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FOREWORD

# “rmetll fur Distributive Teacher Educntion wns organized in 1961,
Membership in the organization consists of teacher educators and nther
distributive education personnel with an interest in advancing distributive
teacher education. The primary interests of the Council are research and
publicntion.

This bulletin is the report of a study on how to conduct & simulnted
occupaticnal experience program in distributive education. The study on

A Development Program Utilizing Simulated Occupaticnal Experience in Digtri-

butive Education is especially important at this time since leadership,

guidelines, teaching materials, facilities and equipment requirements, and
procedures for establishing and conducting these programs have not been full:.
developed throughout the nation.

A complete handbook for coordinators of simulated distributive education
prograns 18 included. This covers the various duties and responaibilities of
coordinators such as starting a program, working with school personnel,
laboratory facilities, curriculum, methods of teaching, selection of students,
public relations, reports and records, and the Distributive Education Clubs
of America. Examples of teaching aids, a curriculum survey, and monthly report
forms are alsc a part of the report.

The report has valuable lmplications for all distributive education
personnel because of its broad coverage of the various aspects of the secondary
program. Coordinators, teachers, supervisors, administrators, teacher educators,
and those who plan to enter the professional field of distributive education

can benefit from the information compiled.
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The study wns completed by Dr. Clayton Riley, Head, bListributive Teacher
Education, College of Education, Division of Vocational Education, Unlversity
of Kentucky, and Dr. Clayton Omvig, Director, Research Coordinating Unit, a
r.lleague in the same college and division of the university. It was published
and distributed through the courtesy of the Division of Vocational Education,

College of Education, University o” Kentuckv, Lexington, Kentucky.

feno S. Knouse, Chairman

Research and Publicetions Committec

Council for Distributive Teacher
Education

School of Education

State University of New Y. sk at Albany

November 1970
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CHAPTYR I

INTROLVCCTTON

In 1978, when the Jistributive education programs started in
Kentucks, the state was prinarily agrarfan, and distributive elacat o
was limited to the vouth in the netropolitan areas. Todav, althounh

v Kentucky's  business and industrial complexion has changed, our rural
vouth are still, {n manv {nstancvs, unable to obtain meaningful coon-
crative training in distributive education. Kentucky rural vouth are
limited in thelr opportunities for the traditional cooperative distrib-
ut{ve education programs due to the lack of‘training stations and in
manv instances, because of theilr social and economic backgrounds. There-
fore, a praposal, for developmental programs in distributive education
utilizing simulated occupational experience in area vocatiounal-technical
schools was submitted to the Kentucky Research Coordinatirg Unit for

Vocational Education and given approval for funding in Mav, 1968.

; Problem
The use of simulated occupational experience programs in dis-~
tribut{ve education was slow to develop. This was primarilv due to the

lack of procedures and materials needed to initiate and conduet simulated

programs. Also, there was no program to prepare teachers to conduct

» simulated occupational experience programs in distributive education. The

} enrollments in distributive education programs in Kentucky and the nation
. are steadllv {ncreasing, and the projected enrollment tn simulated programs
in Kentuckv alone 1s expected to exceed 3000 students by 1975. Thus, there

appearcd to be a state and a national need for leadership and direction

ERIC
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in the development of guidelines, teaching materials, facilities and
equipeent requlrements, and procédures for establishing and conducting

simulated occupational experience prowrams.

Purpose ot the study
The purpose of the study was to ascertaln: (1) huow to conduet
slmulatcd'occupational experlence program in distributive education, and
(2) the cffects of'the_programs operated in area vocational~technical
schools on adoption of programs 1n distributive education in cooperating
schools. More snecifically, the develovmental programs were initiated
to assist in serving the educational needs of rural youth who would other-~
wise have been denied a program in distributive education by:
1. developing a procedure for training high school
students in distributive education utilizing
simulated occupational experience,
2. developing specificatlions for a simulated laboratory
for providing occupational experience,
3. developing a curriculum ut%lizing laboratory train-
ing for llth and 12th grade students,

4. determining the facilities and equipment needed,

wt

developing, trying out, evaluating and refining

instrnctional materials,

6. evaluating the effect of the program on adoption of dis-
tributive education programs in cooperating schools, and

7. evaluating the effectiveness of simulated experiences in

securing and maintaining employment in dist;ibutive occu-

pations.

ERIC o
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Basic Assumptions

Some basic assumptions that provided a basis for this study

10.

Maximum learning results when ”theory and practice'’ are
brought together in the learning situation.

lLearning is simplified and made mere meaningful when it is
built on something already known;

Learning activities to be effective must proceed in a
logical order.

Learning is more likely to take place if studénés have a
reasonable ghance of achieving success in their endeavors.
The more‘often one uses what he has léarned, the greater
will be the retention of what has been learned.
Opportunities for vocational training in distributive
education should not be restricted to cooperative training.
Lack of growth in distribuiive education 1n Kentucky can be
attributed to:

(a) the large number of rural schools in the state,

(b) the lack of training stations for cooperative programs,
(c) laﬁk of program structuré to expand the program.
Vo;ationa] programs in distributive education, as they exist
in Kentucky, do not carry out the intent of the Vocational
Education Act of 1563 and the 1968 Ammendments.

Simulated occupational experience can produce a qualified,
employable product.

The developmental program will result in local high schools

initiating programs in distributive education.

and
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1.

I.

Teaching techniqueé and procedures for simulated programs
in distributive education will emerge from the program.
of Terms Used

Advisory Committee ~ A group of business and IaQ people,
usuallv outuide the cducation profession, selected for
the purpose of offering advice and counsel to the school

regarding the vocational program.

Cooperating Schools - Schools located in the region

served bv the area vocational~technical sEhools which
have students enrolled in the program. Students from
these schools will be transported by bus to the area
school for half-day sessions.

Cooperative Education - A program for students who are

enrolled in a vocational course in high school and who
through a cooperative arrangement between the school and
enployers receive on-the-job training through part-
time employment.

Distributive Occupations - Those occupations followed by

proprietors, managers, or employees engaged primarily in
marketing or merchandising of goods or services.
On-the-Job~Training - Instruction in th; performance of a
job given to the student employee by the eleoyef>during
normal working hours where the student receives a

beginning wage.

lym
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6. Preparatory Training - Prugrams preparing students for
emploviment .
7. Simulated Occupational Experience - A motivating technique
of instruction in which the occupational units combine
simulated or laboratory "doing' activities with normal
business activitles in relation to the career objective
of each student.
Scope and Limitations of the Study
The studv was limited to four public area vocational-technical
schools in Kentuckv. The schools selected were assumed to be represent- -

ative of the area vocational-technical schools in Kentucky.

bescription of the Propram

The developmental program was designed to train high school
students 1In distributive education at the 1llth and 12th grade level. The
pattern of instruction in the developmental program included classroom
instruction and simulated occupational experience in a laboratory. The
classroom Instruction and laboratory activities were related to the
fudividual occupational objectives of rhe students.

The developmental program wasluperated in four area vncationaf
schools.  As far as was possible, the programs were the same. The
enrollment in eaclh developmental program was limited to two classes — one
11th grade and one 12th grade ~—of 20 students each. One class was
scheduled for the morning and one for the afternoon in each area school.

During the first vear, the pattern of instruction included:

(1) cone hour of classroom instruction dealing with related information
necded in the area of distributiun,'and (2) two hours of planned activities,
in the simnlated laboratory, dealing with gegeral and specific skills and

uhillties'needéd for job entry in a distributive occupation.

-5



buring the second vear of the program {(senlor vear), the Tearning
activitfes of the students were adjusted to the student’s Inddvidual
carcer objectives,

M scheol laboratorles were cquipped with specificd vquipment
necessary to provide simulated on-the-job experiences.  Students were
Instim ted §n the " Know=how" necded as Job entry workers In the field of

distribution.

Summarv af the Need

For many years, the high school distributive education program
has been svponvmous with the cooneratjve method of {nstruction. Rut
the Vocational Education Act of 1963, and morc recentlv the 1968 Amend-
ments, point out the need for development of additional methods of
training students whe do not fit the normal pattern of {nstruction.

The purpose of simulared distributive educatiop is to provide
high school students with realistic and meaningful distributive occu-
pational experiences through individual and group activities related to

each student's career objective.

Q :

FRIC |

Aruitoxt provided by Eic: -



O

ERIC

Aruitoxt provided by Eic:

CHAPTER 11

PROCEDURES

Pre-planning ggg‘prientation

Orientation meetings concerning ..e proposed developmental distrib-
utive education program were conducted in selected area vocational schoo'-
during the months of Mar-'. and April, 1968, The orientation was conducted
bv the school's superintendent and vocational guidance counselor. In
addition, the State Director of Distributive Education, teacher educators
in vocational guidance and distributive education, University of Kentucky,
presented an overview of the proposed developmental program in simulated
distributive education. These orientation meetings resulted in the selection
of four area vocational schools which agreed to conduct the developmental
programs. It was further decided that a workshop would be held to prepare
teacher-coordinators who would be conducting the developmental programs

in the area schools.

Selection of Schools

Kentucky has twelve area vocational-technical schools in operation.
The State Director selected four schools that serve areas in which there
were few if any high school distributive education programs.,

The State Director of Distributive Education, members of the
teacher education staff, Department of Distributive Education, University
of Kentucky, and the Director of therReaearch Coordinating Unit visited

the schools to ascertain interest in and need for conducting simulzted

-7-
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distributive education programs. The criteria used to seleét the
schools included:
. 1. An effort to select schools in widelv distributed geographical
locat{ons in the state.
2. Interest of school administrators in the progra% and avail-
ability of teachers interested 15 conducting a program.;
3, Whether sufficient nuhber of cooperating high schools existed
where distributive education was not iq_the school curriculum.
-4, Availability of facilities and equipment for conducting a
simulated experience program.
5. Agreement of the Superintendent to employ teachers July 1,

1968 to:

a. Become'acquainted with the local business comﬁunity, the
guidance counselors, apd school administratofs of the
cooperating high schools.

b. Survey business for curriculum content, skills, and
competencies needed. (Appendi¥ c)

c. Attend iﬁ-service training for preparation in conducting
developmgntai programs.

The State Director of Distributive Education made the final se-
lection of the vocational~technical schools to conduct the brogram.

Teacher Workshop . i

A ;ho-week workshop was held in August, 1968. The general objective
of the workshop was to develop a proceduré—for fraining high school students

in distributive education utilizing simulated occupational experiences.



ot

[t was hoped that,:by working together and incorporating ideas, a pract&cél,
: ratins

workable npprnnchTEn initfating and conducting a simulated program could

be obtiined.

To realize the general objective of the workshop, the instructional

program of the workshop was planned tu attain the following specific

objectives: -

1.

[

To

o

Jovelop a course of study utilizing laboratory training

for llth and 12th grade students.

To

deve]op'n procedure for training high school students in

distributive occupational experiences.

To

To

An

To

To

determine the facilities and equipment needed.

develop a.proceduré for‘utilizing equipment and facilities

a simulated program. .

develop, try out, evaluate and refine instructional materials:

determine a procedure for working with an advisory committee

and lo develop criteria for the selection of the committee members.

To

develop a teachers guide for initiating and conducting a

simulated occupaticnal experlence program.

accomplish the stated ohjectives, the workshop wés planned for

two weeks, six hours per day, five davs a week. The program included:

Q.

b. .
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Organizing and working with an advisofy committee.

Developing an understanding on the part of school administrators,

guidance ' counselors, and other school persannel.

Public relations and publicity for programs.

Field trips in the Lexington area.

Resource Personnel.

Methods of teaching.

Using equipment and facilities.

b _o-



h. Selection, develupment and nge of instructional materials,

1. Developing a course pt studv,
1o Develoelmy, a teacher's gulde.
k. Feglyatfon of programs,

Throughout the workshop, all participants had instructicn and
laboratory experience in all phases of program development. The class-
Toom instruction was devoted to a teacher presentation of the subject
matter and demonstrations, followed by discussion, group assignments,
and individual study. The laboratory, afternoon sessions, was used for
preparation of materials and for the development of teaching aids and
instructional units. Instructional materials were tested, evaluated and
refined. Working coples were made available to all teachers who participated
in the workshop. Specific results of the workshop were as follows:

a. Each school selected an advisory council, prepared an agenda
for the first meetiﬁg, and prepared a letter to be used for
appointment to the advisory committee subject to approval by
the local administration,

- b, Each achool selected a steering committee from lecal faculty to
assist in the instructional patterns. .

c. A procedure for working with guidance counselors was developed.

d. A news story was developed, concerning the workshop and simulated
programs, by each participant for release in local news media.

e, Fileld trips were conducted. On each of the fileld trips, the
store manager assigned an employee to work with the class.
Sales presentations, merchandising, product display and use of

equipment were presented and explanations given to the class.

Q -10-
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f. A modified problem-soiving method of teaching was developed
by the class to berused in thelr cléssroom instruction.

P. ycedures and mategiéls for demonstrations, role playing,
stlmmulation of student participation, and use of student
projects were developed. (The developmental program provided

. Ingtruction on theory, followed by practice iﬁ the simulated
laboratory,) Student participation was the primary concern of
the teachers.

g. All workshop participants were provided an opportunity to use
and familiarize themselves with the various classroom equipment,
business equipment, and facilities which would be used in the
simuiated programs.

h. Each workshop participant was responsible for developing and

- presenting instructional materials to the group. The materials
were evaluated, refined, and made available to all members.
i, Each school developed a two-vear course of study in distributive
education. These courses of study were refined and a common
course of study was developed. Local surveys, interviews, and
advice from instructors were used as a basis for development
of the course of study.
jJ. A teacher's handbook containing procedures, teaching suggestions,
" methods, and instructional materials was developed.

It was decided that, as these teachers initiated their local programs,
o ) an evaluation of the course of study, suggested procedures for carrying out
simulated programs, and instructional materlals used would be mailed each

month to the project director. (Appendix D) An evaluation workshop was planned

ERIC
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for August 19-21, 1969, to refinc and firther develop materials and a

course of study for the 1969-70 school year.

Facilities Planning

The need for the following facilities for a sitmulated propram was

determined and provided in each of the participating area vocational-

techntical schools:

(1} A classroom large enough for 20 students. This room was

equipped with chalkboard, overhead projector, screen,

tables, chairs, tape recorder, and other needed teaching

alds and equipment.

(2) & laboratory for providing the simulated occupational

experience. The following equipment was considered to be

-minimum for the simulated laboratory:

5 wall display units

2

1

Students

"L” gondola units
show case

wrapping station
portable show windows
display window

adult mannegquins

fashion display kit

1 sign card holder kit
1 sign press and bench
bag and wrapping materials
gift wrapping materials
poster colors
ad layout supplies
general supplies: paper
st aples, staple guns, cord

holder, hangers, push pins,
etc.

enrolled in the programs were transferred by bus to the

area vocational-technical schools.

per day and returned to their home school.

ERIC
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They received three hours of instruction



Administration of Program

The program was coordinatced by the hepartment of Distributive Ed-
ucation, Division of Vocational Education, College of Education, University
of Kentucky, The superintendents of the area vocational-technic51 schools
directed thelr indlividual programs. They provided teachers, facilities, and
local supervision.

. The tea;hcr education staff of the Department of Distributive kEd-
ucation, tnfversite of Kentucky, was responsible for conducting the two-week
workshop for teachers {n August, 1968, and providing additional in-service
training through site visits.

Staff members of the Division of Vocational Fducation, State Bureau
of Vocational Educntién. assisted 1in constructing a course of study, developing
instructional materf{als, developring teaching methods, and directing and
supervising the nperation of the programs.

A local advisory group was organized in each of the four schools
prior to September 1, 1968. These committees provided advice and counsel in

" the further development of the programs, '
Evaluation

A committee was selected to evaluate the programs in June, 1969, and
June, 19700 The committee evaluated each program on the following criteria:

1. Number of eltgible high schools initially participating.

Number of schools participating at end of the program.

3. Number of students requesting entrance to the program.

4. Number of students enrolled in the program.

ERIC
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5. Number of dropouts froﬁ program.

6, Number employed-in a distribuctive occunation six months
after completion of the program.

7. Number emploved in a related field.

8. Number vmploved in a non-related ficld.

9. Number of unemployed students that had completed the program.

10. Number of cooperating high schools which initiated programs
in their schools.

11. Number of non-participating schools which requested simulated programs,

Summary

Orientation meetings were conducted ip selected area vocational-
technical schools. The State Director of Distributive Education selected
four schools to participate in the program. A workshop was held for partici-
pating teacher-coordinators. A course of study, teaching aids, instructional
methuds, and procedures for initiating a program were developed. The
facilities and equipment needed for programs were determined. Criteria
for selection of students were identified and procedures for evaluating the

program were outlined.

~14-
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CHAPTER TIT

RESIULTS

The reported outcomes of this studv were based on the resulté of
the two evaluation workshops out!ined in the PROCEDURES section of this report.
6ne of these evaluation workshops was held after the first year of ooeration,
August, 1969; the other was held after the completion of the developmental
project) June, 1970. These two workshops were held not only to review
progress to date, but also to suggest and incornorate'improvements into
the progrém design. These cohponents were crﬁciél, since the opefation of
simulated programs in distributive education was not to terminaté at the
completion of the project. Rather, the original developmental programs

would continue to cperate as repular proprams and serve as guides to the

development of additional distributive education brograms utilizing simulation.

As a result of the developmental nroject, the following objectives
were realized:
1. A teacher-cogrdinator handbook for initiating simulated
+ proprams was developed. (Appendix A) This handbook included:
a. A procedure for initiating a simulated distributive
education program.
b. A procedure for utilizing simulation in training high school
. students for distributive occupations.
c. A recommended list of equipment, facilities, and
specifications for a simulated laboratory.
d. A course of study -- two years for vocational-technical
schools and thiree vears for high schools.
e, Procedures for working with administrators, faculty, and

counselors.,

-15-



2, Teaching aids were developed to assist teachers in conducting
simulated programs. (Appendix B)

As a result of evaluating the operation of the developmental programs,

the following findings were obtained:

1. During the 1968-70 school years, over four thousand students,
parents, guidance counselors, administrators and businessmen
visited the developmental programs. .

2, Forty-five official requests for simuléted programs were made
to the State Directcr of Distributive Education. The majority
of the requests came from rural areas, and roial and economic
depressed urban areas. .

3. Twenty new cooperative and eight simulated programs in
distributive education were initiated by couperating and
visiting school officialg. The lack of available vocationél
units regtricted the number of new programs initiated.

4. The requests for enrollment in simulated programs by high school
gtudents from cooperating high schools were:

a. 1968'- 128 studeats
b. 1969 - 390 students
5. The number of cooperating high schools weret
. " a. 1968 - 14 schools
b, 1969 - 23 schools

6. A follow-up of the graduates from the developmental
programs -revealed: (N=120)

a. Number employed in distribution - 87

b. Number employéﬁ in a related field ~ 7

od



¢. Number emplovird in a non-related field - 15*

!. _ Number unempl!oved - 11%*

e. Eight of the original program enrollees dropped from the
; i

program prior to graduation.

*  8ix reported in this section are in Military Service.

*% Six reported in this section are enrolled in college.

o
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CHAPTER 1V

SUMMARY

The purpose of this study was to ascertain: (1) how to conduct

a simulated occupational experience program in distributive cducarien, and

(2) the effects of the simulated programs on adoption of programs in

L distributive“educacion in cooperating scl .ols. More specifically the

developmental programs were initiated to assist in:

1.

developing a procedure for training high schoovl students
in distributive education utilizing simulated cccupational
experience,

developing specifications for a simulated laboratorv for
providing occupational experience,

developing a curriculum utilizing laboratory training
for 11th and 12th grade students,

determining the facilities and equipment needed,
developing, tryiqg out, evaluating, and refining
instructional materials,

evaluating the effect of program on adoption of distrib-
utive education programs in cooperating schools, and
evaluating the effectiveness of simulated experiences

in securing and maintaining employment in distributive

occupations.

This study was limited to four selected public area vocational-

technical schools in Kentucky. One hundred and twenty-eight students, from

thirteen cooperating high schools, enrolledhin the program during the

ERIC
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1968-1969 sche sl year. The majority of these students returned
to complete the second year of the program. These students constituted the
first group of graduates.

Prior to beginning the study, an orientation meeting concerning

“the propesed developmental distributive education program was conducted

in the four arca vocational schools svléctcd to be used.in this study.

The orientation prugrams'wére'conduclvd by the superintendent and vocational
guldance counsclor from each school. The principals and guidance counselors
from forty cooperating schools attended the four orientation meetings. The
four area schools selected to cohduct the developmental programs were:
Northern Kentucky Voéational—Technical School, Owensboro Vocational-Techuical
Schoo}, Paducah-Tilghman Vocational-Technical School, and Bowling Green
Vocational-Technical SEﬁool.

In addition, a two—week workshop was held in August, 1968. The gener.!
ohjoctivvs of th#s workshop werc to davelop a procedure for tralning high
school students in distributive education ucilizing simulated occupational
expgriences and to orient the teachers who would be conducting the programs.

In August, 1969, after oné year of operation, a three-day evaluation

warkshop was_he]d. The course of study, teaching materials, and methods used

“in conducting the program were discussed and evaluated. Minor changes were

made in the course'of study and new teaching aids, develpped by the individual
teacher-;oordinators. were made available to the group.

A final evaluation was conducted in June 1970. The evaluation -
coﬁmltéee consisted of‘the state and assistant'state director of distributive
educarion, superintendents of the four vocational schools and local principals

and gnidanﬁe counselors, using the criteria outlined in Chapter II.

-19-



The developﬁental project resulted in the establishment of simulateu
programs as an integral part of the total distributive education effort in
Kentucky. The success of the original program.proved that simmtation coull

be used effectively. The programs were effective in fsulatued rural arcas

train{ng stations were not avallable as well as in L;bﬂh areas. The distvinct
advantages of utilizing simulation were: (1) rural youth, lacking a training
station in their home qommunit}, could be trained In distribution: {I) dis-
~advantaged youth, who might have been deniea a traLﬁing station, could Le
reached Q;rﬁiggfibﬁEIOA‘progréms; (3) the learning‘exper1ences in che
laboratory can Ee Eontrolled by the coordinator; and (4) speciallzed skilis
and competencies can_bg provided for individual student needs.
Tangible results of the project included: (1) the development of
materials and procedures for training disgribution students through the
~simulation approach, and (2) the training and.placement of the maio;ity of
‘the 128 students who enrolled in the developmental programs and participated
. both years.
Requests for new simulated programs have been many. These requests

far outnumber the available resources to start new programs.

Q . . -20-
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DISTRIBUTI1VE EDUCATI1ORN

SIMULATED

COORDINATOR '8 HANDBOOK

August, 1970

This Handbook was prepared by

University of Kentucky
Lexington, Kentucky

and

State NDepartment of Education
Frankfort, Kentucky



FOREWORD

Teamwork is the kKey to an effective eduéalionnl program. Thas
teamwork 1s evidenced in this first edition of DISTRIBUTIVE EDUCATION
SIMULATED COORDINATOR'S HANDBOOK, This handbock is the product of
teacher education, distributive education teachers, State Department
of Education, and agencies relating to distributive education.

The role of the distributive education teacher is constantly
changing. The pattern of operation, the breadth of the curriculum,
and the cever-increasing demands made on the distributive educatlion
coordinator makes the DISTRIBUTIVE EDUCATION SIMULATED HANDBOOK a
must. This handbook is written with emphasis on the latest
provisions of the Vocational Education Amendments of 1968 passed by
the 90th Congress of the United States. The sole purpose of this
handbook is to insure continuity of an effective distributive

education program.

Carl F. Lamar
Assistant Superintendent
for Vocational Education

O
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_P{R EFACE

The purpose nf'lhls handbook 15 to provide a practical relerenve
that will be particularly helpful tou beginning coordinamtors in simulated
distributive cdﬁcnlxnn.

fhc chapters were prepared by members of Edueation 515 - Prohloms
in Distributive Education - University of Kentucky, Lexangton, Keniucky
- Summer, 1970. The handbook follows a format similar to thu Cnupuru|fvt

jCoordinator's Handbook published in 1969.

Thfs hahdboqk has been temporarily published and should be scru-
tinized carefully during ;he first year of use:‘llt will be revised
.from time to lime to Keep it as current.and useful as possible. As

revised pages are distributed, 1nsliuclioas wi1ll be given regarding
N B

the pages to destroy.
Our sincere thanks are extended to each of the teachers who puar-
ticipated in this effort to provide a tool for miaking the job of the

simulated coordinoator much easicer. The teachers who preparcd Lhis . R

handbouk are recognized at the end of cach chapter.

K. Kenneth Carter, Director ) Edwin Clayton Riley, Head
Distributive Education Department of Distributive
Stote Department of Education Education

Frankfort, Kentucky 10601 , University of Kentucky

Lexington, Kentudky 40506
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PURPOSES OF DI1STRIBUTIVE EDUCATION

To offer balanced, comprehensive i1nstructional programs in all areas

of distribution and marketing
To aid 1n improving techniques ol disiribution

To develop on understanding of the social and economic responsibilities

of those engaged in distribution in a free competitive society

To develop a closer working relationship between the schools and the

business community

To prepare qualified men and women for the distributive jobs of today

and the business leadership of tomorrow

To aid distributive owners and managers to conduct thelr business
operations efficiently for the benefit of the consumer, employer, and

employee

To assist 1n the reduction of costs of distribution through increasing

the efficiency of distribution workers
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GLOSSARY

AVA

Advisory Committee

Cooperative Vocational
Education

Distributive Education

DECA - Distributive
Education Clubs of
America

Distributive Education

Taxonomy

KADET

KVA

NADET

On-the-job Training

OF TERMS

Amcrican Vocational As.ociation~-The professional
organization of wvocational education personnel,
desi1gned to promote the welfare of vocational
education on the national level.

A group of individuals representing employers
and employees as well as lay citizens, who are
selected for the jurpose of assist.ng 1n
curriculum development, organization, and promo-
tion of the program.

A plan of education whereby a meaningful work
experience is combined with formal education
enabling students to acquire knowledge, skills,
and appropriate attitudes.

A vocational education program for those
preparing for or engaging in the distribution

of goods and services to the consumer--including
all relail, wholesale, and service occupations,

The youth organization for students enrolled 1n
distributive education programs designed to
complement and supplement the instruction. DECA
students participate in local, state, regional,
and national activities. :

The arrangement of the clusters of distributive
occupal ions for which distributive education
programs are designed.

Kentucky Association of Distributive ‘Education
Teachers. The professional organization for
personncel engaged in conducting programs for
distributive education students.

Kentucky Vocational Association--The professional
organization designed to promote the welfare of
vocational education in Kentucky.

National Association of BDistributive Education
Teachers. A national professional organization
of distributive education personnel designed to
render service to its members.

The planned learning experiences that are encoun-

tered by cooperstive students on a part-time
employment basis, ’

-3 -



11. Project

12. Related Instruction

13. Simulated Programs

11, Simulated Laboratory

15.“Student-Lcarner

16. Teacher-Coordinator

17. Training Plan

I8,  Training Sponsor

9, “Training Station

20. Vocational Work Study

ERIC .
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Instruction centeraed around meaningful individ-

ual nr group activities of educational value,

generally involving the investigation and
~solution of a prnblem. '

The instruction each distributlive educatiion

student receives rn tlie vlassroom that directly

relates to Lthe accupation in which he is engaged
~ or planning to emrage.

Programs establiished to supplant the cooperative

program in schools whore a cooperative program

could not be established or to complement the

cooperative program in schools where many students

could not enroll or henefit from instruction in the
. coaperative program. | ’ ‘ :

The 1nboratory used by simuluted distributive
cducat ion students to apply-and use knowledges
and skills learned 'in the classroom. =~

A student who is enrolled in a bhona-fide
cooperative education progrhm——onc that is
recognized as a part of the student's-educational
program and is approved by the State Board of
Educat ion. — '

The person at the local level who is responsible
for developing and-carrying out a training plan
for cach student enrolled in a cooperative
education ‘progran. :

A.plan developed cooperatively by the teacher,
cooperating employer, and student indicating:
what is to bé learned by the student-learner
and whether it is to he taught in the classroom
or on the job.

The employer who is responsible. for conducting
the learning experiences of the-student-learner
on the job as defined by the training plan.

The business establishment providing on-the-job
learning experiences for the student-learner.

A plan whereby vocational students in certain
income categories can be employed in certain
public establishments in order that they may
continue their vocational preparation. Employment
may not he related to their occupational objec-’
tive, and should not be confused with cooperative
educat ion. . ’

. -4 f..
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QUALIFICATIONS AND CERTIFICATICN

OF NDISTRIBUTIVE EDUCATION TEACHERS

Qualilications
All distributive educations approved after July 1, L1968, must meet
the following minimum qualificntions:

1, Hold a baccalaureate degree with an area in distributive
education, business administration, or business education
or a major in distributive educatior, business sdministra-
ETon, or business education (accounting or general
business).

2. Hold a provisional or standard teaching certificate valid
to teach distributive eduzation or business education
{accounting or genaeral business).

3. Have one year (2,000 hours) occupational experience in
distributive occupations. Approved, supervised occups-
tional experience, in accordance with certification -
standards, may be counted in lieu of the year when this
experience iIs a part of a teacher preparation program i{n
distributive education.

Certification
' .
Basically, there are three categories of certification for distributive

education teachers. Determine the category in which you falil, and follow

the certification pattern given,

Teachers Without Buaccalaureate Degroee

This certificate is issued on a one-year basis and musi be renewed
annually based upon satisfactory tcaching experience ga;ned during the life
of the certificale and upon successiul completion of two semester hours
credit in Distributive Education eurned in residence at an approved teacher-

training institution.



t“"g

A ten-year certificate may be issued when the teacher has completed
four years of satislactory teaching expericnce in Distributive Education : o -

and upon the completiun of twenty-four (24) semester hours credit:in

approved ¥ocationul Rducation courses, with average grades on all course

work attempted, in approved teacher-training courses in an institution for
' . . : »

Praining distribnt ive cducation teachers,

Tenchiers Wit Bacculaureate begree ar Above, Approved Before July 1, 1868 .

This certificate. is issued on a one-year basis and must be renewed ) X .

auiivally based upon satisfactory teaching experienge gained during the

life of the certificate aqd upon successful comﬁletion'of two semééter hours
credit in hislributive‘Education earned in resiaence at an approved teacher-
training iﬁstitutgqn. o : : ) .

A ten-year certificute may. be issued when the teacher has complcted
- . . . ’ ! .

L2

four years of sntisfuctor} teaching experience in Distribﬁf{ve Edutat ion

and upon the completion qf sixtedn (16) semester hours'cred;L in épproved'
Voeational Educalion courses, with average grades oﬁ all coursc work
attempted, in aﬁproved tcacher—quining coursesiin an institution for

training distributive education teachers., ) . y .

@

Teachers Approved After July 1, 1968 With Above Qualifications
Majors in business ndm{nistration'or business education must complete
nine semester hours in a plannéd in-service teacher education program,

including a minimum of six semester hours in professional distributive ! .

{

education, and thrée semester hours in relevant content preparalion. On the

recommendation of the teacher educatioﬁ'institution, the candidate may

IEIQ\L(:‘ : S ] : 1. ' : ) ) J' g . —
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substitute three semester hours in professional education for the content
preparation. The program must be completed within two years from the date
of employment. Teachers emplo}ed for school year 1968-69 will have three
vears to complete this in-service program.

The above requirements are in addition to any requiremeits that may

be necessary to fulfill deficiencies on a professional commitment.
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CHAPTER II

A HISTORY OF DISTRIBUTIVE EDUCATION
’ AN KENTUCKY

The George-Deen Act, approved &Hine 8, 1936, and effective July 1,
1937, authorized on a permanent basis appropriations for distributive
occupal}ons. Kéntﬁcky adopted a State Plan providing fér ihrge kinds of
distributive egﬁcation pnogramé. These were evening classes, part-time
schools or Elasses, énd cooperati#e;parl-time.schools.

Kentuc#y had 60 students enrollgd in cooﬁe}nlive programs and 200
studenté enrolled }h the evening program in 1937-38. Ehrollmqnt has

grown steadily through the years, but did not reccive its méjor thrust

In 1940, Keﬁtucky became the first state to begin a statewide

youth club for distributive education students. In 1948; Kentucky became

-one of the original charter states for the national youth organization,

Distr}bulive Education Clubs of America (DECA). Through the yvars, this
organization hugﬁprovided the mot}vation for many st;dents to enter and
succced‘in a dtst;ibu\ive occupatiqﬁ.

Digtribulivé educ&tion teachers became a section of the Kentucky
Educntlon Associqtion and had lté first annual meeting in April, i94}.

sThis organization is now known as- the Kentucky Associat ion of Dislributivg
Education Teachers (KADET). This Association beé;;E-ééifve-on a regional

. . . T . .

" basis with the adoption.of its new Constitution in August, 1969. These

regions follow the same boundaries as the youth 6rganization. DECA .

-y -
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Distributive Education spnnsored numerous business Clinics and vther

training programs during the World War 11 years.

Several training programs

1n distribution were instituted for veterans of World war II.

istributive Education has consistently provided training i1n tourism

to build Kentucky's image as a tourist attraction. As early as 1950, Kentucky

held tourist conferences throughout the state.

Distributive Education

was c¢alled upon to provide the leadership and training

in these conferences.

The secondary program began with the cooperative education concept 1n

1947-38, Two hagh schouls offered secvondary programs this year. The

Vocational Education Act of 1963 gave increased opportunities for Distributive

Education by providing for simulated programs at the secondary level. Under

the lecadership of Dr.

snd Mr, Robert M. Talbott, Assistant Director,

Clayton Riley, Teacher Educator,

University of Kentucky,

Distributive Education,

Kentucky instituted pilot prugrams in four area vocational schools to demon-

strate the effectiveness of simulated distributive education. These programs

have provided the leadership for new programs across the state--not only

simulated,

but cooperative programs as well,

The chart below depicts the growth of secondary distributive education

in Kentucky stnce its inception in 1937-38:

1937-38 1966-67 1967-68 1968-69 1969-70 1970-71
Category
C s C S C S C S C 5 C S
No. of 2| o] 39| o a1 1 47 4 63| &8 74} 1
Schools
No. of 2] of 42 o as| 1| 52| 8 72| 6 B84] 14
Teachers
Total
. 60 0] 1392 0 1172 48| 2172 | 105 3240 | 1601 42004 7C0*
Enrollment
*Pro jected C = Cooperative
S = Simulated
—10-
O

ERIC

Aruitoxt provided by Eic:



O

"ERIC

Aruitoxt provided by Eic:

CHAPTER 111

INITIATING A SIMULATED DISTRIBUTIVE EDUCATION PROGRAM

You have been given n tagk ol initiating a new pgogram of.study in
the school currmicalum. Al this time 11 may seem that your tasks are cndless
ana insprmounlublc. But as you plunge on 1nto yo;r first schoul year in the
simulated D, E, program, you willlsoon observe that your well-organized
plans are bécoming fruitful. . . |

The initiation of the siﬁulated D. E,. program.in your school is the first
Elﬂﬂt;SteP in a well-conceived p;ogram of instruction. Initiation is the
beginning, it is the determining factor that will influence student, faculty,
administration, and the business community acceptance of this voqational

program.

The following 1n1}iating prdcedures are presented to you as suggestioﬁs

for implementing your D. E. program.’  Priorities have been assigned to these
'procequres, by the sequence of chapters. . Do remember, however, that well-

written pians are only well-written plans when they hecome well-implemented

act ions.” ¥
YOU ARE DISTRIBUTIVE EDUCATION

The students, faculty, administrators, business community, and parents

will look at you as being.Distributive Education. Always remember this

when inttiating your program; Be prepared'to introduce’ yourself as the D.E.
Coordinator and be prepared to discuss the program intelligény;y and briefly
with 511 that showvintérest._ Plen faculty meeting presentations, civic

club presentations, and other forms of public relations that will increase

- 11 -
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public awareness of your program. These presentations sh. u:u be made at the
beginning of the scheol year if possible. They are excellent tools-for assist-
ing you in détermining subject matter for your instructional program.

Additional information regarding public relations follows in th:is manual .

LINES OF COMMUNICATION ' . «

A major factor to consider when initiating your simulated program is Lhe
development of Elfﬁi lines of communicatio; between students, faculty, admin- ’
tstrators, the business'community and parents.
The following toolsmbf commun{;ation are suggested: —
"A. Telephone .
B. Typed (&arbqn-cbpy).letters and forms
C." Conferences ‘ .
b, Locai radio and television
E. local neWSpapér
F. Face-to-face scheduled discussions
Many problems c¢an be averted if the p. E, Coordinator jmmediately
* initiates clear lines of communicntién. Written docuﬁéﬁfs are essential,

' .
‘as they pruvide evidénce of decisions, accepiance of decisions, and record

of implementation,
.

INVOLVEMENT OF THE FACULTY ' ’ . . . ) ’

You ghould organize a faculty stecring committee for your D, E, program, ‘ -
This committee would serve only in an advigory capacity, notl as a aecision-
makingbbody. You are iﬁyolving'other faculfy éemgefs when you organize this ; ' N
group énq it will increase fhe'écceptaﬁce of D.E, in‘your school ten-fold. o
Suggésted mémbers to serve on the adviéory committee are: Englisﬁ, math, - .. o

- 12 -
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business and the guidance counselor. Seek concrete suggestions from this-
committee and use them wheﬁ fesible. Use your ;teering committee
committee ln'obébrve your laburuLury:lruining. It will serve as an excellent
pnbllv.ruluLiuns lool,

l)u.nnl, Lumit yourself to the. faculty members on your steering committoee.
Discuss your teaehing unils wilh other teachers that teach rulale@_or
similar subject units. ‘Oftep you will receive free units that can easily
he‘applied to Distributive Education. .

Always maintain an open-door pulicy ta all other teachers in your high
school. Inyile them to come anq observe your students in the clasgruom. Briyng
them in to.observe completed sludtn; projects. Always remember that a wejll-
inforﬁed taculﬁy will bé more beneficial to your program than one which has
little or no {first hand informatiou about it.

Symbols of apprecintion lu‘yqur faculty steering committee, your faCu.;;
members who assist the D, E, program, and your school administrators whb
aclively assist you should be presented. These certificates are appreciated
ané, thn hrcseﬁted by yéur students, can asgist your publié relations program.

Yo:M:;;uld inTolve-the high schoél principal and o{her teachers in Your
public relations ﬁrogram whepever ﬁ:ssible. For example, when_your students
receive irgphies fbf DECA activities, you should photograph tﬁe student
presenting the irophy to y&ur p;incipal. The picturé'sh;uld then be submitted

1o yduf local newspaper; Press releages should mention the name of your .
principal. - For exarple, Mr. Jné Smith, principal of Junction.City High
School, announces that' the 0, E, class will have its annu#l banquet May 15,

| 1971 - etc.

Remember, your»felluy faculty members will not normally volunteer to

Q ' R . .} . - ‘13 ~
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assist You in your efforts to establish a D, E. program, but if they are
asked for suggestions and are invited to assist, they will come to »our aid.
Seek their assistance, discuss your program with them and actively seck their
participation i1n your program. Their guidance qoncerning students can he
mast valuable to you and your D, E, program.

Never forget to stress that the Distributive Education program 1S part
of the total academic and vocational program of your high school and needs the

assistance and the cooperation of the faculty and administration.
YOUR INVOLVEMENT IN THE TOTAL SCHOOL PROGRAM

As previously mentioned, you are D. E, in your school. Your actions
symbolize to the administration and faculty what D, E, is, what cooperation
they can expect. Therefore, it is important that you become involved in

teachers meetings, a degree of other school functions, and activities. : —
THE ADVISORY COMMITTEE

You should establish an advisory committee for your D, B, program.
Refer to Chapter IV, "Procedures for Working with Administrators, Faculty,
and Counselors,"” for an explanation of the committee’s functions and compo-

sition.
PARENTS' ROLE IN DISTRIBUTIVE EDUCAT ION

When initiating your D, E, program you should be aware that you will
direly need the full cooperation of your students’ parents. Therefore, it is

essential that the parents develop a good understanding of the Distributive

Education program. This can be accomplished by your visiting the homes of -

- 14 -
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each student and scheduling a parent meeting of prospeclive students 1n your
schuol.  When your parents understand the program they willy 1n mes t cases,
recognize the necessity of assisting you in developing in their child the

proper attitudes and traits. They will offer tﬁcir chila éncouragémenl rather
than -discouragement., ‘They will provide transportation, if needed, for thear
child. Lastly, they will help their child understand that in-all occupations.
one must‘work_his wax up the vocational ladder, and that no position is with-
out dignity and importance. Remember, this will only be accomplighed if the
parent is fully informed of what your D, E, program is doing and what it w;ll

be doing for their child.

HOW TO MAKE HOME VISITS COUNT

1. Learn before the v;sitvwhether the family is new }nAthe dxs£ric1;“also.
whether any child from the family has been 1nvthe brégram previousl&..

2, vDon‘t sﬁrp;ise the parents. A postcard or telephone call concerning the
time of the visit pays dividends in friendly relatiqnships._

3. Be prepared to accept calmly whatever living standards you may find on a
home visit. ‘ "

A, Dress simply. Be friendly.

5. Tuke along a copy of your annual schedule of activities and explaiq it to
ﬁnrcnts.

6. Tell what your class did last year., Desciibe interesting homé éxperiences

. or projects carried on by former students.

7. Bring ﬁlong pictures to show gnd brinted material {o leave with the parents.

8. ﬁncouraée questiqns and ideas from paéents and otherréhildren in the famly.

9, fell the parents_of piSSpective stude&ts ahout the Distributive Education

‘ courges offered, how they fit 'into the total school program. Use‘simple,

. non-technical words.

- 15 -



10. Tell about the success of graduates and the employment opportunities for
well-trained youth.

11. Extend a cordial invitation to parents lo visit the department and classes.
SUMMARY OF PROCEDURES FOR INITIATING A SIMULATED PROGRAM

1, Visit an on-going program. Take principal and guidance counselor with
you,
2. Go back to school and determine how many sfudents are interested in the
program. -
3. Make your request from the State Department for the program. Meet again
with the counselors.
4, Survey local businesses to determine needs in the local community.
5. Order equipment and set up facilities.
6. Develop an advisory committee.

7. Develop a steering committee,

- 16 -
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CIAPTER TV

PROCEDURE FOR WORKING WITH ADMINISTRATORS,
FACULTY, AND' COUNSELORS

i

A successful program s dependent upon full cooperation and under-

standing of your Distributive Education Program by vour administrators,

faculty,

and counselors.
BASIC ADMINISTRATIVE ANl OPERATIVE REQUIREMENTS
The simulated program wmust have the endorsement and support of
the schaool's administrative officers, faculty, student body, and
counselors.
Those responsible for the administration and supervision of the
simulated program should establish and maintain an adequate
control system (rules and regulations) to insure harmony and
rapport among school officials, faculty, counselors and students,
OBLIGATIONS OF COORDINATORS TCO ADMINISTRATORS
The coordinator must sell his program to the administration by
emphasizing the need for guch a program to both students and
community.
He must keep administration informed as to how the program is
progressing.
He should work with administration and advisory committee 1n
improving the program.
He should work to have the acceptance of the simulated program by
faculty and counsgelor.
He ghould prepare a vyearly report of what he plans to teach each

year.

- 17 -
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He should prepare a yearly budget.

He should show the need for providing adequate instructional

materials, equipment, and classroom laboratory.

He should have complete knowledge of all phases of the program.
RESPONSIBILITIES OF THE ADMINISTRATOR

The administrator should be informed about the entire program.

He should hire a coordinator who meets state requirements and

one who has the ability to get along well with those with whom

he will work.

He should assist the coordinator in preparing the necessary forms

required by the state and national organizations.

!e ghould attend meetings with the coordinator to help up-grade

the program.

He should provide the coordinator with adequate facilities and

equipment to conduct a comprehensive Distributive Education

program.

AGREEMENT BETWEEN ADMINISTRATOR AND COORDINATOR
WHEN WORKING WITH BUSINESSES

There should be an agreement as to whether the coordinator should
call on merchants to obtain information concerning the classroom
instruction and employment.

An agreement should be made 88 to the amount of time the coordinator
shov1d spend visiting local merchants.

The coordinator should keep a record of businesses and parents

viaited.

-18 -



APPROVAL FOR PROGRAM

1. A basic outline of the vear's study plan should be submitted to
the principnl nnd superintendent .,
2. There should be an approval of the set of policies by administra-
tors, counselors, and coordinators on the following i1tems:
a. Selection of students
b, Coordinators dutievs and time alloiment
¢, Credit for student participation
d. Hours of work
Pay scale
f. Reimbursement of contracts with State Depart-
ment of Education
DISTRIBUTIVE EDUCATION AND THE GUIDANCE COUNSELOR
The phase of guidance with which the Distributive Education teacher
and guidance counselor are concerncd has to do with the course of study
and vocat%onal planning. Both have a vital interest in students.
1. It is the function of the Distributive Education teacher
to:
a. Provide a quality Distributive Education Program.
b, Have an understanding w;th the guidance counselor
as to the kinds of students who are eligible to
enroll.
c. Provide the counselor with the number of openings
for the year.
d. Confer with the counselor and keep him informed

about the program.

- 19 ~
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e. Report student progress .to counselor.

The counselor's role is to:

a. Assist studeats in ASScssing and understanping»their abilities,
aptitudes, and lntg;ésls.

b. Provide informntion to students about Distributive Education

Program, purposes, requirements of the 'job, and opportunities.

‘c. ‘Apply pre-determined criteria for admission of students to -the _.C“ ) -

program.
d. Confer with the Distributive Education teacher about thnose

who do not clearly qualify for the program.

(The above suggestions were acknowledged by Dr. Curtis Phipps, Vocational

Guidance Services, Uﬁiversity of Kentucky)

€. Consideration given in the selection of students:

Age ) Character_ ) s
Scholastic standing Personélity ‘ :
Aptitude . Apﬁearance - B
Health o - Vocational interest

Attendance record Disqiplinar& record : -
Punctgnlity ) Needs of community

INVOLVING THE FACULTY IN THE SIMULATED DISTRIBUTIVE EDUCATION PROGRAM

1,

ERIC
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As a new.facultj member,. introduce yours:lf-and be prepared to
explain the Distributlve Education Simulated Program briefly
ana.inQite faculty members'td visit tFe distributive education
department--"Ask for suggestions.f B
Provide an informative presentation at faculty meetings—-"Ask
for suggestions.". .

Select three or four members for a steering cdmmittee—-English,' =

-20 -
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Math, Busineas, and - adance--"Ask for suppestions.”

Invite members of various departments Lo your classroom to discuss
the simulated program and explain how their department compiement
the stident = lenrning--"Ask for suggestions.”

Suptrvisory vistis--take members of sluur\ﬁg commiltee and other
nterested taculty members to confer with traiming spunsors ~-
talk with businessmen.

pDiscuss units that apply to other teachers--'"Ask for suggestions."
Invite teachers to visit your class and observe students --"Ask for
suggestions."

Be concerned with students' grades in other classes. Set
sLa;dards for minimum grades in distributive education and other
classes.

Attend teacher’s meetings whenever possible and be concerned with
school problems and activities.

Present program for other departments--F, F A., F.T,A, F.B.L.A.
Present awards or certificates of appreciation to teache¢rs that
assist in the program.

Invoive the principal and other teachers in publicity whenever
pussible.

Always remember and stress that the D.E, simulated program is part
of the total program and needs the help and cooperation of the
faculty.

Use various teachers to act asg judges for local DECA contests,

Do not hesitate to utilize another teacher's ability in providing

classroom instruction.



16. Counsel with teachers concerning present students and prospective

students. *
USING AN ADVISORY COMMITTEE FOR DISTRIBUTIVE EDUCATION

loecal Advisory committees can be of much-assistance 1n the development,
expansion, and nperation of a Distributive Education Simulated Program.
The cnuncil provides a link between the school and community through member
detivities, The function of the advisory council 1is to advise aﬁd counsel

the schnol in amproving the Distributive Education Program.

in every community the need and objectives of the Distributive Education

Program will vary. It is the purpose of the advisory council to assist in
puiding the Distributive Education Program so that it will meet the needs of
the community and provide realistic and practical instruction for the

students.

PURPOSE !

1. To secure idezs and advice from representatives of hbusiness and
industry in the school district.

2. To study community sgituations and determine community needs

3. To clarify the relnt{onship of the Distributive Education Simulated
Program with the com;unity.

4. To explain the Distributive Education Program to the public and
help improve public relations.

5. To correct the teacher-coordinator’'s ''blind spots', give encour-
agement and support, and also hglp him meet and work with ;hosc

whom coordinator needs to know.

6. To help evaluate the Distributive Education Program.

) + “Getting off on the Right Foot,” Clayton Riley, University of Kentucky.

ERIC w
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ADVANTAGES :

1,

QUALIFICA

Provides a link between the school and community.

Gives prestigpc to the school, community, and vocairional program.
Gives the school an opportunity to explain the objectives of the
program.

Brings a closer relationship between monagement and labor.
Provides an opportunity to study the real training needs i1n the
community.

Provides a sounding board for new ideas.

Assists in the selection of training sponsors

Renders service in developing employment apportunities.
Assists in setting standards for trainee selection.

Gives advice on the development of i{nstructional material.
Assists in the selection of classroom equipment,

Provides guidance ‘n wage and hour problems.

Helps publicize the probiems.

Agsists in conducting community surveys.

Assists in settiog local training standards.

Assists in selection of suhjects, course content, and special

emphasis that should be included in the training plan.

TION OF MEMBERS:

They should express an interest in the problems of the school.
They should be interested in youth.
They should be well-known leaders in their particular business.

They should represent: management, labor, and tuae public.

- 23 -



S1ZE:

1. A gooud working council should consist of a minimum of nine to twelve
members.  The 1mportant item iS to have your busineéss areas ropre-
scnted,

WHO SHALL SERVE:

1. Businu;smen from large companies,

2, Businessmen from small Cohpanles.

3. Representatives from locgl employment off?ées.

4. Two Euopérative businessmen.

5. Member of Chamber of Commerce.

6. Member of local Retail Merchants Assuciation,

7. Princ;bal or Superintendent should be an official member.

8. Guidance Counselor should bhe initiatedbto meetings dealing with
student selection if not a member.

9, The téncher-coord&nator has a relationship to the committee similar

to that of the superintendent of the school bosrd.

HOW TO APPOINT:

1. The first step is to make a 1ist of the persons whom You would

cdonsider for appoiniment.

2. Second step is tblask the princiﬁal to review list and make
suggestions, changes, etc.
3. Involve the superintendent of schools and the school board. Go over

the list of prospects and ask them to pssist you in making the

final selection.

4. The superintendent should then send out a letter explaining the

ERIC
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purpose of the council to those selected to serve.

5. Shortly after the letter has been received, it would be advisable
to visit and briefly uvxploin the purpose of the council, and at
the pame time set a first meeting date. It may be advisable 1o
contact prospective members and determine if they are willing to
serve before presenting their names to the superintendent for

approval.

WORKING WITH THE COMMUNITY:

In working with the advisory council, you will find it prhctical to
keep certain guiding principles and methods in mind for a successful
operation. 9Phese principles are as follows:

1. The member serves on a voluntary basis, therefore, he should not

be expected to carry out long, detailed, and worn assignments.

2, Schoel officials should acquaint council members with the total
offerings of the school and how they supplement the Distributive
Education Simulated Program and how Distributive Education gives
purpose to these classes.

3. Informational matarial should be put into the hands of council
members. This material should include pertinent releases and
publications of the lacal Board of Education, State Board, Fnd
other Federal information pertaining to Distrioutive Education.

4. Meetings should be scheduled regulariy.

5. Council meetings should be canducted in D,E, classroom if possible.

6. Council working with new programs should meet at least once a month
AUring the first year program is in operation, or until such time as

program is operating smoothly.
- 25 -.
O

ERIC

Aruitoxt provided by Eic:



7. The teacher-coordinator should be present at all meetaings.

8. ALl members should be advised on existing and pending vocational
legisiation.

9, Copires of minutes should be given to mil council members. School

of ficaals should have a complete file of minutes ol council meetings.

FIRST MEETING:

The first meciing of the advisory council will set the patiern of J1is
function. An agenda should be prepared and given to members. An example o!
an agenda 1s listed below:

1. Introduction of nl)l new members.

2. Appointment of temporary chairman.

3. Election of chairman.

4. Election of secretary.

5. Expicnation of Distributive Education Program and the need for an

advisory council.

6. Functions of advisory councnll

7. Responsibilities of advisory council.

H. Term of appointment .

9. Selection of time and meeting pluce.

0. Business.

ITEMS IN THE AGENDA SHOULD MEET MOST, IF NOT ALL, OF THE FOLLOWING TESTS:
1. Is this a real problem?

2. Will the school use the council's recommendationf?

3. {s this 0 question in which the committee is interested or in which

it can become interested?

- 26 -

ERIC

Aruitoxt provided by Eic:



Q

ERIC

Aruitoxt provided by Eic:

1. Is the committee computent to discuss and make recommendations on
this type of problem?
5. I members have suffircient knowledge of facts and background infor-

mation Lo make worthwhile suggestiona?

PITFALLS TO AVOID IN WORKING WITH ADLV1SORY COUNCIL:

The skill with which. the organization and work of the advisory council
is managed by local school authorities will, in a large measure, determinc
the benefits that may be derived from éheir use. In-this connection, it may
be well to keep in~uwind possible pitfalls that may be encountered.

DO NOT :

1. Permit the council to become administrative in its fun;tions.

2, QOncenl facts pertalining to a program from the members.

3. Enter into labor-management controversies.

4. Fail to keep 8 copy of mxnukes of emch meeting on file.

5. Take action within the realm of the advisory council's advisory

function without discussion with council.

6. Fail to recbgntze the value of the advisory counci1 through your

releases and otﬁer means.

7. -Use—for sounding board, and use Qll cooxdinafion ideas.

8. Be "yes' members.

REMEMBER. ! !

1. These people are busy--don't call meetings just to "chew the fat.'

é. Ask for their help and use it.

3. Never éhd a meeting without accomplishment or solving a problem

. : L)
or assigning problems to~members.
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(SAMPLE LETTER TO ADVISORY COMMITTEE MEMBERS)

August 25, 1967

Dear Mr. :

The High School is expanding 1ts school

curriculum to 1nclude Distributive kducatlion. Distributive Educarvion is a
program of jnstructian ja marketing, merchandising, and managément. The
progrum is concerned with the fnstruction needed for employment in distrib-
uting goods and services to the public, including all retail, wholesale
and service éccupations.

We need a local advisory committeellhat can advise and plan with us
the abjlities and skills students will nced for eﬁpluymenl in a distri-
butive occupation. Also, we négd advice as 6 how this progr;m can best
fit into our educational program, and provide a se;vfbe to the community.
fhe advisory committee is to be composed of'local‘busineésmen and pefsdns
interested in providing our'studﬁnts with realistic and practica}-}rainiﬁg.

Because of your background, expe}ience, and ability, we are reqhestiné
that you serve as a8 member of this commjttee. We sincerely hopé you can
serve in this capacity. We do not feel your‘services"will require a\great

4

desl of your time.

. Teacher-Coordinator will call on

you soon and discuss this matter with you.

Sincerely yours,

Joe Black, Superintendent
. ’ - -Jones County Schools

Sam Smith, Principal : Bill White, Teacher-Coordinator. -
Jones High School Distributive Education
: . Jones High School
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SMITH HIGH SCHOOL ADVISORY COMMITTEE
FOR DISTHIBUTIVE EDUCATION

AGENIA
1, Call to order-~-—-cecmomom e e Chairman
2. Progress report---e----oame—comee mcemaan ~--~~--Teacher-Coordinator
3., Committee reports--—-——me~ce-cccmr e e, e —— -] Members
Course of study reporte-eececeecacecrmn=- Sam Jones
Bili Smith
Ed Brown
Legal Responsibilities---crcomcccmeman] Mr. J. Black
Pergonal~Social Troitg—-mecemmecmmcne—- Ed Wheeler
Public RelationS-——-==-—mcren- e m—— Jess Johnson
Placement——~———ccm e Joe Phelps
Tom Watson
4. Next meeting date~-—e-memmmoo o e e November S, 12, 18

5. Information and help needed for next meeting

1. List of new training stations

2. Suggestions (sample) training agreement

3. Review of merchandising units

4. Review of retailing units

5. Help in securing classroom facilities - cash register - display

cases - dummy merchandise, etc.

6., Committee mémber to assist in program for Tions Club Meeting
(Be sure that the above agsignments are filled before the meeting is over.
You can aggign these to members or ask for volunteers. The method used will
be determined by the type of individuals and the special qualities of the

members.)

- 29 -
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SMITH HIGH SCHOOL ADVISORY COMMITTEE
« FOR DISTRIBUTIVE EDUCATION

AGENDA
Temporary Chal v - c e e e e e e e e Teacher-Coordinator
Welcome--REMArKS -~ s s e e e e School Official
Why un Advisory Commitle@m——— o omm oo e Principal - Teacher-
Coordinator

Preliminary Planning-—---m e e e e State Official
General Comments by Members: What they think of the program - what an
employer desires in an employee - work or
training stations
Organization of Committees:
Officers Needed
Oper:iting Procedure for Committce
Election of Officers
Commitives Needed - Standing:
Course of study
Placement
Student requirement
Public relations
Planning committee
Training agreement
The chairman should then, set the date for the next meeting, within the
next week or ten days, and members should be assigned the task of evaluating

the possibilities of the program and collecting and organizing their thinking

and recommendations.
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NEWS RELEASE FOR A NEW DISTiIBUTIVE EDUCATION PROGRAM

In May, the Metcalfe County Bourd of Education announced that several
new courses are being offerced this tall in the high school. Within this
l1ist was included & new vocatiunal cducation unit in Distributive Education.
This 1s a new concept in education lor high school students. The program
will 1nclude laboratory instruction for high school sophomores, juniors,
and seniors in the area of marketing, merchandising, and management to
provide them with the skills and abilities for oblaining employment i1n whoule-
sale, retail, and service businessen. These students will be preparing for the
part~time or full-time work and will be given in-depth study in distributive
occupat tans so they may decide which area of work they like best and can do
most efficiently. After graduntion, these sludents are to have the skills
and abilities necessary to obtain a job or continue their studies in technical
schools, business volleges, or universities,

Mrs., Joyce N. Simpson will be the teacher-coordinator for the program.
The courses are to be taught in the rooms wvacated by Vocational Agriculture.
Thesc rooms have been equipped with movable shelves, showcases, mannequins,

a cash rugister, a signpress, display windows, and other equipment which will
be set up to simulate 4 variety of distributive business during the school
vear. Merchandise will be obtained from merchasnts within this and aurround-
ing communities. The purpose of this laboratory training is to simulate as
closely as possible actual businesses.

In addition to the forma) instruction, an organization for distributive
education students, DECA (Distributive Education Clubs of America), will be
formed to develop leadership; to participate in comﬁunity activities in con-
Junction with local civic clubs; and to develop D, E. projects for local,

regional, and state competition.

Q ~ 31 -
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Several local businessmen and women have been asked to serve as advisors
for the D, E. program in an effort to make the classroom instruction more
realistic. Shortly after the beginning of school, ask your local merchants
about the distributive education program, or call Mr. Howard Keel, principal,
for an appvuintment to observe our program. Your interest in the ne@ program

1S both welcomed and encouraged.

- 32 -
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CIVIC CLUB ADDRESS

First, I express my thanks for tlie oppurtunity to speak to this distin-
guished group. When I look around and recognize +he many faces, I suddenly
realize what a storehouse of experience and information is gathered here--an
information resource T would like 1o take advantage of during my instructionsal
program this year.

1 know you have many questions about Distributive Education. In talking
with you for the next few minutes, I will try to answer several of the most
obvious questions pertaining to our new program. However, if I do not discuss
a specific question you have, plea;e feel free to ask me after I have given
you an overview of D.E. and all’its ramifications.

There are four questions that 1 have most often been asked pertaining 1o _ __
Distributive Education. (1) "What is D, E.?" (2) "What does it mean in
everyday terms?" (3) "How is it going to benefit the students?' and (4)

"How is thitc course different from any other course of instruction?"

#1 Distributive Education 1s a program of instruction in merchandising,
marketing, and management to prepare students for one of the many careers in
wholesaling, retailing, and service occupations.

#2  Students will be given classroom training in the
fundamentals of salesmanship, retailing, human relations (getting along with
others), advertising (window displays, news releases, radio and TV broad-
casting) and many other techniques used in distributing goods and secrvices to
you and I--the consumer of these goods and services.

#3 "who benefits?" We like to believe that there are three major
beneficiaries--the student, the fulure employer of this student, and the
coﬁmunity. will benefit by developing personality and salable

skills for jobs that actually exist, by exploring ma.y ot the occupations in

Q - 33 -
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‘f’\
distribution in order to decide which jobs they like best and can do most

efficiently, and by opening doors for full-time employment after graduation
or advanced training :in technical schools, colleges, and universities.

We feel that the future émployer will benefit from employing selest

persons who have already been trained in the basics of the buslnqss enter-

- prize and who nhtunlly have a career objective which they are worxing toward.

O

This should 5é feflected in reduced labor turnover, reduceditraining costs,
greater aelecfion of gunl;fipd persons, and impfoved customer relationships
Eﬂg finally ﬁroflt 1ncrenaps-—thé primary ébjective of bus%ne;s.

We also project long-range benefits that may be ohsgrvea in the Communily:
Some of these are reduged unemployment~~thus, a higher standard of living

c—

(reduction i{n tax increases), better school-community relntionships,~and
better community lend;rship developed through-DECA (Distributlvé_zduéatton
Clubs ofAAmerlcn). DECA {a the atudent you;h<organ1zntlon whose objectives
are to develop leadership, to participate in community improvement activities
in conjunction with local civic organizations, and to develop projects in
the Qnrtoug areas of dlstriﬁutlon for lécnl, regional, state, and.hopefully,
national competition.

. #4 "How is this course ‘different from other ﬁigh school éourses?f Yes,
some trgditionnl clnéqroom instruction with contemporary overtones will be
used. But the basic difference is that é;ﬂdenta will receive laboratory
instruction using moveable shelves, sdecaaes; mnnneﬁuins, ﬁ cash register,
and other actual business equipmen{'thset up slmplnted business en{erbrise§.
Merchandise will .be obtained from you who are 1n'dist}1but1ve businesses and

merchants outside the immediate community. .We will not use new, salable,

merchandise, but merchandise that has nqt'moved, soiled merchandise,

--34 -
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on which a refund cannot be obtained, etc. We will use a lot of role playing,
actual business situations that you who are in business experience often.
This concludes my explaration of Distributive Education, but 1 am sure

there are some things you would like to back-track on, so, let's use a few

minutes and turn this into an [nfnrmal question and answer session.

35 -
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CHAPTER V

DUTIES OF A D,E. TEACHER-COORDINATOR

The Distributive Education Teacher-Coordinator has many responsibilities.
The success of the program depends upon how well the coordinator performs the
many functions he has to carry out. Six areas should be considered; )
Public relationa; (2) Programming; (3) Training; (4) Coordination of classroom
instruction; (5) Guidaence; (6) Records and Reports. A brief description of
these duties are Biven below: -
(1) Public Relations
a. Orgaﬁlze and sponsor DECA.
b. Participate in other school and extra curricular activities.
c, Arrange for and dlrect special events.
d. Speak to achool groups, PTA, and civic organizations,
e. Prepare publicity.
f. Confer with prospective students anc parents.
g. VWork with business, civie, and school groups.
h. Work with school administration and school counselors.
i. Present awards.
(2) Programming
a. Make community surveys.
1. what should be taught.

2. Training stations available, .

b, Selection of Advisory Committee.

- 36 -
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(9

Farm a steerihy commit!ce,

d. Assist n arrunging students’ gchvol and work schedule.
¢, Scet oup classes.

f. Plan programs of work. ’

K. Secure speakers for class activitaes.

h. Provide and maintain classroom training facilities.

i. Provide training stations.

Training

a. Develop the Distributive Education curriculum.

b. Teach Distribuiive Education classes.

c. Prepare and revise course material.

d. _Evaluate and up-grade lesson plans and units.

e. Conduct research to improve the program.

f. Visit students in training centers at regular intervals.
g. Work with training stgtion supervfsors at regular intervals.
h; Make some visitations with students and parents.

i. Maintain teaching content resource files.

J.

Provide for classroom participation experiences for students.

Coordination of Classroom lnstruction

a.

b.

<.

Placement of students for training sponsors.

Placement of students for observation.

Act as training cunéullant for the training sponsors.
Coordinate classroom activities with work experience,
Follow up on student progress.

Assist in obtaining fuli-time employment after graduation.

Follow up on student after graduation.

- 37 -
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Guidance
2.  Assist counselor in the selection uf students,
b, Help student deturmine a career objective,

¢, Coumsel student.

d. Confer with training sponsor when student‘QorR is not progressing
satisfactarily,

Reéor?s and Reports b

a, Order equH?ment'nnd supplies.

b. Maintaifi’ source files.

c. Maintain student files.

d, Prepare school reports, Lot

e, Muke‘ogt work schedules.

f. Turn in student ﬁ}ogress'reports to guidance counselor, ' )

g. Prepare a weekly :eﬁort for principal,.

h, Complete all stdte reports.
: o

™,
R B

o

It

- 3R -

T



O

ERIC

Aruitoxt provided by Eic:

CHAPTER Vi

SUGGESTED LAYOUT, EQUIPMENT, AND SUPPLIES
FOR THE DISTRIBUTIVE EDUCATION LABORATORY-CLASSROOM

The layout and equipment used in the Distributive Education Laboratory-
Classroom should be designed to provide the atmosphere of the distributive
business as much as possible. &Since the majority of the student-learners in
the secondary cooperative propram will be placed in retail stores, the D, E,
laboratory-classroom should simulate merchandising conditions, providing space
and equipment necesgsary for practice activities in areas such as display, sales-
manship, s}ure system, anrd stuckkeeping. In addition, the claSsroém should be
equipped to facilitete both large and small group iéstruction through methods
such as discussion, role playing, demonstration, and individual project
gtudy.

The following equipment list and layowt are suggested for setting up
the Distributive Education laboratory-classroom:

1. FURNITURE, BUILT-IN:

Bulletin bosrd
Chalk boara
Display case
Display window
Storage lockers
Bookcases

Wall shelves

Full-length mirror

Wash basin

-39 -



2. FURNITURE, PORTABLE:

Teacher's desk and chair for office and classroom

Bookcases

~ Telephone and table

Individual tables with chairs

Waste baskets

Card-size {iling cabinet

Letter-size filing cabinet

Utility tables (2)
Countér displays
Wrappipg counter

Shadow boxes

Shelves

Cash register stand
Magazine rack

Pet boards and equipment’
Storage cabinets

Mannequins

Extension cords (2 15~foot)

Clovk
Student tables (12)

3. MACHINES AND TOOLS:

Cash register
”?~5Tybbwriter
- Adding machine
Spirit duplicator

Sign press and supplies

o . : - 40 - -
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Paper cutter

Three~hole paper punch
Price ticketr marker
Charge plate machine
Assorted sign holders
Staplers (hand and gun)
Staples

Hammer

T-square

Saw

Tin snip

Screwdriver

Paint brushes

Pens (assorted felt tipa)
Scissors (at least 5 prs.) -
Pencil sharpener

4, AUDIO-VISUAL EQUIPMENT: (must have access to)

Opaqué projector

16 mm. projector with sound
Prujector stand

Screen

Slide projector with sound
Record player

Tape recorder

Overhend projector L

Flannelboard

- 4l -
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Dark blinds for the windows

5. REFERENCE MATERIALS AND SUPPLIES:

Library reference books
Mai1l order catalogues
Dictionary

Fashion magazines
Wrapping paper and baps
Tape

Show card paper

Price tickets

Sales checks

Business forms

- 42 -
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LABURATORY-CLASSROOM LAYOUT ¢OR DISTRIBUTIVE EDUCATION
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LABORATORY-CLASSROOM LAYOUT FOR DISTRIB! IVE EDUCATION
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CHAPTER VII

For many years, the high school distributive education program
has been synonymous with the cboperutive method of instruction. But
the Vocational Education Act of 1963 and more recently the 1968
Amendment point- out the need for development of additional methods of

training students for the field of distribution.

The purpose of simulated distributive education is to provide
high school students with realistic and meaningful distributive
occupational expericnces through individual and group activities re-

lated to the students' carecr objective,

The vourse outlines described are the results of two years of
experimentation and a two-weeks workshob conducted for simulated
teacher-coordinators in August, 1970, at the University of Kentucky,

Lexington, Kentucky.

"
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ONS IFOR PROV I DING THE CTLASSROOM INSTRUGTION

“Fher teacher-eoordinator in a simulated program will determine
the needs ot his students--based on ability, needs, and local situations.
This colirse of study should assist teacher-cocrdinators in planning,
their instruction program with adjustments to meet thelr individual
needs,  This course of study was developed for high school sephomore, J—
junior and scnior students enrolled in distributive education.
A modificd problem-solving procedure should be used in sccuring
many of the learnings in these courses. A common fallacy in teaching
distributive education is: Teaching "about” an occupation, rather
than proViding classroom and laboratory instruction in the occupation,
Teacher-coordinators should provide realistic instruction to their -
classes and Utilize the.following teaching;learning techniques:
. Demonstrations T
Planned and supervised projécts and activities
- Realistic and meaningful problems--daily )essons
Ficld trips--individual and group
Guest speakers ’ e
Individual and group instruction~’

. Development of competuncies, learnings, and skills the
student can utilize in reaching their career objectives.

= PO
.

&
.

-~

ln most cases, the problem to he solved of topic to be discussed

should be accomplisled in one-two classroom periods, followed by super-

vised practice in Lhe laboratory. Correction of errors during the
; . ) .

practice sessions develop skills and build confidence in the students.

g . :
The -teacher-coordinator will find it helpful to set up the

laboratory into individual training areas--food store, men's or ladies'
N Lo S
shop, scrvice station,, hardware, ete., -- where students can prdctice
pv - i

the skills and competencies necded for job entry. Local businesses can

O ) ’
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assist in supplementing supplics, materials, and teaching aids.

‘The units in the course of Study are listed in the sequence they
should be taught. However, the Distributive Education 111 unit
sequence may need adjustiug to local needs.

The units listed in the three-year outline can be obtained from
the Instructional Material Laboratory, Taylor Education Building,
University of Kentucky, Lexington, Kentucky. The units contain--

1) major teaching objectives, 2) learnings to be secured, 3) content,
4} suggestions for handling the unit, 5) suygested student activities,
6) referconces, 7) teaching aids, 8) work sheets and 9) other useful

materials,
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CHAPTER VI

SUGUGESTED METHODS OF THEACHING SIMULATED DISTRIBUTIVE EDUCATION
This chapter concerns ansiruction in “8imulated” or "Projccet Method™
programs an which the applicatery phases are accomplished by use ol babopu-
tory simulations or other means short of actual Uh;lhu—jnh cxrperiene e

BASIC THACHING METHOLS

L, Project: A method ol instruction centered around meamingful indive-
dual or group activities of educational value, uvﬁvrully nvolving rnvest -
gation and solution of problems,.nnd'fruquunllv mmvolyving the use and hand
Jing of products and/or equipment. The method i1s sometimes uscd oo nubstr -
tute for "cooperative method™ 1astruction, bul it can alzo be uscrd as retatod
inélrucliun 10 connection with the cooperative moethod,

2. Simulation: A methad of providing applicutory training aund, .ndi-ecl-
ly. considerable related instruction, by means of an assumed prablem, one
time snlualinﬁ or continuing si1tuation setl in a flmulaced Job environment

)
The method 1s generally used tor groups of students having reguiremcnts o
the same or closely rclaled'CUmpet«nuies,:as well as for indavidual job
skills. Thas, several positiocns within a simulated retar) c¢lothing store may
b' frlled by D, K, students, who proceed Lo carry out the various duties ol
those rositions in a mock-up of an actual clothing store - as accurate as can
b? pruvided. "They -are under the supervision of the iﬁstructur, who provides
the materials, data and assumed situation. Frequenlly, the simulatyon and
job practice is continuéd over a puriod of several weeks or cven months, as
the students carry on the week-by—wéek operations of a make-believe company.
The term is also used to refer to o type of voculional training program in

which simulated job sstuation: are nubstituted lor cooperitive met hod phaseds

¢f instruction,

'
o0
§
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OTHER ‘FEXMS APPLICABLE TO TEACHING METHODS FOR
- . SIMULATED 'DISTRIBUIIVE EDUCATION

kS

1. Related instruction -- In-school instruction which is correlated

with the activities and"yequirements of the tratning job as well as with the

student's career objéctive. This correlation involves both the sequence of
. 3

‘learning and the ﬂpplicution_of>learning {what is learned in school 1s o : Lo

applied on the job, and the results are reported back in the classroom). The T

term also includes lehrnings'(cuncepts or attitudes) which are more distantly
. 7 :

related to the job's current reduirements, and which may or may not be put

into immediate application. ' The content of .relatéd instruction includes:

a. General occupational competencies, which are usually
presented in "ocutside” courses such as English, General Business, Business
:Math, Public Speaking, etc. They are learnings which are common qualifica~ -

i;;hs for most workers, regardless of the field of work.

b. Basic distributive competencies, which apply to all workers in

distributive businesses and which may be taught by group instruction with . o

allowances for individual differences.

W T . c. Specific occupational competen&tes, which includes tﬁqsércﬁhpepts, -

~

skills and attitudes ersentisl to a family of occupations such as food service, B
or variety stores or éasoline and service_statidhs. ‘This instruction has to

be given,#

tred -~ .

 d. Specific job competenéies, which are highly spécialized and

a8 & rule, by sma}lbgropps or by individuédlized instruction.

.relate directly to the specific requirements of the job classificaljyn in - -

~which the student_is,interested.ﬂﬁd'hbnefully, in which he is employed;/

&

“;ually tavght by means of individual fnstﬁuctioﬁ;'pccasionally by smali ' . N L
N . . L ) N N '»: . B

. grdubs- o ( - - L i
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¢. Specilic individual requirements, such as remedial. or reinfosce-

ment which, in moslL cases, can be mel only by individualized instruction.

2. Training station ~- A placue®of business selected by the teacher-

coordinator to suppleheut the. classroom instruction, and to provide specific

training neqded‘uyfihe studenls in accordance with -individual training plans
. - . : f—' .
. designed jointly by the student and the D E, teacher. The operator of a

business, by prior arrangements,. may cooperate with the -school in providing

supplemental prnc;icai training and experience in- techniques needed ‘in

distribution. - : ) : - . ¢
"3. Training spntibn sponsor -- An individual(s) designated by the
manager or the owner to assist students:in pluﬁning projecté:»acllvil)e§,_nnd

_otﬁer related experiences needed by the studeni(S)‘Ior the development of ey

skills and competencies With'rclation to his (thqir) career objective(s).
' PRINC;PLES‘OF‘VOCATIONAL INSTRUCTION
The followxng general prnncxp]cs apply to all simulated’ dxstrlbullve
- education.' .w" - - C e . ’

N vae prlorlty to those competencnes that are deemed primary to succeaq
‘and - relegute %3 later opportunxtleb the development of those competcncxes

Whlch 1t nppears most employerq would label only ' desxrable Jor simply
[ : L R - .

"nice to have." po e . ‘ S .
, aae : . ) i , .

-2, Educn{eJcﬁe étudentrwuéker as a "total package.or behavior." In

other words, Lhe student must deve]np desirable attitudes and back- ground
knowledge as well as-specific,job skllls problem-solvxng skxll xhe ab)l)lv

- to get along with people and a hos1 of desirable personal qualitics.w in -~

all vocatzonal lrazning,,the emphasis ns necessarxly on applxcqt:un lvpe

RIA Fuirmext provided by eric:




tnstruction throughout the training period.
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activities in order Lo gain employable competencies, At Lhe same- taime,

. . 3
hotever, classroom instruction should stress understandings, the "whys" of

a4

the operations.

3. Incldde m eacﬁ;unlg_qf insttuction many exercises or situations

'thrh show a vnriety;or nﬁplicaiions of a concept. In Lhis way, lhé

. o
instruction builds.%iansfernbi]ity ~ the éallmark‘nr depth of undqrslanding.
in additi;n, iﬁstruclion should provide many opportunities for developing
creativity and imagination in problem-solving. ‘ . . ) l -

‘;. Schedule Lhe instruction caréful]y énd logically.. The suqnencd
and time allocation fo; units can be logically developed since the studen
will not apply fhe learninés 1mmedialély as an‘emp};&eé.'

With or without bre-emp}oymenf lrnihing; th‘sequgnce ofiiné&ruqlion
during tLhe simulatéd (seniorr;ear) phase of D,E, is very much dependent e
upon the ;tpdents‘ career objectives for training ané upon the step-by-step
blan }Gr training to be accomp}éshed in thé lgboratory. In general, the
distribution of traihzng time might well approximpte that shown id%lhg:

chart which follows, Note that in the beginninglof the year, lhe SLUQenl's

O . o )
need for specific content is taken care ot,pnimﬁrkly‘in the welassroom. On e

the other hand, as the student progresses’ through the year, he increasingly

needs and ééﬁ épply operationally the principles of marketing and merchandising

in the laboratory. The chart also points out the need for ipdiQidunl .

r . . v .




FROPORT FONATE ALLOCAT ION OF FRAINING T EME
IN A SIMULATED PROGRAM

Suptember January May

Related General Learnings Learnings dppllcahle ta At
Classroom applicable to all distributive ovcupat tons
Instruction ovcapations

‘7
Individual Specific occupational and job learnings
[nstructon
Laboratory Specific job skills, knowledge and atiivudes
Instruction ' Background and advanced iratning

From the above, it is apparent that in a well-designed simulated class
some things should be studied by zll members of a elas:, others by small
group; within {he class, and a large number of things by individuals. Some
tuings should be learned in the classroom nlone,'some things 1n the laborator,
nlunei and a great number of things vofﬁ in the classroom and in the laborittory.
The sequence decided upon for classroom instruction in any onc D:E_
cuurse may differ somewhat from the order indicated in Chapte; Vil in ofdcr
to meet the necds of the local situation, the total length orf thé propram,

students' entr} qualifications, employability status, etc. Refer tu Chapter

V1l for a suggested sequence of course presentation.
SUGGESTED METHODS AND TECHNIQUES FOR GROUP INSTRUCTION

Group classrcom instruetion should be concerned with the basic concepts
and the broad general areas of distribution and marketing. Group c¢lassroom

instruction should not be devoted to factual knowledge required solely for

ERIC
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uny apecific occupation, except for lllustrative purposes.  Some uselul methody
and techniques sare suggested boelow:

1 For developing skilis and attitudes,

a. brifls, drills, drtlls (applteatian uxnr(-m(-sl. repeated P b

out the yenr.

h. Inteygrated instruction. For instance, practice "Personniity

Development” with exercises on '"Salosmanship”, or "Froblem Solving'™ wiili
"Market ing Research."”

2. Lecturea. .Uae with cuution. They will rarely be productive 1! thes
are longer than 20 or 30 minutes. Lectures gain in effectiveness 1 capped
with n good class discussion and a8 brief Bummary,

3. DiscussionB. A mo;t widely used method, .1t can be very valuable
in iritroducing a new area of study, and following brier tectures, r(iim
showings, demonstretions and reading esasignments. Questions by the iastractor
may stimulate very worthwhile, active class dlscussions leading to the
development of the students' gelf confidence, poise, tolerance and respeci
for the views of qtpers as well as a bromdened understanding of the subjuect
matter.

4. Demonstrations. This is a most useful means of instructing, particu-

larly when it immedistely precedes un occasion for personal application ol

the learning by thé student. Careful rehearsals are mandatory, however,
Agein, a brief summary at the conclusion reinforces the learning process.
5. Committees.. Students should learn to work with others Iin small groups
as well as in large groups. Whenever possible, students should be permitted
to c¢hoose the committees on which tiey will work, bul some shitting of per-

sonnel may be necessary at times.

- 54 -
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6. Panels - of from three.to five carefully instructed membersfd

The chairman lnlroduc;;—thc ﬁrubfvm, states the issues involved, recognizes
~the various members, dirccts the &:;édssion, and summarizes the points

made. Each member's presentation: should be previgwed by the {nstrucior, who

should assure himself that the panelists are prepated on gll {s;ueslto bé

discussed and to answer questijons from the audience.

7. Group Research Reports. Useful in teaching research techniques,

business writing and public speaking -s well as subject qontent. It has been_
foind that reports based on currenp.periodicalé»or trade mégazlnes work |
out well. The audience shouid be held respdnsible for the information given S
in the report.. .

8. ngg_ﬁtddies- This method consists of group study and dlscussioq of .»7°
8 real life situatios thch fllustrates one or more points of the subject
area, based on a written or recorded repori of the situation as a rule. &his

technique is particularly valuable in developing skill at situation analysis

and problem solving, and for bgsingssvmanagemen%}training.

9. Role playing and dramatfé presentations. This technique has wide

appeal to students both as part.icipants and as spectators. Many students
participate more readily when informed that they will not be Jjudged as actors;
in any event,‘théy shotild always be advised to be!more concerned with subject

matter than with the dramatics involved. Frequently, the process of _
developing and-writing the skit or program becomes the primary instructional

a

venicle,

Yoo = 7

. 10. Field trips. A wonderful activity to stimulate interest and to gain

information about a topic, they do demand careful plinning and definite

afrangemgntsvwifﬁftﬁe’estaﬁiishmeht to be visited. the school, students,

the sourpe;of transportatiun and the parents. The trip should

A ° - 574\_



be a natural outlgrewth o (jassroom discussion, and most of the planning and

arranging should be dine v the students.  The teatures to be looked for should
- )

_be known before dvpnrtufn. nnd sample_qudstions sugpested 1o the students, The
. CCmpnet | . o .
visit should be followed hy 1 thorough discussion ot what was learned and
its relation to othur subject material. Don’t forgetl to have the .students

write a short letter of thanks alterward. ) . -

11, Resource vifi.ors {guest spcakers). Another intcrest stimulating

method, it also demands care in selecting vxsitur; who are competenl in
speakiug'ns well ns‘in their subject mat£erl ngniA. it is very 1Tpnrlnnl_tn
orien?_the speaker cgr?rullyJSS to whél thg"?lass:is studyjﬁg And whé\ is
. cxpected of him, and 1G prﬁﬁurv.lhe clgss‘ia look for needed . information by
- s -

means of intelligent guestions. Closing discussions are also important in.using
N . ' -

this method of instruction., Thank-you letters should be sent.

12. Overhead projcctorpsPThe potentialities of this @quipment are

almost boundless; either ready-made, or previously prepared home-made -
‘transparencies can be used tu goo

g -

- . layer add-ons, or other ébecial effects, One of the best fcatures of ils use
. is that -room lights do nut necessarily have to be darkened, and the instruc—
tor remnins facing his audicnce, in a position 10 hold

"

their attention, add

. comments and lead d:scﬁsslon concurrently with the showing of the Lrans- T
parency. Most schonls have cdﬂipment with which s}mplé transparencies are
not without some value, and the simple devise of writlng directly on a clear

plastic or glass’ lransparency (blank) with a felt or nylon-tipped marking

""ﬁeﬁ while the projector -is being;used«beforevthe class has even more value

than a corrésponding use nf the chalkboard.

o s o e [

[N
Lt

“effect, with or without color, multiple —




15, Films, filmstrips, and slides.  Jdlways attractive and usually

interest stimulating to “‘udents, use of these materials ainvolves technigues
which can make the instructional value much greater. The most 1mportant
precaution is careful selection and pre-viewing., Showings should alwavs be
preceded by introductory rerarhs whivh tie the peersentation 1n with antarma-
tion already studied, and folluwed by summary discussion to "nail down' the
salient points, Don't forget to check the projeclion equipment, power sourdco,

extention cords, ete,, priur to attompttag any folm showing. Freqaontly, a
member of the 2lass has been properly instructed and licensed in operation ol
the eqvipmen&, and would pe proud to serve as projectionist.

14, Tests and Quizzes. Eact test, in addition to its function as an

evaluative tool, has a very pronounced value as a teacbing-learning method.
The first value comes during the preparations made by the students for then...
teskt Its greatest value, pérhaps, 15 in 1ts eflect of cryslaiizinu the
student ‘s knowledge and understanding as Lhey express their answers ta the
questions, or even when they simply choose the correct answers to objecive
type tests. Short quizzes sre very useful in summarizxnghor révieuing pre-
cedlng materinl, The one big objection to the use of tests as o means of
teaching is that they take a great deal of time to prepare properly and lo
grade. This can be overcome partially as time goes on by saving; copies ol
each year's tests and quizzes, and using appropriate parts of them in subsequent
years. A suggested rule is to always review each test given with the students

as soon as pussible after they have completed their answers.
SUGGESTED METHODS AND TECHNIQUES JOR INDIVIDUAL INSTRUCTION

The methods outlined herein arc¢ those appropriate to related classroom

ERIC
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instruction for specific, individual trmining needs.
1.. Individualized assignments, by which genern[niullnnﬁ studied 1n o proup
can be applicd by the student to a specific goh satuittaon.  Figure 1 shows un
example of individual application of a pgroup lesson in displav. N
B ) : Indyvidual Drsplay Shoes
Dresses -
g
RN <
Group
Gas Station -
Classroom - -
instruction - ° Store Window -
for
Grozery - Display Jewelry
N Lot
- o«
Hardware - . Men's Wear
The assignment should require reading, observing or experimenting, followed by
analysis of the results and application to a specific situation by means ol - -
written answers or a repor{--written or verbal. Adequate time -must be made
“mvailoblé for explaining the assignment tg_the student, to assist him with his -
' o Yo
individual.work as necessary and to recuive -and evaluate his results. Onec
suggestion, where a scparate lnboratdry peribd is not available for independent
,.4‘ . . "" . .
‘studies;;ié to uge all or a portion of regular class periods on one, two, or : "
three days a week, to the virtual exclusion of group instiruction. A preplanned
rating scale will assist materially i evaluating Students' performance. - -
. , i N
- ) )
o i
' :
1 . - 66 - L

Aruitoxt provided by Eic: L . L .




O

ERIC

Aruitoxt provided by Eic:

2. Library .research projects, with or without a presentation gl results

before thc class, are valuable means for individualized training.

3. Research by observation survey or interview. The techniques for

using rgaearch projects are simllar to those for individualized aBslgnments as
described above. Textbooks are ful! of suggestions for ideas and subjects for
research. AlBo, the DECA contusts i1nvolving the preparstion ol manuels, and
the perfO(mance of studiea in marketing or "Creative Marketing' projects urc
most valuable instructional devices for ir.Jdividual as well as some small
group instruction.

4. Use of study guides or workbooks. These materials are made to order

for individual instruction. Their use involves the same techniques as in

‘paragraph one, above. The workbooks can be made up by the D, E, instructor

himself, or procured from such publiishers as Southwest, Interstate,

or Gregg Division of McGraw-Hi{ll. “+heré are also study guides and workbooks
available from the University of Texas Bookstore and from severai business
houses such as the Kentucky Consumer Finance Association, J, C. Penney Co.,
Sears Foundation and Marathon 0il.

5. Use of programmed instructional material is even more valuable for

individualized instruction than siudy guides and workbooks. The distinctive
feature of this material is thuat the subject matier is very carefully divi-
ded into small portions, each of which becomes a subject for a sequence ol
reading, illustrating, applying (usually by a short quiz) and a review ol the
correct answer(s). Successful completion authorizes the student (o procecd
Lo the next lesson; failure to respond with the correct answers will jmpose o
requirement for ihe student to study a review--in simplified terms--of fhe:

lesson content and to try again on another quiz. Each step must be mastered
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before the next one is undertaken. The student 1§ allowed to proteed atr his

’
own pace of 1¢arning and to.continue tu the maximum level of learning which he
iy .

15 able to aehiteve 1 the time available. Programmed instructiona} materials
for a limited number of subjects 1nh the field of distribution are expected to

bo availabhle in the near future,

. ) . [
6. Supervised laboratory instruction., A sample ol a, step-by-step trainiop

plan for the laboratory training s shown in Figure. 11, attached.

STEP-BY-STEP TRAINING PLAN
"SERVICE STATION IMPLOYEE

{
A. Title of job: Driveway Salesman

‘B. Carecer Objéctive: HManagement or ownership of a service station or auto
accessory store.

C. Detail of Areas of Experience and Training:

Training and Observations Planned
in in - Month
— ) class laboratory - ST had
. Learning Outside Clean-up and Maintenance Sept .
a. PDriveway maintenance X "o
b, 01l display x x h -
¢, Bay area maintenance x !
d, Window maintenance X x " y
¢. Island maintenance - x " i -
{. Restroom maintenance X b3 "
iz« Rear of store and storeroom
maintenance x " -
h. Inside siles. X -
_2. Learning Driveway Selling Techniques . .
“a. Personal appearance x . X Octoher
b, Proper approach lo the cus- - -
tomer . X X Oct =Nov
¢, Proper steps of selling x X " "
d. Proper care in service X b3 " "
o Free service - . x " v
. Watehtal sclhmpg--increasing .
aveerape saloe N x weow
e Knewledpe ol product x X . " "
i
“a .
- 62 - e
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Specific References:

1.

Training and Observations Planned

T in Month
class laboratory
. Closing of the sale X x Oct -Nov
(1) Use of cash register X .
(2) Making change . X
(1) Use of credil cd, machine X -
(1) 1ssue ol trading stamps X X

Pianned Learning Outcome

R Training and Observations - Planwed
in in Monlh
class laboratory
3. Learning Inventory Techniques
a. lInventory of minor items X Dew.
b. Inventory of major items - X '
c. Inventory of supplics x ’
d. Order procedure b Jan.
e. Special order procedure . x
f. . Penmanship and accuracy b X
4. Learning Bay Services

a. Sale of bay services x X March
b. Completion of servicé X
¢. Preparation of ticket X X “April
d.  Free sérvices ’ . X
e. Final check x

(5

Learning the Completion. of Reports and Forms
a. Daily records. ’ X

b, Daily reports

c. Special reports
"d, Importance of accuracy

May

® X X
-

=

Small Business Administration, U.S, Department of Commerce, Washinéton:
Superintendent of Doccumerts;:

a. "Records Management in Smaller Stores'

b. "Basic Stock Contrel for Smaller Stores"”

c. "Building Stock Control for Smaller Stores"

d. "Pricing and Profits in Smaller Stores"

e. ."How to' Price a New: Product™

Figure II

- 63 -~
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CHAPTLR 1IX
-rr

4 v

SELECT10N OF STUDENTS

REQUIREMENTS FOR ENROLLMENT

1f an individual student 1s to be efficiently preparéd for profitable

employment, he must be able to beneflit from the instruction he receives. For

this reason, the following quatifications have been set up'as the basis lor

enrollment of high school students in Distributive Education classes:

*D.E, 1 '

1. Students should bce interested in the field of distribution as a
possible career. .

2, Students should show some promise of developing toward gainful
employment in distributive occupations.

3. .Stuﬁgnts mpst have reached their fourteenth birthday.

4. Studenls should agree to pn;tlcipate in’DECA activities as an

integral part of Distributive Education.

*L,E, II

1. Students should have complated D,E. 1 successfully.
.
2. Students should show promise for developing toward gainful

-employment 1n a distributive occupation.

4. Students should be cuker to participate in DECA activities as

an integral part of Distributive Education, and to develop them-

selveg toward leadership in this organization.

*D,E, 1 and D.E., 1I will be combined for the vocational school propram,

- 6l -
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0.E. 111 )
1. Students must have cumﬁlegpd DE. 11 sqpcéssfully.
2. Students must have Sh()\-\'ll evidence of Jdevelopment toward
vireers 1 distrihd\inn"while eﬁgplled e DUE, LE, .
’ d. Students mﬁs& have cnmplfléd h BuffiﬁTEn\ portion ni~ )
™ RFHdUHllUH‘PPqulPOhOb\S 1o purm{\ the scheduling of o two--
T hoar lubprntnry per;nd. )
4. Students Qxll.hc exéécted'tb pufltcipnle 10 1néhl_nECA
’ activities. i
FACTORS TO BE CONSIDER#D IN SELECTING STUDENTS
'r. Age -; must be 14 -years of ag% and sophomore standing.

2. Scholastic standing.

3. ‘Aptitude and ability.
4. Heallh.
%. Attendance. RRE '

6. Pﬁncluality,
7. Character.
8. Personality.
9. Rppcqrnncc.
>10.' Vocntiunalvinferes}.

11. Alertness.

A student may be selected for Distributive Education even though he shows

weakness' in one or more of. the above standards. He‘should not be involved in

prajects which involve the business community unt)l he ‘meets the minimunm

\)‘ - - 1‘. ;":“ "3

[E[{lﬂ:"' Y - . 'f_.( ’“. "f /

B . .
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standard and demonstrates that he 1a sincere in his efforts to maintain

L

the standard.

SOURCES OF PROSPECTIVE‘STUDENTS

‘Names submitlted at guidance assemblies--career days.

Names referred' by junior high or high school guidance counselors.
” L]

Names securgd’by complete’ study of guidance folders.

Names referred by present_D;-E. student§.~ . .

"Students who inquire about D. .E. at various school functions.

Students,réferred by cooperative D. B, coordinators

SUGGESTED STEPS IN SELECTION

" Praspective studeni compleles abplication. (Sée Figure 1)

- Conductia personal interview with student (may conduct two -inter-

viéwa—Qa bfief interview tu get acquainted--a longer interview
L g ! ol )

.

later),

. Use of ‘aptitude testsiduring‘the interview. (See Figure II and 1113

Interview with student and parents. .

‘ASSEMBﬂY PROGRAMS FOU WXPLATNING THE DISTRIBUTIVE
EDUCATION PROGRAMS TO THE JUNIOR HIGH SCHOOL -

i - ~{ EIGHTH AND NINTH GRADES o e

As chairman‘for the commiltee from:your school, please check

items:

Each vocat ional service should have a carefully prepared outline
of its paft on the program knowing exactly how much time it should

take

e .

Check back thh the head counselors in the Jjunior high.schools on - i

- 66 - o . -
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the exact program as to time, date, and procedure, including
distribution of flyers ' and tentative application forms,
C. Program should ‘include the following:

1. ~Introduction ot all coordinators by principnl or fend

counselor. =

. 2. Explanation of each progrum. - Stress that the. only course

which studehts can actually sign up to take in the tenth

, L grade is the DISTKLBUTIVE EDUCATICN. PREPARATORY
COURSE (DE n but‘thﬁtfihuy should know that the others . . -

will be available in-the cleventh and tw€lfth grade years,
3. Your explanation of the Distributjve Education Preparatory

Program must include that it is vocational in nature and

e

2y ~intended to prepare-Students for entry in the future into
- N - ' *

the vast field of distribution. You must?give‘specific' -t

examples of what distribution includes so that they can

. o -
sce the various opportunities. -You must not urge students

: ) ) who definitely are college bound to sacrifice any‘céllegq
preparatory courses for this, but you ceriainly.can point
up that it prepares students for certain majors in post- : -

high school courses.

.4. - Explain that the application form is tentative but thét'we

nééd £6 knoﬁ how mahy‘hqpé to enroll later. These forms
éhould be tékeh home and'di§CUssed with parents and réturn—
ed ﬁo_hoﬁerbbm teacﬂeis,_who will turn them over to . -
coor&inators.- Tell Lhem‘io briﬁg the formg to homeroom
;eachérs in two déy; og the next morning depenaing on the

- 67 -
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Courtesy

advice of the .counselurs.
Lo - ’
Distribate flycers to the students as they leave, urging

L

them ta show n;em 1o 1heir parents even 1§ they don‘t

lhin&-Lhcy will be takiap these courses. This wall be

one way they can educste their parenls,

Leave manila folders on Dislrnbutnvc—ﬁdubuliun Programs
e e

for ¢ighth and ninth grade -homeroom teachers 'and all

guidance counselovs. . . L. :

Follow up the nssémbly program by:

1.

Picking up ihe tentative enmellment forms within one

week of the aSSEmbly'progfnm. Do this personally as it
will provide an'éﬁdftiunnl opportunity to answer queslions
ofhphe counselor .and 1u'discﬁ§slpupils.indicaging interest.,
Wri}u the head cuunse{ur, with copy to the principal,
e;prcssinglthanks for support and cooperation. Offer your
services to hefp whenever possible.

Follow regular enrollment interviewing and scheduling
procedgre with junior high school counselor's guidance.

]

of Virginia State Depirtment of Education, Distributive Education

Service, Distributive Education Teacher Coordinator’s Operations Manusi,

1966,
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FORMS FOR GUIDANCE AND SELECTION OF
HIGH SCHOOL STUDENTS

‘The pext thoee fonms are rxdmpies of form you may want to use in the spring when
you select students for yonr next ye.u's program.

St apgeestions tor using the forus:
I, When youinterview students.
2. Wien .\lmi-'uls. ask you about DE.
-3 Alter an assembly 'pmgra_m,‘
4. Before an assemibly prograin.
5 In I_|m:m'mmn.'

6. Give to all guidance counselors.

These are saunples and shoidd be drawn up to meet any special local conditions:

Add your own blatk forms to this section of the Manual for quick reference in. the
furture. ' T ' ‘

Courtesy of Virginia State I)(_*partme‘nt of Education, Distributive
Education Service, Diatributive Education Teacher Coordinator's
"Operations Manual, 1966, :

.69 .-
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SAMPLE #2

" DISTRIBUTIVE EDUCATION SERVICE

State Department of Education
Richmond, Virginia 23216 ) -

.-

Date Mareh 17, i0ns

\.lnu'__' 2 May b Conel ) .\'(:Iuml ) le.m\b(:l ngh .\rhuul L -
S - oD of Bith: Ot _1u49 Phone Bad-1220
B - T Mo Year : ’ '
Father's "“"‘? . Fatlier's Lot
N:unc T iarold Camel - Qccupation | Construgtion Warker
First | last e . . ‘( A -

Cirade § in school NEXT YFE t‘\R [umm " Year of (.u’.uluauon 1967

H

Weulid vou like 10 lt'alll more '\lmul!*um 10 progress fmln whete you M now o \\hrn- vou \\unhi like 1 pa i e
lité™s wank?

Yes X' No . -

. w oulid you be interestd in wking a rourse befare graduation that would chelp yoa deana more .l\muL CerT apren
tunitiea”in the world of work, inclucling a h"nrkgrmmd of how business is opcntcd in onr eeotiomy?

Yes X _No . . ’ ) .

The Distributive Edueation course will mrlmlv many of the skills needed in your Ife’s work including how to find * ——

i job,"how 10 apply for a jub and how to keep a job. Would yom be interested in talking with sormeanc aboat enrolling
in Dmnbumc Education next year? : .

Yes X  Noo.... _
\\ha( have you thought yun \muld like 10 dn as a careet dlhl yos viaduate from hugh school? e an actress

or airline slewardess

. - i
Whatis your proposed schedule for next year ?

I8 ~ Required . : . FKlreetives
Math - Music -
English _—
1buory - ‘__
Liym -

Mary bae Camned -
Student's Signature

Courtesy of Virginia State fsepartment of Education, Distributive M

tiducation Service, Distribulive Education Teacher Coordinator' 8
Operations Manual, 1966.

Figure 1 . ' =
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. SAMPLE #1

 DISTRIBUTIVE EDUCATION B
INTEREST QUESTIONNAIRE
\ . .

* ‘Namie Mary ll.rc Canel . s o.
A(l\tircss IL’lZ’Foresl Avenue ’ . Age 'l6
~Aee you \\':lking now . ‘( Yes _ ____No |
. ”'“L wherr Mr. Donut o (namie of business)
Lovation nl. Imsinvﬁ 1612 Lee Highway ‘ .
Whal typre of work are you doing? . 'S':\Icsl'girl ¢

I you e not working, what typr of business would you be interested in working

in?

What type ot work would you be interested in doing? X selling, ... stock,

e SCRVICE,

Would you he interested in fearning more awbout a program in school in which you
attend school fut of every day and then teceive a portion of your instsnctions
thiough oun-the-oh esperience in o retinl o1 service selling organization in the

. comnuity?

x Yes veem—.No

Courtesy of Virginia State Department of Education, Distributive

Education Service, Distributive Education Teacher Coordinator's

Operations Manual, 1966. ’
3]
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SAMPLE #3
SURVEY FORM TO INDICATE INTEREST IN
DISTRIBUTIVE EDUCATION - BIMULATED _HIGH SCHOOL PROGRAM
St nll nl's N ane _ Mary Lee Caneld : - School Wilson lhgh Schval
¢ Daw of Rith 7 'Oct 9, 1949 Height %o Weight 100w o e
PR - ' ‘o B . - Nearest )
Hangre Adiesy 4o Mulzer Blad S ____I‘lmnc MO 241910 Phone O .
- Mother's Name Bertha Camel ()m'ni).:ui'nu Alsewife © Firm ] i )
Father's Nane Zoeke Camned R ().rrupnn--n Warher Firm  Larry's Barher Shop
Type of Job Insired 1st Choies Receptionist s ! ‘
Type of Job Desited: 204 Choier Costneticin °.
High Schoal Credits Abeady Varned 12 Indicate in what felds: ) !

) Eanghsn 1 lFureign l.grlgl:.;;:ux 1 Gt Fields: _ I
Matheriatics R Commercial ' e :
Seienee ) 1 Home Feonomics 2 —

Histony ! Industrial Asts - : i ' ‘
Subjerts and grades thns year: . . o

Mtk Hi - Music (¢ : Fawhinh .

Hote Keonomies - = = A Ar.l._- . it . Biology r
bast subjects vou need 1o kn wliate . . : : ) ; . =

English - v Seience | . e e

1listony 1. Phys. Fal - |
Do youintend to vo ta coliege ! No Where? . ' e -
What are ynﬁ planing for yonr hife wack? e a caner gnl ‘ .
In what exga-carticala aetivities hase von taken parn . ‘Honie Ee. Club, Diama Cinb, Music Cluly
Times tardy this year 2 Reasons AMissed the bus ) ’ . oo
Times absent thic yeu -4 _ Reasons Headache aod colds ‘
Flave you ever warked? N List fums and approxinate dates of employment: '
Ate you employed now? No With what firin ! ) \ : i
Wonld you Ye interestedd in the DIE course? Yes N ' L .
List three teachets who .1.1(' (mrhinury)n wow’ 1 M fank Allen ., Liiss .\i;‘.{mi} Jones . - -
3} Mrs. Ann Haines L ..
- e T . ! Mary l.ce Camel

~ Student’s Signatare
: Year e sehool Junior
Courtcsy of Virginia Stute Department of Education, Distributive ;

. . Fducation Service, pisty ibutive Education Teacher Ccordinator's

Operations Manual, 1966. L . oo
o , . : -r - .



APPLICATION FOR THE DISTRIBUTIVE
EDUCATION PROG'.

Application for Admittance .ito D.E.

SIMULATED HIGH sSCHOOL PROGRAM

When to Use this Form:

As you carry aat your guidaw .ans in the local high school pro-
gran, students will want ta apply for enrollment. The attached
sample application form muy be used to provide some information
about A student’s background, scledule and interest. It may also
aid yon ar designing your own local application fonin if you so
clesire,

How 1o Use this form:

I Have cach .zpplir-ant All aur the fornn,
2. Use the form during the interview,

. Vile in student’s personnet folder.

Distribution of this Form:

One copy for interview and then filed.

Courtesy of Virginia Stale Depsritment of Education, Distributive
Fducstion Service, Distributive Education Teacher Coordinator's
Operutions Manual, 1966,
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AI'PLICATION FOR DISTRIHGUTIVE EDUCATION
- HIGH SCHOOL ORDMCHAM

S -“[""-‘“"__EMM‘;_M-,, fection No. Home Room__ 2 /4L
Con L& are o biee Ocd ‘___‘_J_qug Heipht E'@" vetght_ [ SS

#enth  Day  Year hearest

Home Add :s»__SjA_MM Telephone_772 -2 982 Telephone_"—
Mather's Name_ o OLCLputlon__‘M Firm
.Father’s Name .m/_‘ : Occupntion Lk Flr:m
Type of Fmplovmdut Desired: T8t Choiew

.20d Cholce

Hiph sSchool Credies \iu-.nly Earned [ . Ilidlcate [y what suhjects:
Fogl sl ‘% . _ Yoreign Languages___ ) Otner Helds.

~  Mathemattes 5~ Commercial_ _
/ Sclenee 3 _.  liome Economics__ _«‘Q 1
Hlstn[y 2 . Industrial Arts <y

Subjects and Geades this Year:

—_ adl 0.

Subjects needed t'_mw].'_r:niuut ion:

S

Qﬁ.k A
PQ__ Pi A
R _9,__

Do you incend to- ,n VLo \ollepc” Tilerer &
What are you planslay tor your 1 fe work? g

In what extra- currlenly activitien havu yon taken part"

“Timus t.n_‘ni‘;rwi‘lff;.;n:;r”wot ‘lenmmﬁ -,"'
Times absent this vear_ 2 Reasons jn:]:

’ Have you ever wurkwl'.i!:a List firams and. approximate dates of employ-ment'
— [ ! I -! E . s! ! 1 4 )

Are you employed now? Jap With what firm?_ ——
GivVe your room schedule for this year: :

Period Mon. - Tues. Wed, Thurs. Fri.

let Period v e e o -
2nd Périad ‘ .

3rd Period . - —
4th Period % : : GO
Sth Period O3 S
6th Pericd 5

F.xcellt.nt opportunitles ace available 16 young people in retailing and
distributive busleesses of gur city. Two of the oputstanding requirements
of character quallties are depeudability aud sincerity., 1f [ am accepted’
in the Disiributive Education course, 1 agree to put forth my best effort
in completlng Instruction 10 school und on the job. ’

‘_9 T RETE : : Sislled;_,&ﬁ.&;&&l
A , _ : o - Student - T
. Bad |

H . RUSNEY 4

, ~ KIS - nuuring th Ulsiributive Education
Counrae il agree to (mllul ate with the néhy and the tg ing agency.

Slyned__ o
(_ ) Parent or- Guardian
(umu..) al’ \’nl,min State Bepnrtment of Education, Distributive
Fdigat inn Service, Nisteib.at lve Fducatioon Teather Coordinater's
SOpecations Maenal . LGaG, O oo < )

Q ‘ e S Ths

@
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Name

Date

Score

'
4

INVENTORY OF YOUR PERSONALITY

¢

Below you will find a list of questions that constitute an inventory ol
positive personality traits. Answer these questions according to the instructiops
Your instructor will =valuate the results in terms of an ideal person.

Instructions: Answer cach question YES or NO in the space provided. If you cannot
honestly answer the quegtion. put a question mark (?) in the space. ’
ANSWER THE QUESTIONS HONESTLY!.!!

* 1.

10.

12.

13.
14.
15.

16.

ERIC
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Do you tend to argue or disagree when someone gives his point of view
about which you disagree?

“Can you always trust yourse{f when handling money that does not:belong

to you?

: » :
Do you usually hate to see the other fellow.get promoted or get something
you don't have? e

Do you usually waﬁl to share yout responsi?}liiy with someone?

Are you easily discourgged?

Do you go cut of your way to give assistance to a friend?

Do you tell peqple who have done you a favor that you appreFiate it?

Ié you dislike a pergon. do you enjoy telling him what you think of him?
Do you usvally feel tired and dull?

Do you, in most cases, have to be coaxed to talk about yourself or the
things you have done?

Can you stand to have someonc else, other than your close friend, be,
the center ol attraction in a crowd? . . -

Have you ever copled from someone else in any of your school work?

Are vou willing to devote extra time and effort to yéur work even

though it means giving up some pleasure?

Can you always be depended upon to carry out an assignment without
assistance from anybody? ' i

Do you feel as ambitiows at three o'clock in the afternoon as you felt
at ten in the morning?

Are you always glad to help new people in tbeif school work or in

finding their way around and in meeting other people?

Fighre 11
- 75 =~



24,

25.

. 26.

O
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27,

28.

3o.
3.
32.
33.
%,
35.

36,

Have you oiten gone out of your way to express gratitude to somcone?

~ Would you vather quit a job than he "bawled nut" by your employer?

"

Are vou always cheertul whenoyou are teying to “cheer up™ vonr n fewds?
Are you inciined to Ledl a blgger story than the ather el low?

Do you ever c¢ross the street to avold weeting pvoplu-yhu do not 1Tike?

Do your triends ever trust you with their personal belongings?

If you worked in a store and your neighboring clerk, whom you knew

rather well, wanted to -exchange lunch hours, would you cbject to this?

Do you seek and depend upon the advice of others in most thinhs which
you are asked to do?

Are you eager to get to work or start a project which you know is going
to take 4 long time? ’ .

Do you avoid the responsibility of offering your time and services
for such things as Red Cross, Community Chest or other such groups?

I1f a customer should call you{ attention to a mistake you made in favor
of the store, would you thank him®

When yodr {riends and the peaple you meet are sad or unhappy, does

this tend to make you unhappy?

It you were working in a store, could you restrain your feelings toward

~a customer if he had you show him twenty samples of an item and then

refused to buy any?

Do you exaggerate your abtlities when talking at home or to friends?

Have you ever shut off the radic or television or changed stations
because you could not stand the program, even though others in the
room may have been listening? : '

Have you ever misrepresented the Facts to your parents or friends in
order to get them to allow you to do something?

Do you habitually eat in the presence of others without sharing with
them? .

- 1f you were. going to buy some clothes for yourself, would you ask

someune to go along, other than your parents, to help you buy?

‘Can you stick to a tiresome task for.a long time without someone's
prodding or encouraging you? ’ :

Do your parents or your empleyer have n tell you everything they want
you to do?
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38.
39.
40,

41,

47.

48.

49.

50.

Are vou slow (o show your appreciation lor somcone boecause you do not
wint to teel ovhiigated to thew” -

Is 1t hard for you to refrain rrom whistling, stamping your feet, or

loud clapping when you are asked in assembly, or a show, or in other
public places?

Can you take fair criticism smiling?

Do you ever hesitate to offer your services for something hecause¢ you
teel you might not do the job currectly?

Can you stand to have someone younger than yYou are to give you good
advice?

lf you were selling feed that was 60 percent wheat and the customer
asked it this was 50 percent wheat, would you be telling the truth
if vyou answered YES?

Do vou share or lend your prize possessions to others?

Can you make hurricd decisions alone, without outside help?

Are you one of those who never does anything today that can be put
off until tomorrow?

Are you willing to give up your spending money for a worthy cause?
Do vou pass out cowpliments in the hopeof receiving one yourself?

At Church or Sunday School, do you give your undivided attention to
the teacher or minister?

Does the weather usually affect your disposition?

Have you ever "invited yoursel(" to visit or go along with a group
when an invitation was not forthcoming?

- 77 -



Diagnosis »! Prrgonality

Your instructor will review in class each question and you will he
asked to dec{de the correct answer on the basis of what an idcal person would
have done. The questions were constructed in such a manner that you actually
evaluate yourselt on the ten positive traits of a pleasing personality. This
chart will help you diagnose your shortcomings. Circle the nuwmber below
where your arswer did NOT agree with the one decided upon in class.

Total the numbers encircled and note the personality traits in which
vou showed the greatest weakness.

Personality

Traits Question Numbgrs Errors
Forebearance 1 11 21 31 41 —
Integrity 2 12 22 32 42 -
Unsel fishness 3 13 23 33 43 -
Confidence 4 14 26 34 . 44 -
Vigor 5 15 25 35 45 —_—
Helpfulness 6 16 26 36 46 —
Gratefulness 7 17 27 3747 —_—
Sel f-restraint 8 18 28 38 48 —
Cheerfulness 9 19 29 39 49 —
Modesty 10 20 30 40 50

Total errors

Note: Use this chart to analyze and improve your weak points.

ERIC
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Name

Date

Score

SELF-ANALYSIS OF [NTEREST IN SALES WORK

Which of these statements describes you? If the answer is '"yes", draw a

cirele

uN, "

dround the "Y."  If ‘the answer is "no," draw a circle around the
It as in your own intcrest to be as fair and accurate as possible

SOoyYOur answers.,

1.

o

3.

10.

It1.

12.

13.

15.
16.
17.
18.

19,

21.

I vather deal with things than with peoplé .

1 think mathematics is & very interesting subject
I like talking to strangers

I.diqlikv group activities

People find it easy to apptoach me . . . . . . .
1 would like to do research in science . . . . .
I'h"enioy raising money for a worthy cause . .

1 preter to be by myself . e e e .V. .
I've more than average desire to own things . .
1 would like to dosign.fatm implements . . . . .
[ would like to attend conventions . . « . . . .
I've mare than average mechanical ingenuity . .
1 dislike people who borrow things ., . . . . . .

[ would like to be a mechanical engineer . . . .

1 1ike people of all nationalities in my community

1'¢ like 1o work a 40-hour week . . . . .

! would enjov making speeches . . . . . . . . .
1'd like to be head of a research department . .
I iike to keep meeting new people . . . . . .

[ enjov bargaining when I'm buyiug something . .

1'd like to develop some new scientific theories

Figure 111
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22. 1'd like a straight salary in my life work .
23, 1 prefer only a few really intimate friends
24, I'm batter than average at judging velues .

25, 1 like to get other people's viewpoints . .

- 80 -
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KEY FOR SELI-EVAIUATION IN SAlFS WOLK

Your answers tndicate interests or - haracteristics tfavorable to suocess in
sates work., To tind vour total score, add up the number of vour. answers
that agree with those below, If your score is Lb or above, your chances ot
success in the selling field are favorable. A score below 16 indicates
that you probably would have better chances of success in some other field.

i, ____ N
2 N
3 Y
b, ___ N
5. X
b, N
) Y
8. N
== 9 Y
10, N
11, Y
12, N
13, Y
14, N
15, Y
16, N
17. ¥
18, N
19, -
20, ¥
20, ___ N
22. ___ N
23, N
2. ¥ o
25. ¥ -
Q - H1 -
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CHAPTER X
PUBLIC RELATIONS

Publicity is the key that will unlock many doors for a Distributive
Education Coordinator. By giving a clear, concise picture of his program to
clubs, organizations, and a wide coverage from the press and the other media
the coordinator wi}l have taken a long step toward having the people that
this publicity reaches on his side. The coordinator is mahing known his
program, his students, his objectives, and is giving the listener and/or
viewer, a clear picture of what Distributive Education is and thus is making
his job much easier. Understanding all things makes the road a lot easier

to travel, and this is especially true for Distributive Education.
BASIC B'S FOR PUBLICITY

1. Be the only person from your group to contact news media. Two persons
calling a newspaper editor or program director are bound to bring
confusgion and conflict,

2, Be quick to establish personal contact with the right person at each
newppaper, radio and television gtation in your area.

3. Be gure to write everything down.

4, Be prompt in meeting every deadline.

5. Be legible. Type news releases. Ceorrect all errors.

6. Be accurate. Double check names, dates, etc.

7. Be brief.

8. Be honest and impartial, Give credit where credit is due.

9. Be brave. Don't be afraid to suggest something new.

ERIC o
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10. Be businesslike. Never try to obtain publicity from friendship.

11.

12,

10.

1
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Be appreciative of all the time and space given you. Remember it rcould
be sold.

Be professional. Members of the press are always i1nvited guests,
IMPROVING PUBLIC RELATIONS WITH STUDENTS

Sponsor assembly programs describing Distributive Education work.

Report activities of your classes, through a class reporter, to the
student newspdper.

Give widespread publicity to successful graduates or cooperative

students i1n the school newspaper and on bulletin boards.

Arrange to have members of your advisory committee Or others prominent in
your field speak to the ninth and tenth-grade classes about career oppor-
tunities in Distributive Educatior.

Keep your department clean and attractive at all times.

Use corridor bulletin boards and exhibit cases to display student-made
projects and career opportunities in your field.

Arrange to have other students vigit your department, or hsve students in
academic high s¢hools visit your school.

Plan career day activities with locel business and industrial firms to
allow students to see at firsthand the job opportunities open to them.
Prepare materisl, slides, or movies describing your course offerings.
Prepare and dlstriﬁute a four-year high school curriculum showing how and
where your Distributive Education programs fits in.

Glamorize your field of work whenever possible.
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SENDING PHOUTOS T Tl NEWSPAPER

Newspapers prefer plossy photos, 8 x 10" an saze,

Captions for pictures should be 1yped on a sheet of paper which can be
attached Lo the bottom of the photograph .on back side) with scotoh iape,
Do not write on back of photo or attach the caption with paper clips to
avoid damaging the pholo for reproduciion, Doﬂnot paste caption on bach
of photo as this makes it awkward for editors to use.

Be sure that names and addresses of all individuals an the picture are
included in the caption 1n the proper left to right position.

Action shots are best. Have one center of interest in the picture,

Speed is important ain getting a photo to the newspaper. Pictures of an
event on Tuesday 18 not news on Fraday. If your school does not have
photo developing facilities, you will find thal the newspapers arc
willing to help out 1f the picture is really newsworthy.

You should have on hand Q;—to—dale porirait shots of important school
officials in case the paper asks for one to use with announcements from
the school.

Send an action picvlure when possible with a story about an individaal
lvnrhqr or student . Take advantage of every opportunily to publicize vonr

Distributive Education program.
POINTERS FOR RADIO BROADCASTING

Tell stories simply, without too many statistics and technical linpo.
Make usc af sound effects, music, and several inleresting voices nstead

of o single conmentator to help dramat ize your story.,



©,
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Dramatize the facts to be preseatled. This 18 good showmanship vregardless
of the medium utilized,

Use human satepest, [t's always a desipable ingredaent an tellung rour
slury .,

Give studenls an oppurtunity 1o participate 1n radio irosdoasting., MNake
At an cducat gunul sctivity which s part of the classroom worh.

Attract audience attentqon smmediateldy. s mighty easy o reach ot
and twist the dial, Audiences chesel sway From & etution by jeur LGOI
introduct ion may not come back for hours, lowering the station's ruting

and your <hance {ur a return engagement,
POINTERS FOR SPEECH MAKERS

82 direct snd straightfarward. Have something to =3y and oy i,

PUl T audicnee a1 ease by Leing sl ease jyourseilf. {0k at your
audicne?, avoid random movements, tonverse wiith the audience,

Know what you are 1alking about and speak as an authority. When

dou talk to a &roup imPress upon youfself the fact that you know mare

sbout the subject than the group to shom yvu sre talking and you swill sound
convincing.

Concenlrate ow communicating the idea and ideals behind your program io
¥our listeners.

Speak clearly in hngufge on 2 plane with your listeners. Simple English

is casier Lo disten to thao involved sentencem and long words.

Kecp personal refercncea, honors, acvomplishments out of your speecch as

mugh as possible.
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7. Make an outdane which as easy to follow-=develop a few key points and back
cach with tacts and 11lustrations,

8. Have a good beginning and cnd to your speech. ¥ven it you “ad 1ab.” 1t s
Lest to prepare these parts so You know when 1o s(op as well as how to
start.

¥, Get the audience'’'g attontion with an anecdote, story, joke, or guotation
about your P;Dgrnm. {It may be useful to try out the story on a few of
your friends to test their reaction.) Be sure that the Joke actually
introduces your subject,

10. Since the previous speaker may have most of your ammunition, You had beiler
take along a little extra to use in an emergency.

i1, Prove your point with human iilustrations that tell your story. Translate
figurcs into human terms.

12. Everybody likes a good success story and case histories of out-standing
students and graduates are surg-fire speech material.

13. Find out ahead of time all you can about the group to whom you arc to
speak soyou c;n aim your words at their specific interests and currcat
needs. Link Your Distributive Education program té your lisieners’ daily
lives and show |ls)imp0rtance to them.

14. Writc a new speech or rework an old one carefully for cach occasion. Thas
procedure will assurc the fresh approach which makes a speaker popular.

15. Keep a file of materials; ideas, random thoughts, unusual happenings, good

storics, news clippings, and the like. These can be used 1n preparing a

speech.

16. Ask thce audience (o do something: read the school's handbook, visit your
¢lass, attend the school’'s Open House, or t¢ll others about the Distributive

- Education program.

O
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17.

4.
10,
11.

12.

bd,

L.

2,

O
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Don't talk oo long,
ORGANIZING THE ANNUAL. BANQUET

Involve students an all phases of the plannming and handling ol the taong o
Work out o lonp=range plan for Linaocipg Che snsaa b bangue . .
Reep the superintendent, prancipal, and other schaol authoprrtes olormed
as to all plans for the banquet.

Have attractive and appropriate i1nvitations. Send them well 1n advanve

of the date of the banyuel

Plan decorations that students can make,

arrange for a welcome committec.

Plan entertainment or tour of vocational departments for ecarly artivalx.
Use name Lapgs to help guests get acyuainted,

Have the department open before and after the banquet 1f 1t 13 held in the
school,

Plan a varied program that moves fast. Set a time limit.

Plan for a “stretcher” or "relaxer' during the program.

Keep a file of banquet programs, mgnus, and decoerations used. Keep o i1l
of banquet 1deas for the future.

Publiecize the banyuet befure and after, Take pictures during the hangue!

(See DECA Advidor's Guide lor additional information)
HELPS FOR HOLDING OFEN HOUSE

S¢t the Lime for the convenience of your public, not the staff. Plan ahead
and do nol conflict with another important community aetivity.

Assign students as well as faculty to the planning committees.

- R7? -
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Include smportant facts about the vocational program n the anvit

abrons,

Appornl student and facults gurdes to show vasitor's around classrooms sined

shops.

Set up displays showing student's work in strategpic locations.
Give away prizes made by siadents or dousaled by iondustey.
Present student -made school sowmvenirs (ash trays, paper weights,

to all puests,

meme poids)

Let the home ceconomics depuriment prepare ands/or scrve refreshments.

Invite the press to attend and make special arrangements for guides for

reporters and photographers.

Jf you plan o program, keep it short so there will be time for al
the shops and classrooms.

Arrange for registration to check number in attendance and to bu

mailing lists,

MAKE YOUR EXHIBIT INTERESTING

1 to visit

1d up

Use photographs showing activities of your program, students al work,

projects made,
Displays objects: projects made by pupils, equipment used, modcl
Use movement to gain attention: have students 1n action, a movie

tor, equipment 1n operation.

s.

pr()_|(.'l'-

Do 't udge many statistices--make comparisons by praphs or pictures,

Combine many techniques--color, action, photographs-~but keep the

frece of too much detail which discourages people from looking and

standing.

- By -

thrapluy

under-



6. Keep i1t simple, direct, unchuttered. Avord attemptaing to show too much.

7. lnelude conerse descriptive placards at cye level and large enough for

easy reading.

S - 49 -
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RATE YOUR PUBLIC RELATIONS
So that you can take an inventory of accomplishments and progress in
yuar ;Suhlirc relations activities, here is a checklist of necessary contacts
for vocational e-ducatiun 1)0’::50111191. Fill in your special publics at the
,bél_wm, so that the list fits your nwn:pnr!.ic:ql&r, situation, and rate

yourzelf periodically.

DRTE

CUNTACTS ExceellentjGood | Zmp=ove| Excallent [350d [Improvs [Excellenv]Qond ) Improve
3%ygerte : :
Algnnt

Yogst, C1s

Pellow Toasiens
Sl 24rge Prosenmel
Rt Tt s Sl
Aduird stratens
Beapt of Edulitioa .
Educationsl ’
Aagncdavions —
- Papanta .

tivia Orouns
Soefal avd }
kosternal Oooupg
Women's Clybs
Sexvice Clubs
Chambeus of
Cagnerca
F Asspelatio
Trade Asgocations
Labor,
Organtzations .
BEuploymant -
Apareles
Fusinravmenls
Mgardentions

- Wepabranbs ! Gmmuas
Eaplavers

Sy Comittenss

CIeRIrletors
M5 Collemen
e ldvrrsitios
Bewspunous Staff
Radic #=d TV
Shatine, Sturl
Magazline RAlbnop
0z sxalal

Q - e
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CHAPTER XI

DISTRIBUTIVE EDUCATION CLUBS OF AMERICA

INTRODUCTION

The Distributive Education Clubs of America, or "DECA' as 1t 1s commonly
known, 18 the national organizuation to which all distributive education students
may belong. The 1dentifying letters of DECA refer to the title, Distribulive
Education Clubs of America. This orguanization identi1fies the program ol voulh
activities relating to the study of distribution. The theme, "Developing
Future Leaders for Marketing and Distribution,' is derived from the activilies
1n which members may participuate,.

DECA is the only youth organization operating in the public schools to
allow participation for those who have selected a career in the ’
field of marketing and management.

DECA offers an opportunity for the development of leadership, an oppor-
tunity to establish a respect for education in a free economic system, voca-
tional understanding, and social intelligence.

The youth organization (DECA) }s student centered and is run for the
students by the students, and for the students' improvement. DECA is an
integrated part of the classroom instruction, All activitieé conducted under
the emphasis of DECA should be wadnetive and educationally sound.

Each student enrolled should be encouraged to become an active member of
the organization and by doing =0, malke a contribution to both the organization

and to himself,



O

TDECA scehs 1o achivve ;l; purpuses by creating (nterest 1tn alil phases of
markoeting and destribution study, and serviIsig &8 an aveaud 01 CKpressgon tar
tadisdaad taleat,  Mistory has proven that whenever a nation's channels ot
distribation tusl to function, that aation 15 short=jised, As LECA attencts
moee of our nalion’s youlh 1o study market ing and disteibutaion, the total
D, B, propean becomes i vital neccssity to our national securgty,

Each local chaplur i the "show window” fur student achicvements and pro-

fless A acquiring Jub competencies for successful carcers o the ticld ot

disteibutaon,
THE HISTORY OF DISTRIBUTIVE EDUCATION CLUBS OF AMERICA

During the period of 1937-42, the distributive edutation mambers 1n

1

wahy Whouls vrgantzed clubs. The common interests of these students sas o

widespread formatiod of 1ocal clubs. Yarious names for the clubs were ndoptad:

" o

ELEE 1) .

“"Future Retailers,” “Future Dostributors,” *Future Merchants,” aad "Distribu-

tive Education Clubs.”

Boiween 1941 and 1944 a few states held statevide meetangs of distribut s
education vlubs and by 1945, seversl siptles had organized state clubs and wepe
huldiog state conferences. About the sume time, plesis were being made in huld
national conferences, In 1946, the United States Cffice of Educalion 1miicd
a ffprcscntnlive rommitiee of State Supervisors of Distributaive Education to
meet 10 Washington, U, C, with representatives from the United Staics Office ol
Education tu develop further plans for the national organizativn and 1o prepare
& tentalave constatusl ion.

The National Organization wad initiated in Memphis, Tennessce, in Aprii

- 92 -
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1947, st the farst interstate confcrence of dastributive education ciubs. ‘Al
this wmeeting, delegates from twelve gtates unanimously adopted & resolution
to form & national organization. ¥e are proud that Kentucky was among the
twelae,

The second National Leadershap Cuégerencv, held an 3. Jewrs, Massours
18, saw an adoption ol the constdtation and the of ticaad aame, The st erba-
tise Edudition Clubs of Amersca, designgted DECA, and the accoptance ot 17
charter member states.  These were:  Arkansas, Georgtla, Indiana, Kausas,
Kentucky, Loussiana, Michigau. Massouri, North Caeroline, Ohio, Oklahoma, South
Carvlina, Tennessee, Toxas, Utah, Virginia, and Washington. Continued 1nter-

est caused a rapid growth as state by state joined this youth organizaton.

DECA now has & 49-state membership plus Puerto Rico.
HISTORY OF KENTUCKY DECA

AB montioned atove, one of the organigations that preceded DECA in <con-
Junct ion with distributive education in Kentucky was The Kentucky Future Re-
tailers Association. This organization came into being 1n 1943 and held s
first state conventivn al the University of Kentucky College ol Hducation a
Lexangton on April 26-27, 1944, The first president of the organizat lon was
Mary Elizabeth Moore of Dixie Heighis High School in Covingtlon, Kentucky.

The organization appears to have been quite active during the remaining
years of the‘l940‘l and eerly 50's and was not entirely replaced by the for-
mation of DECA in 194B. Bchools mentioned prominently in write-~ups and nows-
paper publicity include those from louisville, Lexington, Ashland, Corbin,
Middlesboro, and Maysville. The individual providing most of the impetus to

this movement was Dr. W. Maurice Baker, of the University of Kentucky, who
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vontiaued thirough many years .n the Cepacity of state advisor.

The growth of DECA Clubs in Kentucky has closely paralleled the growth
ol distritutive edacat ven programs offered dn Kentucksy High Schools.,  As ot
the past school vea | PaR-08, there were in Rentucky 52 chapters an 47

schonis, reprosentang approximately 1300 members,
OBJECTIVES OF DECA

I, Tu develop leadership in the fi0ld of marketing and distribution.

2. To develop a sense aof i1ndividual responsibilily,

3. 7o provide opportunities for inmelligent career chojce in the ficld of
marketing and distribution, l

4. Tu allow practical application of Lhe principles of marketing and disiri-
bution through competitave actavities,

5. Tu encourage use ol ethical praclices in business.,

6. To provide for mental and physical health through club actavities as
reflective in the persvonality and physical qualities which permit personnc)
in marketing and dlstrlbulién to function effectavgly.

7. To create and nurturc an uhderstanding of our free, competitive cnterprise
system,

8. To develop an apprecistion of civic and social obligations of those engaged
in distribution and marketfng.

Y. To serve as a means of inferpreting the instructional program 1o business-
men, faculty, parents and other atudents.

10. To allow opportunity I; apprecinte and implement the obligations of

citizenship.

!ETC
AU
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HECA MOTTO

The motto 1s very appropriate for the Kentucky Association of DECA. 11 s
o constant reminder that one muast .acquire knowledge and skill in order to have
“power."” Only the unprepared ire wcak and will therefore, “fret continuansty.”

The motto i8 as follows:

"Power Works With Easc--Weakness Frets Continuously."
HECA COLORS

The colors of this organrzation are blue and Eﬂlg' Blue 1s the color
which suggests sincerity and Benuineness. It is the color of the heavens ibow
us.

Gold to us suggests the crowning success which comes to one wha lives use
fully and wisely. We Qre all seekers after success, not only because ol 1he
wealth it brings, but because of the satisfaction which attends v, 1t s

good for a man to know that he has done well,

- 95 -
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* | BELIEVE IN THE FUTLIRE WHKH | AM PLANNING FOR
MYIELE 1IN THE FIELD OF DUTRIBUTION AND IN THE
OPPORTUINITIES WRICH MY VOCATION OFFERS.

*  » 1 BeLIEVE IN FULFILLING THE HIGHEST MEASURE OF
SERVKE TO MY YOKRTION, MY FELLOW BEINGS, MY

<couUNTRY AND MY GOD—-THAT BY 50 DOING | WILL BE REWARDED
WITH PERIONAL IATIEACTION AND MATERIAL WEALTH.

x » 3 | BELIEVE 1N THE DEMOCRATIK PHILOIOPHIES OF
PRIVATE EMTERPRHE AND COMPETITION, AND iN THE FREEDOMS
OF THN NATION- -THAT THEIE PHRLOIOPHIES ALLOW FOR THE
FLLLEST DEVELOPMENT OF MY INDIVIOUAL ABILITIES.

+ [ BELIEVE THAT BY DOING MY BEST TO LIVE ACCORDING
TO THESE HIGH PRINCIPLES | WILL B OF GREATER HERVIE
BOTH TO MYSELE AND TO MANKIND,

- g6 -



CHAPTER ACTIVITIES AND PROJECTS

Chapter aclivities and projects may be‘cla551rled into f{:ve broad uareas:
Prafesstonal, Financial, Civic, Service, and Social. These projects should
provide an opportumty for.

The development of o spirit ol cooperstion

An understanding of cbmpelxlxuu

A recognition of sociul values

An ability Lo communicate

Individuai recognition

The responsibilily of lcadership and friendship

‘Any club activity developed should be based upon the needs of i11s members and
the local situation. The success ol any DECA chapter activity 18 (o "Plan

your work-~then work yoor plan.’
SUGGESTED 1DEAS FOR DECA CLUB ACTIVITIES

1, Offer your talents to civic clubs Contact each civic club program <hirr-

man to explain the DECA story and its role in your community and school.

Show film, "Tell 1t Like 1t Is."

2. Hold an Employer-Employec Banquet where club members honor employers as

guests and present them wilh Appreciation Awards.

3. Sclect a DECA Mother of the Year for the mother of your community who has

contributed most to the social activities of your club. Award a certala-
cate of appreciation.

4. Select a DECA Training Sponsor of the Year for the merchant of your commun-

1ty who has contributed mostL to your class-club activity. Award a certi-

ficate or gift as a token of your appreciation.

- 07 -
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Svnd Christmas cards 1o the truining siation SPORSATS .,

Ty @ Communiiy Beitermenl Prosect., Your club mav partsalds adopl a mwedy

family and find saurces Jor assistance ta them,

Adoptl Sound Yund-Ratsing i‘rujm' ta 1o aliow your club an adegapie operat oy

budget .

Try an Annual Bolwsl Tetlerment o100t such as “Claaneap, #funt =up Roek ™

an open house for parents of DUCA club members, an vpen house for Taalay
membets, an assembly skil, and many others,

Subscribe (o DISTRIBUTOR for training sponsors o help build goodwill and

keep these sponsurs informed of their company’s participation i the
national and state club program.

Have DECA Dav an your local community. Merchants are proud 1o have stadents
Trake over” 1heiv businoess fur 8 48y,

Use Students for Programs. This is excellenl training snd gives pood

jcadershap experience.

Use oor Prazes (o stimulate ¢lub attendance and promptocss at mestings.,

Yse leadership Conference for all sciool club officers, sparked by BECA Club

Jeadershp., This gives each olficer a chance to share dulies of his ofljce

with viher officers. It 48 an excelle:-rl school leaéershlp project.

Encourage the Use of Club Insignia. This includes the wearing of the ciub

Jewelry and uniforms plus proper usage of the ciub emblea in training

_slations, school displays, etc.

Try Publisl»xvt“n»g 3 Newslettef. it may be one of two mimeograplied pages monthiy

or csch semester for distribution 1o all interested persons, including

other schiool organizations,

- UK -



16, Huild a Club Librury on methods, projgects, and 1deas of good club operat iorn,

This could include materials on any youth organizalion.

17. Go on Field Trips. This is learning on the scene,

13, Sponser a Gift Wrapping Class open to the public to promote the latest pilt

wrapping fashions.

19. S8pansor Coke aud Chip Get-Togethers. Thisg is a wonderful chance for fellow-

ship for club members before or after school or during breuks
DECA CHAPTIR PR({RAM OF WORK

The moment a boy or girl is accepted for enrollment in the distribut e
education program, he or she becomes a candidate for membership in the hstr-
butive Education Clubs of America (DECA). This point should be madc¢ cleur 1o
the prospective D, E, student. It is said to be co-curricular. DECA 15 1ol
an extra-curricular aclkvity.l

The manner in which a DECA chapler is organized and administercd will
determine 1t8 success. It is highly assential that each local chapter have o
program of work that is functional. This plan must be developed by the members

’ ;I the DECA Chapter under the guidance of the local chapter officers., The plan
should be well balanced. Different 'vpes of activities should he provided--
sovial, civic, benevolent, fund raising, and professional. It is easy to follow
the path of least resistance and alluw a DECA chapter to drift 1inlo a serics of
projects which over-emphasize any one of these activities. A “project budgetl”

- should be prepared. Social affairs should be weighed against business projects,
civie activities against educational activities, recreation against work, until
the program for the year is not only in conformity with the objectives ol the
DECA chapter, but can be expressed to make the maximum contribution to its

- members.

\‘1 - 09 -
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A sugpested format for a chapter pragram of work is gaiven below:

STEPS IN BEGINNING A DECA CHAPIER

Make cvery effort to get started as cearly as passible,

Consult the coordinator-advisor on loeal school? rules and regulutions

governing clubs. The advisor will undoubtecdly have obtained this informa-

tion from the principal and vocalnonal supervisor ag soon as the request
for a DECA c¢lub has been made.

Order Official Handbook from National DECA Headquarters, 200 Pnrk-A\cnn«i
Fﬁlls Church, Virginia~-22046. The price is $2,.60. This will nusQur minsy
yuestijons for siudents and advisors.,

having « regular élass period, appeint a student gommi}lee ol not anore
\hun-flvv L stud& nll distrihulivc educullon’club material nv&uluL10 and}
report’ to the ylns; at a later dote as to huufﬁ DECA chapter should be
urganized for the benefit of all distributive education students, The [7 770
coordinator should serve as the advisor to this commigtee.

Establish a rélationship with.zll potential club memﬂers for the pﬁrposes ol

developing intent of the c¢lub. (Sources of. information include: -exis\inu

clqbs'noarby: naterials available from Nalionﬁl DECA, sueh as the Pamphlu

"DECA, What Tt 1s, What Tt Does;” The Offncxal Handbook Chapler Activities

Packer, DECA Week Kit, Publicity Guide,  and other nlems from the State . Dopartmcnt

nf Education sttrnbut:vc Lducnt:on Unxl and the U,S, Dcparlmcnl ul Heilth .

Educallon and Welfare, Educal:onal Values in Club Programs,' availahlu

'from the Super1ntendent of Document U, S Governuent Prxnlung Ol!:ce

‘Washington, D. C. 2(402, pripe 15¢.) ! Lo -

- o -
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Set a time and Place for DECA mectings, Sce.that all potential members are

|

First Mecting: Have the studeni committee report its recommendatious lto

distribufivé education class. Ilect temporary officers: Presidcent, Vice-

President,-Secretnry, Treasuref, Reporter and éarlinmenlurinn. Have
temporary President appoint a cnuslilulion>cnmmjllcu.lo study N;liunﬂl and
State Constitution and draw up i(he loculychap(er's congtitution, using

them in principle. (Sée sample constitution and club-orgunizaliun vhnfl

on the following pages.)

Sccond Meeting: FLrgher orientation to club opergtion. Eleélion af
officers (it might be wise to permit nominations froﬁ'lhe.fioor in addition
to.lhe slate presented.by the nominating committee and ffll the offrees, one
office at a tlmé, thus making those who might lose, eligible for a fower
office. The size of your'group will dictage the numbe; of officers that ruu

desire to select. Usually six,)

Establish comyiltees and commitice chairmen. Discuss future euéuts and o1her
appropriate information - together with ﬁlanning. Have constitution

committee report on chapter conséitution'and adopt, if possiblc. Have
activities commitlee report on activities planned for the semester. Havce
treasurer collect dues.

Have geéneral chapter discussion to answer questions.

Set a time and place for the next meeting.

‘Within the week after the organizational meeting, the newly elected officers

should hold an extensive planning session with the coordinator for the pur-

puse of "grooming' each officcr on his or her responsibilities in regard to

the Tact that this is the students' organization and it will only accomplish

S -101 -
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what they as officers lead it to do, You should also begin the development
of a plan of a program of work for the entire year at this meeting., Have all
of the committecs meet and develop a tentative plan of activities in their
aorea for the vYear. The officers and committee chairmen should meet togethuer
to develop thé yearly plan of activities. Submit the rough qFaft of the
yearly plan of sctivities to the club members and to the school administra-
tion for reaction.

1¢;, Third Meeting: Settle on 8 plan of activities for the year and set about
to accomplish them. (Note: A yearly plan of activities should be flex;blé
e:ough to provide for special ilems and circumstances that might arise.)
Have secretary inform State Director and State DECA Advisgor of the formatiur
of the club. Have secretary requesat charter from State DECA Advisor.

11. Future Meeting: Follow through withiplanning calendar as nearly as poss.hle.
Plan to tske an active part t; the State Association.

12. Ask the State DECA Advisor or DECA National Headquarters for any service or

assistance available. They are always willing to help.
REGIONAL DECA ORGANIZATION

Kentucky i8 divided into four DECA regions following the same regions as
KADET. These regions also combine various vocational regions to make adminis-
tration and coordination of distributive education activities much easler.

All participants in the State Leadership Conference must first display
their capabilities in the Regional Conferences.

For additionsal informstion concerning the regional activities, consult the

Ihformation Kit for Reglonal and State Leadgrship Conferences.

- 102 -
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CIAPTER XII
THE FOLLOW-UP STUDY

On the last page of this éhﬂpter is contained a sample of the kunlucky
State Form VE-D.E, -5, which is to bce submitted to the State Department in the
1all of cach year., The exacl date will be includeé';h a schedule of events
tu be published by the Division of istributive Education. Data to he compirled
and entered on this form, fqr thé previous year graduates, may be secured
in several different ways. Regardless of the manner employed by the fnnrdlnalug
he should encourage the student throughout the entire program to be cooperatve

in "keeping 1n touch” and receptive and responsive to any inguiries un job

~

‘'statis after graduatijon. Establishing the proper rappert will insure more -

complete and honest participation in the surveys proposed.
Study the self-explanatory state form included at the end of 1this chapier

to determine the facts that must be secured from the graduate so that you

may plan the type of survey you will ;Se; The extensiveness of your Survey

will be determined- by what you hope to evaluate or identify. Comsideration

of the following suggcs}inns may help in planning, organizing, and adminis-

tering o follow-up study. Keeg in mind.that the coordinétor will submit nql

only the anmaeal follow-up form pictured at the end of {his chapter, but alsc a

rxvé-yunn,sludy. A form for this is to be devised by the Stote Department uf-
) Y }

Education sometime in the future. ‘

1. The purpose-of a fullow-up study

1. Determine the occuhatiunal statug of graduates

. - 163 -
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G

Detersone the nature of the pradougtes’

betermine the effectiveness af the

flotorwene the werit of schoul equipment

Determine the ¢ffeet of work C¢xperiences

betermne el lectiveness of total

Plannineg the study

1,

0

5.

progrin

Establish the purpese of the study

Know the community

. Customs and hubiuts
b, Attstudes

[ Koo nomy

Assistance with planniag
a. Admumistrators

b, LCounscvlors

v, Fellow teachers

d. Students

¢, Commanity agencies
f, Muembers of community

Subjects to be surveyved

a. Mole, female, or both

L. Attending coliege
2. Planning collepe

3. High school lcémlnnl

4. Any combination, or all
Maantangn student recards

a. Accurate

- 104
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b.

Up-to-date

Comprehuensive

111, Organization and construction of the survey

7.

8.

Ruestions and stalemeﬁts should be meaningful

Maintain continuity

Maintain brevity

Maintain clarity

Devise guestions and statements so that survey is easy to complete
Avoid being personal

Encourage participation in study

Make provisions for keeping address and other pertinent data current

IV. Administering the study

—

O
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Form to be used

a. Post card fold with stamp and nddress on hali to be returned
b. Letter, to include survey form and stamped self-addressed envelope
¢. Phone call

d. Personal interview

Personnel to assist

a. Coordinator

b. Administrators

c. Counsclors

d. Central office personnel

e. Clerical staff of school

f. Students

Frequeﬁcy of collecting data

8. At lgggi once B Year for those students new}y graduated

b. Every 12 to 24 months for those gradusted 3 to 6 years

- 105 -
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Uses of the follow-up study

1. For regquired State forms

2, Refine teaching methods

4. Refine course content

I. Refaine physical facilities and equipment

-

5. To assist 1u promotion of program

- 106 -
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INSTRUCTTONS

Thiu report is due November 1 and should show the sthtug of respondents as
Gf the work week ended nearest October 15 of the current calendar year. This
firtm 15 conecerned with 1t follow-up of students who completed o secondary or ;
post ~secandury program during - the fiscal year’ just completed.  Complele aud sab
mit L sepurate form for each level reported (if you have hotly :il'\‘llllti’il‘tr'_\' aued st
secondily progroms.) : R o

" Lane 7 s the Line that will be used by distributive cducation. You witl
nolicd that bl the other Yines hnve been X'd to preveni reporting crrors, liclow
ts an explanation of each of the colamns.  READ CAREFULLY BEFORE ATTEMPTING TO
PREPARYE YOUR FOLLOW-UP REPORT. ,

Column 2 ~ Completions - This eolumn indicates the number of students who -
successfully completed the required course of study in distribation and markeling,
whether they graduated from school or not, This column has been inserted for yon
by the Division of Distributive Education from the records you submitted h; Che
end of the school year, DO NOT CHANGE THIS FIGURE, unless you give an explina-
Lion for the change. ’ -

Column 3 - Status Unknown - Report any students who ‘conld nol br loeated.

"This number- should be very small, if You. have dev210ped and implementoed @ good

fallow-up system in your program.'

Column 4 - Enter.the total number of students knoun to bu nul avarlable for
placement i.e., the students who entered the Armed Forces; who cout inued flerre =
edueation at a higher level; and those not aNailable due to death,.tliness, n»r '
by choice. - . )

Column 5-Break out from Column 4, tie total number of ‘those students whe
are known ta be continuing their education or training at a higher level.

Column 6 - Enter the totnl number uf students known to have ‘been 1v11l1ble
for placement, .

Column. 7 - Enter lhe total. number of sludenls known to havc been employed
full time in the field for which they were.trained érs,a Closely related field.
Full-time employment means working the number of hours per week considered
normal ofor- that particular occupation. . —— = -

Column’ 8 ~ Enter total number of students who are known to hive been
avanlnble for- employment and ‘were year unemploved on Oclobcr 15 ur the current
year,

‘Check:' Column 2 less Columns 3 and 4 must equal Column ‘6.

For addltlonal nnformation and absxstanc conlact your coordinators of .

‘reimbursed programs. . S RS e R -
. - . .

Return this form to your rexmbursed or’ dxrect coord:nalor by NoYember i,

1970

Q
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CHAPTER X' .1

REPCRTS AMD FECCRDS

State Reports

Enial.ment and Termination Files (VE-$S-1)

Distributive education maintains 1 data bank on all enrollees. Input for
th1s oata bank is recei1ved through enrollment and termination files on each
student. Shortly after the beginning of the school term, You will receive
sufficient copies from your reimbursed coordinator for your program A sample

of this report is included ags Figure ;

Taily Schedule (VE-DE-2)

Your program is classified as a vocational unit under the Minimum Foundia-
tion Program. In order that proper certification can be made for your program
*o *he Division of Finance, a Daily Schedule must be filed in the State Office

by October 15. This Daily Schedule (VE-DE-2) is attached as Figure I1.

ipllow-up Report (VE-DE-5)

The need for conducting periodic follow~up of students in your program
wi3s stressed in Chapter XII.

The State Plan for Vocational Education states that an annual follow-wp

must btr made of the students who graduate from your program. The proper form

with ingtructions is given (n Chapter XII.

- 109 ~
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Monwrly Travel Report (VE-103)

The Monthy'Rgport of Re1hpufsa51é Travel (VE-103) serves two purposes.

4. Claim for réimbursemen} of approvable éravel expe&ditures,

b, .bi})y ieﬁurl of teachesr-coordinator nctivities.

'r‘ia extfumnly important that thts documenp be brought up to daie dﬁily, N
Jhefher approvable travel waS made or not.. See Figure I[l for a sample ind

1nstruction sheet.,

i 2cal Program Plan and Budgets

An annual program plan mus'. be submitted each apring by éachvschool
.j:onﬁuc:ing 2 distributive education brogram. This plén oullines your zurrent,
statﬁs}'shor:-ranée objectives, and 1ong-range objectiigs. Bﬁsed on th}s
l'prc:ugi'ﬁm.plan a budget is’brépﬁred to implémént'the ﬁlans for the forthcoming -
’schocl yea;. The format for use in :ubmitting the program plan and budgel
is given a$ Figures 1V and V. -
{

LOCAL RECORDS . - R ' RS

There will be many local reéorda that the teacher-éoordinator will find : ) ’ g
assential 1n conducting an effective distributive education ﬁtogram. The - ' . .
luflogxng records are basic tn the obération of any distributive education ' -

program, o S ' ' _ |

- Application for Enrollment. - o ‘ E ._ " ) . {
*ﬂ':All Ireshméh'students who élan td enroll in D, 'E.'!,in the sopﬁomore

year should complete an Application for Enrollment . Tenchef—coordlnhtors

qhould be very actxve 1n the guxdance process._ It ié esgential, therefore, <

'1h;L rnrol ment data be " gathered 2t “the end of the freshman yeﬁr; Figure Vi

gihss'a-sample Appllcatton.for:Vnrollment. ) ”-' ;“l b, o B L _—,,f

N
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'bJ uurwu1ng a courso of *'udy 'hat wu-l 1qq|st hxm in rn\ch1nb hi3 :"upa ;on;L
»ch;e:tive. it is 'ssen'lal thblef?lu “Lthat you malntaln ‘an ou'lxne of e~ch
cstuldent s coursﬂ of s'udy The outline given in Figure V1.! m:zy be used for -

“this purnese, 0 - L S . ts

'fu\lu: =o ’ommunxcate wx'h thelr supervlsors on ouc-of class act;vitles

{prxncipal. showtng your planned vtsll to employers davntown, home vlslts

h:halz d;rwh

»..Sﬁ.uc;JV1hie§; Plgure x 1s a. ru~omm¢nded form to- be used for this purpose

Poeonui }:'sumn Lol R

A rnsuhe of ¢1sh student must be secursd and kept.up 1o date e4ach year

tcecas satuations will dictate the kinda of tnfurmnllon you mus' ascure on eanh

arutert. The sampla ;esumé given in Figute Vit has been used by many distrib-

Utive. " iALIon Taachkers,

t

Distributive Eﬂuuwujon'fourse of - Study - H

“ach s“u{nnr {n dinfrlbutlve education who has made a caieur thoice w#ill . wal

lbaxly Class Schedule

Many fimes it is necessary ‘o’ lucate students duang the day. A class

o

sfhedule should be secured cach ynar rrom every student enrolled in distrlbu-

Corive qducstlon. .Figure,lx may be used for th}s purpose.

—4crer ordlraror s ﬂenkly Plan

- ) . .. .o T Do

x' . .
q')mn dimlniS'l:fOfS do not un'i katand the need for superv;sory txme

hese m1=xrdersvanoxngs genﬁxnlly 1rz~e hecsusp the teacher coordinatar»

I

18 h)ghx 2250 pnded that you presnn: a weekly schedule of activities to your

‘g,qfhndulo1 confnrnnres Nith studenms .ntc. You can rest assured that your

,Jprxf zpal wtll no' be requesting you to serve as a substitute teacher study

dr,_et"; if he knows vau have‘a‘compact well-planned weekly plan
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sl . SCHOOL NAKE

INSTRUCTIONAL PROGRAM NAME
. . - TUAGHER'S NAME.

- FENTUCKY STATE DEPARTMENT OF EDUCATION
SUREAU OF YOCATIONAL RIUCATION
PRORTING SEAVICES \MNLT

© STUDENT ENROLLMENT. AND TEHMINATION DATA-FORM VE-55-5

. CEMENAL IWITRUCTIONS
FOR COMPIRTING ENROLUOYNC AXD
TERNINATION DATA PORM VP-85.3

Puigoss ot Porm + Frrm VE-S3-% 1s dadignad B coliect enrallment and tareinetion deie ta he ueed in teporting to the U, 5. Dffica
wF £ducation, (o previde {nt (he da nd informat inn n otandant al Public loatruct{om, tha Asafetsnt Suparint
tn charge of, vocal{ons) educstinn, the Kentucky State Bosrd of Eilucetion, 1he Kantucky Vucsttonal Bducation Adviaery Counctl, »
“tuer miate and lucal spem lvs, : o ‘ N . .
Ihe-atudent deis svstem in deelpnsd 1o pravide banic dete sod Informst ton thet in ralatsd tu the needs of Kentucky vocational
atlwn evulunt (a1 p) rarame, i v . - v :

Wiiew Shin 1d_Form be Completrd - ALY atudents are required to provids enroiiment dets on fors VE-SS3, {13 tha firat time they

T entull <0 an inatitulion’s vocalsunal education progtem , {2} sach time they racenrell in an (nepitution following an official

CvUL perform s pre-aud:l an 4l] forme to

teemingt (i, The form should be completed part of the offlcini enrolliment procedur
educecion pragrem efter the offiria) sehool enrollusnt deadline ahould cowplete the for

Seud enrolling in @ vocetional .-
noon ae poasible efter anrclling,

Yhat Giepusitiun (a8 Made of the Furm - fhe completed snrollment lorme ¢hould be chacked [cr sccuracy by the teechat and forwerdaed
In the achea! gdminislrater win Ihen fotwards {1 to the ates vocationsl achool mupeYintendent or hia daaignea,. The area achool

. ure they ara correct and farvatd the fores to the Bureau of Vocational Educacion in
Frankfoet by 1he 1010 o rach month, In performing thia pre-sudit function, tha vescher and aran achool should give special
atrancion co the following ttems: . : . . .

(. Sociai E.r«(;ﬁ Numbier - the [orm cennot ba procansed without scélal mgcutlty number.
3. 2p Code . oL - .
1

Inacruccinnal prugram cade

1

&, tatent high achoul code where applivable

W gl Retuset ot wacet ional achon] rode

(t tn ot tely and eccurgtely tf1lnd in aa chey become the basin for many raporta,

' By tmprcgant Chat thexe fates be comp
“unn slgj_.l_'l--uplnu e Form - S‘rn-;-duy_ pose secondsry, adult preparatory end edult supplvmentary studanta should complete pages
Yoend S Pogr & thia foem Is ceaerved for termination date perteining.to sdylt supplementary etudants enly, and ahould ba
cumpletril by the (encher, principal or. caunselor sfter the adult supplsmentery couras hea bran completed, . N

© Ty data @ the futm will be Lunverred to magnetic. tape Iorprni;llv [ :n.;uu ’v'un.éut on mech student. Thers will be a prowision

tor mpdat ing 1he informatiun and the tarmination of (eecandary, post' secandsry snd edull prapsratory studente, Thaee printours will
be tonUnrdrd ¢ the achunuls manthiy.: - - . : L - C i

As & ald Lo the atudent and (eschee. In comnleting thia quenttorunirs, thars haw Bean prepsred an tnetruction booklee or taxonowy
whio b cuntalnn the tallowing: . . N . .
. et niginag L X
County and fsgiun Codea - elphadetical . PR
"Nemtona by atea schuul end-eatension contars « alphabecical
Area achonin and ‘extensinn concere - slphabeticel
Y abhreviatiuns . B :
:map of Kantucky mhowing {5 teg
Ocrupst tunal Prugtam Codes -
instruciiunel Program (coutas) Codes . . PR
High schoul snd voretional uhnnlbudn by tagion, county, and school.
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Poge 2

SUMENT PHROLIHPRT AND TYRMINATION FORN (VE-SK.S) pOR .
VECANICNAL LRI A ION STINENTS ENMOLIRD IN ncu-nm PORT-RECORDARY ARU ATRILT PROGRANS

NILAL SECTR LY SEMRIM . << Lra Wl eminie & sapply nf Socsasl Security spplication forme 195-%) cARY )
the Yoca) puar wltie. Sne1a) Securlry saglone! ufflce. Instruction 1a etudents
Al e prvvided by the tray e tefore Lhe studants vecord the {alosmatinn “8qusstad nn the applics-
Mhen Mot (w] HeCur Yy mwahers Lave hean igned. chey shouid be printed on thie lor-. ™ia ¥
|~.m 1V .88 1 001 be turvasded it ol (he Sociael sxwuy nUNbeT has been entered.

wxanets . CITIOLEATS) TR Bed : . . G seewns

STHUDINT S 1AST Hmrn-l'nnl Inn- leit (o vum yous lest nems. Peint only one luur in ewch

T e GREAARITIT L X -

sluumr § VLHST RAME AND MIDDLL INTTIAL---Pein, from left to Tight, your firet nams.. Peint your
®iddle antital In the PLOCK.ON [HY HTIDQ. RICHT, : :

oiis: CERERGLTTTTE

liRERERERNRNE

. STUDERI'S ADDRISS~erbyin, [rem-left to right, youz house mﬂu. leave o bl-nl opace, than youi

Students #1798 Neme a0d BAAMAe ZoAUIML
®ticpt name, lrave blenk upsey helwesn wirds. . . »
s ELTEL
n e v-u-l -lun nime, fepve o I‘I.nl ’Ip.l‘l bu-.m\ the wrd-
' ) um-u ['_:I:U ]’|| ['I']AI:F:'I )

t edilires tn Rarel Koute, o) trieral Velivery, ar!nv the worde (.bbnvl.u (%4 ninn-ry) lonving '
b ensse heivern Lhe virde, and belute the number.

Crarnes (RN ERERE RN
vy, (A GILEAEE)

OO ]

e e ST T T T T -

Fagt CLIACK

i
ll
?
1.
. T
t
.
5,
" L]
5
n

SIATE= =« Pevul Telt .tw tight, 1he shbtrviatinn Tur vour stete. A list of esste abbrevistions cen - FE? .
* he foun ARS _’-“ of the nstrnct sou book lel . . e . o

ZUE COUE- =Pl an, hrom teE) g l\llll.-ynur_ code. The zip ctode sust be fflled In,

uArI [ H!RI‘N~~~I’||n|, lvu- l'lv wn nllu. tn tigures, the month end yesr of your-blech.
- 1] ' . ) St

T with seen E[}Lﬁ . - o - ) | I

€t cude below (o [ndlcare ses. DO NDT _IISE M _FOR WALE OR F_TOB FEWALE,

de l'-nn 1+

=T,

FMHI (’Wﬁ‘.:hnnuur wapr nl the -.ln lul--l ln-l-lv ) |m1|=

® taciel origtn,
R L anl: LT

c2-Usucwsten fwhire} ;
I:Negrn (hleck)

" S-illner-Spacity ' T

.

RARTTAT STAYNSS cadv Tietuw hﬁnhrnu' marTiaT alatus,

1 TeMargied ted, Seporatad & ni-é.eod S-ﬂllonu

- ul thie mrnpllnmll muu.n

LFVEL OF Tllli nlnrl'Allﬂhu rknf‘muq---l.u the mlnu code to uﬂ'lx.u The level of tnetruction

] . '..A.:un I'.rplrlln!y (rort -tima otudy) . .
~Seenndaty s CF AL Supplementery (paic-cime orudy}’ °
. “l'te loep. Sey 1 1n ore trom many lonh)

favel

Shis 1omed

NOTE:. 1t studeni s rnmllm |n o lduh prn.u- u indln od ln em )2 obn\u. it item 1),
P o~ :

_ STUDEN1 S EDUCAT1OMAL, mm-»~lmln--u _the student's oﬂnunmnl ‘o-l by entering the
code from the llar baliv, " The stud nt should selece the educsl tanal

PPrOpY (8te - . 7 .
sl thac desl identifise

e u-q:l.n ! yun ln M.« -:h
3 2. -tompleie high echabl -
o +3-Lontinue edv-ecion In (L) nn-lh'-)nh u.lnlnl prolnn .
~h-Enter mlliracy service . )
S-Continue study in vncerionsl-1echnical, trode or, hu-ln
e Al rend community »on-.- {2, year program)
B A r-npl.n collegs Lot Bechelint's De .
#-Study bdeyond nuh.lut !
_9-0Other

.. DATE ENROLLED N THIS .()CCIIPATIWI. PEOTRAN- - -Peint [n the wpacs ’rov.l"l the mh.o: yoor the . C Lo
15 DATE PBOLLED t H = .

ll\ld-nl enrolled in thie ntrupl(lunll g:alrl-
TIORAL PROURAM POR THE HRSY ﬂ'ﬂ

1S ﬂll. DAI'I OCCUPA

. : . 8 T
_NPECIAL MOTE: . The studente nnwu.a n ehte oc:unuuul 'rn‘r- b.fon tha date a! nuhlu(n thi l _‘I
information shmiid cecurd the tets wvhen enrollsd in thy ueunllnn-l Fro|

for che PLNET TIME.

Y could h: thrae or lnur yoo

Prior 1o the pressnt

Wo, yr.
Jate Sarolied




[CRT Y] AL RO HAS Select 1he cude number, from the I8t belnw thet epacifies the
St el pogian whith Lie wiwlent (e enrolled end racord 2 In the spsce provided.
Wedgr ol ) Yhucar b} 09-Home Econumice Education

1ls Bun b and Dtlyce Educstion l6-Technice! Educstion
ey e (hut sve Fducation 17 ‘l’u‘n snd Industrisl Education

eeatth neeupat 1o Fducet 1on -

-Vocal tonal

90-5;-0:1.! Varations! Educstion

LYNCIH Y W CePA T b RAL ruucw---uw trepth of this occupetional program in hours. The lenprh
o1 this vccupat lnnel program stwuld be converted from yeare, seoestars, monthe, vesks ot deys tu
WilRy e INSTRUCTION,

1AHPLE At veay occupacional program, 110 deys each ye 1 hour :lnu porivd esch dey s
PR /RO AT} 1% an length.  This (lgute ghould Indicate tha tots! houre nt Inetruction,
tnclubiug o lasssoom, ahnp, #nd wiher trstruction by the teecher. Tha Langth of en nceupetionel
Peogras o tlie 1EKCIL O IOURS 10 this epecific school end does not refar to the length uof &

Heagtam 1 TG echool through the extension center or sree vocetionel

cecupalicnel te-,

ITugres Lo ngtn

(XN NANF 1K 1'N<|llu'll|mn PUDGRAN (counsn:)- Print From left to right, the name of the {nsttucrinnel
Pregram {eontaed gn which you ere entolling.  The Instructionel nrogzes icourse) nay be ulo:ud
St dast 4 llu 1struction hooklet pepe lesve blank epe Vesn 1mrds
" ARRRUNNERNT TN |u§1luc||--m| I'ROGRAM (COIRSE)-«-Print manch ond yasr the studsnt
ettt s tnstrucidonsl progrem lisures)d. J ]
ey PRI :
#
1. INS RN S TUNAL PREHGHAM mmusn GOl NI'MHEN. --Selack From page_] " of the lutrn:llun booklet,
the sote that rodiC8tes {he name uf 1his (nstructions! program lcourse).
) INSTH. Fr.0, Cuuett oDt
m. NIGE. 1 studene ds enralled o 8n 8dult grogrem ¢ {ndiceced i irem 12 shove, omit (tea 20. et
20, PHESERT MRADE LIVEL IN SCHOOL---Select [rom the [Lat beliv, the .pprnp:uu cods to Indicece the )
siudent s URESEN! GRADE LEVEL INM SCWL.
S lelrss rhan Grage 4 Belor y
2-Gtade 8 7-20d yeer poat sssondary
V-Geade i0 . notihes-Spacify 3
Lelitade 1)
Setirade 12 Present “rase
21, LAST GRADH CIMPLETED-+.5Seiect thé eppropriste code from the L1st below to Indicets the etudent’s
l1ust wrede cowmpleted be 1ling in thls oceupstional propram,
DU-Leas than Grede | De-Grade & 12-Grode 12 . )
dl-Grede | 07-Grade 7 13-1et yeor tulls,
02-Ctade 2 08-Crads 0
U] Crade ) 09-Grade 9
10-Grads 10
V1-Crede 11 1T-More then fout yeete college
22.* NGIE:  tf student entolied In an sduli occupations) program es indiceted In item |2 above,
— emit anem 22, L
230 PARERL H1GH SCHWHL--- nndery etudents who ere enrollsd in en occupationsl progrem tn an
tennte : I should provide $n thie epacs the perent high school code.
Reler 10 pages 1 the (nstrurtfvngl boukiet fnr tha cudes.
2%., MIGH SCIOUL OR VICATIONAL SUHUDL CODE.--Select from pages__5-6-7  In the tmstruction bookiet,
the Lilgh schaul, extenslon Sentet, at vacstions| echool cide number thet Léentifles the school
vhere thts oreupstinoal pergeam {9 being teught, FET YTy
2. STUDEKI'S KESLIERT CHUNTY CUDE NUMAER.--Select, the code (rom page of the (nstruction 9
hooklel . whith indicetes the cuunty kn which the student lives. Me# “"‘““ students uee
home county. ¢ . . ounly Code
2%, TYPE CIMMUNITY--- lndicate with proper code, the Typs cosmunity whete student lives.
Felip by - Papulstion over 50,000 - et leset one centtsl city -~
buchan + Prpulatican 2,500 or mors - Adjecent to central tity
. ‘ther uthen - Citles lees than 50,000 end mote than 2,300
CaaRyr . less nn.' 2,499 populstion ) C,.'““",
N

. =114 -

Page 3



THE IKFORMATION IN ITENG 75.40 SBOULD BX PROVIDSD BY THE TEACKER, PRINCIML, CoumE LR

it SPECIAL PRACRAMS DR SPECIAL SERVICES... in some 1Y ary 1o further tdentify en
eccupstionel propgrem with 8 special cnds ary, ssirct the code or codes
thet identily tne specisl Proptem Ot progtems andior speciel service ot servicss that sppiy
te This stodent and pPint tha proper code ot codes In the epaces provided, There are thres

sPaces provided for snswers In the gyant thet mors thas ons speciel progrem or epacie! ) —
S¢rvice Snply tu the etudent Ued gn appropriste number of apsces to describs the siruation.
it oni¥ one spaclel ptogtem or spacial sarvice 1s applicebla, rods the apswer 10 space
ruber | and Teave ap rumber 2 and 3 blenk. Bpecial progrem
For fusiner informarion ot clariflcation. contact the business sanager of rha vocetiona) oF Sarvise
school in your ragien,
Ol-Exemplary 10-Appronticoahip
3 -troup Cutdanes (Pre-Vocatinnet) {1-Consumay end Nomemaking - F
O1-Pre Poet %ecnndary -oTA

M -fowad 4] (Rasic Educalinnt »fs Kducation y
-Voratienal otk Study (Payr 1)

Of-Hendlceppad. servicas tendersd far 15-CR¥8

P2-Dlesdventag ssTvices rendered for 18-Pudlic Service Gceupatfons 101
dn-Toopecetive (Parr B 17-Orhat (Speciiy)

, Ne-Canperstive (Patt 0} @
LXANPIE 2 mait studen: may be r8 aiving servicas fn: dudun;’gg patson, Spectal
ertniled in o0 wccupatichsl progrem which may use gooperative [ e, snd he may Y4

1 1 1l
' MANDICAPPED. DISADVANTACED. OR BOTH.-.Salect s <ode frow the list below to indicata vhether

the student s handlcepped. disadvantaged, or both.

I-Dissdvent aged J-Handlcapped 3-Bath 1. Dissavantaged

L TIE T CONDITIONS OF DISADVANTAGED STUDENT---Lf the etudent (s Ldentilied ea uieadvantaged, select
one code that best describes the disadventaying condition of the student snd snter the
. apprapriste code -

1-Acadamic &-Dropout Pocent tal

2-Soc In-Econmaic 7-Correctional Imstitute Peroles

J-Aged B-Juvenlle Deiinquent

w-Carrectinnsl Inetituts Ineste S-Migrants

S-Culeural or Linguistic Lsolation 0-Ot her [corattion

v HAJOH RANDICAF F STUDENT-..1{ the studsnt 1s handlceppsd, saluct from the ILst balow, the
cade thot beat deacstbes rhe ma jor hendicep and antec this code

1-Crippled 3-BeTlously Rmotionally Dlsturbed
2-Nwal 6-Speech Impatred
)-Hard nf Hesring 2-Vieually Handicapped —
“-Hentally Reterdad B-Othar Keaith Impuired Jor Handiag ——
16 TEACHER™S NAME---PTint, froe laft to right, the teschsr's leat neme snd print the fizar fnitial
In the BLOCX ON INE EXTREME §ICHT IF thete 14 more then ons tescher, provide only the name nf

tia teachet whu le rasponsibie tat kespind 'he racords ol the rl

TLACUEN ) 8 LAY miXy
TZIMINATION DATA FO 3F CUMPLETED yOR ADULT STUDENTS [+ 154 CARD 3

i TATE “FINIKALD NSTRGCTIONAL PROGRAM OR OCCUPATIOMAL PROGRAM---Indlcata tn the epace provided,
the sare thet tne student terminered ¢he coures or progtém 1n this lowe ltotion {achool ).

V2 TYPE ) TERMINATION---1ndiietf with The spprodriste code, the Cvpe of Teralnation:

I+Dtuppad Inetructions! Program &-Dropped Occupet ional Progrem

I-Complat®d Jnatructions] Program 3-Completed Occupariemel Progras

1-Eerly Complatson of Ineiructional Progrem  &-Zarly Complation of Occupstionsl
Progr e TrPe Terminabien

AN DEGRF? OF ACCOMPLISHMENT---Mhen the sfudent cerminetes 8n Inarruct Ional ot oceupatons]
. PICATOM, aclact the Tode thet hest (ndicetas the degree of ercompliehment,
L-Excellent 1-Average 5« Poor
?-Gond “-Yalr

Degree nf Acoewplietmant
0 DROPOUTS-- -Fuy thnse s1udant® who do not wattefactorily complece the Instructional progrem or oteu-
Pattonel progrem, eclace lvow rhe 1int below, ths candicion chat cantytbuted most ¢o the termination.

Ql-Poor Attendencs 12-Tneulficient lacome
07-lack Progrese 13-Transportation Problews
N1-Hieconduct l6-Entared Armed Forcee
Me-mlcohollom 1$-Couldn't Adjust tu Progrem —
0%-Hentally Disturbed 18=1los: Interest
06-Moved From Area 17-Dldn’t Attand Remediel Cless
D2-Family Care Responelbilities 18-Diskiked Insrrucinr
08-Peagnancy 19-Dialikad Counsalor
0% 11 1na 20-Changed Zducetlonsl Objectivee ]
10-Clw 5chaduls Intesferes Zl-Muployment In Jnb Related to Course
~ith ¥orking Schedule 22-Bwployment £n Job nac Ealated to Courss
1E=O(har Compst topn Progtams 3-Other Dropauts
" STUDENT'S AGGKEGATE ATTENDANCE---Indicats the total oumbar of lerructionel hours the stwdent
atraided chiw ,reup vlTam or (ostractfonel profram. [rcefiX with searcee If mscesdery.
. EXANPLE ane rrrverycr—rioR
Lo STUDENT'S IMPLIYFH---1lse (he spats prnvided to Indicar® Che neee of the etudant's employer,

Uss srproptiate ahbraviatinne within the space provided. Omit 11 not ewployed.

EMFLNER'S ARTHTSS. --Employsf'd srreet mmbsr end name OF Turs] rours nusber or ¥.0. Bom
4 Pumber Leave blank epare hetwesn numher and nems 5Nd batween (w0 word screet name.

18, POST OFFICK---Princ the saplaysr’s rity or fown In (he space provided,

9. STATE---Print the empluyer's stete in ths spaca providwd using « he abbravistlcos 1leted
on page__k _ of the loatruction manus).

E MC 40.  ZIP CODE--Entar che eoployer’e elp code in the epeca provided. vy Sy ode

Z




State Nepartment of Education VE-DE-2

Bureau of Vocational Education Submit 1 copy

Division of Distributive Educat ion by Octlober
Frankfort, Koentucky

DISTRIBUTIVE EDUCATION TEACHER

]

19 - 18
School District | Schonl
Pueriods 10 School Day Caty

vheck the i1n-service teacher education program i1n which you are eungaged:

[::] Nine-hour block [ i Twent y-four-hour btlock

l | Sixteon~hour plock _] Program completed
College you last attended Yoar Dcéren Held
Hours above highest degree Tota! years teaching

(not tncluding current year)

Minimam foundution rank Tota! years teaching D,E,

(not including current year)

Grade ]
cuds | Begin End Courses Level(s) Enroll lrgnt
-~ (Mime) 10, 11, 12 M F
1t
1
2nd _ ! _
n —
tth
{th
6th
! 1
“th i !
. - i -
Hth L

This is to certify that the dally schedule listed above i8 & !rue statemunt of the subjects

taught by with time allotted to cach.

Signed Signed

Teacher . PrTﬁEipnl

Signed

Superintendent
Nde: Fill in the scheduie completoly. Each peviod must be accounted for.

\f'-aoo reture this schedule by October 15 to the liegional Ooordinator of Reimbursed Programs.
[: l(:J document serves am a basié for the allocation of & vocatlional unit 1o your program.

Figure 171

- 116 -



Figure III
. ’ SAMPLE

MONTHLY REPUAT GF REIMBURSABLE THAVEL
N Lhn
VOCATIMIAL REUICATI NG FRUGRANY

’: August , 15 70, sehe- . __Danville High School

#ard * Fgacarion Danville Independent o "
Frave, b Appeeved State and District € onferencns o Mot ines e . .
) : Hea .. .. . . Charsr
. Tt Bl pen e Rt 1re Lo+t Supper LA Iy ;.-; l;:.
&L‘.L._- Annunl \_'gq_,__conigrn_cg_,. b.e0. ) 2.25 19.00 1 100 ) 16.00 28,78
82 | .. Av _Conference 1.00 - 1.20 2,00 19,00 } 1 _ _ l._1. - 13.25.
vs2 e v 1,39 1.15 2,00 .00 N .- 11400
. 83 ..t .90 130 2.70 | ——— ST S 08 1)
[POURREUNN I —— IR SN S -
- - — —= S e N, Sl
Sat-totain (R) .25 2. 80 B.95_K6.00. l.-, -l le.0ot 0 0 170,00
s CAher tecne, 3n Cenneetion wilh Fregram [s!pg-v:i:-.i:n. Csmmitter Meet:ing:, Ete.) e e —
- . Humbe Charoe | Pariire )
- . ) = 3 1= = .
tite Frren o Place Visited Purpose <f Trip or [ 3 qiies fr ot ot
: How Time Was Spent 231218 : sles | oe oo o
_8:7 Stewprts dvisory Comm. Plan. - -1 - - .40 ' 104 __BC_ ..
8,7 Grand lardware " " " - ]-1- 3 24 5 29 .
8/8 Coungelling D.F,. Studejpts 5 j-1 - - - - -
&9 N . i > 4-1 - = e
£10 I S I 41 -4 = -
TSI _ N K . 5 -1~ _ _
14_{ Jake wells = Home Visjit S I I 7 56 .
8/14 | Harry Olson N " L [-] - 10 80 __
813 | John Fulerum |7 T NN S S ST BT 3
3,14 | Bill Feldman __ " " L l-1 -1 s 4 .40 }_ . - _ ., 40__
..3/13 | Robert Wells " Vo |-l -l 34 .s6_. - 56
8,'15 District In-Service Mepting - ~ - - - - -
3/16 District In-Service Mepting - -
3.17 _{ McAlpins Student Plgcement {1 -~ -
A7 lAaxp _ .-._|Studept Placement - - -
8717 | Xroger JStudent Placement - §-
3/18_| Sam Whitpker e JHome Yigit L }-
_3/18 | Bill Senders " " 1 -
' _8/18 |} Preparation for Schoollupening-~-Lesgon P ing
$/21_| Teacher nce - -
3722 | J-B Fogd unrkgl ____{Studept nl D
~8/23 oh i er. }Student Placement W
_8/23_ | Counsell mg D.E, Studehts- i
= ' 3/24 |Adam's Feir " }Student Placement 1 ]-
© 327 ill's re R IR S Y I W S
8/27 | Preparation for Advisory Committee Meeting = - - - - = R S
. qu_m'l_so_y_m_t&.us_.r Commit eling i - -1 - - - - =
+ 3:29 | Susan's Pharma .. linterpretting M § - - 7 86 1. - ... ..5%6.__
. -3/30 | Bill's Advertising Student Plascement r |- - ] 72 = 72
“8/31 John Jacobs Home Visit - 1 - - 5 .40 - c10__
' . . Sub-totals {B) {42 O | O 147 11.76 60 | 1236
-0omedoE : » Teacher arand T-tal (AkB) $82.36
2 cwed by: ) , Principal -
. . Prepare b enpirs:
, Superintendent . .1 = 3vhool Flieg 7
. . 3 - Superintendent maiis two
. « Reglonal Superintendent cepiers.te Regional
Q . N - . "af Vocaticnal Fducation Superintendent of
E lC . - 117 - - {Frr instructi.na, Jjue reverse siae. ) veeational Fducaticn

Aruitoxt provided by Eic:



. IUSTRUCTIONS : —_

1. . Vocatirnal funds £r travel are limited Lo:

Ao Aitendime meetingn einlled by the arsistant Superintendent of Vocational Educaticn
o his ostatfl,
0. Visiting ;-rur.pnéuvu pupils.
C. Supervising veeational students. -
D. Atlending district cenferences and commjittee meetings- .
F. Carrying --ut other activities necessary for developing and promoting the program.

A pmlewserent ter teave! ghall be limited te the patronayge area of the schoul, fo -

apireved conterepers. and to travel previow:iy approved by superintendent in ceonnectin .
#1th Lthe piopram.  Heimburzement will not be mide for travel to state and district KEA
meelings and Jther cducitional meetfngs unleus all the teachers 1n the school receive
reirbursemrnt (or Lravel 1o these meetings.

Trivel tn stale meetings and meetings called by the Assistant Superinﬁ-:ndent ar his staff -
shail Inciude transportstion, meals, room, . 1:.11, .nd parking charges, Travel shall be
paid fup actual expense but not to excred tiw rate of B¢ per mile,$1Gpor duy for ro
and $6 per day for meats, :

' J\ppx--wcd ogl-m'-cnmunity travel may include mileage and the cost of meals not to exceed
the rate listed in Item 3, -

. Uther travel includes only milesge at the rate of 8¢ per mile or public conveyance charges.
tv ALl travel shall oripinate from the r.eacherl. headquarters (school) and return to the ~
he .dqun‘m... C
7. A _receipt munt be nuched to the reLrLs being sent to the Regional Superintendent fcr - . N
..11 ftems of cxpense amounting to more than $2. -
8. Aceurate records sheuld be kept dally of any t.ravel which is to be reimbursed. R .
a. 7 Four co";;ios of' the travel report should be made by the fifth of the month following the N
month being reported. One copy.should be phced in the school file and three copie: sent .
. Lo your upt.rmv.endrnt. Your superintendent uill keep one copy for his ‘files and sind two V- .
. coples with receiple, for items costing more Lhan $2, to the Regional  Superintendent of .- K

Vocational FRducativcn by the tenth of the month following the month being reported. _ !

'm. "i‘ravr] to cum'erencus shall be reinbursed onfy when the teacher at.!isnds the entire conference.

1. My v-ut-nr al.ale travol must have prior uruln-n approval"'or the usist:mt. auperintendent of : ’ !
- 'Voc.ALioml Educatiun. '_~_ ; ‘ ) -
" NOTE: | Tcm.lmr., ur .lgricuuux-r- and cooperatlve courdinators of other services are tu ‘use this
rorm ta acesunt fur-‘ ach working dl," act.ivtt.y outaide the .claasroom. ‘Teachers of .. : ) - H
tgricu] ure are Lo use T9% of tuzr total Lravel buuec. except for speun called : i
meeungs. for supervision of vocltton.nl students.

EKIC .

BRI A v 7 provided by eric I
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Appendix b
Purt B-D,E.

DISTRIBUTIVE EDUCATION PROGRAM PLAN FOR FI1SCAL YEAR

Briefly state the need for a distributive education program i1n your school.

Prugram Objectives:

a. Specific Objectives for 1970-71

b. Specific Long-range Objectives (1972-75)

Projected Curricula

Probable Enrollment No. of
Areas of Instruction |[Soph. Jr. Sr. Classes Teacher
Adult Programs
Classes No. of Probsble Probable
B = Classes Enrollment Teacher
a.
b,
C.
Figure IV
- 110 -



5. Facilitiens and Equipment

o your facelitics meet the mintmum standards established by the State
Board uf Fducation? Yes No » 11 “no,” what plans urc
being made 10 bring these up to the standards?

b. 18 your aepartment cquipped with the minimum equipmen! cstablished by
the State Bonrd of Education? Yes No . If “No,"
what plass aee Being mede to briug the department up to date?
8 .Wbul amount per student does your local bosrd of education provide for
maleriols and supplies? $ ’
6. Dbues your program anclude s DECA chapter? Yes No . 1f
"Mo," do yuu plan o implement a chapter? Yes No

4. Wha' plans arc being made to serve the disadvantaged students?

H. What plans are being made to serve the handicapped students?

O

ERIC

Aruitoxt provided by Eic:

Yoy
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ISCERUGCTIONS Mo 1 fARING RUDGETS
FOR VOCATIGNAL EDUCATION

2 . .
1 l'.u-.-..n-fl.n Tert 1 Erqueed G with the aepte abilee b Kups for coch sovet it g ot 3 evedo i) b v i
2, epare twetasgqee s of tha bardpet (s relain oue eopr i the sehiool disten t and forward thevitigas! copy with
. the progro apgslication fomi (o the reimbursl coordinator of vocational education,
3. For budpet yarpnses, round oil figures in the nearest dollar,
4. Builpet Requist
- a. Chrek only one bluck o the vaeal iunal progran arca This isto indicale the soune of funds 46 L uwd tu
* support the vocational e ton program,” 1 spevial program or cooperalive thnney 18 to be usd, but the
propram as palircly in one ot the vocationsl program areas, please speeafy the propram ares ia the Special .
Pmunm ot Congerating il k
T, 1u 11-« Rumnary of i und.iixqutm.-d plnrf ih-- :h‘m »f rsiwnh'un lhmu-pmpn.‘ll- i and 1 the
sppropiinfe cafumn,. Sumsanze totals (o the right sole and at the hottom, Fachentny on b . il
of Funds Heguested nst be identified on one of the 1ive hudget backup shoels, i ’
. Laave Sumniary of Funds Approved blank. This will be completed by the Barcau,
o thudpa l Sidiages ‘
& Na.l ° Adalt Programs  Use this farm only for adalt vocational programs. Check 1he appraaiate
socatiunal progrnn ares. Complete sl blanks which ||vply 1o the puvl wular ndull vou .muna| pwgum
b Na. 2 - Personnel Saluries  Use this form tu roquest pc»rmnnol salaties an pvugums uther than the
adult programs. THIS SHOELD NOT INCLUOE SA! ARIES PAID BY THE FOUNDATION FRO) -
GLIAM.. Check the appropriate vocational prizeam srca. Supply the informatinn requested on .
personncl, Under present policy, this budget hnckup shmnld onlv be usod for Pnrl B spomel o
pn.unmh Part 1), and i‘arl ALAR . ) .
. Nu. n h.m A4 - Chee k dlu- Appropriate voeal mnul grogzam wrea. Upto, three teuchers w«-umq
funds under the same Jiropenoes area may use thas forue, Pat the touls per teacher al the bottom of
' the page ind tlw totals of ol toacters ta the ay -hl sidh
oo d Y\u l - Opwegatimg Ly pegse - Ui thes budget Il.wlmp for vwluvsl.lng funds f npu.an expers
P PR ulhu Ih.m Lol Cluak the apptapriale vocaticnd POSTANY anes, Under present operating puln-n W =
: ' 1his l-udml backugs shavbd sy he wsed Imr l‘.a i S cal annpmms l’ml. n, m-d )’uvl LN -
e. Nu. 5 - ( apatal Quitay - U this furm 1a regoest II! ms of equipme ut ln Ve wned %o .lmnal
i - programs  Check the appospriate vocational POETan ares. Leuve the calivmus hesdid "Action™
e : o and “Amount Approve :l - l-l.mk for use b) llu lluu-m ' .

f.. Us only thee huda('l b l.l'p\ which sre roqum-d to ustify cx;wnduuu .un the lludu:l l(cquesl
}ovm Allld. the l)\ld"l'l h--rkup forms to Lin “lld|‘t| llvquc-sl. . .

Figure V




Putret Fequest (Revisd 4/27/70)
#inLal yoar 19

CRENGUCKY DLPARTA

VLPIS CODL
LISTRICT COLE

o ——— < -

TOOF LDUCRTION

BURLAU OF VUCATTHAL LOUCATION

Pranktort, fentuc-ky

Freparc 2 copiern frr each Yecationas I

WIARD OF LINCATINN

brogram Area in each schowl
“THUOL : .
L, MECInN X
CHECH APFROPRIATE VOUATIONAL PRINIFAM AREA ¢ {eteck onlv ane dtem)
PART W1 - REGULAR PROGRAMS PART U - <PI'CIAl PROGRAMS PART b - CONSUMER & HOMEMAKING A
. RSl W Pullibatapbonh
0 2 pricotture 3 Home l‘é.(Galnlu!}‘ {3 Dlssdvuntaged - 0 Mome Fa. {tomematung)
H 0O Bumnem & Llfice O Trades & Industry O Handicnsped ke et
: {D Duttivutive Educstion | (7] Othee (Specify): ] Other (55ecify) TARY G -~ CQOPFRATIVE
[J Health Occupations » bk = {0 Coopesstive Vocational Programs
_PART D - | KEMPLARY R )
" ) Exempluy Vor. \vogram X .
. ) FioiAKY OF FUNDS REQUESTED - {Vse N-x_izﬂ Backup's ar needed) - it o -
' = © becorlary Adult Total Reamiu, - inent
'v;'r op EXt F:.-mvm'.pg fosts Losts other Costs hrqaested Approved
CALATIES: Y - .
_ FUIl-Tlm- Adu.t Temchert XX XXX XXX
art=rime adult ‘{eau )5 | XXXXRX AXRAXX
-ﬂth-- "o—-- »-—(-1 . N
' SubeTetal
OVERATING COSTS:
Travel il
Teacning Alds & S\q_aLc' >
Otier Operating Costs -
_Sub-Total e
CAVITAL OVTLAY: :
Faultecnt - ub-'l‘otal - .
TOTALS
SUMVARY O FUKDS APPROVED (LEAVE NLANK - TO BE USED BY MMEAU)
Fropram lev-l | < - Nataiaen 1100) - Operating 4 A0} 1 capgral 1100} Total Funds 1 Jrodect Xo.
Sceondary C - [ Lo T Do - - ) )
Adult )
- _Sother
: Totaly i
of QUESTED: HEMOMMENDED
- . . .
i Department Chairman or Teacher . Division hirectur
:'1- School frincipsl. S X S ATIROVED: - T s eI \:, RN

Q “aperintendent

IRC .

- 123 - Assistent Suptrintendent for Vosatiovnal Education

= T it




Ll hagnp el AU TOEATIUNAL MOumT
2l Yrat 19

EIoplole BECRSTIEN C UF REDUCATICH
SORFRY CR Vo RTD AL TIUCATION
Frankf rt, :venturky

Prepare 2 coplern i €arh Vhedtione:

LA A S A
e et e I'rograr. Avea in ea=!: sthoel
w0 .
Y ¢
-t f3 XL ¥ & Cr ey L 2 _—E B
CHICO APLYORIATY VOCATUINAL PROGRAM ARLA (hech oty onediem)
L _PART O RIGULARTROGRAMS | PARTASPEUIAL PROGRAMSS 1 FAREE . CONSUMER & HOMEMAK]
L) Apricuttare - b ull Tane £ Health Occupations . T Dusdvantaged” : O Homedc. - £'ull Time Adutt
¥ Agnculture - Young barmer | O Hame Fo. (Gninfut) D Hendwapped . 1 dlume Pc. {inmercebing
2) :rn:nlw‘l.cnﬂf»'ul! L armer g Trade .sm-:'r“;y v O Other (Speerts: PART G COOM RATIVL
vanea "fwcr Other (5pacity ). PART 1) ~ LXFHPLARY : 3 Cooperative Vocsoonsd |
2 Dautibutise Fducadion s O Esermplary Ve Progem Prose
® WHEN A PROGIPAM IS CLANSIHIN Y AN A SPLCIAL MOCIAM INDI(AYE THE RFGULAR VOCATIONAL ARFA BY PLACING AN
4

XiIN{ YFOR FACH, ARI-A INVOLVFD,

SHLARLI S : —
o ~*TOTAL: - [RATE PRI LU

PRONLPTED FROGHARS o . NUMRER 0H HATE YRR _
1 N ( : : ‘ : OF HOUAG  [INGTRUCTIONAL | TCTAL.
o e : o COURSYE TITLH QFAFHI;J ,;Aw.- i pru rurmq.n TROGCRAM rore

. | \ e
. s, -Ir. > iy
. - ] . B L o © Total Salaries for
b ‘ : K Toahy “ParteTime Fersonnel —
. . L
LR L I e T R AT TEACHA YESUTY SALIEY £05T
'_ -==. " - - = b N B . ¥ i
: A o B R e - Total Salaraes for-
. , . _ ¥ : . K v-ﬂ""“ﬁ\‘gl—']‘imr terzon el
OPERA™ 1S COViTS - —-
: ‘ Total Operating Cost | i

vaching Alds & Supplices

1. Transfcr total to imi;ut request form 4 : )
2, Al :natrucuuml rxcgz-;vu. for adultl must he .approved berore instruction begins

’ El{l.icn' tolumn ror ugricultu.re programs - _‘ 123
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Terienned Jalarao

COrhes Thatl Adull baayratoen o

DL cknp A gReaud 831130
Caewnd vear A0

. ' KERTUCEY DR; ARTMLLI T OF FIMCATION
- FPHFAU OF A OCATICHAL LU TON
» . Frant Cort, Kéntucky
Seer OF ROV TON mly tu be used Il Pegqueilioe L alacde
. - under the Vocationul tiauzution h~t ot
nt, : o 1968,

. NOT PR FPOURDATION T,
. — Irepare 2 copics for euch Vocalianal :
YN : Yrorram krea 3u vath schuol,
: . ' - . o !

e

. ALK APPROFRIA I VACATIONAL PRIKGRAM ARLA | {cheek sinly ane flem)

PART # = REGULAR FROGHAMS PARD H = SIHCIAL FROGRAMS

[ Disedvanteged

- > e & -

CPARY A - CONSUMER & H10MIN ABING LA,

T Apacolivee L 1tome Fe. (tinmful) O Honte Fe. HIumznmkmﬂ

{73 duddnen & Offlee
CJ Datntwnne d.ducathan

{3 frades & Industry
Ul tsther (spevity).

-

) Hendicapped - - ==
" PART G « COOPERATIVE

{0 OtherZSpecity):

T tteatah Uccupation — 0 Coaperative Vocatinnat Programs
: S PART N - EXEMPLARY . . )

(3 Exempiary Vocational Program

4

O3 LESONKMY. SALAIOTG {1 ikt personnel by ratecerier fuch as: Administrative Instructor:r  ‘auni, bte,d

FULL |PanT
TIME _JTIME

AME, . ‘ TITLE ’SECON‘I\MW TOSTSY. CONDANY TOTAL OALAWY




et Davkj 74 Revied 37337309

SOARD OF EDPUCATION

r ¥iceal ¥ear 29

KLHTUCKY DEPALTMENT OF 1DUCATION

BURLAU OF YOCATIUHAL ET'UCATION

Frankfort, fentucky

* TFAVFL

Prepare 2 copies Ior each Vocational

Progran Area in rach tthool

HOOL
“oICN
CHLCK APFROPRIATE. VOCATIONAL 'ROGRAM AREA  {chork onty one liem) .
TART B - RFGULAN PROGRAMS PART B~ SPECIAL PROGRAMS FART ¥ =~ CONBUMEN & HOMEMAKING -
0 Apriculiure C D Home te. ((‘-olnful) ) Disasventaged " [ Home Ec. (Homemaking)
0O Rusiness & OfMice {1 Teades & Industy (2 Hendicapped =
03 Other (Specity): ‘ PART G = COOPERATIVE

0 DHistrivutive b ducetinn D Other pacity):

(3 Heolth Occupstionm

PARY D « EXEMPLARY
O Evemplery Vocations! Progrom

[J Cooperatine Vocetional Programs

oA

' ANTICIPATED TRAVEL

ESTIMATED COST

Teachers! fast Nm'elg

TOTAL

>, Other travel needed in connection with procu
 {hescribe bricfly whut Lhis will include)

3,7 State and other meetings called by Aasdstant’ - e
_ Superintendent of Vocational qucauon or hu stars’

..upervulon {approximate number of pupils to be vsnted

md number or vultu to cach Pupll)

undlutu meqtinu) : .

4>~ District mectings &nd conferences (nuabsr and kind) =~
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Foorad Yemr I '
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FT LY TTRCATION

LERTISY SEPAITHLUT G DUCAII0N
BIAAY OF YOCATITIAL 1NCATION

Frankiort, “entueky

e,

aus

OPERATING EXTFNUSEDN
1G4y than traveld s
[

Prepare 2 coplics for cach Yuveat.nnal
Progiin Area in vu:h sthoal

AMLUR APPROPRIALIL YOUAVONAL 'ROURAM AREA  {thech only one dtem)

PART H = REGULAR FRUGRAMS
——— ERR - o4

T Apricuttuee

(3 Rusiness & Oltice

3 Dlstritwtive § duentinn
"3 dlealth Ogcupatinns

PART I — CONSUMER & HOMI MAKING

[ Home 24 (tamlul)
Tl Trades & fudustey
13 Orver (Specily):

PART 8 - SPFCIAL PROGRAMS

) Diendventaped . - o ' 13 thume Fe¢ (Homcmakng)

O Hondicapped .
Cdmer (Specity): PART G — COOPERATIVE

PART IV » T.XEMELARY. .
C) Exemplary Vacatinial ¥popesm -

13 Coopreative Vocatinnal Pengrams

OPERATINO TYPENSHS

Whlie
i

DESCRIPTION =

TOTAL .
_RPFROVED

COST

e b




nadpet Backup #9 (Havised 4/27/70)
1 Fancal Yoeur 30

FICATION

MRy

LLNTUCKY DETARTENGT CF LDUCATION
BUREAY OF VOCATIi NAL 1 DUCATION
Franktore, Kentucky

brepare

RININIYH

Pragram

FG10N

CAPITAL LAY

¢ copies for each Vocational
area'in ciuch achaol

CHYCK APPROPRIATE VOCATIONAL I'OGIRAM ARFA

{rhevh vnly one Item)

. «

FART It - RLGULAK FRUGKAMS

PART B ~ SPECIAL PROGRAMS

O Aghivlture
O Buanew & Office
O Dutridutive Educstion

0O Hume Lo, (Grinful)
) Trades & Industry
0O Other (Specify):

O Dissdvantaged
O Handicapped
Other (Sperify):

FART F - CONSUMER & HOMI' A l"xé-
{3 Home Ec. (Htomemaking) :

O Heatth Occupations

PALT G — COOFERATIVE

PART D) ~ EXFMPLARY
O Exemplary Vecational Program
N - .

[ Coan Vocational Py

1. FPurchases of cqu!pnent with federal f‘unds uill be made in line with. the policies

Vocationul Educatien,
<, List itemn

‘in oider of priority,

]"‘

Each ftem uill b2 {1} approved,-

of tiwe Bureau of

{2} dcrerred or {3} disappr'oved

Those nem.. deferyrcd may be purchased when addltional funds- becomu 4vallah1u

Aruitoxt provided by Eic:

) i S ‘ oWt
AUkl -UNIT- ] TOTAL [ACTION | APFROVED
TITY 1TEM DESCRIPTION cosT § cosT | 1]7] 3] (Leave Mank)
r ~a
s
. L ,

-

L= .
&) :

EMC - "37.', Totals: e o _b
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Home Room

APPLICATION FOH ENROLLMINT

DISTRIBUTIVE EDUCATION

NAME

AGE SEX

(Last Name) (First Name)

ADDRESS

(Middle Name)

TELEPHONE NO.

(Street & Number) (City) (State)

DATE OF BTRTH

NAME OF HIGH SCHOOL

Zip Code)

SOCIAL SECURITY NUMBER

YEAR

PHYSICAL DISABILITIES

HAVE YOU EVER BEEN ENROLLED IN A D,E, CLASS?

WHERE?

NAME OF PARENT OR GUARDIAN

ADDRESS TELEPHONE NO.
(Street & Number) (City) (State) Zip Code)
NAME OF HIGH SCHOOL wUNSELOR__
APPLICANT 'S SIGNATURE . DATE
PARENT 'S SIGNATURE DATE
Figure VI
- 128 -
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PERSONAL HESUME

NAME SOCIAL SECURITY NUMBER
AGE HEIGHT
WEIGHT RACE

DO YOU OWN AN AUTOMOBITLE? ARE YOU A LICENSES DRIVER?

NUMBER OF HIGH SCHOOL UNITS COMPLETED

DO YOU PLAN TO ATTEND COLLEGE?

ARE YOU INTERESTED IN RETAIL WORK? AT WHAT LEVEL?

WOULD YOU BE WILLING TO WORK OUTSIDE YOUR HOME COMMUNITY?

HOW DID YOU BECOME INTERESTED IN DISTRIBUTIVE EDUCATION?

WHAT ARE YOUR PARENT'S ATTITUDES TOWALRD DISTRIBUTIVE EDUCATION?

WHAT WORK EXPERIENCES HAVE YOU HAD?

REFERENCES:

Name Occupation Address . Phone

Figure VIY

- 129 -
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DISTRINUTIVE EDUCATION COURSE OF STUDY

I NSTRUCTOR YEAR

SUBJECT, AREA, OR UNIT

1.

2.
S
4.
5.
6.
7.
B,
9.
10.

Figure VIII

DAILY CLASS SCHEDULE
Period Class Room Instructor
Fipure 1X
Q - 130 -
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- EVALDATIUN AND & ThEl VAT (ON

Evaluation represents the»besl Judgment after all evidence h3$ been
considered.’ and shau)d be made first by members of the school staff. FEvaluative
2riteria, nsiné the product rathﬂr‘than Lthe proceas approach, is no# being

N déveloped'for all vocational education programs. After field testing in one

o

. = . wocational regloh thig evaluation’ﬁédel will be implemented statewida.
‘ ’ Accrodltatxnn gnnerally utilxzes the prozess - approach Lo ‘evluation.
“he State anrd of Education, through the State Department of Bducatlon.
accradits all secondary schools on 1n. annual bssis through reportq and

. ‘ §upnrv£sory visits. All secondary schools are accredited every five year

haged on a "umprehensxve team visit by the Slate Deparlment of Education

'Prior to this !aam visit, a eelf -avaluation instrumen: is mailed to the Distrib-

utive Education Department,: The staff in the local Tistributive Tdurition

" "

S
L.

- Departmant completes this self-evalua’ion snd makes it available to Lhe team
member (8) ‘assigned to make an evalualion study.

A copy of this self-evaluation in®rument follows.

PR A v ext provided by eRic




RO A 1701 Providd by ERIC

1661

e

il

SELF-STUDY EVALUATION FOR DISTRIBUTIVE EDUCATION DEPA RTMI.-LN'I'

District ‘Px}ﬁfjﬁnl
~ 8chool e Date
V. STAFF

Department Chairman Co \

Na, ol teachoers in department: Full~-time

l‘art-_x ime

Na. holding degrees: MA or Above Bachelor Degree No Degree

Mo, holding certificates: St-ngnrd Provisional Commi tments

No. of teachcrs assigned in: Major Minor - Out of Field

No. of teachers with teaching experience of: 0 1 yr.

i

No. of classces size: 31-35 - ) 36 or more

2 yrs.

-

3 yrs. 4 yrs. or more

No. of teachers teaching more than 675 pupil hours per week

“11. ORGANIZATION
COURSE OFFERINGS AND SUPPLEMENTARY DATA. -

T e . Check il
- ' o Number of Required for
Title of Course Grade Enrollment Sections Graduation

Units of
Credit

v




OISTRIBUTIVE EDUCATION.

T 1 CMLOSOPIY AND OBJECTIVES
A. Phitosophy *

1. Attieh w copy ot the philaosophy of the locad srhool,

o Attach oo copy wl the philocophy of the Yocal lil.\'lrcluu;w- axlucud som
departneat,

3. Is the phalosophy of the schoud tn accordance with the philosophy of
the distributive education depiciment? Yes N

4. Indicate aveas of agreement and/or disagreomoent,

o, Explain briefly the differcuces hetween the philosophy of the sghool,
disteibutive cducation depsitmeat, and that of the philosophy of the
- State Department of Edueation,

G, Deserdhe the extent of involvement of husiness u\mmmcl!\' and pareatls
with the distrabutive education program, i

7. besceribe the lmdu. that is projoec ted to pnronls and the hu-;inm.b
vomnund ty,

8. Objectives

- ’ 1. In view of your stated philosophy, list the major objé(-t.h;cs of your
distributive cducation pregram, : :

1. ORGANIZATION AND ADMINISTRATION
A.  General Factors S . o

i Ihs!lihunw- cducation t8 far ull stu-h nis wha wanti, nced, and can
C profit t'rnm ‘the 1mtructlom. What percentage of the total scheol

O .

[MC I ' - 15'-‘

Aruitoxt provided by Eic:



Strong Adequate] Woak] Non-Applicable
populatamn 45 hwang served o the dis- ] T

tributive edueation progvam’”
(Strong = 30%; Adeguate = 15-30%;
Weak = Less than 15%)

2. Temmanal behavioral objectives of Lhe
distributive cducation program are
developed cooperatively by school
wifictals, vocatinnal educators, ompleyers, j
advisory ¢ommittee, and other intcrested
gruups, '

3.» The distributive education program is
ovaluated annunlly in light of the
stated objectaves,

4. Distributive cducation program is adfusted
constantly to meet the current needs of
distributive businesses by a comnunity
survey,

5. The distributive education program offers.
training opportunities in many diversified
arcas of distribution to students who need
and can profit from such iraining.
Comments and Recommendations:

6. The teachcr-coordinator is responsible for supervising on-the-job
training experiences, and distributive education club activities,
Yes No

: - ) <
7. All scnior members of the distributive education class are lawfully
© vemployed in a distributive occupation or engaged i{n a simulated

|\?; ram. Yos No

B Faroliment dn the cooperative distﬁﬁuftve cducation class is limited,
- in order to pruvide adequate timc for individual instruction and‘
supuervision, Yes No

g. A1l stﬁlcnts whilc_empla | in_training statjons reécive stipulated )
salaries comparable to 5. arles paid other beginning cwployces *
perfoming similar duties ' Yes No . S

10, The distributive cducation teacher-coordinator teachcs only distributive
cduecat i'on classes in the school, Yes No (1f this7is not
the ecase, oxplnain,)  List dutics of teacher-coordinataor nat relaloed to . ) -
dasbrabutrve edueratrons: -

11. Each student has sccurcd a work_pcmit and a seeial sccurity card for
the current ycar,  Yes “ No ’

El{lC - o C .- EI'S§ >
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Advisory Committess

1. The administration--principal, supcerintendent, and teacher--has appointod
Ny

n spocial advisory committec for.distributive coducation, Yes

2. ’nﬁ: advisory committee 18 composcd of individuals representing employcrs,
No

workers, educators, parents, and other interested groups, Yes

3. The dutics of the advisory commfttce arce confined to counseling and

advising the coordinator. Yes Nao

4. To what extent s the advisory committee -usod? Comments:

Community Surveys

1. Typex of specalic training to be offered
arc detemined by surveys of distributive
busincsses, the fallowing facters being
wonRslderaidz | Total numbor Tmployed in
tastributive businmiscs, number employed
in specific distributive businesses, and
annual iiced for new workers in specific
distributive businesses,

2. To what extent are the present offerings
Jin distributive education representative
of student and communifty needs? .

J. To whal extent do training and experiences

of fer paraliel present conditions and °
provednres axhung"-in distrnbutiun in the
commiinity '

Y]

4, To what ¥xtent do the ol forings provide |
for the development of an understanding
and appreciation of employment and good

“workmanship in your community?

"3, To what oxtent does cach student receive

ERIC
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related job training based on the survey:
fintum:s" ‘

R-uxdundﬂopom -

1. The courdinatol‘ makﬂs a: ﬂling wiih the principal of a propo-ted itincrary
of Loordinauor v sits, to keep him :I.nforned.

Strong

Adcquatel Weak

Non-Applicabl..

-

Yes - No

2 Tho coordinator malntains a record of daily coordination and other

—dlstributivc Lducation activities‘ - Yes

3. Pom:nu.'nl rocords of each student are’ kept by the coordimntm-.
; tecords 1nc1udv grades,. job performance, and other pertinent intormati«m

s
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5.

6.

7.

H,

which wall provide a sound baxis for answering letters of inquiry and
refercnce, and provide records for future coordinatofs who will be
responsihle for the program. Yes No - )

N 4

The conrdanator has a tratning plan for each student, indicating ths
beginning jobs on which training is required and future training shaich
will be given each student, w0 that cmployer, student, and coordinatar
are aware of achievements and progress to be made, Yes No
{1 w0, explain.)

The coardinator und employer work coopetatively tn the developuent
of the tratning plan, Yes No
A training agreement hls been signed by studeat, pareat, mnplmor, and
courdinatur, Yes No

————

The coordinator follows a planned program of work and course of study
developed at the beginning of each school year. Yos No

The follow-up of graduates of pmzrﬁn is 'indtclﬂ‘ed in the student' .
depariment record. Yes No .

Schoo! and Community Relstions

2,

Trong] Adoqual o] Woak uu-‘NﬁﬁTﬂ;’.W’-T_

Te whatl exteont 1e an organired and func-
Jtioening program of publiic infarmation
“maintnined to kerp potential cmployers
and -the general public informed of the
services avallable through the program?

To what degrer have the media listed
boelow heen used to impart information

o the purposces of, and services rendered
by, the distributive coducation progpam?

P — -

Check Items Used By Your Department

- Radio

3

O

ERIC
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Talks to communily groups

News relcascs - ) N :
ueaﬂvts or bookicts explaining and |

)

Television . - ) -
Contests

Movies and slides

Open house and other soctal
activities at the schaol
Exhibits and displays

How do busincss m,-np)q_-' ia the cowmuni ty coopurate and show an intoerest
and a desire 1o assist the distrivutive cducation program? Comments:

S <~ =137-. .
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4, How do the teachers an the school caoperate with the distributive
education coordinator? Comments:

5,  How do vou inform the guldance counselors about the place of
distributive education in the total school program?

6, How well are the activities of (he distributive cducation program
puhlic¢ized in your school? Comments:

F. lnsvﬁctional Personne! .

1. Do you participate in activitices that provide in-service training?
(e.g., state and district teachcers meetings, other educational mcetings)
Yes No List in~service meetings attended during the
current year:

2, " Are you amember of professior.al organizations? (em, AVA-KVA; KADET-
NADET; NEA-KEA), Yes No List organizations to which
you belong: ¢

3. Arce you an active participant in school and community affairs?
Yes No List activitics in.which you participate:

4, Do you have an undorstnnanu of present laws and regulations pertaining
to distributive cducation? Yes Mo

5. Do you maintanin acquaintance-with current developments in distributive
cducatian on the vocational level? Yes No

6. Hnve you had courses in teaching methods as well as the organization
of distributive education instructional materials? Yes No

7. Do you believe in the value of renewing your occupational experience
and taic advantage of every oppoviuaity to add to your occupationat
knowledge by returning to work iu some distributive occupation? Yos No»

StrongfAdequatc] Weak] Non-Applicabl.:

", Staff members are knowledgeable an
distribution and arc able to convey this
knuwledge to the students,

Q - 138 -
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10.

Staflf wmembers are familiar with |
the history, purpose, and objectives 1
ot distributive educatinn.. [

Strong] Adequats | ¥eak| Non-Appli. .

Stal{ members assist the librarvian
in sclecting materials in distetbu-
tive cducation.

lIL. FACILITIES AN EQUIPMENT

A. Facilities

1.

The space provided for the distributive cducation progras mects the
the minimum regulations set forth by the Division o/ Distributive
Education,

a, ltoom 30' x 40' Yes No
b. 100’ candles of light . Yes No
€. Storage space Yes No
d. Electrical outlets appropriate to room cquipment Yes No T
e. Coordinator's office Yes | No

Comments on Strengths and/or Weaknesses:

8. Equipment

O

ERIC
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1.

The following cyuipment is part of Lhe classroom inventory:

Cheek Items You Have

a. Coordinator's Office:

Ol Mee pesk and Chair Typewriter
Telephone Filing Cabinct(s)
Bookease or Shelving Wastebaskoet

Extra Chair(s)

b, Classroom:

Bulletin board Chalk bhoard
Display case Display window
Stuarage lockers Price ticket market
Wall shelves Spirit duplicatonr -
Sign press and supplices Paper cutler
Paper panch Charge plate macthane
Assorted sign holders C Staplers (hand and gun)
Staples " Hammer
T-square Saw
Tin snip Serewdriver
Paint brushes Pens (assorted [ClL tips)
Scissors {at lcast 5 prs.) Pencil s arpener
Full-length mirror Wash bas 1

-~ 1% -



Individual tables with chayrs
Wastebaskets

wWrapping counter

Cash register stand

Peg boards and uqulpE;ET—_
Manneguing and feature platform
Clock

TvpverT:F-_

Commentl s on Strengths and/or Wenknesses:

Eguipment Lables
Counter displays
Shadow boxes
Magazine rack
Storage cablnets
Extension cords
Cash register
Adding machine _

2.
for instructional purposes:

Check Those Available

Opaquu projector

16 mm. projector with sound
Slide projector with sound
Overhead projector

Dark blinds for the windows

Comments on Strengths and/or Weaknesses:

The following audio and/or visual equipment is provided or available

Screen
Projector stand
Tape recorder
Flannelhoard
Record player

3. The following supplies are available:

Cheek Those Available

Toape

Price tickets
Business forms
Ribbon

Comments on Strengths and/or Weaknesses:

Show vard'papur

Sales checks

Wrapping paper .
Stationery angd related supplics o
Record folders -

V. INSTRUCTIONAL PROGRAM

A,

O
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Coordination of Cooperative Students

1. Coordinator plans home visitation prior

1o placemenl of stwdent,

2, The conrdinntor i bhzes cacli woecek o

wiethhen plam Vor supervisbon acliiviLies,

oo Proveston as o madde Tor coordipaing
instructional activities with
student's developed training plans,

the

Strong| Adequatcel Weak]Non-Applicable
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4. Provisuion is made for individual in-
depthe study by student of occupational

Strong

Adequato) Weak

Non-App }— ;.: .AT;T'

|

information in his chosen carcer objcective. J {
Comments:
Cooperative Training Station
1, Instruction in teaching methods forv . T
cooperating employers and sponsors is !
made available by the coordinantor, .
2. Students are placed in training stations !
tn accordanve with their career objoctives., |
—

d. The teacher and the training sponsod
record periodic evaluations of the
student’s ability to apply what he has
learned,

4. Training sponsors provide guiduance and

on-the-job training whiich result in
students being capable of performing
the work [or which they are being trained.

5. The coordinator conducts a planned visit
to the student's training station a
minimum of once a month,

Comments @

Evaluation

1. Adegnate records of student progress are
kept up to date and used in development
of instructional activities,

2. Thoe coordinator periodically cvaluates
the ¢lassroom instruction.

Comment s

Follow-up and Placemsnt

1. Follow-up of graduates in distributive
cducation reveal that a large majority
pursuc tite career objective as outlined
Iy the student.

- 141 ~
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Weak! Non=Applicabile

Strong! Adeguate

2, Provision bs made for program udjustment

when fudicated by tollow—up statistices,
3. The coordinator wmaintains follow-up of

graduntes for a five-year period, .
4, ‘The coordinator guides the placement of

students in relatlon to the student's

carcer objectives,
Comments:
DECA
1. The youth organization is an integral

part of classroom instruction,

Comments:

instructional Materials and Library

1,

Students and faculty use library
facilities for distributive education,

Instructional materials inciude pro-
fessional periodicals from the various
specific areas of distribution.

An organized reference file of 10~
structional materials is utilized by
students in the classroom.

Use of instructional materials includes
recognizoed texts, teaching units,
reference materials (both texts and
workbooks), and resoirce persons.,

Comments;

Adult Education |

1.

Frovision for actively promoting and
conducting adult diatributive education
programs is part of the organizational
structure. ’ :

1r .truction in adult piograms contributes
to the community needs and objectives of

the local school system.
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Conmen e : . . E o

H. Disadvantaged and Handicapped - L : ' -
L . - - 3 .
) . Strongl Adequate |[Weank  Nem-Appl 1 b
1. Proviston has been made Lo meast the N )
instructional icceds of the disadvantaged ) R -
and handveapped student, ’ ” 4

Explain how this 18 done:

) . - — . .
| V. LONG-RANGE PLANNING K : . -
A. “Planning ;! - .
1. How 15 .the distributive education teacher{s) invelved iu developing and
. . : 1 - . .
revising-local pltans for vocational education? : -
° =
B. Long-Range Planning {6 yrs.) i -
1. In the revision of the Local Ptan for Vecational Fducation, \i‘h:ﬂi ‘
exemplary and pilol programs have cvolved? -
: SR . . . -
C. Budget : R ) . )
. Relative t.n_yoin‘ budgets, explain LhE«p)'ugrcssivmu,-ss of the distributise :
education program, such as to the’ vocational units and teacher requirve- .
. ments nveded. ) j
= T -
<
- ».\- . ) L . R s » ] - ".
D. Resa&rch. : . - ¢ -
1 I . . i .
' A 1 3 o . -
1. What luture research is planncd to keep vour distribulive cducation - . :
’ ;’)‘,rm:r'mn up' to date with resp«ort to economic developments in. the communily?
Vi ) e : ;
- 7 o F
2. What provision-.does your schoul make for vocational education rescarch? o

-
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T
viine 9F FLiM<TH.PS
(=]
Advertgsing
‘The Picture’s the Thing.' .16 mm, rolor. souna 18 min..

and Hutchings, Inc., 333 West Lake Street. Chicago,,llllnofs.

Linsg, Miller

Feturn trans.

p rtation charges paid by borrower. Mus: be bosked two months ir advanze

Fre=-loan.

"sPat Does Advertising Do®" (35 mm, filmstrip, 64 frames, 13 min.. :slor,

record--12", 33 1/3 rpm.‘y Audio-Visual Center, Evening and Ex*ension ™ivision,

. tublic Retations

"Ho+ to Pemember Names and FAce:. ' 16 mm. sound, 20 min.

thg Piziure Service, Inc., 45 Rockefeller Plaza, New York, New_ York

Yree<joan, . 3
- 3
S2.23 Training "

“fohnny Meete His Boss, ' "Johnny Sre:tz the Tustomer

Modrrn 7

19020

“"ity College 8§zhool of Business, i7 Lexington Avenue, New tork New “ork, 10010.

1k

ohnny Presents the

¥eribzndise " and “fohnny «loses the Sii2. ' (Filmstrips with narration on

rezord or tipes Audis-Visual Educition fervice, Wesbrook Hali, University of

Minnesota, Minnzapolis, Tor Fale,

' 1ch Fegistering Made Easy.” (Zoupzi-slide training film,

19 mir !

chandising Film Productions, 410 Fourth Avenue, New York ev York. 10016

Tales-Training Movin.' 116 mm. sound, solor 22 min.) I,

an3 Compary. ‘'nc,. Nemsurs 5308.‘Pelaware. Free-loan.

.

du®Pon*

Wz -
-

Fo e

a2 emous

A1l Zan re.” 116 mm. scunc 23 min.d Modarn Talking Picturzs Service,

. J :
‘nc.. 45 Beckefeller Placa, New York. ‘ew York, 10020. Free-loan.
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"Beh)n4 Each Sale." (16 mm, 32 min.J) Modern alkiug Picture Service, Inc.,

21 West B.th Street, Now York, New York, lOOEB.f‘Free-Loan.
. Tkt
“"How to Keep Customers Buying i1n a Sclf-Sevvice Store.”" ({Pilmstrip

Mational Caah Register Company, Dayton, Ohic, or see your local distributor v
Free-1-an
"The Ten Commendments of Masas Fetailing.'' (Fiiastrip) National Cash

Register Jompony, Dayton, Ohio, or see vour local distcibutor. Free-loan

A GEWERAL SOURCE AND AVA ! LABILITY INDEX
FOR FILMS AND FILMSTRIPS

Aggociation Films Encyclopedia Britannica Films, Inc
561 Hillgrove Avenue ~ 101 Marietta Street

taGrange, Illinois 60525 Atlanta, GA 30303

American Standard Fish & Wildlife Service

Plumbint & Reating U.S, Department of Interior

S8ales Training Unit . College Park, Maryland 20740

4n West 40th ‘Street :

New York NV 10018 General Motore Corporation i
. . Film Library

American Telephone & Detroit, Michigan 2
Trelegraph Company

Film Display Division Goodyear Tire & Rubber Co.

195 Broadway Audio=Visual Department

New York, NY 10018 Akron, Ohio

Audio-Vigual Extension Hadden Films, Inc.

The City Colléege 422 west Liberty Street

17 Lexington Avenue ‘ Louisville, KY 40203

New York. NY 10010

Bates Film Library
Rig elow Carpet Co. 267 West 25th Street
140 wWadisen Avenue . New York, NY 10007
New York, (Y 100186 l

Bates Manufgciuring Co.
Businese Fducation Films 30 Vesey Street
4607 16th Avenue - New York, NY 10007
hrooklyn, NY 11204

California Commercial Films
duPont deNemours ) 141 El Camino Drive
Motion Plcture Section - Beverly Hills, California 90210
¥ilminton, Delaware ~-=-98 <.
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D, T. Davis Company Hammerm:1l Paper Company
366 Walier Avenue Advertising Department
Lexington, KY 40503 1557 £ast Lake Roed

Erie, PA 16511
Continental Productions

539 Vine'Street Hyyck & Sons, F.C,
Chattanooga Tennessee 37403 Kenwood Mills

Rensselaer, NY 12144 .
Dartneil .orporation
4660 Ravenswood Avenue . Insulation -Board Institute
Chicago Illimois 60640 111 West Washington Avenue

Chicago, Illinois 60602
tdeal Pictures Corporation
625 E, Southwater Street International Films Bureau
Chicago. Illinois 60605 57 East Jackson Blvid.
Chicago, Illinois 60604
!deal Toy <“orporation

299 Fifth Avcnue Mirror Manufacturers Association
New Yerk, NY 10010 2217 Tr. bune Tower

435 North Michigan Avenue
Jawall Rood Stores ’ Chicago, Illinois 60605

hicwgo, 'l1linois 60609
Modern Talking Picture Service, Inc

‘ones and | amson Machine Co. 9 Garfield Place o
Springfiel?, Vermont 05156 Cincinnati, Ohio 45202
Iam Handy Organization Movies U S,A,

Detroit, Michigan 48211 729 Seventh Avenue

New York, NY 10019
johnsen and Juohnson
Promotion Department National Association of Retail Grocerec
New Brunswick, NJ 08901 - 360 North Michigan Avenue
. Chicago, Illincis 60601

Kendall Refining Co. . .

At Mr. .'ack Eastman National Bank & Trust Company

Fraiford. PA 16701 231 Jouth LpSalle Street
Chicago, Tllinois 60690

XKroger Company

Promot ion Department ' National Canners Asscciation -
7th Streect Information Division .
Cincinnati. Ohio 45202 133 Twentieth Street, NW

Washington, D.C. 20006
Leather fndustries of America, Inc. '
411 Fifth Avenue National Cash Register Co.
New tor-k, NY 10016 Dayton,”®Ohio or see your local dealer

Hunt ington i.aboratories, Inc. Lily-Tulip Cup Corporation

Huntington, Indiana 46750 Sales Training Department
_ 122 East 42d Btreet
Hollywood Pictures New York, NY 10017
106 S, Church Street .
Charlotte, North Carolina 28202 Louisville Free Public Library

301 York Street
Louisville, KY 402(G3
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McGraw-1:11 Book Company
Taxt Film Department

330 wWest 424 Street

New York, NY 10036

Owens-1llinois Glass Co.
.0, Box 1035
Toledo Ohio 43601

Paraffired Tarton
Yagegrch vouncil

111 washingron Street
chicaga. Illinois

60602

F:hert Heis & Co.
Advert ising Department
Empire 81 -te Building
rew York. MY 10001

Femington Arms Co., Inc.
Barnum Avenue
Brngeport, Connecticut 06008

Roson Corporation
Training Division
wo-dbridge, NJ 07095

Sterling Movies USA, Inc.
100 Eagt Monroe Street
Thivzgoe, Tllinnis 60603

"niversal Bookhinding, Inc.
B00 Black Avenue B
Sin Antonio, Texas ~--~6
Nash-Kelvinator Corporation
Keltvinator Division

Filh Section

14250 Plymouth Road 48227
Detroit, Michigan

National Restaurant Aamsociation

B South Michigan Avenue
Chicag~. fllinois 60603

National Petall Hardware Association

964 North Pennsylvania Avenue
'ndianapolis, Indiana 46204

O'Brian Corporation
Att: Promotion Minager
20C1 West Washington
South Bend, Indiana 46628
United World Films

1445 Park Avenue

New York, NY 10016

Yestern Electric Corporation
I'ilm Section

Box B68, Gateway 3
Pittsburgh, PA 15230

Wond Conversion Company

-J, B, Egan, [Cirector of Sales
w-1800

First National Bank Building
St. Paul, Minnesota

Warner & Patterson Company
920 South Michigan Avenue
Chicago, Illinois 606G5

Remington Rand, Inc.
315 Fourth Avenue
New York, NY 10010

Shell 0Oil Company

Film Library

624 South Michigan Avenue
Chicago, Illinois 60605

55101

Department of Audio-Visual Services

University of Kcntucky
Lexington, KY 40506

Merchandise Film Productions
192 Lexington Avenue
New York, NY 10C16
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MUL1TI~-OOLORED TRANSPARENCIES AND COLOR STRIPS
EXCLUSIVELY FOR DISTRIBUTIVE EDUCATION TRAINING

SOURCE: Colomial Films, Inc., 752 Spring Street, N, W,, Atlanta, Georgia

30308,

Distrabutyve Education

Series Iiils Cost
1 "Good Grooming' (18 transparencies) 60

11 "Orientatton to Distributive Education” (17 trans.) $50
198} "Job Application and Job Interview'" (14 transparencies) $40
v © "Baslic Salesmanship' (21 t;ansparencxes) %65

.

V  "The Distributive Education Clubs of America’ (11 trans.’ <25
(ﬁﬂlﬂ‘ The complete vet of five series--$240.00~-is available for a 10-day
veview.} (Additional series in the Colonial Films D, E. Program will cover
‘Bagic Principles of Design, Basic Principles of Color,.Display and AVvertising )
Serics‘I is destigned to méke students conscious ofdthe role good grooming -—
plays 1n daily life and presents basic good grooming rules that apply particu-
larly to students about to enter the workirj; world. Series II outlines the
bagic Distribuiive Education program and is designed to introduce D. E. to
high school students, post secondary students, civic organizations, parents,
teachers, and iuterepted groups. Series 111 explores the various phases in
applying for a job and participating in a job interview, ard illustrates forms
fhu( must be filled out before seeking employmert. Series IV defines selling,
paints out the basic channels of distribution and reasous people buy, and
explores the major steps i a sale. §E£i§ﬂ_£ outlines the activities, henefits,

and program of DECA--the na.ional organization designed specifically for

- 153 -
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students enrolled in Disiributive FEducation. Most of the information in this
- deries comaes from the Nmtional DECA Handbuook and the material covers the DECA

program at nationul, state, and local levels.

Color Filwstirips of Parliamentary Procedure

PP - 1 - "Importance and Fundamentals' (b5 Frames) . $6.00

PP.- 2 ~ "Main Subsidiary, and Incidental Motions" (54 Frames) $6.00

PP - 3 - "Privileged and Unclassified ﬁollons and Miscellaneous
Tnformation' (50 Frames) 36 9

COLOR SOUND FILM FOR PUBL1C RELATIONS
AND/OR INTRODUCTION TO THE STUDY OF DISTRIBUTIVE EDUCATION
“Distributive Education . . . Tells It Like It Is.” (28 min )
Public Relations Department, Sears, Roebuck and Company, 7401 Skokie Boulevard,

Skoliie, Illinois, 60076, Free-loan.
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Teaching Alds - An Example

o
ERIC

FullText Provided by ERIC



o

ERIC

Aruitoxt provided by Eic:

THE SIGNPRESS

These instructions for the use of theSIGNPRESS héve bzen broken
down into five lessons. The first %our- lessons can bz covered
in one hour each but the time requived for the last lesson will
depend upon the number of stidents and how much time can be
alloted to each student or each group of students for individual
practice on the SIGNPRESS.



O
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CONCILUS 10N

1. -Machine-made signs are easily duplicated.
Not as time consuming as hand painted signs,
Many signs can be made abeut as fast as one after scet-up.
Machine-made signs are far. less ox pvnsxvo
»r- ““““

2. Siwns are needed in the school Cdlvtcrln and bookstare to
advertise ball games, dances, plee club activities, bake
sales, fall festivals and other school functions.

They may be used with window displays and~interior displays,
or to display class slogans, etc.

3. Through the study and use of the sigonpress, skills are obtained
in-type-setting, sign lnyuut, sign cumpu51tion, balange and
‘inking ard printing.

BUT MOST OF ALL

4, You will be Tearning a marketable skill hecause all stores and -

maﬁy other businessces usce sipgns Lo announce and advertise new
preduct:s, price goods for sale and stere announcements.,

APPLICATION

" Nave different students repecrt on the following from outside reading:

. Hlistory of printing,

b, HMethods of sign painting.

c. Types of signs needed today,

d. Chopsing proper words for sipns, . :

f;’



LESSON PLAN
SUBJECT OR UNIT: The Sign Press

OBJECTIVE: To become proficient in the use of the Signpress

INTRODUCT.ION
Early mau made public annoucements in clay or sand or even dust through
the use of crude pictures %adc with the finger or a stick. Later hec began
drawing pictures on stone or wood through the use of charcoal. Even later
crude pictures were etched in stone.
Today we make announcements through use of hand-painted sieons, stencils,

letter presses, of f-set presses or {lat-bed presses such as the SIGNPRESS.

Things to be brought out by the student

1. wWhy would we make signs on the signpress in preference to hand-maae
signs?

2. Why are signs made?
3. What can we learn by making signs?
4, Can we use the knowledge obtained in making signs outside the
classroom?
PROBLEM

why study the Signpress

ANALYS TS

Advantages of machine-made signs
Uses of signs

Skills obtained

. Marketable skill

B~

REFERENCES
Signpress Visual Pak #2

Handout #1

Aruitoxt provided by Eic:
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LESSON PLAN 2

SUBJECT UR UNIT: The Signpress

OBJECTIVE: To become protieient in (he use of the Signpress

INTROICT LON

In this lesson we will become tamiliar with all the components of the
SICNPRESS. You must be familiar with all the components of the SIGNPRESS
before you can make presentable signs on it.

You must know: (1) What to sct the type on, (2) Where to set the type,
(3) How to set the type, (4) How to hold the paper on the movable carriage,
(5) How to square the paper, (6) How to load the paper in the machine,
{(7) How to center the type, (8) How to operate the movable carriage to make
the sign.

Things to be brought out by the student

Since you will be showing the students the components of the SIGNPRESS

and their functions, this part will not be used.

PROBLEM

What are the functions of the components of the signpress?

ANALYSIS

. Machine bed

Gripper fingers and gripper lever
Anchor corner

Type bar

Movable carriage comb

Movable carriage components

[ RV I S Rl

REFERENCE
Overlay #1 Visual-Pak--Signpress Company

Handout #1

ERIC
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CONCILUS 10N

michine hed is the flat metad surface upon which the Lype is
(#1). . R
gripper fingers (#2) dre the fingers that hold the paper. They
activated by the gripper level (#3). T

anchor corner is the coruer of the gripper fingers nearest
operator which squares the paper making it possible to re-ink
reprint a sign in case of uneven ink on the card (#4).

movable alignment comb (#0) scrves as the right hand anchor
the type bars.

type bars arv the hars upon which the type is set (#5).

Movable Carriage compouents arce:

The adjustable pressure dial (#7) is for setting the thickness
of the paper to be used.

The floating roller (#8) is the assembly that applies the
pressure to the paper to be printed, according to the
thickness dialed on #7 above.

The Twist-Grip handle (#9) lccks the floating roller (#8)

in the position dialed on #7 above.

APPLICATION

Have students sct the type bar in place, put paper in the tarriage

and

Frg
i

trun the Twist-Grip handle as if printing a sign.



LESSON PLAN 3

SUBJECT OR UNLT: ‘The Signpress

OBJECTLVE: ' o become proficient in the use of the Signpress

INTRODUCT LON

In order to operate the SIGNPRESS efficiently, cortain accessories

ave essential and we must know their use before we can effectively use

the STGNPRESS.

Things to be broupht out hy the student

Since you will be showing the students the essential accessories anml

their nses, this part will not be used.

O

ERIC
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PROBLEM
. - ) | .
How to use the cssential accessories of the signpress v

ANALYS1S

L. Aluminun type bars

2. Type

3. Spacers

4. Mopnets

5. Ink, platen, and brayers

REFERENCES
Tandout #1

Overlay #2 Visoual-Pak~-Sipgnpress Company
Overlay #4 Visoal-~Pak~-Sipnpress Company

.Tips on the use of the signpress

CONCLUS ION

1. The aluminum type bars hold the'type on the machine bed. They
come in various lengths and%the various lengths are used depend-
- ing on the length of the line to be printed. (Hold up various
length type bars.)



2, The type is made of both metal and wood.
a. Type up to 72 pt. (approx 1") usually comes in metal.

1. The smaller metal type has a notch on the bottom (hold
up a piece of the small type and point out the notch).
This notch should always be turned toward the operator
when on the bed of the machine and turned down when stored
in the racks. If it is turncd down when stored in the racks,
it will always be turncd right to go direct to the type
bar when setting the type. In other words, you will not
have to turn it over before putting it on the type.bar.

2, The large metal type will have an air cell in the type
to reduce the weight. These air cells must be on the
right side of the type when on the machine bed and should
be stored in the same manner when on the racks. (Hold
up the large type and point out the air cells),

b. Type larger than the 72 pt.is usually made of wood to further
reduce weight. Since the wood type does not have notches or
air cells, we mark the top and always store it that way.

Now we will set the type for "SIGNS ARE FUN." Notice that

we set the type from right to left and just as it comes from
the rack, with the notches toward you or the air cells facing
right depending on what size type you are using.

3. Spacers are used between type characters to separate words, numbers
and sentences. They are also used to S-T-R-E~T-C-H out words. (Held
up a spacer.) Spacers also come in- assorted sizes.

4, Magnets #10 are used to held the t&pe in place on the type bars or
to hold the type bars in place when the alignment combs are not used
or to hold the_type bars when printing a curve. See tips on the use
of the signpress for directions for printing curves. Magnets come
in assorted sizes for special uses. (Hold up magnets.)

Note: It is suggested that the type not be inked in this lesson
because of cleanup time which usually requires. about 15
minutes., It is further suggested that students be required
to clean up after each use pf the signpress themselves for
obvious reasons. ) '

APPLICATION

. Have éach of the students go through the process of picking a bar and
setting the -type for the sign, and returning the type to the racks
properly. : . )

_ Q

ERIC

Aruitoxt provided by Eic:



E

LESSON PLAN 4
SUBJECT QR UNIT: The Stenpress

OBJECTIVE: o hecome proficient in the wuse of the Signpress

INTRODUCT TON
Now that we are familiar with the components to the SIGNPRESS and the

essential accessories, we are now ready to make a sign. "Signs arce Fun."

Things to be brought out by the student

Since you will be showing the students how to make their first sign,

this part will not te used,

PROBLEM

How to operate the signpress or making your first sign on the signpress

ANALYS IS

Choos¢ the proper type bar

Pick and set the type

Spaccers

Center the sign and lock with the magnets
. Inking the type

Printing

. Clean-up

NOVW Pt

REFERENCES

Qverlay #3 Visual Pak-Signpress Company
Overlay #4 Visual Pak-Signpress Company
Handout #2

CONCLUSTON
1. Choose the type bar and insert in the aiignment combs. The width
of the paper stock and the number of lines to be printed will
ascertain where the type bars are to be inserted in the combs.
2. Pick the type, remembering to arrange the type from right to left

and also remembering that the air cells will face to the right or
the notch will be toward you, depending on the size type used.

O
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- Conclusion (Continued) !
3. Usc spacers to divide the words in the sign.

4. After the type is set, coenver the sign through the use of Lhc Tyt
on the machine bed for standard cards or through the use of the
" \ : ‘ numbered squares. When centuering through the use of the squares,
G ) remember to consider the space under the gripper finger as part of
: one square. (Sec Handour #2; Section V, for additional information
on centering.) If non-standard cards arce used, it .is casier to sect
the type, center with the numbaered blocks, and cut the cavd as
desired after the sign is finished and dried, When sign is centered,
LOCK in place with the magnets. )

5. a. Squeeze % inch of ink from the tube on the top portion of platen.
(fo save clean-up time, place a sheet of paper on the platen
and work your ink on it.) :

. Touch the brayer to a small dah of the lnk

c¢. Drop below the centir of the paper or platen, and work the brayer
back and forth, liftiny the brayer at the end of evach forward
and backward stroke. Usc a cross pattevyn when you pick up some
more ink on the brayer, to gt a4 more cven distribution of ink
on thesbrayer,

d. With the brayer evenly covered with ink, apply a thin coat of |
ink to the type. Get more ink on the hrayer and roll the brayer
horizontilly, vertically, and diagionally for a better distribution

. of ink-on the type.

6. a, Secr the adjusrable pressure dial, Be sure to move the carriage
enouph to the vight to clear the gripper fingers before setting
the dial.

h. Depress gripper lever and insert the paper in thc gripper flngers
remembering to place the paper in the anchor cdrner to square it,

¢, Move the carriage forward enough to clear the gripper fingers,
then move carriage handle to the printing position and lock by
turning the twist-grip handle clockwise and holding in positien
while printing. This s#llows for.sn even distribution of pressure
across the face of the type.

d. Lift printed matevial watil it clears the type, depress gripper
lever and remove the sign,

e, Sprinkle cvornstarch on the printed sign to hasten drying.,  Ordinarvily
it will take a sign from 12 to 24 hours to dry depending on the
paper used and the weather conditions,but through the use nf the
corn starch the sign will be ready in from 30 to 45 minutes. ~
Take tissuc paper and wipe off the corn starch. '

7. Cleaning and Maintenance, Sece Handout #2 Section VIIY.

APPLICATION

 Have each student follow the above procedure and clean up after his sign.
-~ This will take more time but will save you hours of cleaning up after the
students, :
You may wish to divide the students into groups of four for this assignment.
O
ERIC
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Handout #2

THE SIGNPRESS

I. TYPE [
a. The typc included with our signpress is of 4 different sizen:
L. Sizes up to 72 pt, {(approx. l inch) are of metal

a. The smaller types will have a notch neir the bottom.
This type 1s placed on the type bar with the notch
toward you.

b. Larger metal bars have air cclls., These cells are
placed on the type bar with the air cells to the
right as you face the tvpe.

c. Type larger than 72 pt. is uvsually made of wood.

IT. SPACERS

a. Used bhetween words, numbers, or sentences or to s-t-r-e~t-c-h
out a word.

II1. ALUMINUM TYPE BARS
a. Holds type on machine bed.

1. They eome in various lengths depending on line to be
printed.

2. The bars may be bent in order to print curved lines.
IV, MAGNETS

a. Used to hold type and bars or type in position on the machine
bed. Allows a set-up without use of bars.

V. PICKING AND SETTING TYPE

a. Place the type bars without tyﬁe on the machine bed and into
the alignment comb in the appropriate position the lines.of
print are to be usged.

l. Pick the type characters and place them on the bars,
remembering to arrange type from right to left.

Note: When placing the type on the bar, the air cells
will be to the right or the notch will be toward you.

2, Center the type through the use of the'v" for standard
cards, 3% x 5%, Sk x 7, or 7 x 11; or through the use of
the numbered squares. (See Note on the ‘following page)

ERIC
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Note: When centering through the use of the squares, remember
to consider the space under theigripper assembly as a portion
of ‘one squire,
- C .
1f non-standard cards are used, it is much ecasier to sct the
type, center with the blocks, and cut the card after the sign
is finished.

VI. INKING THE TYPE
a. Stéps in inking

1. Squeeze % inch of ink {rom tube to top portian of platen,

2. Touch brayer to small dab of ink.

3. Drop below dab of ink towards hottom of platen and work
brayer back and forth, lifting brayer at the end of cach
forward and backward stroke. Be sure to use a cross
pattern as shown in transparency #4 to insure even coverage
on the brayer. :

4, With brayer evenly covered with ink, apply a thin, uniform
film of ink to type. Roll brayer horizontally, vertically,
and diagonally.

5. Re=ink for each sign. 1f multiple colors are desired,
distributive dabs of virious colors on ink platen, Using

- . a different brayer fo: each eolor, apply the proper amount
’ of ink to the tvpe characters.

VII. PREPARATION FOR PRINTING

a, Operator should always stand, at the left side of machiné facing
the adjustable pressure dial’

1. Set adjustable pressure dial to correspond to thickness of
of material being printed. Remember to move roller
carriage enough to clear the gripper fingers before setting
the paper thickness.

2. With lines of .type locked in position, move carriage assembly
(in raised position) Lo gripper end of machine.

3. Depress gripper lever to open gripper fingers, remembering
to place material into anchor corner to insure proper
alignment AND, if necessary, to permit reinsértion of
cardstock for a second impression.

4, Release gripper lever in order to hold material being printed
securely in place for printing.

5. Move roller carriage forward enough to clear gripper fingers,
about 1% inches. Then, move ruller carriage handle to printing
position and lock by turning the twist-grip handle and hold
in position while printing. This allows for an even distribution

o of pressure across type face.

ERIC
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With left hand holding the twist-grip handle in position,
push roller corriage across material being printed.

3 l. "Vﬁ : 3 .
Release twist-grip handle and move to a raised position,
return roller carriage to gripper end of machine,

Lift printed material until it clears type face, then
depress gripper lever and rcmove printed material.
Improper impression will occur if gripper.level is
released before card stock:-is lifted.

Proofread printed material [or ink coverage, spelling, and
layout. If imperfections exist, make the necessary
corrections, re-ink, then insert material into gripper
fingers, remembering to carefully place material into
anchor corner. . Repeat printing process. '

VIII. CLEANING AND MAINTENANCE -

O
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a,

Wood and metal type--use a dry or lightly dampened cloth to wipe
ink from type characters {always use recommended type wash).

L.

2,

3.

Never allow wood type to soak in any liquid since warping
will result. : .

Occasionally, a’ tooth brush can be used to thoroughly
clean type.

Always clean type immediétely after using, then place
type back into the proper trays.

Brayers~-to clean brayer:

L.

Place braje;.on piece of newspaper, then, pour small amount

. of type cleaner on brayer roller and paper. Roll brayer

back and forth”to remove excess. Lastly, brayer can be
wiped clean with cloth moistened with type cleaner. :

Platen should be cleaned after cach using.

1.

Use a clean cloth moistened with type cleaner.

QOverall machine should be periodically wiped clean.

1.

A lightly oiled cloth should be used on the metal parts
of the machine, especially the machine bed. Be sure to
wipe off any excess oil.

A small drop or two of oil should be placed on the roller
bearings and the roller tracks. Wipe off excess.

For continued smooth operation, be sure to wipe roller
tracks with a clean cloth,
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LESSON PLAN 9

SUBJECT OR UNIT: The Signpress

OBJECTIVE: To becone proficient {n the use of the signpress
INTRODUCT ION

You have all learned (hopefully) the components and essential accessories
of the signpress. You arc familiar with the types of <:.~s suilable [or
printing on the signpress but many of your signs had ¢law t some kind or

another. Moat of these flaws can be corrected {f you ' + what caused them.

PROBLEM

What are some of the common mistakes made in iting on the Signpress

ANALYSIS

1. Poor ink coverage

2, Uneven edges on printed characters
J. Uneven ink coverage

4, Blurred characters

5. Slow drying ink

REFERENCES

Overlay #7 Visual-Pak-Signpress Company
Signs printed by the students i{n previous class

CONCLUSION
1. Poor coverage (pin holding) is caused by:

a, Not enough ink on the type. The object is to have a thin
uniform layer of ink on the type. It may be necessary to go
from the platen to the type with the brayer from 2 to 5 times
in order to ink the type properly depending on the number of
wo-41s8 in the sgign.

b. ° . enough pressure. Adjust the pressure dial a couple of
notches to the right to increase the pressure.

c., Ink may be dried out or the type may have some foreign substance
on Lt, Check the ink and the type for pruper cleaning.



Conclusion (Continued)

2. Uneven edges on the printed char.cters v aused by

a. Too much pressure. Turn the Sign over to sce {{ an engraved
effect has been left on the back side. Decrease the pressure
by moving the pressure dial a few notches to the lefrt,

b. Too much ink on the type will force ink to the edges of the
type and leave a jagged cffect on the sign, Roll ink thin.

3. Uneven ink coerage i8 causcd by uneven pressure. The twist-grip
handle was not turned to the right and held,or it was released
too soon.

4, Blurred characters are caused by releasing the gripper fingers
before the card has cleared the type. Lift the card from the
type before releasing the gripper lever.

5. Slow drying ink is caused by:

a, Using Improper cardboard., Th» ink cannot penetrate the surface
of the paper and therefore must dry in the air.

b. High humidity will cause slower drying.

c. Ink applied too thick will naturally take longer to dry.

SPRINKLE CORN STARCH ON THE SIGN WHEN FINISHED AND IT WILL
USUALLY ORY ENOUGH TO BE TAKEN OFF WITH TISSUE IN ABOUT
30-45 MINUTES.

APPLICATION

Have students observe signs they have made, pick out mistakes, and give
the remedies to correct the mistakes.

ERIC
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INK SLOW

TIPS ON THE USE OF THE SIGNPRESS

0 DRY

If you are having trouble getting ink to dry, sprinkle cornstarch evenly
over the printed matter and allow to diy for about 30 minutes. The cornstarch
can then be wiped off with faclal tissue and the sign is ready for usv.

CURVED SIGNS

Anchor the type har, without lype, in the lett alignment comb and
curve the har as desired. Leck the bar in place with magnets, Place
type on the type bar and center the curve through the use of the hlocks
on the bed of the machine. .rter the sign has dricd, the card can be
further centered by cutting off the excess [rom cither end as desirved,

i N
Holes ran be drilled in the right end of the machine bed, ia linc

with the original holes, to adjust the bar for the proper curve desired.
These holes should be placed about one-half inch on center.

MACHINE BED

sl' &PI
0 o./\o o/\o\
Move the comb tu the new holes [ Original
to definc the curve desired, | Holes
00 0 0 o
New Holes

PRINTING PLATES

Printing plates to advertise ball games, band concerts, DECA, ectc.,
can be ordered fron the SIGNPRESS Company, or you can make your own proofs
and have the plates made locally.
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DISTRIBUTIVE EDUCATION CURRICULUM SURVEY
(Questionnaire).

Name of business

Address Phone

: Manager/owner

Person interviewed

. Kind or type of business

Yery Of Some Not Very
Impo,tant Impor tance Important

I. To what extent are the folloiing
considered when hiring emplovees?
(Check the appropriate rating)

I. Personal Appedrance--e-sccec-coa- L L .
2, Dependability--c-ccvcrmncncoaonn . L L
3, Politeness~emcececccercnmecacaas ___ . L

- 4, Dosire to ledarn-----c~cacamaccax _ L L
5. Character references---~-~-ce--- . L L
6. . L
7.

IT1. Listed below .ire virious skills and
learnings. Pleas» rate those you
feel are necded b now employees.
(Check the .ppropriate rating)

Store Skills

o 1. Proper use of the telephone~---- . L L
2. Make out sales ticketse-marema-- . L .
3. Operate 4 cush register--------- . . L
4, Make changa-e-=cacccocamcncocnax . L L
5. Use an adding machine-=--a-~s-v-s o . L
- 6. Stock shelyesemeveeccscecnvonnos

7. Package and wrap morch.';n-;lisu--n

ERIC '
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8.
9.
10.
11,

le.

10.

11.

ERIC

Very 0f Some Not Very
Important Importance Important
Build displayg--=---cceomvomunan - o o
Take inventory----e-ce-ecmsccacan- . . -
Salesmanship--Selling
Understand why people buy----<-- . - o
Understand the selling process-- ______ . -
Greet CuStOMEr§-e=-==—e--=c=--w-- . . .
Determine needs--=s=v=scecemmca= L L .
Suggestive selling---=--=-=---=-=- — . .
Handle complaints--=~=ce=r===c= . . .
Human Relations
Ability to take orders-------- - . _ .
Receptive to corrections---<----- I . .
Have {nitiative-e-==s=ecacccema- o L L
Have good personal habits------- o o L
Good general personality-------- . o .
Neat in wOrkemescececacecraacacen . - .
Neat in dresse------=--==mcecnen o L L
Ability to work with customers-- [ . —
Ability to work with others----- . e o
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10.

L.

Lz,
13.

14,

15,

16.

17.

18.

19,

20.

General Abilities and Knowledge
Drive an automobile---cmemac-uca
Typing Skilleocecmcmnmmancaaaas

Keep rrcords and accounts-=--~--

Understand principles of cconomics

Prepare ad layout~--=-momcanenas

Preparce advertising and promotion
MALCTidlSrmcccarccm e aacancm e

Use scrvice minuials-ceacammeaacaa.

Commumicite cficcrively with
OLher S~ o m e e

Buy r.rechandise-wsnccncanucaaan.

Price or mark merchandise for
sale

howledge of croediv and credic
policy of srore=---c-mcacmaaan..

Knowledge of money management-~-

Knowledpe of miathematicgseemnmn-

‘Knowledyw of legal regulations

for young workers-memcceccmmauas

Knowledge of the capital-free
enterprise systems-~---a----a-wao.

Knowledge of different types of
businesses~-conmanoeoaoalanaaol

Understand competition (good and
bad features)--=e-cacemocnmaaaas

Knowledge of government regula-
What is invoived in cwnership of
businesse-emcmcceram e neeaa

Know how to m.ike application for

Very
Important

Of Some
Importance

Not Very
Important




o e

PR m ey e . 4 e 0 o

die

Very 01 Some Not Very
Important importance Important
21. Conduct 4 job intervicw----c---
22, Xnowledpe of visual merchan- . e
disinpre-ccacecenmnanencnncnnnas

23, EKnowledge of what is involved
in customer survices=sce-comcens

‘111, Product, Knowledge .and intormation

1. Understand the nced for merchan-
dise, product, information-----

2. F¥nowledpe uf merchandise infor-
mation to develop selling points

3. Undervstand how information may be
obtained from werchandise-~e-=-

4. Understund hicw to obtain
merchandise information from

ETE S A S R R

5, Underst imd brands, guarantees,
warriant ies nd test ratinggs-=--~-

6. FKnowledne necded Lo make an
evaluation of producte-=cc-cee-

7. Name (list) the kirnds of peneral
products .und/or merchandise the
emplayee shavid 00 - llave a
knowledge of

ERIC
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- IV, What one f{actor, 1ove W11 others, is the cause for dismissal of employees in
your busincss?

V. What are tin wajor arcas(s) of weaknesses in most new cmployees?

VI. In your own words, what are the chicf characteristics or qualities you look
for in a new cumplcyce?

VIT. Would vou he willing to assist in planning
a curriculum for your school, Yes No

V1il. Vould you bue willing to scrve on a Jocal
adviscry vommittee {ov this kind ol a

nrogram? —
Yes No
X, Miy your comments in this survey be used
25 a basis for constructing a coursc of
study? :
Yes No
. X, Estivate che wvmber of additional parte
time trainees aecded during the school
year. (Give aumber in each category) Sales .
Sales Supporting
Others
&) ‘

ERIC
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Appendix D

Monthly Report Forms

Q.
ERIC
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Sherciopsental Programs oo ~ Schooi
wive Educatiorn

K

*NARRATIVE. REPORT

~ o otare two (2) cop:es: Forﬁard one, by the 5th of the month, to Dr. Clayton
aid. ., Room 35 Dicrey Hall, College of Education, University of Kentucky,
Lexington, Kentucky 40505; and keep one for the departmental file.

o . | - -
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School

Developmental rroycams

Distributive Evucation
Teacher

Date

REPORT OF CLASS INSTRUCTIONAL ACTIVITIES
(Month)

Date Problems dealt with

o

ERIC
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