1o you as
foilows*
Chit3
Stepchild
tiother
Father
Gro~d-

parent
Brother
Sicter
Grandchid

or, (2) ho a member of your hourehold and
h3se your home as fus principal resudence for
tt e etire tavabte yoii.
3includes a chdd who ic a momber of your
huschold if placed with ysu by an author-
rzed plarement agency ior icgal aduption.

Son in-law
Davphte: v law
The foltomng +f re-
lated by biood.
Urcle
Aunt
Nephievs
Niece

Stepbrother
Stepsister
Stepmother
St pfather
Maother indaw
Fathorin-law
T Brother iy law
Sisteran law

Wwax3 supfoyunpy s 2af0)dwy
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Human Resources

Material Resources

Understanding Taxes, Internal Revenue Sei‘ﬁce, Department of the Treasury.

How to Organize and Operate a Small Business, Pearce C. Kelly, Kenneth

i
I
I
I
I
I
I
i
I
I
I
I
I
I
)
1
i
|

Lawyer, and Clifford M. Baumback, Prentice-Hall.

Training Aids:
Overhead projector
Screen
Film projector
Cassette player
Transparencies
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LABOR OPRGANIZATIONS

Objective: To interpret the role of labor unions in the American econ-
omy by explaining how unions affect members of the labor
force.

-

Motivation Activity: Hold a stick above your head and break it. Take 30 to 40
sticks and try to break them. This is more difficult or
impossible. This should illustrate to the students that
there is strength in numbers. Unions are groups of co-
workers organized for the joint and mutual protection of
their common interests.

s
-

Developing Core: Although only 30 percent of the labor furce belongs to labor
unions, union membership and influence affects members
of the labor force whether they are union members or not.
Therefore, both pros and cons of unions must be presented
to students in an impartial manner.

\

The Wagner Ac. of 1935 gave workers the right or organize
by joining unions and to .make agreements with their employers
through chosen representatives.

S

Students should be aware of the following terms:

1. UNION SHOP- -unionn membership is required of
all employees --if employee refuses to join, he
loses his job.

2. OPEN SHOP--union membearship is not a condition
for employment--tl.e employee has a choice.
COMPANY UNION=--a union whose leaders are all
-employees of the company--has no affiliation with
any other trade union.

TRADE UNIONS--members work in a specific
trade--they do not necessarily work for the same
employers.

INDUSTRIAL UNIONS--unions represent all workers
of an entire industry, such as United Steelworkers
of America.

INITIATION FEE--a sum of money, regardless

of job, which must be paid to the union by an em-
ployee at the time he becomes a union member.
UNION DUES--union dues are established by union
members and may be paid on a flat rate or percent-
age of pay basis.

"

|
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Other Activities:

STRIKE --the strongest weapon a union has for
obtaining its demands--it is the refusal of employ-
ezs to report to work until union demands are met.
BOYCOTT--an attempt by union members to per-
suade customers not to buy from their employer
while a strike is in progress.

CHECKOFF--the employer agrees to deduct union
dues from wages of employees and transfer them
to union.

SENIORITY --the length-of service of employees
with an employer--seniority often determines the
order in which workers are laid off, promoted,
transferréd, or rehired.

BIDDING--signing a posted notice of a job opening-
so that you may be considered for that job on the
basis of seniority.

LABOR AGREEMENT--negotiated by the union with
management--defines the company's agreement
with the union as to wages, hours, working condi-
tions, benefits, and job rights--may be accepted
or rejected by employees--if accepted, union enters
into a contract with the employer--it is important
that each union member obtain his copy of the con-
tract and understand it.

FRINGE BENEFITS-~benefits such as hospital
insurance, life insurance, pension plans, etc. may
be paid for fully or partially by the employer.

Appoint a committee to visit the headquarters of one of the
labor organizations in the Pittsburgh aréa. Use list on
pages 99, 100, and 101. Call first to arrange for interview,
Have committee report to class on interview.

Invite a representative of one of the local unions to speak to
the class on tiie organization and structure of his union--
try to locate the speaker from a union the students may be
able to join in the future.

Have students discuss the following questions:

1. What ar< the advantages to the worker of having a
union negotiate wages and other benefits? What
are the disadvantages? Would you like to do this
yourself?

Do workers that do not belong to the union benefit
from union activities? Should they?

Should seniority be the only basis for promotion
within a company?
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Why are working conditions important to workers?
After an employee becomes a member of the union,
he can be fired for '"just and sufficient cause' only.
However, during the period before membership,

the employee can generally be fired for any reason,
without notification to the union. Why is the new
employee especially vulnerable to fismissal during
this time? What special work habits should the
employee display during and after this period? Why?

Discuss the causes which encouraged labor to organize such
as the industrial revolution, low wages, long hours of work,
poor working conditions, child labor, lack of worker -repre-
sentation, etc. Do they still exist today?

Obtain copies of union publications for class use. Free
subscriptions to the AFL-CIO NEWS and THE AMERICAN

‘'FEDERATIONIST are available if you write to Saul Mills,

Director of Publications, AFL-CIO, 815 Sixteenth Street,
NW, Washington, D.C. 20006. Other educational haterials
are available by writing to Walter Davis, Director of Edu-
cation Department, AFL-CIO, at the Washington, D.C.
address.
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Labor Organizations in Area
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Labor Organizatiens
—_—
AFLC!OLaquy&nyCIeani
International Union s5s0Grant ——--471-4829
AFL 10 LAUNDRY & DAY CLEANING
INTEANATIONAL UNION LOCAL 147
CaritonHouseHote! -281-8105
AFL-CIO SUB REGIOM MO 3————————
AFL-CIO
SUB REGION NO 3
| coer, prdg - .. 2610822

! -
President
United Steelworkers

Of America

Commonwealth Bldg --eccn--. 471-5254

Leéber Organtzations—{Cont'd)
ALLEGMENY COUNTY LABOR COUNCIL
DAL

NmPonnHetes  -.-----. .. - 281.7450
Amalgamated Clothing Workers Of America
NO 86 C'arkBidg ~~---ocmem oL 281.7091
AMALGAMATED CLOTHING WORKERS OF
Al‘!.liﬂ PITTSBUREH DISTRICT Jﬂl‘f

Michae! Dollugoﬁx -Manager
CiarkBldy - - L. 281.9983

Allhﬂcl‘lu;m FOOD EMPLOYEES UNION —
LbW CF i A AFL-CIO

i
0CeHnurs-9AMtﬂ§P ‘
201 Penn Tarter 214 WiiknsTiwp- 244-1820 '

AHALBA'AT!I MEAT cUTTERS &
BUTOHER WORKMEN oF l! LIBAL 424 '
POU?S 9 AM-5 PM DAILY
o Office Hours Saturday

18 F Oh.o --------------- 231.7991 |
Amalgamated Transit Union AFL-CIO-CLC
Div 1063 WmPeanHotey -<---—--- 281-1289

Amalgamated Transit Union Division 85
LlarkBida-281.5583

A:erizan Bakery & Confectionery Workers

Local 12-AFL/CI0  6025P:r:-hiall 441.5030
Amear.can Federation of Teievision &

Radio Artists EmpireB) __.___ .. 281-6767
AMERICAN FEDERATION STATE COUNTY

II.IIIGIML ENPLOYEES AFL-CIO

Emmchldg ------------------- 471-1218
Appalachian Councit AFL-C10
700 5Av-232-3405
Asbestos Workers Union No 2

HouceBidg-281-2531
ASSOCIATED TRADES & CRAFTS
IELHo s © A5 P

| Century Bidg ---- --«-—-391-87_77_}

 Association Of Westinghous2
| Salaried Empioyres Lirdenav

E P.usburgn 823.9333
AUTOMOTIVE CHAUFFEURS PARTS &
GARAGE EMPLOYEES LWM. l.lllﬁl
WO 926 ClariBi---—--- .. ..__281-4633
Bakery & Confectionery Workers Local Union
No 12B Magestidg - - ... 261-3566
lA(;IY mmls LDGIL 485 WELFARE &
sulen Stro-qbe"- Fund Marager
Mg oer My -----391-3070
Bl k'ry Or.vers Lical Unon No 485

flageeEidg-261.3283
: Barbers” Lozal Unon Na 20 AF OfL-C1 0
HouseBidg-261-1140
BARTENDERS UNION LOCAL NO 188
Hampton Richardson-Secretary
Treasurer
G25PIANAY  ~ceeeor caean oo 261-1216
Bindery Workers Union Of Peh Local No 73
l ’ " 133 1Av-471-9000
Bresery Worksrs Unions MaaeeB! - ---281.5767

BRIDGE STRUCTURAL & ORNAMENTAL
IRON ”(EIS SHOPMEN'S LOCAL
UNION NG 527
Telephone Answers 24 Hour: Daily
touses da “ese--oa o -..281-5280
BROTHERNOOD OF RAILWAY & AIRLINE
CLERKS '“‘I:YLVAIIA RAILROAD

SYSTEX:
Penn-C enteal System Board

CIorkBIdg = -omemmmammmmaoaaee 281-1866
Brotherhood Of Railway Clerks P & L E

System Board H_useBi------—---. 261-6546
BUILDING MATERIAL & cmﬂlucmu

DRIVERS HELPERS & MATERIAL

NANOLERS LOCAL 341

Henry V T-otto-P. esident

43Mchiadiy®d .- - - - . 343.8855
Caanmo & Pickic Warkers Lacai Union 328

Lo oot emmanl 3211711
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Labor —O}Qanizalionp((onl’d)

CARPENTERS' DISTRICT GOURSIL ~ ~
OF WESTERN PENNSYLVEHN!A

Representing Cargenters }
In 29 Counties Of §
Western Pennsylvania |
Fully Qualified In All
Phases Of Construction

CALL

B L4 - - 526200 1

1

(RN U

Carpenters U~ion Heaw x.omricf 101}
Local 2274 475" ~nolodAv 222-6210

Cement Maser; Loca! 575 Combined Funds
Zu..02 furrisAv 761-6166

CEMENT MASONS UNION LOCAL ND 526

B.nld.nq l; Heav, Con_truction

PRI ST -- Tol €210

Cor nmumcatvon) Acrkers Of Armerica R

Locai 2553 ":+-. v - - ’171»66‘3‘
Comatumigation, Wo-here OF Amnerica

Locai 2591 =-.-¢ .+ .-~ -2871.1B63

CONSTRUCTION GEMERAL LABURERS ™ —
i LOCAL UNION 575

L )
A

471655

! 304 Ress -
CONSTRUCTION GENERAL unonns &

MATERIAL HANDLERS LOCAL umnh

NO 1058 1311Pervfv - - -------261-1634 ¢

ORIVERS & EMPLOYEES OF PETROLEUM
INDUSTRY LOCAL 27
Studio B-Ciub Fioor
VimPennbistt  -.-o ...

281-5115
Federaticn of Teicpho.c Werkers (f Pa

FEDERATI INGHOUSE
INOEPENOENT SALARIED UMIONS
Thoofas O'Leary Pres-dent

ool A M Evnrigt vm

Se're’ury

Capitoatowesiotel oo
Floor Coverer< & Decorators Local

Unmion 1759 4254 a0 %r 2,0 - €22.6206
FllTsl:nl;. ASSOCIATION OF SPECIAL

Lozal Union Numbnr 1"6

471-3815

1
auvEuiilt -~ - - 522-4540

GENERAL TEAMSTERS —~—~— — ~——~
CHAUFFEURS & HELPERS "
LOCAL UNION NO 243

TEAMSTERS LOCAL
249 -
LAWRENCEVILLE

CPROR INFORMATION UL

i
i GENERAL TEAMSTERS CHAUFFEURS &
i HELPERS LOCAL UNIOI NO 245

Tt er 683 2200

GENERAL WAREHOUSEMEN & EMPLOYEES™
UNION LOCAL 636

LOCAL
636

1311 Penn Av 281-3130

GLMIIIS LDGAL umou IO 751
FriendshipPiz 362:8576
Health & Weifare Div ManorBidg--281.8407
Great Lakes & River District Of Master Mates
& Pilots Local 47 Houseﬁlcg - - 471-1941

|
H
|
Poh Div 9327¢ Ay - - - --471 14241 , UNION
-
i

: GROCERY & F0OO WARENOUSEJIN

+OCAL UNION NO 635 -0 :35t -471.4242°
Husporal Verkers Unioa Local 1199 P
= 4o gt 361-4820

| WOTEL & RESTAURANT EHPLOYEES—_]
! ALLIANCE LOCAL 237 ,
i

JENERAL CFFICES
261-5564

3 e - 2015564

I, b nan Resorces Dews ‘eprient Inctinute AFL-

:
922-6200

CIY &\ agfonntute S--- -391-2267
1 U E-WESTINGHOUSE CONFERENCE

BOARD
. Robert Nellis- Chax. man
[ 27 oo
" INSURANCE WDIKEHS INTEIHATWNAL
| UNION AFL-CIC LOCAL 13
Repeesenting Any Type
; tnsurance Morker

3 v Tl e e oo 471-2933 |

; INTEHNATIUNAL ALLIANCE OF THEATMCAI.
i STAGE EMPLOYEES LOCAL NO
. e'ophone Answers At All Tw‘es

‘ . INYERKATIONAL ASSN OF MACHINISTS
i & AEROSPACE WORKERS

| Blachinists Lodge No 52

‘ Automotive Mechanics

} Lodge No 1060

; [hackinists Lodge No 2321
|-

)
i

l
i i

{ INTERNATIONAL BEOTHERHO00 OF~

'
BllCKSlIIHS FORGERS & HELPERS

i
L
it SOILERMAKERS IRON SHIPBUILDERS
} LOCA

i BOILERMAKERS

1

No. 154

1291 23R

i
!
|
]
o
I"ITEINATIDNAL BROTHERHOCD OF~ —
|

ELECTRIC WORKERS LOCAL UNION NO 5 ‘

INTERNATIONAL
! BROTHERHOOD
' OF ELECTRICAL
{ WORKERS LOCAL
|

UNICN NO. 5

i
!
HE

i

i Titernational Brotherhood Of
Electrizal Workers Local 1987
| 1 i 51-26146020

| INTERNATIONAL BROTHERH000 OF
ELECTRICAL WORKERS SYSTEM
COUNCIL
Room 43.Annex Bidg

Pittshu=gh&Lar e’y cAny 471-7254

! INTERNATIONAL BROTHEKHOO0O OF

FIREMEN & OILERS LOCAL UNION NOY5 .
! Tmp rei! 261-7267

| internativnal Brotherhood Of Pulp
4

Caft te & Paver LY Viorher,
AF L-L 10 Contur,t -
INTERNATIONAL BROTHERHOOD OF
TEAMSTERS —
GROCERY & FOOD WAREHOUSEMEN
LOCAL UNION NO 635
o 1°vt 471-4343

261-0822

i
, I iternat ¢0al un on of F e\mto'
H

, | INTERNAT/ONAL UNION OF T

promegy rEITT L antesee ]

i
i
.

|
i
1281 238 ! !

! Internat.onal Ko, de s & Ailied V.orkers
Umion Lecal 46 Cer. ol - --251.0822

INTERNATIONAL UNION OF ELECTRICAL
x RAD!O & MACHINE WORKERS AFL CIO
DIST NO 1
Frark J ¢ quaro Ares Directer

PESel . B 7315552

Constrn
. rr 2,080 622-11355

: OPERATING ENGINEERS

i
!

{ —

| LOCAL UNION

| NO 64, 66-A,

| B, C, D, and R

| . ATEILIATED WiTH THE AFL-CIO
E CPOR INT i M ON CALLT
|

o ,»,,,L ‘,- -1
. LE
INTERNAT IDNAL U'NDN OPERATING
EAGINEERS LOCAL NO €5

'
, Man O o
i PR R BN
t

. ---243-3000 {

T

i INTERNATIONAL UNION OF
|+ OPERATING ENGINEERS LOCAL 6§

Sib CHice
Iooe o, zoA L ooy - 77546550 ;
SISTPICT 70
FoUNGSIONN
INTERNATIONAL UNION OF OPERATING
ENGINEERS LOCAL 66 "1 cCiurgRd
et gsoar ot 5-716 758-7536
DINT ICT =3
LNt
INTEANATIONAL UNION OF OPERATING

ENGINEERS !.DCAL 66
O7EF, s e 3l 2 ara 463- 9148

i

|

i

1 I i et
f

i

CLE'FIELD
INTERNATIONAL UNION OF
OPEHATING ENG!NEERS LOCAL 66
1t S erfe g 814 765-7888
NI RICT =35
ERIE
INTERNATIONAL UNION OF
OPERATING ENGINEERS LOCAL 66
1000t Eee §14 455.2434
INTERNATIONAL UNIDN OF OPERATING
ENZHEERS LOCAL 66
tlSonE, o 814 8273638
DISTRICT =¢
WARLEN
INTERNATIONAL UNION OF OPERATING
ENuINEERS LOCAL 66 20~ S Franklin
Ty e B14827-2628
DISTRICT =7
CONNELLSUILLE
INTERNATIONAL UNION OF
OPERATING ENGINEERS LOCAL 66
, ;,‘MS."'vi:ncx.aibxvd

Lennell-v, o 628-8633

lNTElNATwNAL UNION DPEHATING
ENGINEERS LOCAL NO 9
Jefferson Whalen-Bus - '*ss Maraqe
Lavy - 5Bidg --- 281.3374
IRON WORKERS LOCAL UNION NO 3
Outside Erectors
2216PennAv -
Iron Vorkers Weifare Plan Of We.tern )
Penna won rnl - - --- 281-3042
Iron~orkers Distriet Counc.d Of Eastern
Onm-Wes!rrn Penna & Northern West
Jagimia 2945BanxsviileRd
JOINT COUNCIL OF TEAMSTERS WO 40
LBl 281 7555
Laborcss District Counc,! Of Western Penna
ValhamPenntiotel- 391.1712
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i 1thographers & Photoenqr.w-rs {1iernat onal
Union Lo ' 24 L & 16-P
219F , othav 3911377
Local 1197 P Navonsl Un,an Of Hospotal &
Nure ng Home Er pliyees
~ gk andB 2, 3bi 4820
Laal 427 & En _t-ver Food Industry
[ouranee & ..mare Furc
W12 E Cha-321 8247
Locat Unien N 2663 Ot 0ffics & Technica! -
Salar «¢ Umion 27 9E6AV -- - -----462-6363
Marine Entiocers Beneficia' Bssociatien
Dtret'2 AFL 012 o2 E Carscn-- 283-2095
MILX & iCE CREAM SALESMAN DRIVERS &
DAIRY EMPLOYEES LOCAL NO 205
r a:281-281-4667
Nitomen 5 Lovai Ymen 1160
425Mans terdpy-922-6204

I MILLWRIGHT'S LOGAL UN!ON 2235~ ==
| OF PITTSBURGH & VIBIKITY

i
T TACHINERY ERECTGRS !

i
1

!
DLV R INSTALATIN R ;
b ooy avfec s . - 922628 !

 MOVING PlchIE MA"HINE OPEHAT ORS
! UN:ON LOCAL NO i7

Room 9.7 239 Fomh v .
LoerteetEoen oo - 731 5%2
211 1822

241 9948

o - - .
cus {3 Jnon Lo eeaniy -

Nat._r3! A1 anee 0F Poctal o Federa:
Erpit ves 200503 wtowr 4
Nat cnn B w97 P enaer Carrens
uis2 e =) 5615512
A ufyettar lgropr
11,8y 50149511
far ~qa Asser.zoion of Pes Dfiee Naid
Hanrdlers Wairvmen lecsirgers & Group
Lasder, AFL Cif) Leca® 13 1275 Sav 281.0160
Natisnal Mar-tume dnon AFL-LID
J3ucart A 4717735
N wspaper Magaz ne & B Delrwery Dv vers
Heipers & Hand'ers Lo of 211
62353 w (-281 223z
Nurzing He-ne And Hospital Emo.esees
Uneon Lozl 434 AFL CIG LDV
«uGGran 471 338G
OFFICE & PROFESSIONAL EMPLOYEES
INTERNATIONAL UNION LOCAL NO 33

fatenat Arent

AFL CIO .rvestmemBl - - 1-4622
PAINTERS LOCAL 409
Jarmes Eilenberger Buseness Agent
L, 0L g e alemhe - 537 2101
F rnomre i oo - - - 6949456

Pa.nter. Lecai Union No 6 AFL-I0
Atte neny County & Vicrmy
“nivernt 251-0157
Sattern Mokera Associavion N Pritsburgh &

Vinnty D98McClare - - - -452.7557
PENNSYLVANIA FEDERATION OF
TEACHERS 1,20 £ Caron -- 43135900

Pennzylvama Telephone Guild
Executive Cfz 109Deaa tAv - - 8B84:6262
Ftlsourgy Nesteri Doy Cfc

15203 1Ar 921-1411

Piie Drivers Lecal Ur.on 2204

Lot 2t 231-4668
PITTSBURGH BUILDING TRADES COUNCIL--
10CAL UNIONS
BR'CKLAYERS INTERNATIANAL
UL 0N LOVAL NO 2
Lan &7 aoneeBl.471.3153
(ARPENTERS OISTRICY LUNCIL OF
WESTERN PENNSYLVANIA
495 anshieldAy 722-6200
EIMENT MASONS UNION LOCAL NO 524
Camrent Masors lldq
e G0=td rpig - -761:6310
JLAZIERS tOCAL UNYON NO 751
Frodiiphtz 362-6576
{UTEPNATIONAL BROTHERH00D
F BOILERWAKEPS IRON SHIP-
BUILDERS BLACKSMITHS
FORGERS & rELPERS
LOCAL 194 Mroeett 28142287
JRON ‘WORKERS LOCAL UNIONNO 3
2716Peanhv 2819806
PAINTERS LOCAL UNION NO &
AFL-L10 OF ALLEGHENY COUNTY
& VITINITY 953 Pennby -----261-0157
FLUMEBERS LJCﬂL UNION NO 27
“Bataw.crie 922-2217
SHEET WETAL WORl\tRS Locat
N0 12 ertPrcadSireetMal -362-27i1

Labor Grganizations—{Coni'd)

Plttsburgh Federation Of Teachers Lmal 400 |
AFT 1100 E Cars0n -------- 2515900

PGH LOCAL NO 29 SERVICE EMPLOYEES
JNTERNAT{ONAL UNION AFL-CiC
e luen 9 AR5 23 P
I Closed £ _.u.l2ss t
i Clark Bldg -~--=-ren-m-om-r 471.0690

Pgh Musicai Scciety Local 60-471 A F Of M
709ForbesAv-281.1822
Piumber's Labor's Unlon Local 347
235Marion- 281 6432
SA27 Alder ~--emvem-a-een mens 41.1424
If no answer- -~ -------- ----- 4:1 1190

REFUSE & SALYAQE DRIVERS &
HELPERS UNION LOCAL 609
-0 thzt 471-7184
Reinforced iron Worxers Local Un-on No 818
31065 .hwil'eRd 341-0311,

RETAIL STORE EMPLOYEES UNION
LUSAL 1407 93iPennAv -- - ---- 471-3470

Satesmen & Altiag Warkers Local Union 131
Ren-hawBidq-471-6642

SERVICE EMPLOYEES INTERNATIONAL
UNION AFL CIO
PernlenterBlvdWik s wo 924.7752
Sheet Metat Workers Laca! 17 JAC
Parewaysw-923-1155
Spriskier Fitters Local £42
2967 F aococt By 4 931-2241 |
STYEAM FITTERS UNION |
Lacat Urion No 449
29 N Libert AY -- - - - - 5034044
S eciworkers Internaticial Emp oyees
Independent Unian ArrcitBidg ----231.7469
LTONE MARSLE TERRAZZO & TUCK
POINTERS’ UNSOX NO 35 OF PENNA
Telephona Answars 24 ioure
tawkFianceBidg --- ---- ---- 2511978
TAX: CAD DRIVERS UNION LOCAL 128
Je¢ k Armand Pres
A De'Gaudio Sec-Treas
ClaxBldg < ---- - ----471-2925
Tire deipecs Local 20 300Bev=-'yRd --563-6b16
T:1nsport Werkers Union AFL-CTO Local
HNe 2044 i527Pernt - - 4718156
Treasurers & Vivketsellers Lol No 367
336 L ouetzhy 37143677
Toupographical Union No 7 133 15v--261-0116
BAW-CID Alls:, Chaimers Local 1036
32128rightonRd 761-0450
J A W Leeat 1001 3George- - -~--- 771-0909
U A W SUB-AEGCIOMAL OFFICE REGION 2.A
1awood - 261
United Auto Workers Loca! 1020
UVAWAFLCLO
272 € Tront-nBy_471.4277
UnTRD DEPARTMENT STORES
EMPLCYEES UNJON LOCAL 101 AFL-
cio Irvestm-rteydg mecmeea-- . 471.1861
Ceited Elertrical R3gio & achire
Werxers of Ainerica
Dsirict ho o
487 L.wrolﬂ‘w,NcrthVer“'lles 3512334,
Lrest olC Z720M00er - - - 271-6624
Lm-(: 2 Sl ! &Sgral Dy
2RptW averly-271-4434
Lzeal 610 52254aticn YWiirmerding - - 823-5685

GHITED MINE WORKERS OF AMERIGA™
DISTRI E% ne s SERS OF

-

MICHAEL BUDZANOSK!
SECRETARY AND TREASURER
JOHN SEDDON

JOHN WUSELS
9°3 Penn AV = -----e---- -281:9300

UNITRD PLANT Wllﬂ WORKERS OF
AMERICA LOCAL 50:
2202 OnochcKee(pcrt 672-2645
Unyted Postal Workers Of Western Pa
1s3e by 20115918
UIITlD SLATE TILE & COMPOSITION
OFERS DAMP & WATERPROOF
'IOIK ASSNH

Loca! Union No 37
MartinBidg »-----o-ce-ieoooon 322.2166

PRESIDENT DISTRICT NO. 5 !

i
i
CONPENSATION DEPT. MGR, | ‘

.

|

H

UNITED STRELWORKERS — ——
OF AMERICA

international Headguarters

“POL INFORMITION L

UNITED STEELWORKERS OF
AMERIC

{o chot

|
1
i
|
i
} Home of
|
|
|
L

Unted Steelworkers Of America
Laternaticral Headgquartess
omraithBi-471-5254
District & Sub-District Cfes

Ditret 15

’ 633 LingSudRdicKesprt -462-1515
Desterct .2 40D LeckTa-entum 2-4544
Ch-Dstract 14 291 438 - -682 8205
.A SDatrict 19 35y .amore - 782-1889
Sup T et 15 1inBwn - 431.5787
Si-Dte £1 23 Ba s Re oo 9719100

.

140 455t-681.1220
ety e wre Lorpuny L U 7174
315WBAv-462-7480

United Te'egraph Workers-AFL-CI0
RenshawPing-281-8935
Un'ted Tran(purtahon Unicn Conductors

Committee EOR
4 43Rrow-v.oRd 8842622
Umited Transportation Union Cenerai
Committee Of Adjustiment
PableTer inciAriex 4719152
U. ted Trarsportation Un.on Generz:
Conampttee OF nesustment
Vinngnre gente’
Umtad Transpoitation Union Genw, al
Cormttee OF Avjustment Uaion Railroad
2201sramoreBivd - 471 7476
United Transpcriction 1ymon Local 1628
2201ArdmareSivd -351-0441

-471-2238

; Uphalsterer’s Internatio~at Umion

tocals 10 & 157 :7Federat- . 231-0855
Warehouse Unicn Loca’ 636 IBTCW&Y
1311Pennay-282-3132
Westem Pennsylvama Joint Counctl No 2G
ey o IDH.. P

Westérn °¢1nsyovama Gperating Engmeers
Joi it A “renticestip & Trainig Program
4150 Lbrar kg 561-6361°
Yindew Cieane~s Lanoi Local No 16
JenrirsAread: 471 4116

|
|
1
|
l
06|
|

10
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Human Resources

Social Studies teacher.

Economics teacher. -

Material Resources

P .-

Film: Labor Movement: Beginnings and Growth in America SM2 5§9. 12 13 min.
Traces the development of the organized labor movement from post-Civil War
beginnings to World War I, describing the dramatic events and personalities which
characterized it during this period. Discusses the methods by which labor sought
to achieve its goals in the changing national economy within a framework of chang-
ing relationships between management and labor. -

Film: Working Together--A Case History in Labor Management éooperation

SM2 576.27 24 min.

The story of a nine-year give-and-take struggle between labor and management

in an American industrial plant. Re-enacts the first hostile meeting between labor
and management representatives; the incidents leading to a strike and its settle-
ment; -and the gradual development of an effective working relationship which
resuited.in increased productivity, higher wages, and better working conditions.

Film: A Local Union SM3 576.23 26 min.

Presents a dramatized story of how a machinist's unibn presents its problems to
management and how agreements are reached through discussion, Explains how
union officers are elected, their responsibility to union members, their function
in mr--management meetings.

Filmstrip: Growth of American Labor F176.8

Qur American Economy, Lindholm and Driscoll--available from school library.

Economics, U.S.A., Leith and Lumpkin.

Labor Law, Carl Rachlin.

Debate: Resolved: Workers who do not belong to a union benefit from vnion

&

Debate: Resolved: Seniority should be the only basis for promotion within a
company.

activities.
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JOB AND CAREER DEVELOPMENT :
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Objective:

Motivation Activity:

- Developing Core:
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JOB AND CAREER DEVELOPMENT

To enable a person to ¢onstantly evaluate himself tu improve
and better his standing.

Have the students list on the blackboard reasons for wanting
to improve and advance in their career. Discuss thesc and
explore the necessity of resigning to get a better jub, the
possibility of getting additional education, etc. Be certain
they are informed of the right and wrong ways to pass
through these transition periods,

People may at some time become unhappy in their work
career. They may wish to further their knowledge in order
to improve on the job or get a better job. Getting this
knowledge will probably take seme time, effort, determina-
tion, and perhaps money. This additional knowledge can be
gained through the company or plant training programs,
through college or junior college, through home study, etc.

Many people will desire a raise or a promotion from time
to time. If you have performed well and have given a bene-
ficial service to the company, you will probably get it.
Since they do not always come automatically, the following
suggestions may aid in a person getting a salary increase
-=-0r a promotion,

1.  Explein the best part of your job.

Know what you like least and why.

3. Produce evidence of the quality and quantity of
your work.

4. 5iow your improvement and how you benefit the
organization-

5. Your past performance will speak for itself.

6. Be able to state the specific job you desire in a -
promotion or a sgecific salary increase. Your
ideas must be in line with your interests, experi-
ence, and preparation,

7. Before you presenct your case, be prepared,
8. Be objective in discussing your request,
9. 1If you are refused, do not quit.
10. Re-evaluate y-urself and then decide what to do.

Most people will have an occasion to resign from a job at

sometime. There are two major reasons a person might

resign: you may have a better job offer or you may be

dissatisfied with your present job. In any case, it is wise
o .




Other Activities;

to have a new job offer before resigning from your old
position. There are two ways of resigning: written and
oral resignation. There are two reasons for giving a
proper resignation: respect of the employer and a possible
recommendation, and self-respect by doing the right thing.

LETTER OR RESIGNATION: Should include the exact date
you will be leaving (in most cases, a two week notice is
expected)--the true reason you are leaving such as oppor-
tunity for advancernent, more money, etc.--express your
appreciation for the job--and what you gained from the
work experience.

ORAL RESIGNATION: Should state why you are leaving--
mention what you liked about the job--state your apprecia-
tion--be as polite and courteous as the day you were hired
--say goodbye on the last day of work. Do not state your
dissatisfaction unless the employer asks you to--do not
criticize your emplayer .to the other employees--do not
slack off on your job after giving your resignation,

Many alternates are available to the young person who
wishes to gain additional knowledge, The following
thoughts should help this person.

1. CONNELLEY SKILL AND LEARNING CENTER--
located near the Civic Arena in Pittsburgh--see
Appendix VI for information and course offerings
--this program is available free to Pittsburgh
residents.

ALLEGHENY COUNTY COMMUNITY COLLEGE--
located near Allegheny High School on the North
Side of Pittsburgh--telephone the school for all
types of information,

COMPANY OR PLANT TRAINING PROGRAMS--
investigate the opportunities in the business in
which you are working--also, investigate the
company policy on paying your tuition to some
school.

Have the students list the opportunities in the Pittsburgh
area for gaining additional knowledge. Discuss these.

Invite a representative of the Connelley Skill Learning
Center to speak to the group and/or arrange a visit to the
Center.
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Invite a representative cf the Allegheny Community Coliege
to explain their programs and/or arrange to visit the North
Side Campus.

Have the students write a letter of resignation.
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Human Resources

School counselors.

=

English teacher.

L

- Material Resources

+ =

£

Film: Your Life's Work SM 444.20 22 min.
Describes special qualifications required for the better jobs.
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CONSUMER ECONOMICS

Objective: To describe ways in which a person can stretch his income
by applying principles of wise buying.

Motivation Activity: Have each student in the class keep notes on the amount of
money they spend during an entire day. They should keep
details on how they spent their money. Have the class
compare how they spend money. One person in the class
should show wise use of income. Let the class discover
this. ,

Developing Core: The following outline should serve as a guide for this unit.
’ The amount of time available should determine the depth
you wish to discuss each topic.
I. Pricing factors affect consumers
A. Different kinds of sellers

. Department stores
. Specialty shopé
. Chain stores
. Door-to-door salesmen
. Discount houses
. Cooperatives
. Others
B. Different market factors

1. Competition e

2. Supply and demand

3. Location

4., Services such as guarantee and return

privileges

5. Overhead costs

C. Quality and value

I
i
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l. Brand names, advantages and disad- - -
vantages

2. Grade labels for meats and canned
products

3. Thread coun:s and weights for cotton
cloth

4. Weight and content of packaged products
such as soap
D. Advertising
1. Who pays for ads?
2. Responsible or irresponsible advertising
E. Consumer credit
l. Advantages and disadvantages of charge
accounts
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a. 30-day accounts
b. Revolving charge accounts
c. Installment accounts
d. Other sources of credit such as
check credit, etc.
II. Sources of consumer information
A. Organizations which test consumer goods
1. Consumer's Research '
2. Consumer's Union
3. Others
B. Organizations which test products
l. Good Housekeeping magazine
2. Underwriter's Laboratory
3. American Medical Association
4. Others

Other Activities: Appoint a committee to shop for a name brand appliance in
at least three different kinds of stores such as a department
store, chain store, and discount store. Have committee
report on advantages and disadvantages of buying appliances
at each kind of store (price, service, credit, etc.).

l
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Have students report on "Truth in Lending' legislation.

[ Jrmrm—
' .

Have students price a certain item (32 oz. bottle of ketchup)
at their local store or supermarket. Have them list the
store and the price on the chalkboard for comparison. When
a student asks why prices are different, have them return
and ask the store owner or manager. Perhaps one of these
storekeepers will come in and answer questions from the

_ class on pricing. If not, discuss different market factors

% which may influence prices of these various sellers.

3
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Invite a speaker from the Better Business Bureau, Grant
Building, Pittsburgh, to speak to the group on their organi-
zacion, Obtain pamphlets listed below for the class. Dis-
cuss the pamphlets.
1. FACTS YOU SHOULD KNOW ABOUT BORROWING,
2, DON'T DO BUSINESS WITH A "BAIT ADVERTISER.,

Discuss advantages and disadvantages of advertising for
the consumer: reduced cost, education, information, in-
creased living standards, etc.

Discuss sources of consumer information. Examine copies
of Consumer's Research, Changing Times, etc.
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Plan a class activity such as a field trip or a picnic.
Figure the amount of income first by voting how much
each student will contribute. List all proposed expenses.
Estimate total cost of activity and balance the budget by
adjusting -expenses. A committee or committees might
work more efficiently on this activity.
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Human Resources

Sales/Merchandising or Distributive Education teacher.
Home Economics teacher.
Allegheny County Department of Consumer Protection,

Material Resources

Filmstrip: New Look at Budgeting F 76.1 88 fr color

Filmstrip: Managing Your Clothing Dollars F 76.1 63 fr color

Film: Your Thrift Habits SM 445.3 11 min.

When Tony wants to puy a new camera, his father helps him establish good thrift
habits. Tony learns to distinguish between fixed and flexible expenses. Thus, he
is able to save for both short-range and long-range goals. Learniné to manage
his money, Tony begins to understand that thrift is the absence of waste.

Film: Why Budget SM 476.2 11 min.

Discusses the importance of the budget to individuals and families of all income
levels. Explains what the budget is, how it is set up in relation to needs and incomne,
what is to be gained by following a well-planned budget.

Film: Consumer Protection SM 417.0 10 min.

Illustrates the practical value of consumer services with a comparison of buying
habits of two families, the Whites and the Kings. Harry White and his wife, who
buy everything on the superficial basis of price and appearance alone, often find
that they've made the foolish purchases. But the Kings, who take advantage of the
wealth of information available from both government and private consumer ser-
vices are adequately protected in their buying, and enjoy an improved standard of
living.

Film: Consumers Want to Know SM 3 417.9 30 min.

Presents a factual day-by-day agcount of how the Consumer Union functions, how
a test project is carried from start to finish, how Consumer Reports is produced,
and how the Consumer Union speaks for consumers at Washington hearings.

Film: Tco Good to be True SM2 417.8 20 min.

Better Business Bureau {ilm with Bud Collier. Shows some dishonest and unethical
advertising and business practices such as ''nailed-to-the-floor-techniques'' used
to get customers into the store with no intention of selling the advertised items.
These ""Bait and Switch'' techniques are not common practice yet prevalent enough
that the consumer must be on the alert and watch for them.

Film: Installment Buying SM 417.1 10 min.
Gives answers to three questions befosé buying on credit: Is the article worth
buying on installment? Can I afford it? Am I getting the best installment terms?
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Film: Most For Your Money SM2 417.5 14 min. ] |
Two representative problems--a girl purchasing a new sweater, a boy selecting
a power saw--illustrate the basic principles of sound con'sumer buying.
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INDUSTRY

IN THE

PITTSBURGH
PITTSBURGH AREA

MARKET

INFORMATIO

The Pittsburgh areq, so long dependent uoon two industries - steel and coal now relies on a
diversification of industries and the “know how” of extensive research and testing behind the
industrial processes for its long-range economuc health and welfare.

Pittsburgh, not one of the largest Metropolitan Areas of the nation in area and population, stands
tall among the huge manufacturing districts - ranking 14th in the number of industrial plants,

8th in the number of industrial workers; 7th in industrial payroll; and 9th in value addied by
manufacture.

Pittsburgh is a prime producer of steel - and al:0 makes much of the materials and products used
In construction, mining, heavy manufacturing and the making of consumer goods.

Although Pittsburgh 1s known the world over for its great output of steel, the area has seen
increased diversification and sophistication of its industry over the past few years, in order to reduce
1ts economic dependence upon the production of that commaodity. Steei, however, stil is number
one in any assessment of the area’s industry and gives Pittsburgh the distinction of being one of

the nation’s top producers, since nearly one-fifth of the steel-making capacity of the United

States is still located in the rather confined 50-mile area defined as the Pittsburgh D:strict - which
produces aimost 20% of the nationai tonnage. Of a total of 2,424 large and small manufacturing
plants in the metropolitan area, 155 plants produce steel and provide work for 131,000
steelworkers. :

The fact that Metropolitan Pittsburgh keeps expanding its industrial community is not so well
known. However, over 6,000 different products are coming out of plants utilizing the skills of
259,218 men and women, whose combined income exceeds $2.1 billion a year.

Heavy machiinery, electrical machinery, steel mill machinery, railroad brakes, mine safety
equipment, and all kinds of electrical equipment; fabricated metal products, coal, coke, and
chemical products; petroleum products; food and food products; apparel and reiated products,
paper products, printing and publishing, lumber and wood products, furniture and fixtures:
and instruments and related products carry the “MADE IN PITTSBURGH" 1abel.

The investment made by industry in the economy of the Pittsburgh area increases each year.
For instance, 10 years ago in the Metropolitan Area, the value of production was $6.8 billion,
value added by manufacture amounted to $3.2 billion, and wages to $1.8 billion.

The most recent statistics show value of production at $8.8 billion, value added by manufacture
at $4 billion, and wages, $2.1 billion.

117




INDUSTRY IN THE PITTSBURGH AREA
2

Always progressive, the area has encouraged more light manufacturing to offset some of the

economic reliance on heavy industry by the development of many successful industrial parks.
Already housing industrial firms, or in the planning stage are more than 36 of these highly

attractive and strategically located parks where light, airy, modern buildings grace handsome
tracts of jand.

Research and development - a relatively new industry - has grown to the third largest in the
Pittsburgh area, employing over 15,00G in the four-county Metropolitan Area; and over
20,000 technical and support people in the nine-county Pittsburgh Economic Area. Many of
the nation’s largest industrial firms have research and testing laboratories in the community.

Pittsburgh is also th: THIRD ‘argest headquarters city in the United States, taking pride in the
fact that 16 of the na:1on’s greatest corporations choose Pittsburgh as their headguarters.

Pittsburgh’s nuclear industry, steadily growing since the early 1950°s, and recognized as one
of the nation’s leading centers of nuglear research, employs between 10,000 and 15,000 persons.

The expectation for Pittsburgh’s incustrial ¥:*.sre is bright. According to recent surveys,
manufacturing firms plan to increase their capital outlays. For 1972, an 8% increase in spending
over 1971 is expected by Pittsburgh area firms. The improvement is expected to be due solely
to anticipated higher spending by producers of hard goods(notably primary metals), while
producers of soft goods expect a reduction in spending for the second consecutive year

Rev. 8/7 |




st bt e
T

TR g
e g AL M B

PR
R

e

g
e

s

3
i

it

AR

l ,
(o]
S
o
m
o
?,
4

MARKET

g & 1966, 1967, 1968, 1969, 1970
\J[J/  INFORMATION 1

—

N PITTSBURGH
l :qg *PITTSBURGH LABOR MARKET
3

i

Total Manufacturing Wage & Salar- Employment in the Pittsburgh
Labor Market Area, by Indust.v - .
ANNUAL AVERAGE (Est.)
(In thousands)

INDUSTRY 1966 1967 1968 1969 1970

" TOTAL CIVILIAN WORK FORCE 933.9 950.9 9h1.8 975.7 986.6
TOTAL UNEMPLOYMENT 27.6 29.7 27.0 2k 4 35.9 J

% Civilian Wrrk Force Unemployed 3.0 3.1 2.8 2.5 3.6
TOTAL EMPLOYMENT 9oLl 918.3  932.5 950.0  9ho, |
FARM EMPLOYMENT 8.1 8.1 8.0 6.0 6.1 1
NONFARM EMPLOYMENT 895.9 910.2  924.5 9Lk.0  943.0 |
SELF-EMPLOYED, UNPAID FAMILY |

& DOMESTIC WORKERS 73.4 70.3 69.2 69.2 68.2
NONFARM WAGE & SALARY WORKER EMPLOYMENT 822.6 839.9 855.3 87L.8  874.9 |
ALL MANUFACTURING INDUSTRIES - TOTAL 293.0 290.7 288.6 289.4 278.3 |
ALL NONMANUFACTURING INDUSTRIES - TOTAL 529.5 5L9.1  566.7 585.4 59,5 |
Mining 8.9 91 8.4 8.1 8.9 '

Bituminous coal mining 7.9 8.0 7.4 7.8 8.0
Other mining 1.0 1.1 1.0 1.0 1.0 !
Contract construction 39.7 - L1.6 Ly, 0 LWy, 7 Lo 8 ‘

Transportation 35.2 35.2 35.8 36.2 35.6

Public Utilities 21.5 21.9 22.5 23.2 23.8

Communications 10.1 10.3 10.4 10.6 11.1

Other public utilities 11.4 11.6 12.1 12.6 2.7

Wholesale & retail trade 161.0 162.8 168.8 174.7 177.5
Wholesale trade 42,5 43.1 43.9 L, 0 44,1 ;
Retail trade 118.5  119.7 124.9  130.7 133.4 '

General merchandise stores 29.0 30.1 31.7 33.h 3423

Food stores ) E 20.9  20.8 21.4 22.1 22.0
Other retail stores 68.6 68.8 71.7 75.3 77.2 |

Finance, insurance & real estate 34,1 35.5 36.2 36.9 37.9

Banking 10.8 11.1 11.2 11.8 12.3
Insurance 10.6 11.3 11.4 11.2 11.4 |
Other finance & real estate 12,2 13.2 13.5 14,0 14, |

Service & miscellaneous . 136.0  143.7 149.3  155.2 159.7 «

Government 93.2 99.3 101.8 105.8 110.3

Federal 17.2 17.7 17.7 17.7 18.3

State & local 76.0 81.6 84,0 88.1 91.9

*Pittsburgh Labor Market Area covers Allegheny, Beaver, Washington
and Westmoreland Counties. 118




PITTSBURGH LABOR MARKET

Total Manufdcturing Wage and Salary Employment in the
Pittsburgh Labor Market Area, by Industry =----

ANNUAL AVERAGE (Est.)
(In thousands)
INDUSTRY 1967 1968 1949 1970

ALL MANUFACTURING INDUSTRIES - TOTAL 290.7 288.6 289:4 273.3

5
o

DURABLE GOODS 2.9 241.6 242.0 231.8
Lumber & wood products &
furniture & fixtures

Lumber & wood products

Furniture & fixtures
Stone, clgy & glass products
Primary“etals
Fabricated metal products
Nonelectrical machinery
Electrical machinery
Transportation equipment
Instruments & related products
Miscellaneous manufactures & ordnance
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Food products

Apparel & related products
Paper products

Printing & publishing
Chemical products

0il & coal products

Other nondurable goods
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Source: Pennsylvania State Bureau of Employment Security, Pittsburgh Office.
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1970 INDUSTRIAL CENSUS

(Money figures in Thousands of Dollars)

ALLEGHENY COUNTY

Value
Total Number added Capital
Establ. Employees Payroll_ by Mfg. Expend.
ALLEGHENY COUNTY 1,466 147,170 $ 1,289,039 $ 2,352,476 $ 178,342
Major Manufacturing Industries
WFooq',and kindred products 206 14,263 104,210 227,356 6,159
Apparel and related products 48 1,060 5,258 8711 258
Lumber and wood products 26 277 1,992 5,396 40
Furniture and fixtures 44 1,306 8,826 16.001 459
Paper and allied products 23 2,747 18,767 40,055 2,329
Printing, publishing and allied products 261 6,507 56,196 95,287 2,863
Chemicals and allied products 69 3,664 32,361 70,339 8,061
Petroleum refining and related industries 19 569 5,201 11,228 1,270
Rubber and miscellaneoys plastics products 32 1,563 9,962 17,097 ==
Stone, clay, and glass products 97 5,084 43,609 86,276 6,001
Primary metal industries 74 53,303 476,636 917,341 100,124
Fabricated metal products 2 12,561 103,763 188,267 7,496
Machinery, except electrical 177 15,978 149,927 253,693 17.544
Electrical machinery, equipment
and supplies 49 16,378 163,797 248,348 13,924
Transportation equipment 19 5,708 57,621 81,334 5,397
{nstruments and related products 40 2,740 23,385 41,108 1.377
Miscellaneous manufactures 50 1,896 14,352 23,085 2,937
SELECTED PLACES
CITY OF PITTSBURGH 688 46,615 $ 388,458 $ 699,910 $ 22,691
CITY OF CLAIRTON ‘ 10 4,886 44,272 33,235 6,904
CITY OF DUQUESNE 5 3,897 38,150 87,541 1
CITY OF McKEESPORT 33 8,050 68,190 140,329 14,234
CARNEGIE BOROUGH 25 1,628 13,520 27,363 1,070
McKEES ROCKS 80OROUGH 22 2,535 20,052 42,247 2,192
OAKMONT 80OROUGH 19 1,952 19,926 29,237 936
SHARPSBURG BOROUGH 18 593 5,312 9873 563
WILKINSBURG S8OROUGH 15 215 1,602 3,253 108
Source: Penna. Industrial Census Series. Release No. M-5-70
Penna. Dept. of Commerce.
119 Rev. 12/74
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Chamber of Commerce of Greater Pittsburgh

JOBS AND SKI

R 2o

Conducted dwing June of 1969, the annual Jobs and Skills
Auailability Survev shows demand tor entiy level personnel up
substantiallv fiom last vear and far exceeding supply for the
fitth stiaight v car. Demand for high school and technical gradu-
ates was particularly strong, reflecting the need tor immediate
personnel reliet by emplovers faced with an extiemely tight
labor 1aarket.

L1 June employiment in the Pittsburgh Standard Metropoli-
tan Statistical Area (Alleghenv, Beaver, Washington and West-
moreland Connties) ieached its all time high, 962,000. Un-
employment was verv low (2 9%) despite the usual influx ot
students scehmg summer work, A strong economy, high em-
plorment, and a small labor pool created many pressures that
wete reflected in higher w ages, mcreased overtime, the use of
marginal labor and, in terms of our study, in greater compe-
tition for the skills and energies of entry level personnel.

Virtually all of the major emplovers in the Greater Pittsburgh
area participated in the 1969 Surver. Specifically, 231 com-
panies emploving 242,395 people returned completed ques-
tionnaires detailing their needs fuy entry level personnel in
seventyv-cight vocational categories. esc cooperating com-
pauies employed 27 5% of the total nonfarm woik force in the
area. With the exception of Wholesale Tiade, the sample within
eacl. ot the nme Burean of Labor Statistics mdustry categories
was strong and permitted sound demand projections to be cal-
culated. In the Manutacturing categor v, more than half of those
emploved weie at work with compames represented in the
Chamber Swm vey.

Total demand tor new graduates in 1969 was 30,161, an
increase of alinost 50% over the 1968 demand figure, 20,270
and the highest total reported in the five veurs during which
the survey has been conducted. Demand for graduates of four
vear colleges was down somewhat but 1969 demand for those
with technical and special schooling bevond high scl:ool (1-2
vears) was double that of 1968. Theic were heavy 1equire-
ments for aceountants, draftsmen, EDP peisonnel, nuises and
stenogiaphers. Major shortages of clerical and counter sales
personnel could be predicted fiom a match of supph and de-
mand entries on the 1969 chart. Among the trades, machinists
and welders were in high demand. Hospitals reported many
unfilled openings for unskilled personnel, as well as for those
with specialized training in various inedical sapport disciplines.

The bullish charactenstics of the Pittsburgh area labor econ-
omy were noted in the report of labor supply and its post-
traming distribution, with 39.3% of the 27,703 high sehool
seniors enrolled in the 102 secondary schools that participated
in this vear’s survey indicating plans to contiune their educa-
tion at four year colleges. This figure was < than 6%
from last year. Of the others, 20.2% stated tha vould con-
iinue their fornal education—5.7% in technical Ychools, 3.6%
in trade schools, 3.9% in nursing schools and 7.0% in junior col-

LS

1969 SURVEY

leges The imilitmy services emolled 3 7%, and onh 23% o
6,758 planncd to seek full time emploviment. Without review-
ing the specifics of the demand figures, these 6,758 graduating
sentors tound 20,445 jobs available to thein.

@t the 27,705 seniors graduating fiom the schools survesed,
9,460 or 34 1% had completed a program of occupational-
vocational-technical training, This compared favorably with
last vear’s figure. New Erogmms on the secondars level in Ac-
counting, HVAC, Muarketing, Electuc Appliance Repair and
Medical Technology were noted and were responsive to de
mand for peisonnel tiamed in these skills noted in previous
survevs.

This vear 33 business and technical schools provided data
for the Jobs ‘Skills Surves. Ot the 6,025 enrolled in these
schools, 83.6% planned to find full time employment after
graduation. Nine per cent would continue full time study and
7.4% would immediately enter military service While the pro-
grams at these schools are rich and varied, - ~ontinuing short-
age of post high school trained draftsmen, stenographers, and
medical support personnel existed,

The work of the Chamber of Commerce of Greater Pitts-
burgh in aicating an awaieness of the quahty relationship that
should exist between the demand for and the supply of entry
level personnel was noted by Alleghenv Countv Commissioner
Chairman Leonard Staisey, when in August of this year he
formed the Committee for Caicer Planning. This group was
organized to fast studv the educational resources available to
graduates of sccondary schools in this area. and to (levelop new
ways of acquainting these graduates with those training oppor-
turuties and the caeers to which thev lead. Next the Commit-
tee will work to identifs the area’s training needs and to create
educational opportunities and programs 1elated to those needs.
The Conmittece should do much to direct training efforts to-
waid areas ot trie need and to minimize duplication of training
effort. Commssioner Staisev was prompted to form this Com-
mittee by the Chamber's Jobs Skills Surves and has asked its
authors, Jav Jarell and Ted Hleba, as well as Chamber presi-
dent Howaid Heimbach, 1o serve on the Committee along with
representatives of County, Cits and parochial schools, and the
private and public busimess and technical schools and junior
colleges in the Gicater Pittsbuigh area,

This marks the fifth vear of a projected five-vear study of the
supply and demnand characteristics of the entry level labor mar-
ket in the Pattshuigh SMSA. Plans aie being made to analyze
the five annual vepoits and to publish a full scale 1eport of the
tiends noted. This will be a comprehensive studv of demand
by industry category, by entev level, and by vocation, and of
the 1elationship of supplv to this demand. The report will be
made available to schools, to industry and to planning groups
somne time in 1970
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Porter & bell 36| 36 3 D ) 454 T
Physical & Occ. Therapist . . {
Physical technelegist FLIEN 5 5 17
ot -
Plumb - 1
Precision machine operalor _ T "
Rolles & 1ol hand 30 ERJE
hacticol Nurse . T
Sales cloik [} 6] 60 4 1 ELI) ] ws|
Salesman, salesperson 22 3 266 N [ 68 74 2] 44; 48 1% 590 860
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This 1969 Jobs and Skills Survey was pre-
pared by Jav Jarrell of Strauss Peisonnel
Service, chairman of the Chamber’s Employ-
ment Services Committee, and Theodore
Hicha, manager of the Chamber’s Educa-
tional Affains Division The Survey is the fifth
in a five-part vl study of the demand and
supply characteristics of the Pittshurgh arca
labor market for entryv-level skills.

This chart and analysis ot the 1969 Suivey
is especually tipped into Greater Pittshurgh.
ancl can be easily removed for your use.
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JOBS FOR WHICH

A HICGH SCHOOL
EDUCATION

IS PREPERRED,
BUT NOT ESSENTIAL

One-quarter of our young people do not finish high
school today. For severai years running, about
750,000 each year have dropped out. What do you
do for a living if you are onc of these? We have
grown accustomed to hearing that the high school
dropout is down on his luck; no job for him. But
this is not always so. Here’s a list of jobs that
may be cpen to applicants who have no diploma.
You shouid remember, though, that given a choice
employers tend to choose the epplicant with the
most education and training. if you can fimish
high schos!, do! And then, look beyond to college
before deciding you‘ve had enough education.

This summary gives only the highlights from the
descriptions in the QOccupational Qutiook Hand-
book. For many occupations, special talents,
aptitudes, and personal characieristics are nec-
essary. If you would like comple.e details on
entry requirements and addiiional information on
the employment outlnok for ali the occupztions
listed, consult the lalest edriton of the Hand-
book; it is published avery other year by the U.S.
Oepartment of Laboi’s Bureau of Labor Statistics.

The Handbook contains the following information
for aver 700 occupations and 30 major industries.

* Natuie of the wo.k

* Traning, other qualifications necessary for
en:r v, and advancament possibilitics

* Where employmient opportunities are found

* Employment outlook through the 1970°s

* Earnings and working conditions

* Where to obtain additicnal information

Reprints of all occupstions m the Occupaticnal
Outlook Handbouk are available sepiratcly at
prices ranging from 5¢ to 20¢ or $9.25 for the
corplete sct of 119 reprints.  For a free price
list, write to.

U.S. Department of {abor
Burcau of Labor Statistics
2220 GAOQ Building
Washington, D.C 20212

QUALIFICATIONS
AND TRAINING

OCCUPATION
(employment 19G6)

EMPLOYLIENT
OPPORTUMITIES
AND TR KNDS

Heatth Serv o
Occup atogr.:

s Licensed  Usual'y must be 17 or 18

Practical vyears old, have compluted

Nusse  at teast 2 years of high

(300,000) schon! and o State approved

practical nusing course,

and pass @ licensing ex-
amination

Strong demand, (Catine st
of very 1ppnd emplon
e eancoted in the decace
aread.

Clencat and
Ratoted
O~ cupitsc s

Castuer Applicants who have token
distributive  education  or
{700.000) pysiness subjecis prefercd

Ten- of thous.wris of ap. o
1ngs vi arly, but comie it
Keen Many  opportneit

for pa-t-time work Very rep

1d emprloyment increus e

Shipping or Business subjects useful.
Recciving
Clerk

{325,000)

Thauzands of openinge an '

nuatly. Many applicants, ¢
keen compet:tion,

Sailes
O ipations

Automobile  Most learn skatls thiough
Pdarts  job expericnce.
Counterman

{60,000y

A few theusand rpen.ngs
vearly. Continued emplo,
ment growth,

Satesman or Distributive educalion
Saleswoman  courses useful.
{Retar 1 Trade)

(2,400,000)

Many opnortuntties, fur ful
or part-time wok Mader gt
increase 1n employment.

Surv e
Qc cuprati ong

Carber Most States require ltreng-

tng  for which apphicant,

(205,000) usudltly must be 16 (in 5ome

cases, 1B), hve congiletesd

Bth grade, and be a wiad

uate of a Statreappioved
barber schunt.

'
H
|
i
i
!

|

1

Several thousand a0 iy,
anneally, Mderate rise |

enployment,

Cook and Che!  Skitls ysually leamed on

the ol couarses 1n couking

650,000 N -

(650,000 ¢ hoots  an aftvantage for

wnrk N lame hotels and

regtourants, Some trn as
apprentice o,

E xtellent employne ai of
poctimities. Thoe ,ana . of
O nINgs anmial'y,
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OCCUPATION
(employn.ent 1560)

QUALIFICATIONS
AND TRAINING

EMPLOYMENT
OPPORTUNITIES i OCCUPATION
AND TRFNDS 4 (eruployment 1966)

QUALIFICATIONS
AND TRAINING

EMPLOYMONT
OPPORTURITIES
AND TRENDS

Many acquire skilt anfor-
mylly thiough on-the-job ex-
petience, but 3-vear ap-
prenticeship recommended,

Many thausonds of opening
each year. Slow InLieese 9
employment,

A 3. or 4-year apprentice-
ship reconmended. Many
learn on the job.

A few thousand open ny.
each vyear. Modetate 1n
crease 1n employment,

A 5-year apprenticeship rec-
ommended, but many learn
on the job. Trade or cortes-
pondence CcCourses can be
useful tratming alds.

Siveral thousand ¢ -ening,
each year, Mode:ate n-
credse an employment,

Many learn informally
through on-the-job expen-
ence, but 3-year apprentice-
ship recommended.

A few thousand opening:
annually, Moderate 1ncreast
in employment

Cogmetoiogist License required. Usually  Job opportunities expected Painter or
(450,000 applicent st oe at least 1o be very good. Very raptd Paperthanger
. 16, and have conpleted at employment expansion. 47
least Bth grade (in scme « - 1473,000)
States. 10th or 12th} and a N
State-approved cosmetology
course. In some States, an Plasterer
apprenticeship may be sub- {50,000}
stituted for the cosmetology ‘
course,
Hospital For some jobs, mature work- Very rapid nise n employ-
Attendant ers oreferred.  Generally ment. Plumber or
(700,000 tratned on the job. Pipefitter
(350,000}
Private Ability to do general house- E xcellent employnment op-
Household work, usually learned at portunities. Many thousands
Worker home. Should be able to needed annually. Moderate Roofer
read instructtons and take employment nise.
(2.250.000) {0 1epnone mes sages. 160,000)
Waiter and Two or 3 years of high Good opportunities. Major. 'Y
Waitress school often preferred. Absl- ity of jobs for women; how- s
. 1ty to do simple calcula- ever, men preferred for jobs M tonemason
(9/0,000) ti0ns needed. Neatness and in formal dining establish. aible Setter
' calm disposition important. ments. and
' Tile Setter
{3C,000}

Many learn trade informatly
through on-the-job expen
ence, but 3-year aupren-
ticeship recommended.

Sniall number of openinge
yvely, Stow growth 1n em
ployment.

8Buiiding Yrades

Structural-,
Ornamental.,

A 3-year apprenticeshtp rec-
ommended.

A few thousand opentna-
anrually. Rapid increa<e o

Asbestos and Most learn through 4-year Several hundred openings]] 2nd Reinforcing- employment.
Insulating appranticeship. annually. Moderate employ- tron Worker
Worker ment incre ase. (75,000}
(20,000} Driving
Occupations
Bricklaver Can be learned on the 10b, §everal thousand opeNINgs o
(175,000) but 3-year apprenticeship each vyear. Moderate nse Busdriver, Must be i1n good physical Small numbcr of opportam-
. recommended. in employment, Local condition, chauffeur’s h- ties for new workers yearly.
Transit cense required In most but overall employment ¢a-
, ' (70.000) States. pected to dechine,
L]
Carpenter  Some leam skills informally Slow increase i employ-
' (850,000) °" the 10b. but 4-vear ap- men':_ but many openmgs Routeman Applicants atf least 25 vears Several thousand opceming:
‘ prenticeship recommended. each vear in this very large | (255,000} of age preferred. In most each vyear. Stight nise o
occupation. States. chauffeur’s license . employment.
? needed.
i .
| Cement Mason Can be tearned on the job, A few thousand openings Taxi In geneial, must be nver 21, Many oppcrtunities for e w,
i and Terrazzo but 3-year apprenticeship each year, Moderate in- Driver have chauffeur’s license, whrkers, though number of
Worker recommended. crease 1n employment, (85.000; and special taxicab opera- cabs 1s dechning. Instaby!
l (85.000) U tor's hicense. Many com- ity «‘ income causes high
. panics prefer drivers 1o turnpver.
E have at least B8th grade v
Constiuction Lrttle formia! training re- Many thousands of opcnings education.
Laborer or  quired. Usually must be at each vear. Slow increase fT "
i Hod Carrier 1east 16 and 1n good physi- yn employment. Truckdriver, Generally, must be at least Ramd increase 10 employ
cal conditton, Local 21. In some casns. need ment,
(725,000} 11.150.000) only 8th grade education.
[hkadd in others, 2 to 4 years of
high school. Must be 1n good
Floor Many learn skills on the Scveral hundred opentags physic at condition and have
Covering job, but a 3- or 4-year ap vearly. Moderate increasr a chauffeur’s hicense.
Instalicr  prenticeship recommendaed. 10 employment.
(35,000 Truckdriver,  Must? be at Teast 21, 1n good Thousands of New drver:
Over-the- phystcalcondition, andhave necded cach  year. Baped
Roud a good dniving record and® & tncrgaae 1n on ployment,
tather At deast a 2-vear appeen- About 1,000 openings an- {620.000} chauffcur’s licenze. Muny
(30,000) Y1CPShip recommended, Nually. Moderate increas~ fleet operators hue only

though many lfcarn trade in-
formaliy.

in employment,

125

thnse over 25; some requite
8 vears of schonl, others,
10 or 12. .




E

ELPLOYNENT

h Farm
Equipment
Mechanic
(40,000}

Many learn skilis on the
job, a few learn through ap-
prenticeship,

About 2.300 openings yearly.
Modes ate
ment.

rise 1n employ-

tndsnstria!
Ma -hinery
L Revairman

1150,000)

Most acquire shilt anfor-
maily thiough on-the-,0b
experience, somo

apprenticeship,

through

Several thnusand openings
annuatly, Moderate Increase
1n employment,

Mirite night

{72,004

Stall scquired erther throuah
apprenticgchip  {usually 4
years) tratning on the
job.

or

Seveial thousand openings
veacsly, Slow n

employment.

meorease

Truck or
Bus
Mechanie

(110,0000

EMPLOYMENT _
1 OCCUPATION QUALIFICATIONS OPPORTUNITIES CCCUPATION QUALIFICATIONS Of’l‘OHTl_Jf:' 1L
{employment 1966) AND TRAINING AND TRENDS { fempioyment 1966) AND TRAINING NI TRENDS
§
Machining i Hotels .
Ocrupations N —- e
1 . Hote! No specific education re- Nearly a thouoog o, cna-
——— 4 Belinian quirenems, but bigh school  annualiy, but relative 'y f,
Machinge Usuatly leamns skilis on the Little or no overall employ- 1 or Bell an advantage for pronwtion  for captan berths S
Tooi job. ment grovah, but thousands [ Captain to other hote! j0obs. ploynent groath,
Operator -+ of replacement openings {25,000)
{500,000) veoarly.
| -, Hote! No specrfic educaticnal re- Mo than 1,006 openi .
- Househeeper quirements, but niy em  yoariy. Rapird employea
Mechanice Or ployers prefer applcanis graw'h,
and Assistant with at teast a high scheot
Repatrmen ! 120.000) diplomy. Cou-scs 1n hotet
Apptiance  Mecharical  otdity neces- Thousands of openings housekecping helidful. Re-
g Serviceman sary, Skills feomed on the vyearly. Rapid increasse 1n Q;J":eminls depend on stze
‘ {195,000; I0b. empioyment. of hotel.
: Railroads
Automobile Most learn skills on the A few thousand openings ) L
Body job. A 3- or 4-year appren- annually. Moderate employ- sfla‘:l:za: ‘I;J::’ezvewous taming res Se\-cv‘:: mugllm;ld. op
Repairman  (yceship recommended. ment growth. aktna ) annuaitly.  Emplayment e
(76.000) pected to dechne thicy,,
(95,000} . the early 1970°s but wv.!
o stabrlize or inc-ea-r
Automotste Most learn skills on the Mon than 20,000 job open- shghtly 1n the tate 1970 «
Mechanic 10b, though a 3- or 4-vear ings yearly. Moderate em-
580,000y 2#prenticeshrp recom- pioyment growth.
mended. -
Rartroad New employecs usualiy re- A small number of opoenir .,
p
- - Bridge and cetve traiming &s helpers. each year. Enployment r,
9
Bowling-Pin  Many learn through brief A few hundred replacement Buriding Stabrlize or even 1nc e, e
Machine course sn factory schoo! openings each year. Little Worker shghtly an the r b, 1970 -
Mechanic  fotiowed by onethe-job train-  or no change :n employment. (14,000}
(7.000; 'ng. :
l Diesel  Most train on the job. Some Very rapid employment in- Railroad Must have several years' Enploymentevp ctedio
Mechanic  learn the trade thrcugh ap- crease. Conductor experience as a brakeman tinue to declire an e o
prenticeship (usually 4 {39,000) 3nd pass required exam- 1970%s. and e ese sty
{76,000) * tnatwons., by 1n tatrer part 0f 19 2 .
vears).
l . Electric  Emplcyers prefer high schoo! Several hundred openings
Sign  gradustes with eiectrical annually. Rapid increase 10 -
Serviceman and mechanical aotstudes. employment. Railroad Most raifroads prefer werke Several thaveund new v o
(6,000} Mast learn skrils on the job. Track ers 2t to 46 vears of age. ers wii be hiad anog 1,
Worker Must be able tc read and Duclire 10 & wnlogment .
S 1 {61,000} wrnite ard do heavy work. A pected to coatimeeg,
Etectrician  Skilis jearned either throngh  An increase of a few thou- ‘ high schoot ecucution de-
i {Maintenance) apprenticeship {usuolly 4 sand annually. * suirable to advane to fore.
{235.000) years) or on the job. man,

G

Most lesrn on the job, but
4-year apprenticehip
Ot ands o,

rec-

A few thonsand truck me-
chuanics and 3 few hundred
be

bas  mechanics  woll

needed annually.
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EMPLOYMENT ENPLOYMENT
OCCUPATION QUALIFICATIONS OPPORTUNITIES OCCUPATION QUALIFICATIONS OPPORITUNITIFS
(employment 1966) AND TRAINING AND TRENDS (employment 1966) AND TRAINING AND TRERDS
- Vending Skills wusually fearned Moderate employment in- Motion One tu 2 vears® apprentice- Stight tiro o in
* Maching through training on the job. crease. Picture ship usually required. ment, but openings w te
Mechanic Psojectionist scarce 1n this 10 g0
(15,000} {15,000} smatl occupatson,
Watch Usually no specific educa- Many current openings due
Repatman tional requtrements. Train- to longrun shortage of qual e
1ng available in watch re- rfied workers. Photographic A few weeks to several A few hundred opening o -

(25,000) pair and vocationa! schools. Laboratory months training on the job, nually, Many of the «.

Some learn skills through Worker depending on the particular skilted jobs will be fiiic
. apprenticeship, others on {Semiskrtied)  job, by women. Moderate v -
I the job. {30,000} ployment increase,
, Manual
. Occupations
Assembler Should be in good physical Stow trcrease i1n employ- Power Truck Usually learns skills on the Muoderate increase i ¢ o
I {Factory) condition and have some ment. Operator job. Some firms have train- ployment.
aptitude for mechanical {90,000y 'n9 programs.
1785,000) work, Most learn skitls on :
the job. ——
Production Most learn through training Severtl thousand repia
Automobile Most learn on the job. A More than 1,000 openings Patnter  on the job. ment opportunities annug!!,
Painter few learn through 3-ycar vearly, Moderate employ- (155,000)
125,000} apprenticeship, ment growth. N
Shoe Most workers learn on the Continuing shortage of
Reparrman  job in  large shoe-repair warkers.
Autonobile Skills learned on the job, A fe® hundred openings {30,000} s"°°s; Some  vocational
Upholsterer A small number learn annually. schools offer training.
8 through 3- or 4-year appren-
(8,000
ticeship. N Stationary Some crties and States re- Few employment opport 5
: Fireman quire license. Skiils ca be tig~, Ducling 1n enipl
Blacksmith Most learn in shop, others Seve-al hundred replace- 145,000) learned on the job as a ment
(15.000) through 3- or 4-year appren- ment openings annually, helper.
‘ ticeship, though overall employment
will dectine. —_— : .
Welder, or  Generally, several years of Several thou~and ny & - -+
Oxvygen and trarning on the job. Somne «rs needod ye acl,,
Arc Cutter less skilied jobs can be inciase tn emple,
Botlermaking Boslermakers often lezrn  Ahoui 600 replacement open- {460,000) ":a"‘ed after a foew months
Worker trade through 4-year appren- 1ngs  annually. Slcw em- of training.

{25,000) ticeshtp, lavout men and ployvinent growth, T
fit-up men usually acquire Foundnies
skrlls on the job. — e JO

3
Foundry A 4-vear apprenticeship re- Scveral  hunde. o open
! fate - by s
Electroplater M::‘L"::m s';'“; on the job: A fe“'" hundred (”Obs °'°°" Corefnaker quired to become skilled unnually. chinfly for o
113,000} :pmem‘r:ug' - or 4-year :‘nm:a y. ':nmne employ- {20,000} hand coremaker, training on placemeals, Slow gio, 1
ceship, ent growth. , the job sufficrent for most tn employing nt
. machine corcmaking jobs,
’ at least an Bth grade edu- ‘
cation nceded.
Furniture Skills learned on the job. Continuing shortage of : ——— - -
ho! h
Upholsterer Higl schoo! courses in workers. Foundry A 4-year apprenticesip re- About a thousand rep! L.
chair caning, furniture mak-

(30,000} ing. textrle fabrics, and up- Molder guired, and at least an 8th nmunt opetngs  annua'ly
holstery reparr helpfal. Man- {55,000) grade cducation. L:nlc or no growth in ¢n
ual and finger dextenty ployment.

I 1important.

Gasoline Must have driver's license Several thousand 1u“-hme:: Government.. - -

Service and know simple arithmetic.  and part-time openings an- Port Oftcn

Station nuatly. Modcerate tncrease]’  Occupiatinn.,

Attendant tn employment. —— e e e —— -

1360.000) 1311 Carrier Must be citrzen, 18 years Many thousands of [LRIeN

. (190,000} of age {ur 16 vears, 1f high 1ngs cach year. Tot s nun
‘ school graduste). Must pass  ber of jobs eapecteo 10 ir.-
Jeweler or  Usually learned erther Continuing shortage of Civil service and physical cre ase mnderately.
‘ewelry  through 3- or 4-year appren- workers. exanunations.,
Repaitmun  ticeship or training on the
{25,000) 10b. -—_ —_
Postal Clerk Must  pass woertlen civi! Thousands of opening a
Manu'fa:.lurmg G(:,nerallv tratned c©n "’ﬁ Stow incrogse 1N employ- (280,000) $¢rvice examsnation and vyearly. Muderate oty
nspector  job. ment. physical examination, Good Mieal 1L 1L o, expr ted.
{675,000) memory essentil, .

L~
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Page 1

Since 1963, the Pittsburgh Board of Public Education has subscribed
to the philosophy that job placement of students is one of its inherent
responsibilities. Since that time, the school system has maintained an
Office of Student Employment. Up until September of 1970, job placement
services emanated from the Division of Pupil Services as a responsibility
of counselors and school social workers. During the same period, the
Division of Occupational, Vocational and Technical Education assumed the

responsibilty of placing OVI graduates in full time positions, and other

OVT students in Cooperative and Work-Study programs related to their particular

skill-centered courses. The OVT placement operation involved the services of

school- and central-based coordinators, while counselors, with the help of
classroom teachers and school social workers, carried the responsibility of

all other placements. The latter covered part-time, full-time, and vacation

employment for students in attendance, dropouts, graduates, also work experiemce

for the atypical student in need of adjustive services.

In September, 1970, all job placement activities were brought into a
central office undéF un Associate Director for Student Employment. (Even
though the Associate Director reports to the Director ﬁf OVT, the service
transcends all departments.)

The Office of Student Employment is constantly concerned with ways
and means of enhancing the total placement runction. One of these is the
developnent of an impréved Central Job Bank.

The following forms and procedures are presented:

Y
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Page 2
Pittsburgh Division
Public OFFICE OF STUDENT EMPLOYMENT of OVT
‘Schools . Education
Implementation of “the Central Job Bank

Intake Procedures:

1. Central-based coordinators have the responsibility of distributing J.D. 1 Forms
on which students from both senior and junior high schools make application for
employment. Job procurement service covers all types of requests: full time
for graduates and terminals; part time for students in attendance. It is open
to students in all curricula.

a. J.D. 1 Forms may be requested by any teacher or school administrator
as a part of their service to students: for example, guidance
counselors, school social workers, principals, vice principals,
area office administrators, homeroom and classroom teachers, persons
involved in special projects, such as Liaison, Urban League, and
Student Employment Trainee (SET).

Parents and community agency workers may also obtain J.D. 1 Forms,
either from central-based coordinators or from central office.
Central-based coordinators will work closely with school-based
coordinators and with central offi~e in the filling of Job orders.
The central-based coordinator's mail box in the high school building
will be the only depository for job applications, and for requests
for forms or interviews. No responsibility will be assumed by
coordinators or central office for applications left elsewhere.
Pupils seeking jobs from the junior high schools that feed into
senior high schools are the responsibility of the central-based
-coordinator assigned to each of the senior high school buildings.
ee accompanying list of junior school dbuildings as they relate

Procedures for Qutput of Service:

1. Centrel office will act as a daily clearing house, distributing information
to central- and school-based coordinators on job openings. Opportunities for
employment are prccured, in the main, from the following sources: contacts
with husiness und industry; classified civil-service information; apprenticeship
openings; concessioners' needs for stadia, arena, and park facilities; direct
requests from food establishments, and hospitals.

Resource agencies in the field of student employment whose services are available
to the public schools, some through active participation are: Urban League of

Pittsburgh; bureau of Employment Security; City Neighborhood Youth Corps; School
Neighborhood Youth Corps; Job Corps.

It is assumed that school curricula includes the preparation of youth in the
following areas: filling in application blanks, dressing for the interview,
conduct during interview, and attitude toward employer and fellow-workers. The
Job Educational Experience Program, a suppliment to OVT skill curriculum,.has
been instituted as one of the means to achieve preparation for job seeking.

The central-based coordinators will share with each other and with central
office all details surrounding filled and unfilled jobs by means of a J.D. 2
Form. In job placement, time is of the essence. The sharing of unfilled
Jobs, in particular, must be done daily by phone; however, the J.D. 2 Form
is set up as a weekly report for review in central office at weekly staff
meetings of cBordinatcors.
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The school-based coordinator, who is a teacher of Distributive Fducation
in the mornings, has the responsibility during two afternoon hours to
participate in Job development and job placement activities. In the
capacity of school-based coordinator during the efternoons, the D. E.
teachers will work with central-based coordinators whose service is

not limited to OVI placeuents. The school-based coordinators are

equally involved in Job procurement for all students who make application.
The J.D. 3 Form will be used by school-based coordinators in making
weekly reports of filled and unfilled jobs in exactly the same way as

the central-based coordinators utilized the J.D. 2 Form. The J.D. 4 Form
is also used by the school-based coordinator to make veekly reports

on job placements. Both J.D. 3 and J.D. b Forms are turned over to

the central-based coordinator for review during weekly staff meetings.

The J.D. 5 Form is the one used by counselors for reporting their own
placements, exclusive of those handled by the coordinators. The report
should also include teachers' placements of their students. This is a
weekly report turned in by the counselor to the central-based coordinator
for delivery to central office.

SUMMARIZE AND STATISTICS:

l.

It is the responsibility of central office to prepare statistical and
narrative reports of all Job Bank activities, to act as a clearing

house for all job placements, and to make this information available,
perlodlcally, to all school personnel.

Py
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STUDENT

REFERRAL CARD FOR JOB PLACEMENT

Address

Driver's License Yes Ko

Parent's Name
Type of Work Requested

Part-Time
Previous Work Experience

Comments

Date of Application

School

Date of Birth

Grade

Telephc: ¢

Vacation
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J.D. 2
DIVISION OF ooocm>AHoz>b. VOCATIONAL, AND TECHNICAL EDUCATION

ogflee of Student Employment
Week of:

CENTRAL-BASED COORDINATOR'S WEEKLY REPORT OF JOBS NEEDED AND JOBS TO BE SHARED

(mo.) (Day) (year)

High School

Jobs Needed

(Signature)
Name of Student Curriculum Followed

Full or Part-Tine Work Preferred

135

Jobs to be Shared ,q
HName of Company Address and Telephone No.

Male or Female Full or Part-Time |Type of Work

Hours and mwwam<




DIVISION OF OCCUPATIONAL, VOCATIONAL, AND TECHNICAL.EDUCATION
Office of Student Employment

SCHOOL-BASED COORDINATOR'S WEEKLY REPORT OF JOBS NEEDED AND JOBS TO BE SHARED
Week of:

High School

_(mo.) (day) (year)
Jobs to be Shared
Name of Company Address and Telephone No. Male or Female | Full or Part-Time Type of Work Hours and Salary

(Signature)

Jobs Ne:2ded .
Name of Student Curriculum Followed - Full or Part-Time Work Preferred

?}:{3 * | J— m ?2_3;.,.» a:;ﬂ,i l}




DIVISION OF OCCUPATIONAL, VOCATIONAL, AND TECHNICAL EDUCATION
Office of Student Employment

feek of: SCHOOL~BASED COORDINATORS' WEEKLY REPORT OF JOB PLACEMENTS
High School

(mo.) (Day)

Name of Student Coxpany & Address Company Supervisor Type of Position

Mailed weekly to centrzl office at tne omomo of school on Fridays.




PIVILION OF OCCHPATIONAL . VOCATTONAL | ARD TECHNICA:. KIXRATION
Office of Student Employwent

Counselors and Teachers Weekly Report of Job Placements
WEEK OF:

- S i _____ HIGH SCHOOL
(mo.) .INEV mw;owﬁv

-., S .‘

Name cof Student Home Aldress Company & Address Campeny Supervisor Type of Position

Giwven weekly to mnwcopz*mma Coordinator offide at the close of school

of Counselor oa.dﬂ*m.-oﬂ

S AR M N s e MES NN W W
! * I




OFFICE OF STUDENT EMPLOYMENT

424 Administration Bullding
662-1700 Extensions 234 and 468

This is a monthly report on job placements for students of
High S8chool. PLEASE POST ON TEACHERS BULLETIN BOARD.

Month of

Kame of Student Employer Address

“Central-Dased Coordinator - . School-Based Coordinator

Mrs. Rose L. Smith
Associate Director
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PITTSHURGH PUELIC SCHOOLS

DIVISION OF OCCUPATIONAL, VOCATIONAL, AND TECHNICAL ECUCATION

MEMORANDUM

TO: All Senior High School Principals,
Counselors, and OVT Staff

FROM: Re G, Lamping
DATE: August 25, 1971 -
- SURJEST: SCHOOL ASSIGNMENTS FOR OVT COORDINATORS

COORDINATORS SCHOOLS
Edward Burger Oliver
Perry

Michael Dimperio Allderdice
Gladstone

Anthony Gamberi <. Schenley
Westinghouse

Crist King Allegheny
langley

Marie Kirk Carrick
South Hills

Murel Sneed Peabody

laura Williamson Fifth Avenue
South

r

PHONE NO,

3214358
322-3700

521-2100
4L21-0472

687-4322
661-7033

321-8310
331=2574

882-2228
3812172

661-2%00

L71=1045
L31=23L4

The Coordinators may also be reached at 682-1700, Extension 471.




Coordinators

Michael Dimperio

Crist King

Marie Kirk

Jurel Sneed

Laura Williamson

Edward Burger

Anthony Gamberi

%See  accompanying telephone chart, showing distribution of i
to want ads in the newspapers.
The distribution of telephone numbers is not absolute.

NS BN I TN R ey ey by e

SCHOOL ASSIGNMENTS FOR OVT COORDINATORS

Schools

Allderdice High School
2409 Shady Avenue ’
Pittsburgh, Pa. 15217
Phone: 521-2100

Allesheny High School
810 Sherman Avenue
Pittsburgh, Pa. 15212
Phone: 321-8310

Carrick iligh School
125 Parkfield Strecet
Pittsburgh, Pa. 15210
Phone: 882-2228

Peabody High School
5911 Eest Liberty Blvd.
Pittsburgh, Pa. 15206
Phone: 661-2900

Fifth Avenue High School
1800 Fifth Avenue
Pittsburgh, Pa. 15219
Phone: U4T71-1045S

Oliver Hipgh School
Brigh.ton Rd. & Island Ave.
Pittsburgh, Pa. 15212
Phone: 321-4358

Schenley ligh School
Bigelow Blvd. and Center
Pittsburgh, Pa. 15213
Phone: 687-L4322

There is an interchange of oj

Gladstone Iligh School
327 Hazelwood Avenue
Pittsburgh, Pa. 15207
Phore: Mh21-0LT2

Lanrley liirh School
Sheradon Blvd.
Pittsburgh, Pa. 15204
Phone: 331-25T7h

South Hills High School
Ruth % Dureka Streets
Pittsburgh, Pa. 15211
Phone: 381-2172

South jiigh School
Carson & S. 10th Streets
Pittsburgh, Pa. 15203
Phore: U431-23hk

Perry lligh School

Perrysrille Ave. & mmahowﬁ.mo.

Pittsburzh, Pa. 1521h
Phore: 322-3700

Viestinghouse Histh School
1101 N. Murtland Avenue
“Pittsburgh, Pa. 15208
Phone:| 661-7033

[ )

*General Responsibilities

—— o — - ——— - -

Post Office, Squirrel Hill,

and Hazelwood areas

Sheridan, Greentree, and

North Side Areas )

4

/
/

South Hills business wJWﬁm

o

+ L d

Apprenticeships

Bell Telephone, Pittsburpgh
Plate Glass, and Downtown
area

North Hills and Allegheny
areas

Recreational Services,
department stores, unper
Hill District, Cast Liberty,
and Lawrenceville, and
Homewood areas

tings among Job coordinators for response
portunities and of unfilled job requests.

by fevverd pemwst  emew  ame ouew W TN R
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PITTSBURGH PUBLIC SCHOOLS
DIVISION OF OCCUPATIONAL, VOCATIONAL, AND TECHNICAL EDUCATION
Office of Student Employment

RESPONSIBILITIES OF CENTRAL-BASED COORDINATORS

STUDENTS NEED NO LONGER BE ENROLLED IN OVT COURSES IN ORDER TO AVAIL THEMSELVES OF
SERVICES. BOTH SCHOOL- AND CENTRAL-BASED COORDINATORS ARE NOW CHARGED WITH THE
PRIMARY RESPONSIBILITY OF FILLING JOB REQUESTS FROM ANY AWD ALL STUDCNTS, AYD ARE
RESPONSIBL: TO BOTH THE ASSIGNED SCHOOL PRINCIPAL AND TO THE ASSOCIATE DIRECTOR OF
STUDENT PLACEMENT.

1. Conduct pre-work seminars for any students who have not had proper
preparation and training in methods of securing employment, interviewing
procedures, legal regulations, proper dress, and other related information.

2. Develop leads and identify educational work-experience opportunities by
making contacts with business and industry.

3. Make industrial and business surveys to aid “n program development and
implementation.

L, Work with school counselors in screening applicants for work-experience
. programs, full-time and part-time jobs.

5. Plece students on work-experience ("Coops") jobs after conference with
scrool-based coopdinators, counselors, and appropriate teachers.

6. Visit training stations, ("Coops") cbtaining ratings on students, determining
work-experience grades, and other pertinent information.

T. Confer with the school-based coordinator relative to placements, job problems,
and student weaknesses. ("Coops")

8. Develop criteria for entry level employment competency and training guides
to insure the educational involve .2nt in the work experience. ("Coops")

9. Function as team member in the operation of a "Job Bank" covering all types -
and phases of student placement--part-time, full time, terminal, end graduate,
This entails working closely as a team with school-based coordinators, teachers,
counselors, and other central-based coordinators.

10. Follow up the placements to see that all necessary functions are being carried
out by school-based coordinators in designated arcas.

11. Assume responsibility for keeping all necessary records on student placements,
contracts made with employers, and other records. Use the forms provided for
sharing your information, periodically, with the central office of student
employment,

32, Coordinate all activities in job development and job placement in assigued
high school and supervising school based coordinator activities.
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PITTSBURGH PUBLIC SCHOOLS

DIVISION OF OCCUPATIOLAL, VOCATIONAL, AID ToCiiICAL EDUCATION

SCHOOL-BASED COORDIJATORS

Edward J. Lockhard

Taylor Allderdice High School
2409 Shady Avenue

Pittsburgh, Pa. 15217

Phone: 521-2100

Thomas P. Stewart
Allegheny High School
810 Sherman A¥enue
Pittsburgh, Pa. 15212
Phone: 321-8310

e

Virginia B. McCafferty
Carrick High School
125 Parkfield Street
Pittsburgh, Pa. 15210
Phone: 882-2228

Ruth T. Blain

Langley High School
Sheraden 31lvd.
Pittsburgh, Pa. 15204
Phone: 331-25TL

Martha A. Morton

Oliver High School

Brighton Road and Island Avenue
Pittsburgh, Pa. 15212

Phone: 321-L358

Elith S. Singer

Peabody Hirh School

Margaretta and NI. Beatty Streets
Pittsbursa, Pa. 15206

Phone: 661-2900

Fleurette Levicoff

Perry High School

Perrysville Avcnue & Semicir Streets
Pittsburgh, Pa. 1521k

Phone: 322-3700

Julian H. Salzman

South High School

South 10th and Carson Streets
Pittsburgh, Pennsylvania 15203
Phone: L31-23LL

Arthur Innamorato

South Hills High School
Ruth % Eureka Streets
Pittsburgh, Pa. 15211
Phone: 381-2172

1" bert L. Young
Schenley High School

" Bigelow Blvd. and Center Avenue

Pittsburgh, Pa. 15213
Phone: 687-L4322

Carolyn Strothers
Vestinghouse High School
1101 N. Murtland Avenue
Pittsburgh, Pa. 15208

Phone:

661-7033

Page 13
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PITTSBURGH PUBLIC SCHOOLS Page 1L
DIVISION OF OCCUPATIONAL, VOCATIONAL, AND TECHNICAL EDUCATION
Office of Student Employment

RESPONSIBILITIES OF SCHOOL-BASED COORDINATORS

-~

P4

hool-based coordinators are those who teach distributive education classes and are assigned
e last two periods of the school day as coordinators to assume the following duties and

responsibilities:

|
l

&

1.

Become familiar with all OVT programs, with special emphesis on those taught within
their own schools. )
a. Know the instructors, location of classrooms, and students enrolled in
skill-centered courses.
b. Identify and zounsel students before coop placement, and assist OVT teachers
in implementing the JEEP course of study.
¢. Work with the central-based coordinator in your building in scheduling needed
conferences with students if there is an employment problem to be resolved,
and follow through with a report on remedial action.
d. Vork closely with school administrotors, teachers, coop work-experience
students relative to schedules, aims and objectives of the program. -

Check daily absence bulletin. A coop student is not permitted to work without
attending school. If a coop student is absent, cal} the home to determine whether
or not the student is working and not attending school.

Inform counselors and all teachers concerned as to the progress of students assigded
to the vork-experience progranm

Visit work stations regularly of coop students. There should be no less than two
visits during a school term. A summary of each visitation must be made to the
central coordinator.

a. Assume responsibility for ‘a monthly report on distributive educaticn
students relative to gross earnings, deductions, net wages and reports for
other programs when required.

b. Coordinate all visits with central-based coordinators.

Work with the schoul counselor in the presentation of visual aids to tenth and
eleventh graders, relative to the selection of OVT courses.

Assume the responsibility for collecting and recording the following information:

a. An OVT placement card for each student in the skill-centered courses.

b. All records for senior students, including thej~ grades and attendance for
tenih, eleventh, and twelfth yeers.

¢. All eleventh grade OVT students are to be kept im class lists.

d. Responsibility for distribution and collection of all rating cards, in
cooperation with employer and with eentral coordinators.

e. Responsibility for distributing and collecting.competency rating sheets from
skill-centered instructors for use in placement of students.

f. Responsibility for completion of VEC employment certificates and employer-
tyginee agreements.

g. Completion and/or collection of J.D. Forms 2, 3, and b,

Cooperate and take active part in the development of Jjob opportunities for the
students in your school, regardless of curricula. Work closely with the counselor
and the central-based coordinator in fillins the requests made by students for jobs.
A student rieed not be enrolled in OVT courses to avail himself of your services.
Both school- and central-based coordinators are involved in filling job needs within
your building.
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SCHOOL CLUSTERS FOR JOB PLACEMENT SERVICES

Allderdice High School
Mifflin Jr. High School

Greenfield*
Linden*
Park Place®
Regent Square*
Sterrett®
Swisshelm*®

Allegheny High School
Conroy Jr. High School
Latimer Jr. High School

Carrick High School

Knoxville Jr. High School

Overbrook*
Banksville*
Mt. Oliver*

Fifth Avenue High School

Gladstone High School
Hays*

Langley High School
Stevens*

Oliver High School
Columbus Middle School

Peabody High School
Dilworth*
Fort Pitt*
Friendship*
Fulton*
Liberty*
McCleary*
Morningside®
Rogers*

Perry High School
McNaugher*

Schenley High School

Herron Hill Jr. High School

Arsenal Middle Sc' vol
Frick*
Holmes®*
Liberty*
Woolslair®

Michael Dimperio
Edward J. Lockhard

Crist King
Thomas P Stewart

Marie Kirk
Virginia B, McCafferty

Laura Williamson

Michael Dimperio
Crist King
Ruth T. Blain

Edward Burger
Martha A. Morton

Murel Sneed
Edith S. Singer

Edward Burger
Fleurette Levicoff

An&hony Gamberi
Robert L. Young

*Elementary Schools Housing Eighth Graders.
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SCHOOL CLUSTERS FOR JOB PLACEVENT SERVICES

-

South High School

South Hills High School
Prospect Jr. High School
Knoxville Jr. High School

Beechwood*
Brookline*
West Liberty*

Westinghouse High School
Lemington*

Laura Williamson
Julian H. Salzman

Marie Kirk
Arthur Innamorato

Anthony Gamberi
Carolyn Strothers

*Elementary Schools Housing Eighth Graders.
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NUMERICAL ABILITY

Directions

9
This test consists of fourteen numerical problems, Next to each problem there
are'five answers. You are to pick out the correct answer. If you do not find a
correct answer, your choice will be E which means that a correct answer is not
among the first four choices. Only one answer should be marked for each problem.

Do your figuring on the scratch paper you have been giver, and reduce fractions to
lowest terms.

The following are examples of problems in the test.

Example X.
Add 13 A 14
12 B 25
c 16
D 59
E none of these

In Example X, 25 is the correct ansyer - Letter "B".

Example .
Subtract 30 A 15
20 B 26
c 16
D 8
E none of these

In Example Y, the correct answer has not been given
so Letter "E" should be your choice.

Remember, each answer must be reduced to its simplest terms. For example,
if two choices are 1 1/2 and 1 2/U, only the 1 1/2 is correct.

You will have 10 minutes for this test. Work as rapidly and as accurately as
you can. Do not spend a long time on any one problem. If you are not sure of an
answer, mark the choice which #s your best guess.

DO NOT TURN THIS PAGE UNTIL YOU ARE TOLD TO DO SO.
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Add

393
L4658
3790

67

Subtract

5473
2987

Multiply

2.0L
.75

Divide

L6Y69

Divide

3.67.72

3X10 _
5X9

Add

L 3/k
9 1/2
13 7/8

ANSWER

7908
8608
8898
8908

none of these

HOOQ®E >

ANSWER

A 2485
B 2L86
C 2L96
D 3486
E

none of these
ANSWER

A 1.5300
B 153.0
C 1530
D 15300
E none of these

ANSWER

1 13/k6

1 23/L6

1.5

15

none of these

HO Q>

none of these
ANSWER

A 26 11/1k

B 27 1/8

c 28 1/2

D 28 11/1k

E none of these

8. Add
3 1bs. 3 oz.
6 1bs. T oz.
T 1bs. 5 oz.
11 1lbs. 1 oz.
9.

?=33 1/3% of 963

10. .
?7=12 1/2% of 816

11.

\J
\Jn

i
o}

\O |\

12.
List price
= $75.00
Discountg
= 33 1/3%; 2%

ANSWER

28 1bs. 16 oz.
28 1vs.
2T 1bs.
18 1bs.

none of these

16 oz.

32100

.12
12
102
10k
none of these

none of these

ANSWER

HOOQ® >

25

48.50

49.50

50

none of these

13. What one number can replace both question

marks?
L _ 2
? 100

A
B
C
D
E

1

20

25

200
none of these

14. What one number can replace both question

marks?

8=
l’

?
12 1/&*
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11/2
)y

6k
100
none of these




EXERCISE I ~ FOLLOWING DIP®CTIONS

ABCDEFGHIJKLMNOPQFSTUVWXYZ

Sample problem: Wriile the fifth letter of the € 1phabet

Begin here:

Do you understand th:.t each letter is to be a capital made like printing and

rut in the parenthesis after the problem? If so, write C in the parenthesis

Wiil you remember no. to ask any questions during the examination? 1If so, (
B T T
Will you remember not to look toward the paper of any other pupil during the
examination? If sp, write L

Will you remember nol to -turn over your booklet or any page of it at any time
unless you are told to? If so, write B; if not, write N

Write the letter O

Write the eighth letter of the alphabet

Write the same letter that you were told to write in the fifth problem

Write the letter which follows the third letter of the alphabet

Write the letter which the letteg L follows in the alphabet

If K comes after R in the alphabet, write K; if not, write R R

Suppose all the even numbered letters in the alphabet (that is, the 24, Lth, 6th,
etc.) were crossed out. The fifth letter left, not crossed out, would be what

= W

= O\ =1 O\\n

Write the letter which follows the letter which comes next after B in the
alphabet.......c.vviunuennn., e et e e et et et e et e et e e et ee e an e aee e (
If £ and F appear together in the alphabet, write E, unless T and Z also appear
together in the alphabet, in which case write T instead

Write the letter which is the third letter io the right of the letter which is
midway between K and O

Suppose that the first and second letters of the alphabet were interchanged,

also the third and fourth, the fifth and sixth, etc. Write the letter which
would then be the 1Uth letter in the alphabet

A certain letter is the second letter to the left of another letter. This other
letter is the fifth letter to the right of Q. What is the "certain letter" first
mentioned?

A certain letter is the fourth letter to the right of another letter.

other letter is midwey betvecn two other letters. One of these last two letters
is next after E in the alphabet and the other is Just before K in the alphabet.
What is the "certain letter" first mentioned?

If the letters in the word IF appear in the same order thai they do i.. the al-
phabet and if the same is true of the letters in the word AN, write the letter

Z., But if this is true of only one of these words, write the last leiter of

B B (
Find the letter vhich, in this sentence, appears a second *ime nearest the
beginning. Write it, using a capital

Find the two letters ir the word AFTER which have just as many letters between
them in the alphabet as in the word. Write the one of these two letters that
comes first in the alphabet

O\ &= O\ &~ w

=




EXERCISE II - OPPOSITES

-

Samples: wup..............(short, dow.., small, 1low, young) .
hot.............(wvarm, ice, dark, cold, fire)
DIRECTIONS: Look at the first word on each line, think vhat word means exactly tle

opposite of it, find t1at word among the five words in parenthesis on that line and
draw a line under it. -

*

Begin here:

1. east...............oiii.... . (north, west, south, pole, equator)
yeS.eeu.i.... teceeeov...(may-be, wrong, no, sure, nothing)
top.......iiiiiiiiiiiiiii. (bottom, side, cover, inside, feet)

before......................:.(1late, now, soon, when, after)

difficult.....................(hard, quick, soft, easy, common)

oy emsuy essm wmy R TN

friend........................(brother, acquaintance, enemy, wife, stranger)
succeed..............ovve.. .. (win, decline, fail, accede, try)
command.......... «evveoo.(officer, shout, order, obey, soldier)

beautiful.....................(crooked, handsome, old, wugly, dirty)

brave................. ... ... (painful, fear, weak, stingy, cowardly)

pride..............v0i0vu... . (soOrrow, humility, miserable, conceit, proud)
expand............ooivuoa. .. (burst, smaller, contract, vanish, stay)
genuine.......................(coarse, counterfeit, adulterated, wvorthless, impure)
help.eoviueivunnn.n.. ....(person, work, push, give, hinder)
love........... veevss...(like, anger, hate, strange, 1lover)
graceful......................(rough, homely, miserable, awkward, stout)
extravagant.............. «e..(miser, humble, economical, poor, wasteful)

¢
CaUS€.......veeeiiiiian...... (reason, because, origin, effect, why)

abolish.......................(alter, create, continue, destroy, change)

loyal...........oevevtii ... (treacherous, enery, thief, coward, Jealous)

.




EXERCISE III - DISARRANEED SINTENCES

-~

—

Samples:. 1.en money for work true false)
uphili rivers flow all false)
ocean waves the has false)
DIRECTIONS: The words on each line below make one sentence if put in order. If tha

sentence the words would make is true, underline the word true ai the side of the
page. If the sentence ihey would make is false, underline the word false.

Begin here:

1. false)
false)
false)

trees birds nests the in build false)

mountains live the in whales false)

false)
false)
false)
usually are of made tables wood false)
has short very a a neck giraffe false)
cream ice children 1ike most . false)
milk bees flowers gsther the from false)

obtained sea sugar from is water false)

false)
substances light lead gold and are very false)
rivers lakes and many desert has a false)
moon earth the from feet twenty the is false)
hump camel has a his a back on false)
grow and apples ground oranges the in ’ C false)

music fond pcople mony arc of ’ false)




EXERCISE IV - PROVERBS

DIRECTIONS: Read each proverb, find the statement tha explains it, and put the
number of that statement in the parenthesis before the proverb.

N e e et et et Nl St sl it?

.

-

-
OWVWOoO-TO0AW &N =

11.
12.

Proverbs (Group 1)

Make hay while the stn shines.

A drowning man will grasp at straws.

A stitch in time saves nine.

Rats desert a sinking ship.

In a calm sea every man is a pilot.

Destroy the lion while it is young.

He who would eat the kernel must crack the nut.

One swallow does not make a summer.

People who live in glass houses must not throw stones.

A mouse mustl .not think to cast a shadow like an elephant.

Statements to Explain Proverbs in Group 1

It pays to attend to troubles before they get worse.
Leadership is easy when all goes well.

Make the besl of your opportunities.

Those who would reap rewards must work for them.

It pays to do only one thing at a time.

Desperate people cling to absurd hopes.

Gsldr gtirnfd glrr gtom ud in fidsdyrt.

Weed out bad habits before they are too firmly established.
It is best to be silent when there is nothing to szy.
Those who have faults should not criticize others.

Do not attempt the impossible.

A single sign is not convincing.

Proverbs (Group 2)

Every.rose has its thorn.
A tree is known by its fruits.

Where there is much smoke there must be some fire.

()
()
5 ; All is not gold that glitters.
()

No wind can do him good who steers for no port.

-

-

\QO(bq'lO\\.n-l:’wl’\)l—‘

-
ot

anl TS e
o
~ O

Statements to Explain Proverbs in Group 2

Environmeat will not change one's nature

There is 10 happiness without its pain or sorrow.
Appearances are often deceptive.

It is better to be content with little than to gamble for more.
One cannot have ithe same luck forever.

No objec’, can be sitained without some sacrifice.
Deeds shr.# the man.

We canno' help those who have no object in life.
Suspiciors usually have some basis.

Association vith evil is sure to lesve ils effect.
Who unde.-lakes too much accomplishes J'tile.
Divisicn of responsibility brings poor results.

153




3

1

—Mwh—t—-—\.n_nh—-h-.q-qu-

1.

-3

|
|
!

W uum N e

«....is to steer as pork is to.....

EXERCISE V

eee..18 to deft as adskwvard is to .....

A. cow --~ pig A. atlantis ---- min:ister
B. beef ~- pig B. object —eemren minister
C. bull -- pig C. atlantis ---- sacreid
D. beef -- chop D. war —-—---——- ~ gtheirt
E. bull -~ chop E. conscience -- minister
. «....is to eagle as Pek:nese is to..... 9. .. ..is to land ¢s knot it to.....

A. sparrow -- collie A. acre ---- rore s
B. sparrow -- Chinese B mile ---- se:

. C. flag —--—-- Chinese C. desert -- rope
D. vulture ~- Chinese v D. mile ---- meter
E. vulture -- crow E. farm ---- rogpe

....is to river as coast is to...., 10. .....is to iptrrician as secretary is to.....
A. flood -- beach A. doctor ————- office
B. tide ~-~ sea B. nurse —--——— executive
C. bank --- sea C. doctor ---- stenographer
L. flood -- sea D. medicine —- office
E. tide --- beach” E. medicine -- executive

+++1s to dog as Guerhsey is to..... 11. .....is to prison as Louvre is to.....
A. terrier -- cow A. warden -- paramour
B. ba?k """ cov B. warden -. museum
C. ta%l ————— cow C. warden —- France
D. tail -—-—- Jersey D Bastille -- museum
E. bark —---- Jersey E. crime ————— artist
-+1is to constitution as prologue is to..... 1o, ....is Lo Canada as Havana is to.....
A. preanble ---- play A. Nome ---- Cuba
B. independence--epilogue B. Detroit - Cuba
C. independence--play C. Toronto - Cuba

D. law ————-mme epilogue D. Alberta - Cuba

E. amei.dment -~- epilogue E. Alberta - Florida
..is to distance as pound is to..... 13. ..... is to all as part is to.....
A. far —-e—- sunce A. full ---- separate

B. far ————- veight B. each --- separale

C. travel -- ounce C. each --- many

D. rod -———- ounce D. full --- many

E. rod -——-- weight E. each --- vhaole
..is to fish as gun +: to..... 1k. .....is to diamond as circle is to.....
A. bait -~ shot A. gold ---- round

B. cod —- trigger B. square -~ oval

C. rod -- shot C. shape == round

D. cod -- bulletl D cube ——-- round

E. »od -- hunt F. osquare -- 2




EXERCISE VI - GEOMETRIC FIGURES

‘ DIRECTIONS: Each problem asks a question that Fig I

is answered by a number. Write the answer to

l each problem ir the parenthesis after the -~

statement of the problem. /// / \\\
| \2_/
3

l Sample problem:

Look at Fig. I. What number is in the circle but not in the rectangle?................ ()

l 1. Vhat number in Fig. I is in the rectangle but not in the circle?... ..o, ()

2. Vhat number in Fig. I is in both the rectangle and the circle?.......... et ()

I 3. Look at Fig. II (at the right). What number is in the rectangle but not in

the circle nor in the triangle?.....o.euenronronnnnn... e ettt eae ettt ()
L. What number in Fig. II is in the rectangle and.in the triangle but not in the
e ()

l (The rem=ining questions all refer to Fig. II.) .

5. What number-is in the circle and in the rectangle and in the triangle?............. ()

g 6. VWhat is thé ‘smallest number that is in the triangle but not in the cirele

© 0 NOr In the rectangle . ottt e e e e L(0)
© T. What is the largest number that is in the-circle but not in the triangle nor in
the reCtangled. e e e ()
s 8. Write the number that is in the lowest space that is in the triangle and in the
: cirele tut not in the rectangle..... ...t ()
9. Find the geometrical figure (circle, triangle. or rectangle) that has the
least number of spaces in it. Write that number of SPACES s et it i te e et ()

110. How mary spaces are there each of which is in all three geometlric figures?......... ()
11. liow many spaces are there each of which is in one and only one geometric figure?...( )
12. How many spaces are there each of whieh is in two and only two geometric figures?..( )

J 13. Ve may say that space 12 is like space 3 because they are both in the circle and

triangle but not in the rectangle. Any space is like another which is in exactly
the same geometiical figures. Write the number of the space which is like spac= 6.( )
llh. Write the number of the space which is like space e g ()
15. How many other spaces are there like =g 02 Lo L ()
16. There is no other space like space 5, sq we may call spacc 5 unique (yUneek).

' Any space is unique which has no other space like it. Examine spaces 8, 9, 10,

» 11, 12, and 13 in order until you find another unique space. Write its mumber..... ()
17. How meny unique spaces are there in - 1 ()
18. What is the grecstest number of unique spaccs which it is possible to make by

! overlapping 2 circle, triangle, and rectangle?  (You may draw any Tigures you wish

on the margin of this Page). ...ttt e e e e ()
J9. Also whal is the least number of unigue SPaCES POSSIHIe? e i et et ee v e ne e, ()
20. What is the greaiest number of spaccs which it is possible to make by overlapping

a circle, triangle, and rectangle?. ..o i i e




EXERCISE VII - ANALOGI ‘S

V4
Samples: fingure:hand - toe: (?).............foot, lnee, arm, show, nail
clothes:man - fur: (?)..............coat, w.nimal, hair, skin, cloth
tall:short - fat: (?)...............man, wide, thin, boy, heavy

DIRECTIONS: The first sample means: Finger is to hani as toe is to what? Underlin- the
word on each line that should go in the parenthesis in place of the question mark.

Begin here: .
1. hand:arm - foot: (?).....................1eg, tos, finger, wrist, elbow
2. peeling:banana - shell: (?)..............skin, orange, egg, Jjuice, ripe

[ - _—_ ] —

3. wool:sheep - feathers: (?)...............pillow, rabbit, bird, gdat, bed

f L., coal:locomotive - (?):autonobile.........motorcyclez smoke, wheels, gasoline, horn
5. man:woman - brother: (?).................daughter, sister, boy, mother, son
6. automobile:wagon - motorcycle: (?).......uwalking, horse, buggy, train, bicycle
1 7. hospital:the sick - (?):criminals........doctor, asylum, Jjudge, prison, senlence
M 8. hat:head - thimble: (2)eeevieiiiie. ... finger, needle, thread, hand, sewiné .
]V 9. captain:ship - mayor:(?).................state, council, city, ship, bocs
'IIO. better:good - worse:(?)..................very good, medium, bad, much worse, best
11. grass:cattle - bread:(?).................butter, flour, milk, man, horses
1123‘ large:object -~ loud:(?)..................s0ft, small, heavy, weight, sound
13. king:kingdom - president:(?).............vice president, senate, republic, queen
llh. revolver:man - (?):bee.............. .....wing, honey, flying, wax, sting
llS.! egg:bird - (?):plant.....................seed, shell, 1leaf, root, feathers
16. education:ignorance - (?):poverty........laziness, school, wealth, charity, teacher
I17. circle:square - sphere:(?)...............circumference, cube, round, corners, ball .
18. point:line - line:(?)....................5urfacc, pencil, dot, curve, soli?
|l9- sanitation:disease - (?):accident........doctor, hospital, bandage, cleanli.ess, care
ro. ordinary:cxceptional - many:(?)..........all » non:, few, common, Amore
N
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APPENDIX IV




‘ BUS and STREET CAR
A I DIRECTORY
] PITTSBURGH PUBLIC SCHOOLS -- PITTSBURGH, PENNSYLVANIA
l I.;OCATION OF SCHOOLS AND HOW TO REACH THE}
1 (T) Transfer
i *Operated A.M. and P.M. Rush Hours Oniy
School and
I Location Bus No. and Name Board at Leave at
.Omin. Bldg. All buses on 5th 5th and Swmithfield Bellefield ave,
. 341 South Avenue '
'!‘:c‘:llcfield All buses on
Avenue Forbes Avenue Forl.es and Stanwix Bellefield Ave,
61C McKeesport Forbes and Stanwix Belleficld ave,
l 671 Squirrel Hill Forbes and Stanwix Bellefield Ave.
67C Wilkinsburg Forbes and Stanwix Bellefield Ave.
1Llderdice Itigh 61C McXoecsport Forbes and Stanwix Forward Ave.
40C Shedy Ave. 67/H Scuirrel Hill Forbrs and Stanwix Forward Ave,
64A Lost Libercy-
: - Homestcad Dug Penn and Highliond Forward Ave,
: l 14N Moty Ho-
¥ Creenficld--
Scuuiarel hus Forviurd Avae,
: ‘ RIS LEn Wendn !;1';:,/,::;—:—-:’1 renn Chic and &by
B AR Y YRS Cronston,
5

161

=




i

|

l b i

£
i

School and
Location
Arlincicn

220 Cohb Way
nr, 2300
Jonqoil Wy
Jonguil ¢&
Hart VWays

Arsenal Elem,
39¢th ~nd
Butler Stis.

Arsenal liiddle
40th and
Butller Sts.

- Banksville
Carnzhan RA4.

! paxter

1 e § PRI i ey
. . . .

el
]

rushton Ave,
at Baxter St.

School and
Location

Beoch .oo0d
Rackland
Sebring

nocar

_ Belmar

p

Yoy

I

I!((/vf
C 1

N. Lany Ave,
znd Hermitage

Beltzhnover
Ce22-huyrst and
Letedlln Sts,

Bogqa Aven:iy
Bogie end 7
..:(,1."‘.\ £a Avoer,

RS
H
T lYux. ‘

Eps

No, and Newe

54A Arlington

54C North Side-
Oakland.-South
side (1)
Transfer to
54A Arlingtion
at Arlington
and Browns-—
ville Road

©1A Butler St.

E2

9]1A Butler St.

36A Mt. Lebanon--
Banksville

88 Frankstown
87 Ardmore
76 Hamilton
77B Franksiown

Bus No. and Name

42/38 Mt,
Lebanon via
Becchview

8& Frankstown

87 -Ardiore

77B Frankstown

74N Homewood--
Squirxrel Hill

44 Knoxville
49 RBeltzhcover

41E NMt. Washing-
ton

42/38 Kt.
Lebeonon vie
Dcocohviess

35 Cestle-
Shimnon..
Lilwisy.

£

162

Bo. nC ot

Smithfielad

6th

BN

6th~

6th
6th
.5th

" 5th

7th

6th
6th
5th

Any

Any

ancé Penn

and Penn

"Forbes and Stanwix

and Penn
and Penn
and Vood
and Market

Board at

and Smithfield

and Penn
and Penn
and Market

stop on Wood

stecp on Woed

Smithfield and 6th

7th

Crion

and Sirithficld

'boor Wood

Ine d 't-

Sterling St.

Sterling St.

39th and Butle:-
Streets

40th and Butlex
Streets

Carnahan Road

Brushton Ave,
Brushton Ave.
Brushton Ave.
Brushton Ave.

-
Leave at

Alton Street

-~ %

N. Lang Ave.,
N. Lang Ave.
Lang Avenue

Hexrmitage St.

Orchard and
Beltzhoovery
Gearing and
Sylvoniz
Boggs Ave,
aird Sofiel
Strect
Paln Gardon

Bon Air Siot




AT

Schicol and
Location

Bon Air
(Continved)

Brookline
Woodbourne and
Pioneer

Burgwin
Glenwood Ave,.
and Mansion St.

|
|
i
|
1
I

[

School and
Location

i Carnalt
Breining and
i~ Georgetie St.

" .Carrick High
125 Parkfield
Strcet

Chartiers
3799 Chortiers

i
l Avenue

Bus No. and Name

36 Castle-
Shannon-
Drake

37 Castle-
Shannon

54C North Side-~
Oakland-
South Side (T)

53 Carsick (T)

Transficr to %4D
Bon Air

41D Brookline
Brookline Bus

56B East 2gh.-~
Homestead

56C McKeesport

57 Glenwood?*

568 E. Pgh.-
Homestcad -

Bus No. and Namt

41D Brookline

53 Carrick
51B Spencer Ave,

46 DBrentwood

54C North Side-
Oakland-South
Side (T)

Transfer to 53
Carrick at
Brownsville and
Arlington

21C West Park (7)

Transfer to 24A
Broadbend at
Island Ave,
Charticrs
MeReoes

and
Ave,
Rocks

163

Grant or Wood

Grant or Vcod

McKinley and
Brownsvilloe R4,

Smithficld and 6th
6th and Wood
4th and Smithfield

4th and Smithfield
4th and Smithfield

Browns Hill and
Imogene Rd.

Board at

6th and Smithfield

.Any stop on ¥Wocd St.

Any stop on Fifth
Ave. in town

Any stop con Forbes
in town

Mellon Bank in

Gatoway Conter

Bon Aixr Stop

Bon Air Stop

Calle Strect
Pioncer Ave,
At school
Mansion St.

Mansion St.
Mansion St.

Mansion St.
Leave at

Breining St.

Parkfield St.
Parkfield St.

Parkfield St

Parkficld st.

Chaxti-r.; Ave.

and Vin'gen e




Scheol and -
Location

Chatham
227 Bonvue St.

Clayton
' 1901 Clayton
Avenue

Colfax -
Beechwood BlvAd.
and Phillips

I Avenue

Columbus Middle
1805 Buena Vista
Street_

Concord
Brownsville RA4.
l and Biscayne Dr,

Connelley Voc.
High

1501 Bedford
Avenue

Schodf'and
Location -

Conroy Jr. High
Iand Elementary

"Page and Fulton
l Streets

Cowley, Mary J.
Eloise St. and
I Arch St.

§roscent
Firsisnicod ¢ 2yl
Tolay St

Bus No. and Name

11D Perrysville
11F West View

11D Perrysville

647 E., Liberty-
Honestead
61C Mcleesport

67H Squirrel Hill
16B Brighton Road
17B Avalon via

Shadeland

53 Carrick

85 Bedford
82 Lincoln

Bus No. and Name

16D Vloodg Run-
Crosstown
16E Recdsdale

16D Vvoonds Run;
Crosstown
l16B 3righton R4,

19C City Vicw
11D Perrysville
16B Emsworth
16C Bellevue-~-

Wlest Vicevw
115 Finevicu

88 Fronlstown
27 pArdanre

775 ianketorn

164

6th and Penn
7th and Penn

6th and Penn

Penn and Highland
Forbes and Stanwix
Forbes and Stanwix
6th and Penn
6th and Penn

-any stop on Wood

£

Liberty and Market
Liberty and Market

Board at

7th and Penn

6th and Poan

5th Avenue

7th and Penn
Allegheny Square
6th and Pcnn

6th and Ponn -
6th and Pcan

6th and Pcnn

6th and ¥Yern

6th ond Frnn
5ih and Mogket

Leave at

Bonvue St.
Bonvue St.

Wilson Ave.

Murray and
Phillips

Murray and
Phillins

Phillips and
Beechwood

At school
At school

Biscayne Dr,

At school
Fullerton St.

Leave at
&llecgheny and

Western
Page Strcecet

Ridce at Arch

W. North ard
Arch Aaves.

W. North anrd
Arch Aves.

7, North and
Fedcral

1. North ard
aArch Mves.,

V. torth and
Arch Aves, -

V. North and
Fedcral

Oakwood St.
Oakwood &%,
At scheol




School end
Location

Davis, H.B.

Phillips Ave.
near Wightman
Strect

Dilwos Lh
Stanton and
Collins Ave,

East Carnegie
Alter and
Doolittle St.

East Hills

Elementary

East Park
416 i.ockhaxrt St.

East Street
1612 East St.

I Schcol and
Location

iairvinw
Hillview and
IRingwood Sts.

lairywood
Broadhead and

]?ording Rd., and
carr St.

ifth Avenue High
1800 Fifth Avc.

'.nuvi cv
Pincvicy and

Bus No. and Nome

64A E, Liberty-
Honestead

61C McKcesport
67H Squirrcl Hill

73 Highland
77D Highland

31A Crafton

82 Lincoln

1725 Lincoln Ave.

1E Etna

1F Millvale
6A Troy Hill
11F West View

117 East Street*

Bus No. and Name

35 Castle-
Shannon Drake

36 Castle-
Shannon~Library

37 castle~
Shannon

26B Broadnead

71 Negley

73 Highland

75 Wilkinshurg

76 liamilion

All husses on
Forhes Ave.

11¥ Fincovicw

Board at

Penn and Highland
" Forbes and Stanvix
Forbes and Stanwix

5th and Liberty
5th and larket

Stanwix and Penn

6th Ave. at
Smithfield

7th
7th
9th

and Liberty
and Liberty
and T'enn
7¢th and Penn,
7th and Penn

-

Board at

Any sto» on Vood

Any stop on Wood
Any s3top on Wood

Delray and Liberty

5th
5th

and Liberty
and Liberty
5th and Liberty
5th and Libecty
Forbes and Stanuix

Liberty and 6th

165

Leave at

Phillips Ave.

Phillips Avc.

Phillips and
Wightnan

Stanton Ave.

Stanton and
Heberton

'AltC'r Sta
Campania Ave.

Cedar Ave.
Cedar Ave.
Cedar Ave.

Fast and
Rostock Sts.

East and
Rostock Sts.

I.eave EE

&lenbury Stop

Glenbury Sto»
Glenbury Stop

Broadhead Rd.

5th
5th

and Dinwiddic
and Dinwiddic
5th and Dinwiddic
5th and Dinwviddie
filtenborger St

Fincview Fvn,




School ang
Location

Porbes
Forhes and
Stevenson St.

Fort Pitt

N. Winebiddle
Ave. and
Street

107 Thackeray
Street

Friendship

Roup Avenues

I
i
I
l
I
I
I
I
|

échool and
Location

i?ulton

N, St. Clair
I St. and Hampton

Lladstonc High
and Elemcntary
Lazelwood and
Sylvan Aves,

randvicew
8415 licLain 5%.

lrconficld Elcen,

nd Jir. High
Groenficld Ave,

. ‘anﬂ Hzvorth 5t

5101 Hillzrest

Frick, Henry Clay

Friendship and

Bus Mo, and Name

All busses on
Forbes Ave,
61A, 61B, or
61C

All busscs on
Fifth Ave.

88 Frankstown

89A Garf{ield

All busses on 5th
Avenue

All busses on
Forbes Ave.
61A, 61B, or
61C

71 Negley
88 Frankstown
77D Highland

7

us No, and Nanme

71 Neglev

73 Highland

77D Highland Bus

SGB Eo Pgh."’
Honmestcad

56C licileesport

53 Carrick

54i. Arlinciton

lleaghts
4¢ Beltzhoover

56F Greepnfield

Board at

Forbes and Stanwix

5th and Libe:rty
6th and Penn

Penn and Highland

-,
5th and Smithfield

Forbes and Stanwix

5th and Liberty
6th and Penn
5th and Market

Board at

and Liberty
and Liberty

and Mark-t

and Smithfield

and samithfield

ston on ilood
and 3nithficld

slop on Wood

and Smithficla

Leave at

Fride Strcet

Stevenson St.

N, Atlantic anda
Penn
Hillcrest St.

5th and
Thackeray

Bouguet and
Forbes Ave.

Friendshin ive,
Graham Street
Graham Street

P

Leave at

Negley and
Hamptoa
Highland and
Hampton
Highland and
Hampton

Hazelwond jve.

Ifazcluood Lve.

warrington aAve,
" and Allen Ave.
Warrington and
Allen Ave:,
Varrington and
Allen Aves.
Grzenficld Ave,
and Lydia St,




School and
Location

_ Larimer
' (Continued)

Latimer Jr. High
Tripoli and N,
James Street

Lec
2125 Los
Angeles Ave,

Lemington
Lemington Ave.
and Paulson St.

1
1

l-.
[ -

. School and
] Location

Letsche
I 1530 Ccliff St.

Liberty
-‘Elmer and
Filbert Sts.

Linéoln
Lincoln and
Frankstown Aves,

l Linden
Linden Ave., nr.
' Beechwood Blva,

Bus No. and Namc

Traasfer to 94B
in East Liberty

11F Vest View

42/38 Mt,
Lebanon via
Beechview

71 Negley (T)
73 Highland (T)

+ 75 Wilkinsturg (T)
Transfer to 82 in
East Liberty
88 Frankstown (T)

87 Ardmore (T)

Transfer to 82
Lincoln at

74A Homewood-
Squirrel Hill

Bus No. and Name

81C Bedforad

-

75 Wilkinsburg
77C Shadyside

82 Lincoln

88 Frankstown
87 Ardmore

All bussec on
Forbes 61A,
61B, or 61C (T)

Transfer to 74A

Homewood-Squirrel

Hill
76 Hamilton (T)
Transfer to 6G4A
< East Liberty-
Homestead

6711 Wilkinghurg

Board at

Penn and Frankstown

(01d Center Avcenue)

7th and Penn

7th and Smithfield

5th and Liberty
3th and Liberty
5th and Liberty

Penn and Highland
6th and Penn

6th and Penn

Frankstown and
Lincoln

Forkes and Murray

Board at

Liberty and Market

5th and Liberty
5th and iHarket
Likerty and Market

6th and Penn
6th and Penn

Forbes and Stanwix
5th and Smithficld

Shirdy ana Sth

Forbae #1d Stanwix

Leave ot

Larin2r and
Winslow

Janas Strect
Shiras Ave,

East Libcrty
East Likerty
East Liberty

Lemington Ave,
Frankstown and

Lincoln
Frankstown and
" Lincoln

Lemington Ave,

Lerington and
Paulson

Leave at

‘Manila Streel

Filbert St.
Elmer St.

Lincoln and
Frankastown

(Same)

(same)

Forhes and
Murray

Shady and Sth

Shady and
Vilkins
Wilkins an?

Boeoanwoon




School and
Locilion
Madison
Milwaukee and
Orion Sts,

Manchester
1612 pManhattan
Street

Mann, Horace
2819 Shadeland
Avenue

Mifflin Ele. and
Jr. High
Mifflin RAd.

Miller
Miller and
Forecide

Minadeo, John
6502 Lilac St.
(Continued)

School and
Location

Minadeco, John
(Continued)

Morningside
Greenwood and
Jancey Sts,

Forrow, John

1Ci1 Nhavis Ave,

Pus No,

81C Bedford

82 Lincoln

84N Herron-
Oakland

16D Vvioods Run-
Crosstown
16E Recedsdale St,

16B Brighton R4,
178 Avalon via
Shadeland

56C McKeesport

56A Lintoln Place

82 Lincoln

56F Greenfield

Bus No, and Name

61C McKeesport

Honestead

74D Homewood-
Greenfield-~
Squirrel Hill

91A Butler St.(T)
Transfecr to 94p

71 Negley (T)
Transficr to 94D

168 Brighton
JG6C DBzllevue-
Wesl Viow
171 Avolon via
Shadolond

Eoard at

i

Liberty and narket
Liberty and liarket

Fifth and Douquect

7th and Penn

6th and Penn

6th and Penn
6th Penn
4th and Smithfield

4th and Smithfi=14

Liberty and Market

4th and Wood

Board at

Forbes and Stanwix

) Highlard and Penn

Forbes and Murray
Beechwood Blvad,
Shady Avenue

6th and Penn
62nd Stiect

5th and Samithfield
Stanton Avenue

6th and

6th end

6t an:

Leove oo

At schceol
Bryn Mawr Rd,

Adelaide and
Milwavkeco

Columbus and
Chatecau

3eaver and
Juanita

Wpodland Ave.
Sy

Shadeland Ave.,

Crossroads,
Lincoln Place

Crossroads,
Lincoln Place

Miller Strect

J.oretta and
Greenficld

-

Leave at
Murrey and
Lilac

Murray and .
Lilac

Murray end Lilac
Murray and JLilec
Murray and Lil:ac

62nd Street
Crecenwood and
Jancey Stes.
Stanton Avzinue
Greaenwrood and
Chislett

Davis Avenie
Daviea Aviinu.

Termon ol
Glowira p ey,




School and
Iocation

lorse
25th and
Sarah Sts,

th. Oliver ”
326 Hays Avenue

‘Murray, Philip
‘ Reckenwald St.

McCleary
* McCandless and
Holmes St.

School anad
Location

McKelvy
Bedford Ave,
and Erin St.

Mclaugher
Maple ami
Charles St,

Northview' Heights
310 Mt.
Pleasant Road

Oakwood
Durbin st;

Occupational'

Voc., Tech. Center
635 Ridgc Ave,

Olive:, D. B. High

Brighton Rd. and
Island Avenue

Bus No.

and Name

54A Arlington
Heights
51D Churchview

51B Snencer Ave.

51F Homestead- Mt,
Oliver via South
Side

54C North Sicde-
Oakland-South
Side

53 Carrick

51G Mt. Oliver

91A Butler Street
94;, Stanton
Heights

Bug No. and Name

81C Bedford
82 Lincoln

11D Perrysville

6B Spring Hill

31A Crafton-
Carneqie
31D-E Bridgeville

16E Reedscdale

16B Brighton
178 Avalon via
Shadeland

Board at

Any stop on
Snmithfield
Fifth Avenue

F.L£tlk Avecnue

Fifth Avenue

i'ood Street
5th and Smithfield

6th ard Penn
Stanton at Neglev

or Broad and
Highland

Board at

Liberty and Market
Liberty and Markei

6th and Penn

6th and Liherty

Penn nr, Stanwix

Forbes and Stanwix

6th and Penn

6th and Penn

6th and Penn

Lecave at

25th Street
S. 25th and
Carson

S. 25th and
Carson

S. 25th and
Carson
Carson'and 22nd

Brownsville and
Ormsby

Fisher and
Mountain

HcCandless Ave,

Holmes Straet

Leave at
Erin Street
Erin and

Centre Jave.,

Charlés St.
At school

Oakwood St.
Durbin St,

At school

At school

At school

o




School and
l.ocation

Overbrook
2140 Se-r pdill
Run Blvd,

Park Place
309 s,
-, Braddock Ave.

and Brashear St.

feabody High
Margaretta and
N. Beatty

Perry High

Perrvsville and

Scnicir St.

School and
Location

Phillips
S. 20th and
Sarah Sts,

I'ioneer
Dunster and

La Moine Stsy
i

- Prospect Jr, High
and Elomentary
Prosgpect . neor -

Southern

Regenl Sguare

Henvicttae and
tiilton Strects

Bus No. and Name

35 Castle
Shannon-
Library

36 Castle
Shannon-
Drake

46B Baldwin
Manor

46F Daldwin,

*Highland

75 Wilkinsburg

67C Wilkinsburg-
Oakland

' 73 Highland

11D Perrysville

11F West vView

Bus No. and Nane

51D Churchvicw
51B Spencer Ave,
51F Homestead
51G Mt. Oliver
54C North Sidc-~

Oakland-South
Side

41A Dosmont-Suinset

11E M, Washington

61D bBraddock
Swirsvale
69C Rcgent Sqouryre

Board at

Any stoo on Wood

Any stop on Vood
Grant St. and 5th
Forkes Averue

5th and Libeaty
Forbes and Stanwik
5th and Liberty

6th and Penn

7th and Penn

Board at
Fifth Avenue
Fifth Avenue
Fifth Avenue

Fifth Avenue

Smithficld and 6th

Snithfield and 6th

Frrlies and Stanviv

Wi1kinahhrg R.R,
Station

170

Leave at

Central Stop

Central Stop
At school
At school

Penn and
Braddock

Penn and
Braddock

Margaretta St,

Perrysville Ave.
and East St,

.Perrysville Ave.

and East St.

Leave at

S. 20th and
Carson Sts.
S. 20th and
Carson Sts,
S. 20th and
Carson Sts,
S. z0th and
Carson Sts.

S. 20th and
Carson Sts.

Chrysler St.

Proegpect Sto

Henriectta Si,

Overtion anvd
Miltcn St
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School and
Location
Rogers, James E,
Columbo St. nr

N. Negley ave.

‘Roosevelt, Quentin
The Boulevard

ISchaeffer
1235 Clairhaven
St, off

I Stratmore

Schenley High
Bigelow Blvd.
and Centcr Ave,

Scﬁiller
1018 P=zralta
Street

I

School and ‘-
Location

S. 13th and

1?ervice Center
Miriel Sts.

i;'he.raden
3120 Allendale
Street

Louth High
South .Cth

land Carsnn Sts.

louth 'Voc. High
S. 10th and
'Sarah.sts.

>

lc»uth‘ Hills "
Puihtand
Eureﬁa 518,

S

Bus No. and lanm-
71 Negley

77D Hiaihland

53 Carrick,
|

26A Sheradbn-
Ingram

82 Lincoln
77D Shadyside
54C North Side-

Oakland-South
Side

6C Spring Garden
l1E Etna Bus

1F Millvale

6A Troy Hill
6C Soring Hill

AiBué No. and Name

54a ArlingtCﬁ

53 Carrick

26A Ingram-
Sheraden

54A Arlington
Heights .

S51F Homestead via
South Side

54A Arlington
Heights

51F Homestecad via.
South Side

44 Inoxville
53 Carrick -
(vie Tunnpeld)s

Buord at

5th and nLiberty

5th ana !'larket

Smithficld St. Stops

Stanwix nr. Penn

..

Liberty and Market-

5th and larket

and Liberty
and Liberty

and Liberty

and Penn
and Liberty

Board at

Any stop on
Smithfield

Any stop on

Smithfield
Stanwix and Penn

i

“Any stcp on
Smithfield

Any stop on 5th
Avenue
@
Any stop on -
Smithfield -

Any stop on
Smithfield

Any stop on Wood

Any stop on Fongd
. 1

A ¥

- ) _d

Leave at

Negley and
sargarctta

Negley and
Margavcettia

The Boulevard

Strat+ore Ave.

Bigelow and
Centre
Bigelow and
Centre

Centre and
Craig St..

DPeralta

Ohio and
Chestnut Sts,

Ohio and
Chestnut Sts,

Peralta st,

eave at

—_— s —

14th and Carson

l4th and Carson

Allendale and
Chartiers Avo,

10th and Carson

10th and Carson

10th and cCarson
10th and cCarscn

Souvth Bill.
Juricition

Scuth Hille
" Junction




School and
Lecation

Spring Garden
1501 Spring
Garden Avcnue

‘Spring Hill
- 1351 Damas St.

Sterrett
S. Lang and
Reynolds St,

o I e B R

School and
Location

)

* "stevens, Thaddeus
822 Crucible St.

by

sunnyoide
4801 Stenton Ave,

oy

P o
ISwj.sshelm
. Whipple and
. 2 l Pocono St.,
- Veoyi, Rebuoetv Yiee
= 20 Uatl Rt
i
gY
—;;E;

=
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Bus No. and Name

6C Spring Garden

6B Spring Hill

11D Perrysville (T)

Transfcr to 19C
City Vicew

75 Wilkinsbhurg

67C Wilkinshburg-
Oakland

74A Squirrel Hill-
Homewood

- -

Bus No, and Nare

31 Elliot--Cheraden-
Ingran Bus

Ori.le Bus Rt, 6,
7, or 6/8

’

71 Neasley (T)

91 Butler St. (T)
Transfer ito 944
Stanton Heightcs

618 Swissvale (7T)
Transloer to GSA
Suisehelm Park

81¢C rodiorva
844 lorion-
Cakland

L ‘ 172

Board at

6th and Libcrty

6th and Liberty
7th and Penn

-Charles and
Perrysville

5th and Smithficld
Fcrbes and Stanwix

Forbes and Murray

Homewood and
Frankstnwn

Homewood and
Hamil ton

Penn and Stanwvix
5th and Wood

Delray and.Libherty

5th and Liberty
6th and Penn

-} "
Butler and Stanton
Stanton &and Ncgley
and Stanwix

Forbes

Schoyer Ave,

Liberiy and lincket

Kirkpatri it emd
Centa ¢ or Fiffih
ona Jlovguct

.

Leave ot

Lager Strcecet _

Haslage St,
Charles St.

At school

Lang and Penn
Avenue

Lang and Penn
Avenue

S. Lang and

Reynolds

S. Lang and
Reynolds

S. Lang and
Reynolds

-

Leave zt
Lorenz. Avenuo
Amherst St.

Amherst St.

Stanton and
Negley
Butlcr and

Stuanton

Oranmore St,
Schoyer Ave,

Whizsple ond
Pocono

VoLl Lave




Schhrol ard
T.ocz ‘..1 1 Ol

wai (.AI\JUS'::‘
2101 Liberty
‘ Avenue

llﬁuﬂdngton
Educational
Center ’
169-40th St.

Weil, 4. Leo
' Center and Soho

I

Westinghouse
High
1101 N,
Murtland Ave,

icht ijprty
- Dunstier and
i TaMoine

I School and
Lo\at1on

L S,

Iiestwaod .
Shadyhili pa,

‘nr. Warriors Rd,

I*ihi‘ctier
Mexridun ana
Pd\hleel

li rmen
Soluiy. and

73 .llfu‘ Sts,

lofﬂ..': lair
£0th and
Liteity Ave,

J

Bus No. eonl Nemo

87 Ardiorc
88 Frankeiown

91A Butl®:r St.

91A Butler St.

82 Lincoln

81A Terrace
Village

88 Frankstown
87 Ardnore
77B Frankstown

41A Dormonte
Sunset

Bus No. and Nanc

36D Westwood

40 Mt, Washington
Duquesne Incline

211 busccs on
Forbhes Ave,
61A,061B, cv GlC

€4n E. Libcriy..
Hooczte :d

67C Wilkiasbivg
Oailana

&7 Arduore
83 Frouletoun

Doard at

and I'enn
and Penn

and Ponn

and Ponn

Market and Liberty
5th and Market

6th and Penn
6th and Penn
5th and Market

Smithfield and 6th

Board at
Stanwix and Forles

7th and Smithfield
West Carson ncar
Point Bridge

Forbes and Stanwix
Fenn wnd Highland
Forbes andtﬁtanwix

6th &#rd pcenn
6th and rennu

Leave at

21st, anad
Likernty
21sl, and
Libeity
21st. and
Liberty

40th St.

Center and
Sonho

Kirknatriclk
and Center

N, Murtland Avo,
N. Murtland Ave.
N, Murtland aAvce,

Chrysler St..

Leave at

e s . o

Warriors R4,
Meridan St,
Wightman St,

Solway Strect

Wilkins onad
7 Wi th chlen

-
40th and Libe. i
40{h and Penn
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MINITAUM AGE: Miuors under™ 14 yeats of age m

EMPLOYMENT CERTIFICATES: No minor under 18

5 PN
SIS )
D

~‘¢"§;’sa; ?

Must be Posted in a Couspiruons Phace Wi 1. Ars
PP'orm LIWC-27-100)M-4-6¢

& P‘EA\ <1

-

Saor Ulder Aze18 s Eenluy:d

COMBIONYEALTH QF PLNNSTLVANDY
DEPARTMENT OF LALOR ARND INDUSTRY

Y BUREAL OF WOMEN AMD CHILDROM
HOURS /AND WAULLS

Abstract of

CHILD LABOR LAW

in any occupation,
certain restrictions, caddics may be employed
ficld at the age of 7 yeurs.

certificate, kept on file by the employer.
issued by school authoritics.
minors, aged 18 through 20 years.

ages and hours ctherwise prohibited,
by the Bureau of Women and Children, Hours and

_ ay not be cniployed or perimitted to wouk in any cstablishnen: o
except children employed on farms or in domestic service in private honics,
at the age of 12 and juvesile

However, undor
peiformers in the ententainme

years of age shall be emplgw d without an cniploy ment
GENERAL:and VACATION EMPLOY

Employers may requirc PROOF OF AGE CARDS issued vy school authoritigs for
For the employment of minors in theatiical and other perforimances  at
SPECIAL PERFORMANCE PERMITS arc Tequircd.  These are issued

Wages, Department_of Labor and Industry, Hanisburg.

:NT CERTIFICATES arc

14
&
15

HOURS OFF EMPLOYMENT

During school term: Maxinum 4 hours on school days,
8 hours on any other day and 18 per week, and only
at a time that does not intc;f?c with school attendance.

During scliool vacation:

aximum 8 hours’ per day,
44 hours per week.

At any time: Maximum employment 6 days per weck; 30 minute nical period requircd aft

NIGHT WORK

Employment prohibited after 7 p-m. and befcre 7 a.m.
(Exception: Malc minors over 14 years may be cin-
ploycd at distributing or selling newspapers, maga-
zines or other publications between 6 a.m. and § p.m.)

er 5 hours worl;.

Ages
16
&
17

HOURS OF EMPLOYMENT

Duriiyg school terai: Maximum 28 hours

per weck if
enrolled in regular day school. :

During school vacations: and at any time for minors
with Gencral Employment Certificates, maximum 8
hours per day, 44 hours per week. .

At any tirre: Maximum employment 6 days per week; 30 minute meal period required after §

NIGHT WORK

Girls may not work bcfore 6 AM. nor after 9 P.M.
However, students in a supervised school-v-uity pro-
gram may work to 10 P.M,

During school term, G students may ot wsrh after
!1 p.m. and. before 6 a.ra.

During school vacations, no night work Jimit for
students.  No night work linrit at any time for
legally cxcused fiom school attendancs, :

Louss of work.

i .S D e P ol vl 0 R ] oIt

PROHIBITED OCCUPATIONS: Scc reverse side.  Additional informution is available at the district officcs.

Address inquirics, cerplairts, or requests for additional copies of this poster, to one of the offices of the Burcan of Woircy
and Children, Hows and Wages, Departineat of Labor and Industry Jisted:

HARRISEURC 14120
1164 Laboer & Indu-try
Rujldinge

Phone 787-1670

| SH HA [T
G, Laval 1)
| NOTITN PV

PHILADELIITA 19130
Stats Office Dldy.
I'hiotie 568. 1600

Est. 8085

SCRANTION 15507
NoEL Ve, 10000 Doy
and e L g, -
Vi - LI e 1anp

[ HR KN
.

I75

PUITTVSBUROIT 15222
State Office Blds.
Ploue 301.2169

Fut. 253

ALTOONA 16
1128 Tl Aag,
Phone 901601




FECIAL ATTENGION IS CALLED 100 3t « FROL: 1167 OF TEX FOLLOAMG:

Scc. 625 — Operating Motor Velicles: At ages 14 and 15, ep.iatiiy 2 motor vehi de of any deceription. At

_R?utnr Vehicle ages 16 and 17 opuinting a motur vihicie or tractoi on ary highway as a paid cnnloye.
Cod: o
. See. 493 (13) Liyet Under 18, cimployedein, abeut or in councition with any esiablishuient winre  abootoh,
i Liguor Code liquors are disiilled, rectified, compounded, brewed, manufactuicd, bottled, sold or di--
pensed. At ages 18 to 21, senving or hardling alcoholic liquors where seld or disponscdl.

HE COMYONWEALTH CF PZNNSYLVANIA HSRTBY ENACTS AS FOLLOWS:
’
ar
s

-

oy n oo : -

agraph of seclion 5, act of Moy 13, 1975 {P.L. 284),
o L] . a I4 . »
W'y amended August 23, 1967 {P.L. 1107), is aronded

- No minor uncder eighie?n years of ege shall be employed or permi
in, aboul, or in conneciion w: vh, eny eslablishrent where a i3
distilled, rectified, compounde y breved, manufaciuvrel
nor in a bowling elley; nor in a peol or bilii ™
or ferale minors sixieen yeers of 2ge and over
work in & bowling alley, or +hat par P
which liguor or mal{ or browed towiraces

* 4 % -

s

Seciion 2. This aci shall taxe effect ir diately. Signed by Governor Shapp,
. Octoter 15, 771.

Schedule of Hours of Work for Minors under 18 (Form LIWC 19) Must Be Posted and Kept Current.

PENALTY: Any person or any agent or manager for any person violating or permitting any violation of the Child
Labor Law shall upon conviction, be subject to a finc of not less than $50 nor more than $200 for the first
offensc and not less than $100 nor morc than $300 for any subsequent offense or to imprisonmert for 10
days, or both.

Under the Workmen’s Compensation Law, fifty percent additional compensation shall be paid to any minnr
injured while illegally employed, all of which shall be paid by the employer. - .

" PROHIBITED GCCUPATIONS FOR MINORS

)

Gty G peeny by eay MR N BB e

r

UNDER 21.

l Mines Other than Coal: Operating a hoisting passcager machine.
Printing and Allied Industiics: Operating powcer driven paper cutter or circular saw*.
: Tunnel Construction: Hoisting engincer, signaliman, or locomotive diiver.

' UNBXL 16
) Boais:  Pilet, fircinan, or engineer on any boat or vesscl . )

'v Bricks: Working an horizontal or vertical pug mills.
Cranc opcrators:  Crancs and Hoists.
> Electrical worl : - AN outside and inside electrical wiring®.
Installing, removing and testing clectric micters®.
l Elevators: ‘Operators or managers of passenger or freight clevators, or Loi-ting or lifiing machincry.
Excavating: - Within tiencls or shafts; trenches mose than four feet in degth?.
. Explosives:  Where explosives are manufactured, handled, or stored. )
- ' Highways:  Seetion hand. —
Machitcry:  Claaning or ailing machinery in metion. Operating or e sistin - = the opedion of the frtowin ;s Ly
| wicels -, metii plate beading mechine®, e g mechines s duheries®, ponch pressos®®, wisewin hise

machin  *, womdworking 1oxchinory (power diiven) .
Meaat grinders: - Operetion of povee diiven forsd chopping, nicat gina"ie e shiding o processuy machings®,

*

g

i
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Metal Industries:  Work in rolling mills*, handling bulf Jadles, about fuinaces.

Mincs:  Dangerous occupations. ) e

Motica pictures: Proizctionist.

Paint, acids, and poisons: In any capacity in the manufact: - of puint, colors, or white-lcud; poisonous dyus; coiii-
sositions  using dangeious leod or avids. -

Pits and Qu;:r.;ics: Most occupations,

Pool and Billiard Rooms: Any occupation.

Radiouctive Substances: In all occupitions involving exposure o radioacuive substance>***, and to ionizing radiz-

tion**2, ’
Railrcads and 1ailways:  Call boy, section hand, track repairing, gate-tending.
Roofing:  All occupations*, : %,

Rivets:  Heating and passing rivets, eacept under special conditions

Spray Coating: Spray coating®.

Slaughtering and Mcat Packing: Most occupations.

Tanncries: Tanning process. *
Welding: -Acctylenc or clectric welding®. : .

Window clcaning: above ground level. -
Wrecking and Demolition:  All occupations.

*Except apprentices, student dearners, and graduates of an zpproved vocationzl tcehnical or industrial education cir-
riculum which prepared them for employment in the specific occupation.

**Except apprentices, student” learners, laboratory student aides and graduates of an approved vocational technical
or industrial education curriculum which prepar.d -them for employment in the specific occupation.

***Except laboratory student aides and graduates of an approved vocatioaal technical or industrial cducation cu.ciculum.
which prep:red them for employment in the spee.fic occupation. - -

s -

UNDER 16

Boats: Working on any boat cngaged in transportation of, passengers or merchandisc.
Bowling Alleys: In any occupation. . ’
Building Tradés: Heavy work.

Co:l Dredges:  Any work on coal dredges.

Heating and passing rivets.

Manufactering:  Any manufacturing or mechanical process.

Mines:  Any aathracitc or bituminou; or any other mine.

Railroads: Any steam, clectric, or other railroad.

Scaffolding: On scaffolding,. <

Strikes or Jockouts:  Unless legally certificated to work before strike or lockout.
Tokacco:  Steipping or awcorting tobacco. '

Tunnels:  Work in uny tymesl. f

Ay e
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PITTSBURGH PUBLIC SCHOOLS .
CONNELLEY SKILL AND LEARNING CENTER
LCIVISION OF POST SECONDARY EDUCATION

I. 13th and 14th Year Skill Programs

ClaS§eS 7:50 AoMo - 5:30 PoMc

A. Entry Level Programs B. Post Graduate Programs
(No prerequisites)

1. Air Conditioning & Refrigeration 1. Advanced Drafting & Design Technology
2. Auto Mechanics 2. Auto Machinist Technology

3. Bricklaying 3. Automotive Transmission & Front End
4. Cabinetry Specialist
5. Carpentry 4. "Air Conditioning & Refrigeration
6. Clerk Typist §. Computer Programming
7. Commercial Art 6. Electronic Technology
8. Data Processing 7. Graphié Arts Technology
9. Drafting & Design 8. Machine Tool Technology
10. Electric Power 9. Mobile Diesel Technology
11. Electric Wiring 10. Research Development Laboratory
12. Electronics Technician .
13.  MachineOperation 11. Welding Technology
14, Marketing 12. Cosmetology (Management-Instruction)
15. Plumbing 13. Food Specialist
16. Printing

17. Radio & Television

18. Research L_aboratory Assistant
19. Sheet Metal, Heating-Ventilating
20. welding

Prerequisites for Post Graduate Programs

1. Comgletion of basic courses in OVT programs
or . . .
2. Technical or college training
or
3. Experience in field: !

Entry level programs for those who have none of the above. It is possible
to work on ABE or GED test for high school equivalency.

The 13th and 14th Year Skill Programs are being conducted on a cluster area
besis. This then means that the student <oes not train for one skill, but for a
cluster of skills. The subject material is tautjht in modular urits. The length
of each mod.le is a multiple of 18. Student schedules are individually devised
The 2:30 P.M. to 5:30 P.M. option is to help us to retain students during a
period of ma <imum capacity. Regular classes begin at 7:50 A.M. and end;at
2:30 P.M..
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II. Health Occupations

Classes 7:50 A.M. - 4:00 P.M.

1. Practical Nurse , 4. Nurse Aide/Orderly
2. Surgical Technician 5. Dental Assistant
3. Medical Lab. Assistant 6. Dental Technician

Permission has been granted by/the Health Occupations Depér‘tment in Harrisburg”
to pilot the cluster area of Heafth Occupations. The goal is to begin a Health

Occupations cluster in February, 1972.
H

»

IlI. Manpower Development and Training Programs

- Aa Full-Time Classes 7:50 A.M. - 3:50 P.M or
- 1:30 P.M. - 9:30 P.M.

Auto Body (Washington) 8. Food Servicce

Auto Mechanics (Gladstone) 9. Machine Operator
Clerical '10. Medical Secretary
Cosmetology (South) ' Nurse Aide #1
Drafting ' Surgical Technician
Electric Appliance Welders

Fitters .

Part-Time

r

Clerk Steno Tuesday & Friday 6:30 P.M. - 9:30 P.M.
Clerk Typist Tuesday & Friday 6:30 P.M. -~ 9:30 P.M.
Off-Set Printing Monday & Thursday 6:30 P.M. - 9:30 P.M.

-

Manpower Development and Training classes on prime time begiprat 7:50 A.M.
and end 3:30 P.M. The second shift, necessary because of the laboratories
being used by the day school students, begins at 1:30 P.M. and ends 9:30 P.M,

-




IV. Learning Center

Classes 8:30 A.M. - 4:30 P.M.
L}

A. Adult Education Department

Remedial General Education Development Test Preparation
1. English 1. English
2. Reading 2. Reading
3. Language Arts 3. Social-Science
4. Basic Mathematics
5. Social Skills .

"6. Education Development Laboratory
GED Testing Department located in Learning Center — 8:30 A.M.-4:00 P.M.

Satellite Arols_: ' . ;

Immigrant English Classes located at Fo:bes Sch.ol 8:30 A.M. - 3:15 P.M. .
Neighborhood Youth Corps located at YWCA, Fourith & Wood Sts. 9:00 A.M,-12:00

V. Connelley Annex_

A. Educational Medical Program
(Grades 7 - 12)

The Educational Medical School provides an uninterrupted education process for
those girls who have become pre¢ ~ant while still attending school. Gir'is usually
enter the Educational Medical Schol near the beginning of their second trimester
of pregnancy, and they stay until they deliver.

B. Project Goodwill

1. Commercial Foods™
2. Commercial Sewing
3. rabric Maintenance

4. Basic Clerical

br‘oject Goodwill, a training program for the unemployed and underemployed,
helps economically, emotionally, and-socially handicapped persons find vocations
that will be satisfying and productive. It provides them with marketable skills

to re—enter or enter for the first time the work sub-culture.
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V1. Adult and Continuing Education

Classes 6:30 P.M. - 9:30 P.M.

A. Satellite ABE
) Monday, Tuesday, Thursday !

Arsenal
Woolslair

Fifth Avenue High

Frick
Montefiore Hospital

Greenfield
St. Francis Hospital

Holmes '
West Penn Hospital

Connelley Standard Evening High School

Latimer Junior
Fairywood

Peabody
South High

Weil
P -esbyterian Hospital

‘Westinghouse

Classes 6:30 P.M. - 10:10 P.M.

13.
14.
15.
16.
17.
18.
19.
20.
21,
22.
23.
24,

English

Spanish

French

Applied Mathematics
General Mathematics
Algebra

Geometry
Trigonometry
History

American Government
Sociolngy
Economics

Monday, Wednesday, Thursday

Physicalf Science
Biology
Chemistry
Earth & Space
Physics
Chemistry Lab.
Typing
Transcription
Shortand
Bookkeeping
Office vachines
Susiness Law

o

€onnelley Vocational-Technical Night School Classes 7:00 P.M. - 10:00 P.M.

Air Conditioning & Refrigeration
Carpentry )
Cashiering

Computer

Drafting

Electronics

7.
8.
9

10.
11.

Tuesday and Thursday

Electric Wiring
Machine Theory
Nursing -
Printing

Radio & TV




D. Satellite Classes 7:30 P.M. - 9:30 P.M,
Tuesday and Thursday

Continuing Education Vocational-Technical

1. Allegheny Immigrant English Sewing
py, Typing 1, 2 .
g Shorthand 1, 2
*Sheet Metal 1,2,3,5,AG
Cabinet

\'\) : ’ Drafting
e Auto Mechanics

y Radio & TV
Air Conditioning/Refrigeration

——.
N
g

«

* Monday, Tuesday, Wednesday, Thursday

Math Shorthand 1
Dictation
Typing 1
Advanced Typing
Sewing

&

Langley ) English- Bookkeeping

Carrick Sewing

: Typing 1, 2
Shorthand 1, 2
Office Machines

South Hills . Shorthand 1, 2
Typing 1, 2
Sewing
Upholstery

Fifth Avenue Immigrant English Typing 1, 2

Shorthand 1, 2
Sewing

Greenfield CIOthi’ng
(Monday, Tuesday, Thursday) .

Gila - . Shortharc: 1, 2
: \ Typing 1, 2
Zlothing .
Upholstery

\ ‘
‘
8
.
5

——
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Satellite (continued)

8.

9.

South

Con'tihuing Education

Vocational-Technical

Immigrant English

*Tuesday, Wednesday, Thursday

Peabody

Italian
Immigrant English &
Americanization

{
10. Washirgyton Education Center

11.

Westinghouse

184

Sewing
Typing
Shortrand
Auto Body
Baking
Carpentry
*Welding

Plumbing

e

Typing 1, 2
Shorthand 1, 2
Millinery
Upholstery
Clothing

Welding
Bricklaying
Auto

Type 1

Advanced Type
Shorthand 1
Furniture Repair
Clothing
Millinery




