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Introduction

The materials you are about to use were developed in the summer of 1973
by teachers experienced in teaching the subject areas involved. These
materials were developed with respect to the concept of performance objectives
as organized by EPIC Diversified Systems Corporation of Tuscon, Arizona. EPIC
was retained by the Natchitoches Parish School Board to serve as monitor and
evaluator of this Interest-Based Curriculum.

The instructional materials developed in English, mathematics and science
correlate the vocabulary, terminology, concepts and skills of construction trades
to each academic area involved. For the sake of consistency, the format uti-
lized herein contains certain symbols and abbreviations as instructional guides.

Objectives within the documents were divided into four categories; 1) pro-
gram Objectives; 2) Performance Objectives; 3) Process Objectives; 4) Activities.
These are categorized by the numbering system preceding each objective or ac-
tivity. For example, the number sequence 8-1-3 refers to: Performance Ob-
jective number eight, signified by the first numeral; process objective num-
ber one, represented by the second numeral; and activity number three, as
indicated by the third numeral. The numbers in parenthesis beneath each
sequence 8(21-*) indicate that the Program Objectives, to which each process
objective relates. This identification system allows immediate identification
of the objective(s) covered and assists in establishing a Project Monitorial
System, referred to by the abbreviation EMS.

These courses of study are designed to be as inclusive as possible. In-
cluded are all activities with which a student will be involved in a teaching
situation, along with many of the evaluation materials. Work-sheets, guides,
and other materials will be used. Also, each unit or topic is terminated by
a bibliography preceded by a list of equipment, films and other supplies.

Copies of these materials may be obtained from the Louisiana State De-
partment of Education. If not available there, they may be secured by
writing to:

Mr. Trent 0. Melder, Coordinator
Natchitoches Central High School
Natchitoches, Louisiana 71457

Cost is 0.75 per booklet to cover expenses involved in preparation,
handling and shipping.



Foreword

Within the pages of this document are contained the efforts by a group
of teachers to develop curricular materials designed to correlate the subject
matter of English with that of construction trades. The purpose of these
efforts is twofold. First, it is the opinion of those involved that the sub-
ject matter of academic areas should be taught to students in a way that is both
useful for their future aspirations and meaningful to them as citizens of our
community, state, and nation. Second, by utilizing an interest-based curric-
ulum, it is felt that the interests of students in their academic areas will
be heightened, thereby improving their achievement in those subjects involved.

This course of study is not an adaptation of the traditional course or
courses in English to a level compatible with the achievement of students in-
volved. Quite the contrary is true. Every effort has been expended to assure
that basic concepc, and ideas in grammar, literature, communication, and other
topics involved, have been included. The foremost change has been to adapt
the vocabulary of construction trades to the English course of study. Utilizing
this approach to the teaching of English opens to students two possibilities
upon graduation. First, they will be able to utilize the skills gained in
construction trades to enter actively into a vocation. Second, should their
aspirations include post-secondary study, the knowledge gained through the
correlated English classes opens this door to them also.

Development of the materials contained herein was most difficult and time
consuming; however, the results are immeasurably rewarding. The opportunity
to develop these and other materials was made possible by an ESEA Title III
Grant. Our thanks are extended to the Louisiana State Department of Education
for its assistance and encouragement.

Teachers involved in
lowing:

Mrs. Sylvia Brown
Mr. Andrew Marusak
Mrs. Vicki Warner
Mrs. Mary A. Mosley
Mrs. Bettye Bruning
Mrs. Nina Magers

the development of these materials include the fol-

Natchitoches Central High School
Natchitoches Central High School
Gorum High School
Natchitoches Central High School
Librarian, Natchitoches Central High School
Art, Natchitoches Central High School
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UNIT I

ATTITUDES



OVERVIEW: ATTITUDES

An attitude is an emotion toward someone or something. This form of

emotion cannot be measured in any way statistically; however, one's attitude

toward self, school, peers and community reflects quite vividly one's outlook

on life.

When a young man reaches the eleventh year of his educational training,

his reflection on life has already been noticed by his peers, his school, his

community and, in a somewhat more sophisticated sense, by himself. The develop-

ment of an attitude at this stage in a young man's life cannot be attained;

the attitude is there, already developed.

The purpose of this unit is to guide these mental concepts in the right

direction: self-expression through good oral communication.

This unit is not designed to mathematically score a student's outlook on

life as in a testing situatIon; nevertheless, results and responses will indeed

be recorded in the hope of monitoring a noticeable improvement in the direction

of self-expression through good oral communication.
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SECONDARY OVERVIEW: The Novel

The novel unit will be taught primarily to increase the construction-.

trades student's appreciation and enjoyment of the novel form.

During this unit, teacher-directed discussion will be used as a method

of learning and a method of improving oral communication. The teacher-

guided discussions will encourage the construction trades student to make

his own evaluation of the novel and help develop his skills in precise and

orderly thinking.

The Catcher in the Rye will give the student a chance to discuss with

his own peer group his reactions to the human situations he encounters in

the novel. The student's grade will be mainly determined by his participation

in the teacher-directed discussions rather than by the final test.

If the construction-trades student can be taught to enjoy the novel

form, he will be able to read novels for pleasure during his leisure time

for the rest of his life.

3



UNIT: ATTITUDES

1-0-0 At the end of the unit on attitudes, the students will demonstrate
(5,6,7, their abilities to apply self-made attitudes using oral and written
8,9,Ipresponses at an increased accuracy of a teacher-made test.

1-1-0 During one class period the teacher will openly discuss the
concept of self relationships and observe student participation
cn this monitored subject.

1-1-1 Discussion of attitude as one's most important characteristic
1-1-2 Discussion of attitude as one's mental outlook toward many things

A. What do you think about school?
B. How do you feel about the subject of English?
C. What is your reaction toward our principals? Our teachers?

2-0-0 At the end of this unit, the student will be able to better appre-
ciate the novel form after having studied the novel, The Catcher
In the Rye. The student will be able to orally discuss, write an
essay, and pass a teacher-prepared test with 60% proficiency.

2-1-0 During a part of one period the teacher will introduce the novel
unit with the use of filmstrips and records.

2-1-1 The teacher will play records and show filmstrips from Kit 26:
"What to Look For in Drama and Fiction" (Eye Gate House).

2-1-2 The teacher will spend only a short time on the technical ele-
ments of the novel so as not to dampen the enjoyment of reading
a novel for pleasure.

2-173 The teacher will administer an attitude test to determine the
students' attitude toward the novel form.

2-2-0 The teacher will introduce The Catcher in the Rye to the class.

2-2-1 The teacher will pass out a vocabulary handout and discuss it
briefly.

2-2-2 The teacher will pass out a copy of "Comin' Thro' the Rye,"
read it to the class, and very briefly discuss it.

2-2-3 The teacher will place posters on boards.
2-2-4 The teacher will show a filmstrip,"Redemption In Manhattan."
2-2-5 The teacher will distribute novels and read at least the first two

chapters and designate the rest of the period for continued reading;
then assign the first ten chapters for the next class meeting.

2-2-6 At the next class meeting the teacher will divide the class into
six groups and assign each group a discussion question. The
groups will be given twenty to thirty minutes to prepare a five
to ten minute discussion of the question which the group will
present to the whole class. Each member of the group must par-
ticipate in the oral discussion. Then the entire class will have
a teacher-directed discussion of the language in the novel.

2-2-7 The teacher will then assign more chapters to read.
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2-2-8 The teacher will assign chapters eleven through nineteen for next
class period and will read at least chapters eleven and twelve
to the class.

2-2-9 The teacher will post other posters and pictures of the Rockettes,
Radio City, Central Park, and New York in the winter.

2-2-10 The teacher will divide class into three groups, appoint leaders
and assign a discussion topic. Each group will be given approxi-
mately thirty minutes to prepare discussion. (Each member must
contribute to an oral presentation and then present it to class.)

2-2-11 The teacher will assign the remaining chapters (twenty through
twenty-six) and will read at least chapters twenty through twenty-
one to the class.

2-2-12 Students will again be placed in various groups (teacher should
change composition of groups each time) and assigned discussion
topics which they must prepare and present to the class.

2-2-13 The teacher will guide a discussion in which the entire class will
participate.

2-2-14 The students will listen to a prepared tape discussion of The
Catcher in the Rye.

2-2-15 The teacher will then direct an open discussion, attempting to
get each student to participate.

2-2-16 Each student dill select the poster he feels best depicts some-
thing he likes in the novel and will write a brief paragraph
explaining his selection.

2-2-17 Each student will be assigned a home project that will be due
for presentation to the class at the next meeting. Any class
time remaining can be used to begin this project.

2-2-18 Home projects are presented to the class and discussed.
2-2-19 The teacher review any pertinent material.
2-2-20 The test will be administered.

3-0-0 At the end of the unit on The Catcher in the Rye, the students will
demonstrate their ability to interrelate new peer attitudes gained

by the reading of the book as measured by a related, accuracy,
teacher-made, response test.

3-1-0 During one class period the teacher will serve as a guide to
correlate the concept of peer attitude in relationship to self
and school attitudes.

3-1-1 On a piece of paper, list some rules and regulations which seem
"phony" to you in our school system.

3-1-2 On a piece of paper, list some rules and regulations which seem
"necessary" to you in our school system.

3-1-3 Discuss which items on lists (3-1-1 and 3-1-2) interrelate
with one another and which ones do not. This discussion may be
organized in some order of a debate.

3-1-4 A list of these said rules and regulations within our school
system will be formulated in class.

5



4-0-0--At the end of the unit on attitudes the students will apply their
knowledge gained concerning E.ttitudes as measured by their response
to the list formulated in activity 3-1-4.
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ACTIVITIES



2-1-3 NOVEL ATTITUDE CHECKED

We are inter2steu in finding out how you feel about novels. Please

read the following statements. If the statement deocribes how you feel,

put a check () in the ALWAYS column. If the staterient does not describe

how you usually feel, put a check () in the NEVER column.

The SOMETIME column should be marked when you cannot say definitely

ALWAYS or NEVER to the statement. However, try to use the SOMETIME column

as little as possible.

This is not a test. There are no right or wrong answers, so you won't

be graded on it. Please be as frank as possible.
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2 -1 -3 (continued) ALWAYS NEVER SOMETIME

1. I enjoy reading novels.

2. I like novels that have been made into
movies.

3. I like the movies but don't like
to read the novels.

4. I think reading novels is
stimulating.

5. Novels don't have a place in
today's world.

6. I like to read novels myself.

7. A novel should teach a lesson, and
right should always prevail.

8. I feel that the characters I read
about in novels could really be
people.

9. I prefer to have ndliels read to
me.

10. I think reading novels is for
girls.

11. Most novels are about things I like.

12. I feel the authors I have read
have created phony characters
who could not, or never could, have
existed in real life.

13. When a novel is read aloud in
class, I go to sleep.

14. Reading a novel is entertaining
to me.

15. I check out novels from the library.

16. A'novel should have much action.

9



2 -1 -3(continued) ALWAYS NEVER SOMETIME

17. A novel appeals to my imagination.

18. A novel should always have a happy
ending.

19. I don't pay attention when anyone
reads a novel to me.

20. I enjoy reading a novel as much as
watching a TV program.

21. I wish we would skip the novel unit.

22. I like novels that reveal a character's
inner feelings and reactions.

23. There is no need for the novel.

24. The time it takes to read a novel
does not matter.

25. I like very short novels.

26. I prefer long novels.

10



2-2-0 INTRODUCTION

THE CATCHER IN THE RYE

Not many years ago this novel, The Catcher in the Bye, was banned

in many high schools. Literary critics and educators, who considered the

novel psychologically and realisticly sound fare for high school students,

were criticized and threatened with dismissal. Not only was it considered

bad for a class novel, it was also removed from the libraries.

The central character, Holden Caulfield, is a teenager who rejects the

idea of growing up and entering the adult world he considers to be "phony"

or a false facade. Many people have felt the language that Holden usee is

foul and obscene. These same people feel that teenagers do not think like

Holden does in this novel, particularly in the use of four-letter words.

Holden feels that he is alienated (or alone without help) from society

in general, his family, and his peer group at school. He relateo his attempt

to become less alienated in very blunt, and, perhaps, crude language.

Over the years our ideas and laws about obscenity have changed. For

instance, R and X rated movies could not have been made and distributed by

legitimate movie companies at the same time this book was written. As you

read this book, try to determine how the movie would be rated if the book

were eve:- made into a movie. This is very unlikely. because J. D. Salinger

has forb :dden the use of his works as the basis for movies, dramas, and tele-

vision shows. He sold one work, "My Foolish Heart," to the movie industry

and felt the movie adaptation was not true to what he had written.

11



2-2-0 (continued)

As you read, consider whether Holden is a typical teenager who is

mixed up about what path he will follow in the adult world, but whom

outside pressures keep forcing toward a decision he is unwilling to make,

or whether Holden is an unrealistic teenager who could never have existed

except in a novel.

12



2-2-1 VOCABULARY

1. Alienation: The feeling of being isolated from certain aspects of

one's environment. Alienation may occur when a person's emotional

ties with another person, group, institution, or belief are disrupted,

and he feels the attachment can never again be the same. Sometimes,

entire groups become alienated.

Alienation takes different forms and may have a variety of consequences.

An alienated person may become disoriented or hostile, feel helpless,

withdraw within himself, or reject the values society has established.

Many social scientists see a relationship between alienation and such

behavior as crime, mental illness, and voter apathy. But alienation

sometimes has such positive consequences as innovation, artistic crea-

tion, invention and discovery. Alienation is a theme of much contempo-

rary literature. 1

2. Novel: A novel is a long, prose work that is largely imaginary. Its

chief purpose is usually to entertain, but its underlying aim is to

help readers understand life.

The novel is perhaps the broadest and least confined of all literary

forms. It may be comparatively short. It may be long.

1"Alienation," World Book Encyclopedia, 1972, I, 351.
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2-2-1 (continued)

The novel is usually about people, but it is sometimes about animals

or other fabulous beings. If the characters are people, they may be

of high or low rank. They may be employers or page boys. They may

be saints or thieves.

There is much flexibility of actin in the novel. The story can take

place anywhere and at any time. The time of a novel may be in the

past, the present, or the future.

Perhaps the greatest quality of the novel is the great variety of its

subject matter. It may tell of practically unknown adventures. It

may deal interestingly with familiar, everyday occurences. Reader

interest is held by both types: romantic novels, which explore the

new, and realistic novels, which recognize, analyze, and "check" the

familiar.
2

3. Digression: The insertion of material unrelated or distantly related

to the specific subject under discussion in a given work.
3

2 "Novel," World Book Encyclopedia, 1972, XIV, 442.

3

William Flint Thrall and Addison Hibbard, A Handbook to Literature,
Revised and enlarged by C. Hugh Holman (New York: Odyssey Press, 1960),
p. 145.
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2_2-1 (continued)

4. Hero: The central character in a work of fiction or drama. The

term is applied to the characters who are the focal points of the

reader's or spectator's interest, often without reference to the

superiority of the moral qualities of one character over another.

Used as a technical term in describing a work of fiction, "hero" refers

to a relationship of character to action; therefore, the more natural

term 4
"protagonist" is probably preferable.

5. Protagonist: The chief character in a play or story. When the plot

involves conflict, the chief opponent or rival of the protagonist is

called the antagonist. If the main plot centers about the career of

a HERO who overcomes a VILLAIN who tries to thwart his efforts, the

hero would be called the protagonist, the villain the ANTAGONIST. If,

however, the main interest lies in the career of a VILLAIN, whose

plans are defeated by the appearance of a successful HERO, the villain

would be called the protagonist and the HERO the ANTAGONIST.

The word protagonist was originally applied to the first actor added

to CHORUS and leader in the early GREEK DRAMA: hence)its continuing

sense of "first" or chief.5

6. Yellow: Mean, dishonest, cowardly.

4Thrall and Hibbard, p. 219.

5lbid., p. 384.
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2-2-1 (continued)

7. Rye: A cereal grain similar to wheat and barley. The plant has

slender seed spikes with long, stiff beards. The dark-colored grains

grow in pairs. Like those of wheat, the grains fall free from the

chaff when threshed; Rye flowers, unlike those of wheat, oats and

barley, open for pollination. They shed their pollen in great golden

showers at blossomtime. Because rye pollinates in the open, it is

difficult to keep varieties pure. Rye is used to make bread and

certain liquors.

Rye has been raised as a grain since the days of ancient Rome. It

probably originated from wild species in eastern Europe or Asia.

6
Wild rye still grows in these regions and in northern Africa.

8. kaLearaue: An athletic conference, consisting of the following schools:

Brown, Columbia, Cornell, Dartmouth, Harvard, Pennsylvania, Princeton,

and Yale. Money, success, style of clothes.

9. IEEE: A figure of speech in which the actual intent is expressed in

words which carry the opposite meaning. Irony is likely to be confused

with sarcasm but it differs from sarcasm in that it is usually lighter,

less harsh in its wording though in effect probab.y more cutting

because of its indirectness. It bears, too, a close relationship to

6"Rye:' World Book Encyclopedia, 1972, XVI, 544.
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2-2-1 (continued)

innuendo. The ability to recognize irony is one of the surest tests

of intelligence and sophistication. Its presence is marked by a sort

of grim humor, an "unemotional detachment" on the part of the writer,

a coolness in expression at a time when the writer's emotions are really

heated. Characteristically it speaks words of praise to imply blame

and words of blame to imply praise, though its inherent critical quality

makes the first type much more common than the second. The great ef-

fectiveness of irony as a literary device is the impression it gives

of great restraint. The writer of irony has his tongue in his cheek;

for this reason irony is more easily detected in speech than in writing

since the voice can, through its intonation, so easily warn the listener

of a double significance. One of the most famous ironic remarks in

literature is Job's "No doubt but ye are the people, and wisdom shall

die with you." Anthony's insistence, in his oration over the dead

Caesar, that "Brutus is an honorable man" bares the same ironic imprint.
7

10. Fencing: Fencing is skillful sword play used when men commonly settled

quarrels by dueling with swords; fencing was a necessary part of every

gentleman's training.

11. Foil: The foil is the original fencing weapon. It has a four-sided,

flexible blade and a circular guard for the hand. It weighs about 17

ounces and is about 43 inches long.

7
Thrall and Hibbard, p. 248.
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2-2-2

COMIN' THRO' THE RYE8

Gin a body meet a body
Comin' thro' the rye,
Gin a body kiss a body,
Need a body cry?
Every lassie has her laddie--
Ne'er a ane hae I;
Yet a' the lads they smile at me
When comin' thro' the rye.
Amang the train there is a swain
I dearly lo'e mysell;
But whaur his hame, or what his

name,
I dinna care to tell.

Gin a body meet a body
Comin' frae the town,
Gin a body greet a body,
Need a body frown?
Every lassie has her laddie--
Neter a ane hae I;
Yet a' the lads they smile at me
When comin' thro' the rye.
Amang the train there is a swain
I dearly lo'e mysel';
But whaur his hame, or what his
name,

I dinna care to tell.

8
Robert Burns, "Comin' Thro' the Rye," The Family Album of Favorite

Poems (New York: Grosset and Dunlap, 1959), p. 112.
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2-2-6 Discussion Questions Assigned to Group

The teacher will divide the class into six groups and assign each group one

of the discussion questions. The question will be typed and handed to each

group. The teacher will stress the importance of each student's contribu-
ting to the Preparation and oral presentation of his group's discussion.
A monitor is selected for each group.

1. Discuss Holden's visit to professor Spencer, pointing out why Holden
went to see professor Spencer; how Spencer reacted to Holden; and
Holden's feelings when he left Spencer. Be prepared to defend your

answer with specific incidents.

2. Does Holden like or dislike Ackley, Stradlater, and Brossard? Use
specific incidents from the novel to back up your answer.

3. Holden writes a descriptive theme about Allie's baseball glove for
Stradlater to turn in. How do Stradlater's comments on the theme
effect Holden? What does Holden do? Why?

4. Holden decides to slip quietly away from Pencey Prep before the begin-
ning of the holidays and his expulsion. But when he is leaving that
night, he is "sort of crying" and yells, "sleep tight you morons."
Why does he (Holden) do this? Is he happy to be leaving? Is he sad
to be leaving? Use specific incidents to defend your answer.

5. On the train to New York, Holden meets Eddie Morrow's mother and
engages in a long conversation with her. Does Holden rtispect himself'
for his behavior? Do you respect Holden for the manner in which he
conducted himself during the conversation? Use specific parts of the
conversation to defend your answer.

6. Holden tells himself that he comes to New York to rest before he goes
home to face his parents and to get away from the perverts at school.
Is this true? Use the following in your answer: the events he see::
from his hotel window immediately after he checks in, the phone call
to Faith Cavendish, and the nightclub meeting with the girls from
Seattle.

7. All students will be encouraged to participate in a teacher-guided
discussion of the following questions: Does Holden's language offend.
you? Is it obscene? Why? Do real teenage boys think like Holden?

19



2-2-10 Discussion Assigned Students After Second Section is Read

Students will be divided Onto three groups. It must be stressed that

each member of the group will participate ill the discussion. A monitor

is appointed for each group. Each group will be assigned one girl to

discuss: Holden's relationship with three girls, Jane Gallaghar, Sally

Hayes, and Sunny, has been clearly depicted in the novel. Using specific

incidents from the novel, each group will tell "how and why" Holden feels

as he does about the girl they have been assigned to discuss. Members of

each group will be allowed to disagree with each other and to present

different conclusions: The teacher must be prepared to guide the discussion.

20



2-2-12 Discussion of the Novel by Students

1. Discuss the following quotation using specific incidents from the novel
to make your point:

Holden states "I hate fist fights. I don't mind getting hit so much- -
although I'm not crazy about it, naturally--but what scares me most
in a fist fight is the guy's face. I can't stand looking at the other
guy's face, is my trouble. It wouldn't be so bad if you could both
be blindfolded or something. It's a funny kind of yellowness, when you
come to think of it, but its yellowness, all right."

2. Holden doesn't want to finish prep school because he will have to go to
an Ivy League school and join the rat race. Does this make Holden a
rebel? Defend your answer.

3. Holden likes the New York Museum of Natural History because things are
always the same and never change. This is why he turns to Allie when
he is about to break down because Allie cannot change. Use these
incidents to explain why Holden does not want to grow up.

4. Using the following incidents, explain Haden's desire and inability
to be the Catcher in the Bye:

"The crazy cliff" he would like to guard children from going over as
U Catcher in the Rye symbolizes a line each must pass over from the
innocence of childhood to what Holden considers the phoney adult world.

When Holden sees the dirty words of the adult world written in the
school, he plays the Catcher in the Rye by erasing the obscenities
that would remove the innocence of childhood, but he continues to
find the obscenities, even at the museum. Finally Holden realizes
that even if you had a million years, you couldn't rub out even half
"of the dirty adult words."

After Holden sees these obscene words for the third time, he has a
bowel movement and faints. He finally accepts responsibility of art
adult when dealing with Phoebe and when he does not run away.

5. Explain how the following passage describes Holden's "occupation"
concerning the "crazy cliff." -He is watching Phoebe on the,carousel:
"The thing about kids is, if they want to grab for the gold ring, you
have to let them do it, and not say anything."

21



2-2-12 (continued)

6. The last adult that Holden feels he can trust is Mr. Antolini.
Mr. Antolini had picked up Jerry Castle after he committed sucide.
Antolini gives Holden some high-sounding advice, but not understanding.
When Holden awakens, Antolini is patting him on the head and Holden
immediately thinks Antolini is making a "flitty" pass. He hurridly
leaves the Antolini apartment and later wonders if perhaps Mr. Antolini
just liked to pat guys on the head when they're asleep. "How can you
tell about stuff like that for sure? You can't."(p. 253) Why does
Salinger leave the Antolini event with so much ambiguity? Defend your
discussion.

4
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2-2-13 Teacher-Led Discussion

The teacher will let the students krow that each will receive a grade for
his participation in this discussion. Logical, sequential thinking should
be stressed in all presentations. This will be a total class discussion
that will be guided by the teacher, who will again discuss irony.

1. Since Holden felt as he did about movies and D. B. writing for the
-.3vies, explain the irony of Holden's being in Hollywood at the end.

2. Is this an obscene novel? Why? Present your answer in logical
sequence.

3. Should this novel be on a required reading list for students?
Teachers? Why?
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2-2-17 An Outside Project for the Novel Unit

The teacher will guide each student in selecting one of the following as
an outside project for the novel unit. Each student will present his project
at the next class meeting. The teacher should stress that each of the written
assignments should be short and not longer than several very brief paragraphs.

1. Design and prepare a poster that illustrates a scene or theme that
impressed you in the novel. Be prepared to discuss the theme or
scene that you choose.

2. Write a newspaper article that could have been written if Holden's
parents had discovered he was missing from school and had asked the
police to find him.

3. Using the same idea, write what a radio or television commentator might
have reported on the air.

4. Write a follow-up newspaper story announcing Holden had been discovered
or had come home.

5. Using the same idea, write the follow-up that a television or radio
commentator might have used on the air.

6. Suppose you were to need to "go underground"; how would your "going
underground" be different from Holden's experience? Explain. Would
it be easier today? Why?

7. Television sets were rare and only a very few persons owned one when
this novel was written. If Holden were a teenager today, he would
have definite ideas about television. In Holden's language, write what
he would say about one of the following:
(1) the news, (2) a mid-day "soap opera," (3) a western, (4) a hospital
show. (Name one particular show in your composition).
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2-2-20 TRUE OR FALSE

Write true or false in the blank for each statement:

1. Holden is a good golfer and dancer.
2. Holden is not snobby in his attitude about what type of luggage

a person should have.
3. Holden was very short and was self-conscious about not having

grown any for the past year.
4. Holden felt Stradlater was a true friend.
5. Holden respects Sunny and thinks she is a fine person.
6. Maurice is very kind and understanding in his treatment of Holden.
7. Holden found out where the ducks in Central Park went in the winter.
8. Holden admired his father and wanted to be like him.
9. Holden had been deeply affected by Allie's death and misses her

very much.
10. Holden does not care whose feelings he hurts.
11. Holden thinks his little sister, Phoebe, is a nuisance and does

not like to be around her.

MATCHING

Write the letter opposite the person's name each statement best describes:

1. Antolini

2. Stradlater

3. Allie

4. Maurice

5. James Castle

6. Spencer

7. Jane Gallaghar

8. D. B.

9. Sunny

a. died of luekemia

b. wrote terrible movies

c. prostitute

d. secret slob

e. old bathrobe and smell of Vicks

f. never moved the kings in checkers

g. taught English

h. committed suicide

i. elevator operator

Write a brief paragraph on one of the following:

1. Do you think Holden Caulfield is a true-to-life depiction of a teenage
boy? Why?

2. This novel is (or is not) obscene and should (or should not) be taught
in high school? Why?
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2-2-20 (continued) TEST

1. The main character and narrator of the novel is
(a) Stradlater; (b) Ackley; (c) Caulfield; (d) Maurice; (e) Allie.

2. Holden felt that Stradlater was best described as
(a) a great guy; (b) a well -built fellow; (c) a brain; (d) a secret slob.

3. When Stradlater asks Holden to write a descriptive theme for him,
Holden writes about
(a) a room; (b) Allie's baseball glove; (c) Sally; (d) Professor
Spencer's bathrobe; (e) Ed Bandy's car.

4. When the fencing team went to New Yo:k, Holden left the foils .

(a) on the subway; (b) at Grand Central Station; (c) on the carousel;
(d) in Central Park.

5. Holden constantly refers to himself as being.
(a) a ratty boy; (b) yellow; (c) phony; (d) mature; (e) a secret slob.

6. Holden regarded Maurice, the elevator operator, in spite of his hurt-
ing him, as
(a) an honest fellow; (b) a secret slob; (c) yellow; (d) a pathetic,
miserable figure; (e) boring.

7. The first person for whom Holden accepts responsibility other than
for himself is
(a) Allie; (b) James Castle; (c) Ackley; (d) Phoebe; (e) Brossard.

8. Holden irritates a taxi driver because he wants to know
(a) what happens to the ducks in Central Park in the winter; (b) what
happens to the fish in Central Park in the winter; (c) why the taxi
driver will not have a drink with him; (d) what he thinks of his red
hunting cap, (e) if the driver will find him a girl.

9. Because he does not want to be thought odd or different, Holden removes
his before he goes into the hotel.
(a) red hunting cap; (b) galoshes; (c) fur gloves; (d) turtle-neck
sweater; (e) windbreaker.

10. When Castle jumps to his death, he is wearing Holden's .

(a) red hunting cap; (b) galoshes; (c) fur gloves; (d) turtle-neck
sweater; (e) windbreaker.

11. Which of the following did not let Holden down ?_
(a) his parents; (b) his brother, D. B; (c) Mr. Antolini; (d) Phoebe;
(e) Carl Luce; (f) Sally.
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3-1-1 "PHONY" RULES AND REGULATIONS

1.

2.

3.

4.

5.

6.
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3- 1- 2 "NECESSARY" RULES AND REGULATIONS

1.

2.

3.

4.

5.

6.
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MATERIALS NEEnED

2-1-1 Record player and filmstrip

2-1-3 Handout

2-2-0 Handout

2-2-1 Handout

2-2-2 Handout

2-2-3 Bulletin board

2-2-4 Filmstrip

Novels

2-2-6 Handout

2-2-9 Bulletin board

2-2-10 Handout

2-2-12 Handout

2-2-13 Handout

2-2-17 Handout

2-2-20 Handout

3-1-1 Handout

3-1-2 Handout

4-0-0 Handout
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LIST OF MATERIALS

1. Cassette: "The Message of J. D. Salinger"
Cassette Player

2. Five posters

3. NPwqwPek on Holden Caufield

4. French, Warren. J. D. Salinger. Tuvayne Publishers: New York, 1963.

5. World Book Encyclopedia, Vol. I
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DIRECTIONS FOR COMPLETING MONITORIAL SHEET

A. liessita.n. Information:

1. Class: Enter the name of the Interest-Based Curriculum Area,
eg. Math For Industry.

2. Teacher: Enter name of teacher. If more than one teacher is
involved, give the name of the teacher managing the instructional
activity.

3. Date: Enter the date of submission of the monitorial sheet.

4. Objectives (IL Number): Enter the numbers of the interim-
performance objectives covered by the monitorial sheet. Process
and task level objectives should not be entered in this area of
the form.

5. Time Interval: Specify the beginning and ending dates for the
industrial activities covered on the particular monitorial sheet.

B. Line Item Information:

1. Objectives:
implemented
performance
performance

Enter the nunber(s) of the process/task level objectives
to bring about the behaviors specified in the interim-
objectives noted in A-4 above. Do not specify interim-
objectives at the line item level.

2. Estimated Time: Enter the estimated time for completion of each
process/task objective. This should be noted in terms of days to
the nearest tenth. One day is equivalent to the instructional
activity period alt the given curriculum area for a single group
of students.

3. Actual Time: Same as #2 above in terms of actual days and tenths
of days utilized to carry out the line item objective.

4. Date Completed,: Date of completion of the instructional activity.

5. Teacher's Initials: Initial each line item to signify completion
of the instructional activity.

C. Additonal Information:

1. Objectives Not Covered (List a Number): List those process/task
objectives not implemented in the instructional activities for
the given interim - performance objectives.

2. Objectives Altered or Added (List By Number; State Adjusted Objective
on Back of Sheet): Complete as specified.
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UNIT II

CAREER DEVELOPMENT AND ORAL COMPOSITION



OVERVIEW

Students need opportunities to discover the world of work and to explore

the various channels open to them in finding jobs suited to their capabilities.

A unit on career development exposes the student to self-examination, dis-

crimination, and assessment of his place in the working world.

The purpose of this unit is twofold: to develop an awareness of careers

in construction and to share orally learning experiences through discussion

and oral reports. The students will discuss the need to be prepared for job

hunting and the need for courtesy in discussions. Time will be spent in

learning the skills of research and of preparation of a research paper, but

no actual paper will be written. Instead, the students will present orally

their findings related to a job of their choice.

Integrated throughout the unit will be vocabulary study. Limited vo-

cabulary is a serious drawback in any field of work, play, or study. Better

communication through discussion, reading, oral reporting, and vocabulary

study is the ultimate goal and the basis for all activities.
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Unit: Career Development and Oral Composition

1-0-0 At the end of the career-development unit., the students will demon-

(4 5, strate their ability to present orally their research data through
1411) organization and creativity with 67% correctness on the evaluation

included in this unit.

1-1-0 During several class periods, the teacher will present motivational
materials concerning the world of work, as evidenced by the project
monitorial system.

1-1-1 Discussion as an introduction to the unit
1 -1 -2 View filmstrip kit "What You Should Know Before You Go To Work"

(two filmstrips and records).
1-1-3 Discuss bulletin board "Would You Hire You?"
1-1-4 View the poster set "Getting a Job."
1-1-5 Discuss harriout "World of Construction" to see what the students

already know about the jobs.
1-1-6 Introduce vocabulary word list for this unit.'

1-2-0 During several class periods the teacher will guide the students
in presenting oral group discussions on various topics, using the
handout "Rating a Discussion" as a guide, as evidenced by the
project monitorial system.

1-2-1 Present the list "Topics for Discussion" and allow reactions to
some of the topics.

1-2-2 Explanation of a discussion
1-2-3 Review tools of the library, with the librarian as guest speaker.
1-2-4 Divide the class into discussion groups and let each group choose

a topic from 1-2-1.
1-2-5 Read and prepare discussions, with teacher guidance.
1-2-6 Group presentations of discussions and evaluation of each

1-3-0 During several class periods the teacher will aid the students in
researching, preparing, and presenting oral compositions in job
areas of their choosing, as evidenced by the project monitorial
system.

1-3-1 RevieW orally the concepts in getting to know oneself.
(1-1-2, 1-1-3)

1-3-2 Review orally the handout "World of Construction." (1-1-4)
1-3-3 Read pampi.lets and magazine articles about jobs to choose that

interest the students.
1-3-4 Discuss the handout "Do I Want This Job?" Apply.each question

to the jobs the students are interested in.
1-3-5 Review the steps in gathering information:

(a) Where to find material
(b) How to make a working bibliography
(c) Taking notes
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1-3-6 Review the steps in making a topic outline from notes.
1-3-7 Review the steps in making a final bibliography.
1-3-8 Spend the necessary time doing research (reading, taking notes,

preparing outlines and bibliographies).
1-3-9 Plan organized, detailed oral reports.
1-3-10 Review the basic criteria for effective oral reporting.
1-3-11 Students present compositions orally, evaluating each other

as the teacher evaluates.

1-4-0 During one class period the teacher will review and administer
a written test to evaluate the comprehension of the basic concepts
and vocabulary words in the unit, as evidenced by the project
monitorial system.

1-4-1 Oral review
1-4-2 Written test
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ACTIVITIES



Discussion as an Introduction to the Unit:

1. What is a vocation?
It is the occupation, trace, or profession in which a person
works.

2. Name two important steps in reaching one's desired vocation.
(1) Obtaining proper information
(2) Making careful plans

3. Discuss some factors involved in planning one's vocation.
(1) Know your own interests, abilities, needs, desires, and

attitudes.
(2) Know about the jobs that are available and the opportunities

they offer (major purpose of this unit).
(3) Have an awareness of our rapidly changing world.

4. What ere some reasons people work?
(1) To earn a living
(2) To gain status
(3) To achieve self-expression

5. Discuss the two kinds of earnings and the reasons for each.
(1) Current earnings - enough money to provide a suitable

standard of living, day to day
(2) Continuing earnings - enough money to provide security for

the future and illness

6. What is success?
Answers will vary.

7. In this unit we are going to explore the world of work and
opportunities in the construction trades. We will talk about
getting and keeping jobs, labor unions, and economics, and
we will do some research in the various fields.

lir
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1-1-3 Would You Hire You?: Some Points for Discussion

The great Greek philosopher Socrates once said, "Know thyself,"
and this is the very first thing we must do before we car choose
a job. It is not easy to do, but let us try.

A. Your Mental Abilities

You might have heard other people refer to your IQ. Literally,

"IQ" stands for "intelligence quotient," Practically, your IQ
is an indication.of your ability to learn and your ability to
solve problems.

We know that one's IQ does not consist of just one ability, but
many. We are all strong in some abilities and weaker in others.
The important thing to know is where our strong points and our
weaknesses lie.

For career planning purposes; there are six primary mental abili-
ties which are of particular concern and they are: (put on board)
(1) verbal comprehension ability - You have the power to catch

very quickly the meaning of what you hear and what you read.
(2) word fluency ability - You are able to express yourself well

in writing and speaking.
(3) special ability - The capacity to see an object in all

dimensions.
(4) numerical ability, - You nan handle numbers with great ease.
(5) reasoning ability - You can understand problems and solve

them logically.
(6) memory - You can remember things easily.

Ask yourself: What are my mental abilities? What are my strong
points? What are my weaknesses? How does my general ability to
learn compare with that of others my age?

Consult your school counselor. The counselor is trained and ex-
perienced to help you get a better understanding of yourself and
your abilities.

B. Your Special Abilities

These abilities are often known as talents. We all have some
talents. It is important to determine which special abilities
you possess and where your strengths and weaknesses lie in this
matter.

There are many different aptitudes which you may possess. You
already may be aware of some of these. Do you tinker with broken
radios or television sets? When you do, do you fix them? When
you push the button of a camera, are the resulting
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1-1-3 (continued)

pictures always sharp, in focus, and appealing? Have you advanced to
developing and printing these pictures yourself? Has your art teacher

admired your paintings and pencil drawings and told you that you have
art aptitude? Do you sing or play a musical instrument?

In career planning, it is important to find out which of your abilities
and your interests coincide. We do not necessarily like to do those
things we are capable of doing well.

What are your interests? Where do they lie?

C. Your Interests

What are your likes and dislikes? Everyone has his own particular
interests. Zhese interests are not necessarily the same as those
of your parents, your brothers and sisters, or your friends and
classmates. Your hobbies and other spare-time activities give
excellent clues to your interests. For example, many boys whose
hobbies were constructing model airplanes have become aeronautical
engineers or airplane mechanics or pilots.

There are several types of tests, or inventories, to help you
determine your interests. The most popular of these is the
Kuder Vocational Preference Record. You may have taken this
"test" at some time in your school career.

If you have any questions about your basic interests, see your
school counselor. He. is qualified to help you to get to know
and understand all aspects of yourself.

D. Your Personality

"Personality" is a term which is frequently misused and misunder-
stood. How often have you heard someone say, "He's got personality.
I wish I had it, too"?

Everyone has personality. However, everyone's personality is
different. Just what is personality?

Basically, your personality is your total behavior in response
to your total environment. It is everything that you think and
say and do to yourself and to those with whom you come in contact
in the course of your daily activities.

How do you behave at school, at home, at parties, at club meetings,
at the movies, at work, after school, at the homes of friends and
relatives?
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1-1-3 (continued)

The way you act in these places and the way you react to the
people you meet there are all part of your personality.

Ask yourself these questions about yoUr personality:
(1) Do I like most people I meet?
(2) Do they like me?
(3) What sort of an impression do I make on others?
(4) Am I generally. shy or more often aggressive?
(5) Would I rather watch people do things or would I rather be

one of the doers?
(6) Am I frequently optimistic and hopeful or do I tend to be

pessimistic and see the gloomy side of things?
(7) Am I a diligent, hard worker?
(8) Do I have perseverance--"stick-to-itiveness"?
(9) Have I shown evidence of leadership ability?

(10) Would I rather be a follower than a leader?
(11) Am I generally eager to assume responsibility, and when

I do, can I carry it through to a successful conclusion?
(12) Do I have a reputation for being loyal and dependable?
(13) Am I generally punctual for appointments?
(14) Am I a procrastinator, constantly putting off for tomorrow

those things which need to be done today?
(15) Am I generally enthusiastic about the things I do or the

things I plan to do?
(16) Do I find that there just aren't enough hours in the day

for me to accomplish all I would like to do, or does time
seem to drag on endlessly?

(17) Do I enjoy working under pressure, knowing I must complete
a certain task by a certain hour?

Your personality--and your future career- .depend a great deal upon your
state of health--both mental and physica,, Often we are grumpy or list-
less because we are actually sick and dc.l't know it. If you are troubled
by a health problem, visit a doctor immediately and discuss the matter
with him.

It is often difficult to judge ourselves fairly and to decide if we have
pleasing personalities or not. A good way to find out about ourselves
is to talk to an older relative. In addition to the constructive criti-
cism from members of our family, we can receive a great deal of assistance
from our school counselor or our favorite teachers.

E. Your Scholastic Record

Your scholastic record, generally, is an indication of your ability
to learn certain school subjects. Most high school curricula fall
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1-1-3 (continued)

into one of three broad categories: academic, commercial, and
vocational. The academic courses are college preparatory. The
commercial and vocational courses can be put to more immediate
wage-producing use than the academic courses. Although few em-
ployers will ask you to show them your report cards, many do ask
whether you ranked in the top quarter or half of your claa. You
should always strive to get high marks in all your classes by
doing your best honest work.

F. Your Work Experience

Part-time work offers valuable experiences to young people. Here
you have the opportunity of testing different types of jobs and
getting a first-hand view of actual on-the-job relationships. The
kinds of jobs which high school students hold are numerous and
varied. Part-time employment can be used in several ways:
(1) It may lead to full-time employment.
(2) It may serve as a stepping stone to another area of work.
(3) It may serve as a way to get money for further education

and training.
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1 -1 -5

WORLD OF CONSTRUCTION

Prepared by:
Dr. Ronald L. Hoenes
School of Education
Georgia Southern College

Occupation. Minimum Required Education

Architect
Architectural Renderer
Construction Engineer
Highway Engineer
Lawyer
Architectural Modeler
Structural Engineer
Urban Planner

Arbitrator (Conciliator)
Employment Interviewer
Employment Personnel Recruiter
Engineer, Soils Tester
Industrial Engineer
Landscape Architect
Purchase-Price Analyst
Research Engineer
Mediator
City Planner Aid

College Plus Grad School

College (4 years)

Salesman Junior College (2 years)

Building Consultant
Color Expert
Draftsman
Estimator (Materials)
Real Estate Agent
Template Maker
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1-1-5 (continued)

Occupation

Apprentice (Numerous Occupations)
Batterboard Setter
Bookkeeper
Caulker
Carpenter (Numerous Areas)
Cement Mason
Concrete Breaker
Concrete Mixer
Contract Clerk
Contractor (Numerous Areas)
Dry-Wall Applicator
Dry-Wall Finisher (Taper)
Duct Layer
Electrician
Expediter Clerk
Floor Layer
Foreman (Numerous Occupations)
Form-Builder
Form-Stripper
Glazier
Inspector (Numerous Occupations)
Insulation Installer
Lay-Out Man
Maintenance Man (Numerous Areas)
Material Lister
Painter
Plasterer
Plumber
Reinforcing Iron Worker
Rigger
Rodman (Surveying)
Roofer
Safety Inspector (Numerous Occupations)
Salvage Man
Serviceman (Numerous Occupations)
Sheet-Metal Worker
Structural Steel Worker
Supervisor (Numerous Occupations)
Surveyor (Land)
Business Agent, Labor Union

Helper (Numerous Occupations)
Hod Carrier
Material Handler
Laborer (Numerous Occupations)
Mortar Mixer
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and/or
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(6 months - 2 years)

High School

High School Dropout



1-1-6 Words to Know on and off the Job

1. 'status 26. progress

2. vocation 27. raise

3. business 28. system

4. application 29. carer

5. unioil 30. American

6. resume 31. modern

7. ability 32. according

8. interest 33. increase

9. personality 34. handle

10. interview 35. arrow

11. discussion 36. pump

12. special 37. property

12. experience 38. including

14. Pcratruction 39. advice

15. building 40. brief

16. advertizing 41. available

17. inflation 42. community

18. salary 43. closed

19. benefits 44. education

20. expenses 45. area

21. government 46. ambition

22. labor 47. operation

23. credit 48. equally

24. reference 49. volume

25. manufacture 50. possible
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1-2-1 TOPICS FOR DISCUSSION

1. Th gasoline shortage 16. Public education

2. The high price of food 17. School spirit

3. Abortion 18. Alcoholism

4. The space program 19. Divorce

5. The war in Ireland 20. Inflation and war

6. Movie ratings 21. Money-making investments

7. Publications of labor unions 22. Taxes

8. "White slavery" 23. Loan companies, banks,
and interest

9. Educational activities of
unions 24. Economic activities of the

government

10. How AMericans are influenced by
advertizers 25. Owning a small business

11. The four-day work week 26. The building trades

12. Crime in the U.S. 27. Strikes

13. Legalization of marijuana 28. Government defense spending

14. Bugging in the name of a "cause" 29. Life and health insurance

15. Women's liberation 30. Installment buying

31. Charge accounts
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1-2-2 Explanation of a Discussion

A discussion is a form of speaking in which the speakers attempt,
through the exchanging of ideas, to solve a problem. Although discus-
sions are much like conversations, discussions are usually more planned
and more formal.

Discussion begins with a question rather than with a statement. At
the time the discussion opens, the answer to the question is not known,
but during the discussion the people contribute opinions and suggest
solutions.

There are five basic steps in conducting a good discussion:

(1) Definition of terms. It is much easier to discuss a problem if
everyone present understands the meaning of all terms used in re-
lation to the particular question.

(2) Analysis of the problem. Certain questions need to
the problem in order to gain a better understanding
questions are the following: What caused it? What
history? What contributing factors make it what it
portant is it?

be asked about
of it. Such
is its past
is? How im-

(3) Suggested solutions. At this point each person contributes every
solution he can think of, not with the idea that any one of them
is the best, but with the idea of presenting every possible solution.

(4) Choice of the best, solution. After deciding on the good points and
the bad points of each, the group now decides which solution is the
best, for the particular question.

(5) Plan for putting the solution into operation. If they can do so,
the discussion group should plan to put the solution into operation.

It is important that the discussion group have a leader. If you are
a leader in a discussion group, you should follow these guidelines:

(1) Introduce the members of the group and state the question.

(2) Keep the discussion moving forward. Stop group members from straying
from the topic.

(3) See that all members participate as equally as possible.

(4) Summarize the main points from time to time so that participating
members and the audience will know what has been agreed upon.

(5) Have a broad general knowledge of the question.

(6) Present a final summary, stressing the conclusions that have been
reached; then close the discussion.
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1-2-2 (continued)

If you are a member of a discussion group, you will be a successful
participant if you follow these suggestions:

(1) Prepare what you plan to say in advance. It is not necessary to
plan a set speech, but you should have your ideas ready to put into
words.

(2) Be willing to compromise.

(3) Let the other group members have their fair share of the time.

(4) Listen carefully to what is said.

(5) Learn to recognize worth-while ideas and to reject those that are
weak.

(6) Avoid arguing. Learn to disagree courteously.

(7) Remain open-minded.

(8) If a course of action must be decided upon, be willing to abide by
the majority opinion.

Remember that no two people are alike. Every single one of us is
diffe....ent from everyone else. Different homes, different training, and
natural individual differences make us all unlike all others. Thus, all
of us have something worthwhile to say, something no one else could think
of or say. Don't be afraid to participate. What you have to say may be
an important part of the discussion.
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1-3-4 Do I Want This Job?

1. What are the duties involved in this job?

2. What are the educational requirements?

3. What kinds of skills are needed?

4. Where will I be in the chain of command?

5. What are the hours of working tiuie?

6. How much time must be spent at home preparing for each day's work?

7. What clothes must I wear?

8. What are the fringe benefits?

9. What is the salary?

10. Is there any traveling involved?

11. Must I move often?

12. Must I join a union?

13. If so, how do I join, and what expense is involved in doing this?

14. Must I change my hair and life style to keep this job?

15. Will I be responsible for any major decisions?

16. What are my chances for advancement?

17. Will I work alone or in a group?

18. Will I get personal satisfaction from this job?

19. What are the dangers involved?

20. Is this job permanent or temporary?

21. Will the job become obsolete in the future?
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1-3-5 (a) Where To Find Material

1. Observation or experience. This will not be your only source of in-
formation, since your experiences or observations are likely to be
limited.

2. Interviews. Persons in your community probably can give you helpful
information.

3. The library. Usually the library offers more help than any ocher
source.

4. Special bulletins and reports. Government, industry, and various
organizations are constantly publishing bulletins or reports. You
can get from the Government Printing Office, Washington, D. C., a
list of the pamphlets that it has available. For a list of the
leading associations of the U. S., consult the Information Please
Almanac or the World Almanac. In writing for material, state spec-
ifically what you are interested in finding out.
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1-3-5 (b) How to Make a Working Bibliography

While you are gathering your information about the job of your choice,
you will make a working bibliography, which is a list of the specific
sources yo: plan to use.

Guides to follow:

1. Use ruled 3 x 5 inch cards.

2. Make one card for each book, bulletin, article, pamphlet, or interview.

3. Arrange the cards in alphabetical order.

4. Follow the same forms that you will use in the final bibliography.
What to include on the card depends upon the kind of source.

(a) A card for a book, a pamphlet, or a document shoud list these:

(1) The author's name (last name first)
(2) The title of the book (underlined)
(3) The edition (if none is given, it is the first edition

and it is not necessary to list this)
(4) The place of publication
(5) The name of the publisher
(6) The publication date
(7) A brief statement about the contents, the call numbers of

the book, and the place where the book is available

Example: A book

Splaver, Sarah
Your Career If You're Not Going to College.

New York: Julian Messner, 1963.

Very good information on construction industry.

1371.42
S

School library
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1-3-5 (b) (Continued)

(b) A card for a magazine article differs only slightly.

(1) The title of the article is put in quotation marks, not
underlined.

(2) The title of the magazine itself is underlined.
(3) The volume number (in Roman Numerals) and year are given.
(4) The page or pages containing the article are named.

Example:
A magazine
article

Hart, Sen. Phillip A.

"Truth in Housing." Amer!..can Home, LXXVI (July, 1973), 6.

School library

(c) A card for a part of a book (an essay or chapter) is like that
for a magazine article except there will be no volume number.

(d) A card for an encyclopedia article names the article, the
encycicpedia, the volume and the edition, and the page or paps
covered.

Example:
an
encyclo-
pedia

"Vocations." World Book Encyclopedia (1972 edition),

XX, 340-355.

School library
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1-3-5 (b) (Continued)

Guides for Finding Bibliographical Material

1. Look first of all in general references, such as encyclopedias.
a. If your topic is a narrow one, look under a related, broad topic.
b. Look in the index volume for additional references for a subject.
c. Read carefully to get a general background for your subject.
d. Make a bibliography card for each source that you read; also,

make cards for any references recommended in a source.

2. Look in special reference books (almanacs, Occupational Outlooks
Handbook, atlases and marketing guides) for additional sources that
you may want to consult. Make cards for them. Make a card for a
reference book itself only if it contains a discussion of your topic.

3. If 1 and 2 do not provide help, talk to your librarian. There are
guidebooks and bibliographies to which he can refer you.

4. Make full use of the Readers' Guide.

5. Use the card catalogue. (a) If your topic is not listed, look under
related topics. (b) For any titles for which you have already made
cards, copy the call numbers to help you get the books quickly.

6. As soon as you locate titles of pamphlets or bulletins not found in
your library, order the material. Make out a card for each such item.

7. Write bibliography cards for any interviews. Give the date and name
of the person interviewed; tell why you think he is reliable.

8. Hand in your complete set of cards for inspection by your teacher.
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1-3-5 (c)

Guides for Making Card Notes

1. For each book named on a bibliography card, skim the table of con-
tents and the index to find any parts of the book that concern your
subject.

2. Skim those parts to see whether they contain material you can use.

3. If a source has no usable material, toss out the bibliography card.

4. Continue checking until you have eliminated all but the cards that
refer to the really useful material.

5. Proceed to take detailed notes from the sources that remain.
a. Use ruled 3 x 5 inch cards.
b. Cover only one point on each card; write only one note on it.
c. Write the point covered on the card in the upper left hand

corner of the card. This is called a slug.
d. Name the source of information.
e. Use direct quotations if you want to include an author's exact

wording. Avoid too many quotations.
f. Make most of your notes brief statements in your own words.

For these, do not use quotation marks. You need not use com-
plete sentences, but make sure that yoar notes are clear.

Slug

Note

Apprenticeship

4-year program recommended as best way for a young
man to learn the craft. Must be 17 yrs. old to start.
High school diploma desirable. Includes 8000 hrs. on-
the-job training, 576 hrs. classroom work.

Splaver, p. 87

Source

6. After you have taken notes on a sufficient amount of material, hand in
your cards for inspection by your teacher.
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1-3-6 Making an Outline from Your Notes

1. Sort your note cards into piles according to headings, or slugs. You
might have three or four headings. These will be your main topics
(Roman numerals) in your topic outline.

2. Make sure that cards containing facts on the same subject are to-
gether.

3. Prepare an outline with divisions taken from the headings on the
cards. Arrange the piles of cards in the same order as the outline.

Example:

Topic: Carpenter

I. Introduction (Purpose or objectives)

II. Being a carpenter

A. Duties

B. Salary

C. Union Membership

D. Chance for advancement

E. Personal satisfaction

III. Apprenticeship

A. Age and education requirements

B. Amount of time and studying

C. How to apply for the job

IV. Conclusion
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1-3-7 Making the Final Bibliography

No research work can be complete without a listing of all ref er-
ences consulted in the preparation of the composition. The bibli,
ography cards are used to supply the needed information. There
are many different styles of bibliographies. You should choose
one style to follow and be consiste-at in using that particular
style.

1. Arrange the bibliography cards alphabetically according, to the
author's last name. If no author is given, alphabetize the
card by the first important word of the title. If the refer-
ence is published by a society and no author's name is given,
consider the society as the author for alphabetizing.

2. From the bibliography cards thus arranged, make the list which
will appear at the end of your composition.

3. Punctuate your bibliography correctly. Remember that there
are three main divisions in each bibliography entry--the author,
the title, and the publishing data--that are separated by
periods. The specific form to be used can be found in The
MLA Style Sheet, 2nd ed., 1970.

4. Include in your bibliography only those references you have
actually used.

5. If your list contains more than one book or article by the
same author, after the first entry in his name substitute a
line followed by a period instead of repeating the name.

6. If an entry must take more than one line of paper, indent all
lines other than the first.
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1-3-7 (Continued)

Basic Bibliography Form

A. For a book:

1. Flush with the margin write the author's last name.

2. Place a comma after the last name of the author.
3. Write the author's first name.
4. Place a period after the author's first name.
5. Write the title of the book.
6. Underline it.
7. Place a period after the title.
8. Write the place of publication.
9. Put a colon after the place of publication.

10. Write the name of the publishing company.
11. Put a comma after the name of the publishing company.
12. Write the date of publication.
13. Put a period after the date.

Ross, Frank. The World of Engineering. New York: Lothrop,

Lee, & Shepard Co., 1958.

B. For a magazine article:

1. Flush with the margin write the author's last name.
2. Place a comma after the author's last name.
3. Write the author's first name.
4. Put a period after the author's first nama.
5. Write the title of the article, putting quotation marks

at the beginning and end of it.
6. Put a period at the end of the article inside the quotation

marks.
7. Write the title of the magazine, and underline it.
8. Put a comma after the underlined title of the magazine.
9. Write the date of the magazine.

10. Put a comma after the date.
11. Use the abbreviation p. or pp. and list the page or pages

of the article.
12. Put a period after the page numbers.

Smith, Charles. "The Tallest Skyscraper." Time, June 11, 1973,
pp. 54-59.

C. For an encyclopedia article:

1. Write the title of the article and enclose it in quotation
marks.

2. Put a period after the title inside the quotation marks.
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1-3-7 (Continued)

3. Write the title of the encyclopedia and underline it.
4. Place a comma after the title of the encyClopedia.
5. Write the edition date and abbreviate the word edition.
6. Put a comma after the edition.
7. Abbreviate the word volume and give the volume number.
8. Put a comma after the volume number.
9. Use the abbreviation 2.. or 2E. and give the page numbers.

10. Put a period after the page number.

"Vocations." World Book, 1972 ed., vol. 20, pp. 340-355.
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1-3-10

Steps in Making Good Oral Reports

1. Be sure you have enough information.
2. Organize what you plan to say and be prepared to follow

your outline.
3. Practice giving your report at least three times.
4. Learn to pronounce all the words in your report.
5. Interest your audience. Using the chalkboard or objects to

illustrate points will help.
6. Be sure your posture is in good form.
7. Avoid fidgeting with your hands.
8. Look directly at the audience with a pleasant expression.
9. Speak clearly and loudly enough to be heard by everyone in

the room.
10. Speak slowly.
11. Open your report with an attention-getting statement.
12. Answer any questions from the audience to the best of your

ability.
13. Remember: being prepared gives you confidence!
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INSTRUCTIONAL MATERIALS

EVALUATIVE MATERIALS

BIBLIOGRAPHY
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MATERIALS NEEDED

1-1-1 Handout: Discussion as an Introduction to the Unit

1-1-2 Filmstrip Kit: What You Should Know Before You Go To Work
(Available at the Materials Center)

1-1-3 Bulletin Board: Would You Hire Yourself?

1-1-4 Set of Posters: Getting A Job (Available in the Guidance Office
on North Campus)

1-1-5 Handout: World of Construction

1-1-6 Handout: Words to Know on and off the Job

1-2-1 Handout: Topics for Discussion

1-2-2 Handout: Explanation of a Discussion

1-2-6 Evaluation Sheet: Rating a Discussion

1-3-3 Pamphlet and magazines from library

1-3-4 Handout: Do I Want This Job?

1-3-5 Handouts:
(a) Where To Find Material
(b) How To Make A Working Bibliography and Guides for Finding

Bibliography Material
(c) Guides For Making Card Notes

1-3-6 Handout: Making an Outline From Your Notes

1-3-7 Handout: Making The Final Bibliography

1-3-10 Handout: Steps In Makin g; Good Oral Reports

1-3-11 Evaluation Sheet: Evaluation Of Oral Composition

1-4-2 Test: Career Development And Oral Composition
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SUPPLEMENTARY MATERIALS

Filmstrip Set: "History of Man's Scientific Progress and Techniques"

Filmstrip Set: "The Growth of the Labor Movement"
(Available at the Materials Center)

Filmstrip: "A Research Paper on Shakespeare" #D-4

Filmstrip: "The Research Paper: Bibliography and Footnotes" #010

Film: "Understanding the Dollar" (Coronet, 1953)

Film: "Science of Money" (B & W, fair)

Film: "Story of Money" (B & W, fair)
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1-2-6 Rating a Discussion

Yes 1 No

1. Did everybody in the group understand the question?

2. Did the leader introduce the group members to the
audience?

3. Did the leader state the problem?

4. Did the leader keep the discussion moving?

5. Did the leader see that all members of the group
participated?

6. Did the leader summarize the main points so the audience
could follow the discussion easily?

7. Did the leader seem to have a broad general knowledge
of the question?

8. Did the leader present a final summary and then close
the discussion?

9. Were the members prepared in advance for the discussion?

10. Were the members courteous to each other?

11. Did all the members listen to what was said?

12. Did averyone have his fair share of time *0 speak?

13. Did the members reject useless ideas?

14. Were arguments avoided?

15. Was the majority opinion accepted by all the group?

16. Were solutions to the problem suggested by all members?

17. Did the group take time to analyze the problem?

18. Were unclear terms defined?

19. Did the group discuss the bad 0:)ints and good points of
each suggested solution?

20. When possible, did the group suggest a plan for putting
the best solution into action?

In general, I would rate this discussion: (a) excellent,
(b) good, (c) fair, (d) poor.
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Evaluation of Oral Composition

Award 1 point for each "yes" answer. A score of 15 = 100%, 14 = 93%,
13 = 87%, 12 = 80%, 11 = 74%, 10 = 67% and 9 = 60%.

1. Did the student seek out original, significant, varied source
material?

2. Did he have all the necessary bibliographical information?
3. Did ha use his notes to make an outline?
4. Did he follow his outline in presenting his composition.
5. Did he support his main topics with subtopics and details?
6. Was his talk properly organized?
7. Did he use effective, meaningful, original sentences?
8. Was the style of his presentation lively, original, and

interesting, and at the same time serious, objective, and
accurate?

9. Did he use an interesting opening sentence?
10. Did he end his talk with a strong, conclusive sentence?
11. Did he look at the audience?
12. Was his posture relaxed but attractive?
13. Did his voice project well?
14. Were his grammar and pronunciation in good form?
15. Was he prepared to face the audience?
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1-4-2

Test: Career Develope.at and Oral Composition

I. Answer the following questions clear, complete sentences.

1. What is a vocation?

2. Name three reasons why people work.
a.

b.

c.

3. What is the difference between current earnings and continued
earnings?

4. Why is it important to know your mental abilities when you are
deciding on a vocation?

5. What are "special abilities"?

6. How can interest inventories help you to know yourself better?

7. What is "personality"?

8. How do most employers regard the scholastic record of an ap-
plicant?

9. Name three ways one might use part-time work experience to his
future advantage.

10. Name five jobs that are available in the world of construction
that can be obtained without any college education.
24.

b.

c.

d.

e.
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Mark the following statements true or false.

1. The leader in a discussion group is responsible for keeping
all members involved in the discussion.

2. The members of a discussion group should always plan a set
speech to present during the discussion.

3. Once a solution to a problem has been accepted, the dis-
cussion group should work on a plan to put the solution
into operation.

4. Discussions are usually less planned and less formal than
conversations.

5. A discussion usually opens with a question rather than a
statement.

III. Fill in the blanks:

1. A list of sources you plan to use in gathering research material
is called a bibliography.

2. An index of magazine articles in current magazines is called
the . (2 words)

3. In taking notes on index cards, you should put note(s)

on each card.

4. On note cards, the is placed in the upper left
hand corner.

5. You should be able to prepare a topic from
your note cards.

6. The final bibliography is a of sources ar-
ranged alphabetically at the end of a research composition.

7. The three major divisions of a bibliography entry are the
, the and the

8. The three major divisions of a bibliography entry are separated
by
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IV. Vocabulary: In the space to the left of each group, put A if one
word is correct, B if two words are correct, C if three words are
correct, D if four words are correct, and E if no words are correct.

1. 1. status 3. busness
2. voccation 4. application

2. 1. union, 3. abillity
2. resume 4. intrest

3. 1. personalaty 3. discusion
2. enterview 4. speshul

4. 1. experence 3. building
2. construction 4. advertizing

5. 1. inflation 3. benifits
2. salery 4. exspenses

6. 1. goverment 3. creddit
2. labor 4. reference

7. 1. manifacture 3. raise
2. progres 4. system

8. 1. career 3. modern
2. American 4. according

9. 1. increase 3. arrow
2. handel 4. pump

10. 1. property 3. advice
2. including 4. brief

11. 1. avalable 3. closed
2. comunity 4. educcation

12. 1. area 3. opperation
2. ambishum 4. equally
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SELECTED BIBLIOGRAPHY

690 Arnold, Pauline and Percival White. Homes: America's Building
A Business. New York: Holiday House, 1960. (Good selection

on building trades)

625.7 Billings, Henry. Construction Ahead. New York: The Viking Press,
B598C 1951. (Readable; available on North Campus)

625.7 Boardman, Fon W. Tunnels. New York: Henry Z. Walck, 1960.
B (Interesting; available on North Campus)

330 Building America: Illustrated Studies of Modern Problems, Vol. 2.
599b (A magazine in hard cover; interesting section about the steel

industry; abailable on the North Campus)

330 Caves, Richard. American Industry: Structure, Conduct, Performance.
C Englewood Cliffs, New Jersey: Prentice-Hall, 1964. (Good for

references; not generally readable; 111 pages)

330 Crobaugh, Mervyn. Economics for Everybody. New York: Williams
C Morrow, 1937. (Easy to read, but old; 284 pages)

Dangle, Lorraine F. and Alice Haussman. Preparing the Research
Paper, 3rd ed. New York: College Enterance Publications,
1963.

330 Dorfman, Robert. The Price System. Englewood Cliffs, New Jersey:
D Prentice-Hall, 1965. (146 pages)

330 Duesenberry, James S. Money, and Credit. Englewood Cliffs, New
D Jersey: Prentice-Hall, 1964. (109 pages)

331 Dulles, Foster. Labor in tnerica: A History, 2nd. rev. ed. New
D York: Thomas Y. Crowell Company, 1965. (Readable; 422 pages)

Faulkner, Harold U. American Economic History, 8th ed. New York:
Harper and Bros., 1960. (Good for reference only)

330 Kenen, Peter. International Economics. Englewood Cliffs, New
K Jersey: Prentice-Hall, 1965. (111 pages)

331.88 Lens, Sidney. Working Men: The Story of Labor.
L G. P. Putnam's Sons, 1960. (Good; available

331.88 Marx, Herbert L., Jr., ed. American Labor Today.
Wilson, 1965. (Scholarly; 208 pages)

New York:
on North Campus)

New York: H.W.

MLA. The MLA Style Sheet, 2nd. ed. New York: MIA, 1970.
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SELECTED BIBLIOGRAPHY
(continued)

371.42 Paradis, Adrian.
P McKay, 1956.

331 Peterson, Florence
P and Brothers,

330 pages)

From High School to a Job. New York: David
(Good chapter on the construction industry)

. American Labor Unions. New York: Harper
1945. (Very readable and comprehensive;

330 Schultze, Charles. National Income Analysis. Englewood Cliffs,
S New Jersey: Prentice-Hall, 1965. (135 pages)

625.7 Severn, Bill and Sue. Highways to Tomorrow. Englewood Cliffs,
S498h New Jersey: Prentice-Hall, 1959. (Easy to read; available

on North Campus)

330 Smith, Augustus H. Economics for Our Times, 3rd. rev. ed. New
S York: McGraw-Hill, 1963. (Good for reference)

371.42 Splaver, Sarah. Your Career if You're Not Going to College.
S New York: Julian Messner, 1963. (Good section on carpenters)

371.42 U.A. Department of Labor. Occupational Outlooks Handbook. Section
U on Building Trades, pp,366-421.

331.88 Werstein, Irving. The Great Struggle: Labor in America. New
W York: Charles Scribner's Sons, 1965. (Very interesting

and readable; 176 pages)

330 Wilcox, Clair. Economics of the World Today, 2nd. ed. New York:
W Harcourt, Brace, and World, 1966. (Good for reference;

scholarly)
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DIRECTIONS FOR COMPLETING MONITORIAL SHEET

A. Heading Information:

1. Class: Enter the name of the Interest-Based Curriculum Area,
eg. Math For Industry.

2. Teacher: Enter name of teacher. If more than one teacher is
involved, give the name of the teacher managing the instructional
activity.

3. Date: Enter the date of submission of the monitorial sheet.

4. Objectives (By Number): Enter the numbers of the interim-
performance objectives covered by the monitorial sh9et. Process
and task level objectives should not be entered in this area of
the form.

5. Time Interval: Specify the beginning and ending dates for the
industrial activities covered on the particular monitorial sheet.

B. Line Item Information:

1. Objectives:
implemented
performance
performance

Enter the nunber(s) of the process/task level objectives
to bring about the behaviors specified in the interim-
objectives noted in A-4 above. Do not specify interim-
objectives at the line item level.

2. Estimated Time: Enter the estimated time for completion of each
process/task objective. This should be noted in terms of days to
the nearest tenth. One day is equivalent to the instructional
activity period for the given curriculum area for a single group
of students.

3. Actual Time: Same as #2 above in terms of actual days and tenths
of days utilized to carry out the line item objective.

4. Date Completed: Date of completion of the instructional activity.

5. Teacher's Initials: Initial each line item to signify completion
of the instructional activity.

C. Additonal Information:

1. Objectives Not Covered (List 11 Number): List those process/task
objectives not implemented in the instructional activities for
the given interim-performance objectives.

2. Objectives Altered or Added (List By Number; State Adjusted Objective
on Back of Sheet): Complete as specified.



Natchitoches Central High School
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Monitorial Sheet

Class Teacher, Date

Objectives (By Number)

Time Interval:

Objectives
Estimated Actual Pate Teacher's

Time Time Covered Initials

IIM111=1111ININ

Slw1111110

1111111111MEIMM

Objectives Not Covered (List By Number)

=11111MINIS

igesith.

MII111.

011111110111

milili

.11.11.1111111,

.1.11.101

Objectives Altered or Added (List By Number; State Adjusted Objectives on
Back of Sheet)



UNIT III

LETTER WRITING AND JOB APPLICATION



OVERVIEW: LETTER WRITING AND JOB APPLICATION

The single most important skill in the employer-employee relationship

is communication. The purpose of this unit is to instruct the students to

communicate better and more effectively in business and everyday life. In

order for the students to do this, they must develop skills used in writing

desirable letters and in conducting interviews.

Writing is often the only practical means of communication, especially

in the business world. When a person does communicate by means of letter

writing, he should consider that the letter's primary purpose is to inform

the reader. For a person to expect a-reply, his letter should have good

form, be clear and concise, and be grammatically correct.

Anyone desiring a job can expect to be interviewed. The interview

sometimes is the basic criterion by which the employer judges an applicant.

This unit includes the correct way to conduct such interviews. It also

stresses how to complete business forms correctly.

If an applicant knows how to write good letters, fill out business

forms properly and conduct interviews satisfactorily, then he is more likely

to get and keep a job.
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LETTER WRITING AND JOB APPLICATION

1-0-0 Throughout the letter writing and job application unit, the students
(4,5,6, will apply their abilities to write acceptable business letters with
7,8,9, at least 85% accuracy, using the "Unmailable Letter" check list as a
10,11) guide, and they will have been taught the skills for job interview.

1-1-0 To evaluate the students' letter writing abilities, the teacher
will present want ads for several jobs. Each student may choose
one and write a letter of application, which will be monitored
according to the " Unmailable Letter" list.

1-1-1 Each student choose one of the want ads and write a letter of
application to be evaluated as a guide to learning. (This is
a teacher evaluation of each student's letter writing skills.)

1-1-2 Review "Unmailable Letter" list
1-1-3 Review "Letter Writing" - Kit #372.6, W
1-1-4 Self evaluation of letters written (1-1-1)

1-2-0 The instructor will present a list of discussion questions concerning
business letters. Students will be assigned letters to write and
evaluate.

1-2-1 Class discussion to introduce teaching skills for letter writing.
A. Why not telephone instead of writing business letters?
B. In what ways does the letter give its reader an impression

of its sender?
C. Does the form of a letter make a difference? Why?
D. Should letters be written in ink or typed?
E. A business letter should be rather short. Why?
F. Why proofread letters?
G. Why should the signature be written in ink?

1-2-2 Review by listing on the board the parts of a business letter.
A. Heading - This is known as the where and the when of a letter.

It includes the street, city, state, zip code, and date.
B. Inside Address - The inside address is the address of the

person who is to receive the letter.
C. Salutation - The salutation is equivalent to saying "hello."

It tells to whom the letter is written.
D. The Body - The body is considered the why of the letter. It

tells why a person has written. It should be written in a
conversational tone, using.informal,standard English.

E. Closing - The closing is the "good-bye" of a letter.
F. Signature - A signature is the signing of one's name. The

signature may be one or more than one name.
1-2-3 Use "Letter Writing" Kit to illustrate capitalization and punctu-

ation of letter parts.
1-2-4 Students take notes and place the information in their folders

for reference.
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1-3-0 The instructor will assign topics related to the world of construction
tradec for special reports:

A. Bureau of Labor
B. Men's Jobs and Women's Jobs

(Discussion of old and new trends )
C. Majority and Minority Applicants

(Discuss past and present trends in hiring.)
D. Education Act of 1965
E. Vocational Education Act of 1963
F. Apprentice Occupations:

1. Cement Mason
2. Painter
3. Plumber and Pipefitter
4. Electrician
5. Bricklayer

1-3-1 Class reports

1-4-0 The teacher will discuss and give examples of letters that get
results. Students will be assigned letters to write and to
evaluate by standards taught.

1-4-1 The students are tc become familiar with abbreviations used in
want ads and application blanks.

1-4-2 Use handout and newspapers related to the learning experience.
(1-4-1)

1-43 Use handout 1-4-3 for evaluation.
1-4-4 Handout 1-4-4 (A) and (B); discuss letters that request. Judge the

clearness of an inquiry.
1-4-5 Read an example of one that is not clear and one that is clear;

use handouts 1-4-4 (A) and 1-4-4 (B) as examples if desired.
1-4-6 Compare the two letters, 1-4-4 (A) and 1-4-4 (B). List reasons

why 1-4-4 (B) is a better letter. Use the following as a guide:
A. Is the form of the letter correct?
B. Is the inquiry clear and specific?
C. Did the inquirer number and list his questions?
D. Did he use ink or type?
E. Are his paragraphs a good length for a business letter?
F, Is his sentence structure and vocabulary easily read and

understood?
1-4-7 Discuss qualities of effective letters.
1-4-8 Use the bibliography as a reference and read materials to explain

the following traits of a good letter:
1. Creates a favorable first impression.
2. Appeals to the reader's point of view.
3. Is correct in structure, spelling, capitalization, and

punctuation.
4. Promotes good will.
5. Is clear and complete.
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6. Is courteous, friendly, and sincere.
7. Is concise.
8. Is written in ink or typed.
9. Avoids jargon.

10. Is written on appropriate paper.
1-4-9 Make a class poster as an outgrowth of 1-4-8.
1-4-10 Using the tools learned, write a letter of reply to 1-4-4 (B).
1-4-11 Use handout 1-1-2 to evaluate letters in grout's, justifying

corrections made.
1-4-12 Rewrite letters, making all corrections.
1-4-13 Score letter 1-5-11 and 1-5-12, using the skills taught.
1-4-14 Review letters of order and writing checks, using teacher-made

transparencies.
1-4-15 Students use oi-zy forms to make out orders that would be used

in construction. The order is not to exceed $400.00. Figure
tax, postage or freight, and write a "void" check to pay for
materials.

1-4-16 Use opaque projector to show and discuss several orders and
checks.

1-4-17 Self evaluation of orders

1-5-0 The teacher will emphasize to the students the importance of job
interviews (personal, telephone, and letter) as evidenced by the
monitorial system during this phase of the unit.

1-5-1 Review attitude as related to work and handout 1-5-1.
1-5-2 Make a bulletin board of want ads related to construction; have

large headings, then place want ads under proper heading. Examples
of headings could be:

PAINTER

PLUMBER AND PIPEFITTER

CEMENT MASON

BRICKLAYER

CARPENTER

ELECTRICIAN

STONE AND TILE WORKER

ROOFER

1-5-3 A panel will discuss the want ads and allow each student a
choice of the job for which he would like to apply.

1-5-4 Read several references concerning your job choice. Take notes.
1-5-5 Read and discuss ways of getting and keeping the job you chose.

Take notes related to the following questions:
1. Will I make a good first impression? Use handout 1-5-5 as

a guide.
2. Do I have the education for the job?
3. Do I have the working skills that are necessary?

Use handout 1-5-5 as a guide also.
1-5-6 After discussion of 1-5-5, use filmstrip kit #150,

"What You Should Know Before You Go To Work;'
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1-5-7 Use the "square" review as a learning experience.
1-5-8 Make a list of ways to learn about jobs in addition to the

want ads.
1-5-9 Discuss and complete application forms.
1-5-10 Use the tape and filmstrip: "Your Job Interview," as a teaching

aid.
1-5-11 Divide the class in small groups; view some of the following

filmstrips and listen to tapes:
A. "Job Experience"
B. "Getting and Keeping Your First Job"
C. "Finding and Holding Your First Job"
D. "The Wonderful World of Work"

1-5-12 Sharing time, concerning 1-5-11
1-5-13 Guest speaker from the Business Department or a business person

in town to discuss appropriate dress for the interview.
1-5-4 Show and discuss how to fill out a resume.

1-6-0 The teacher will present the students with situations involving
interviews. The pupils will act out the situations and be evaluated
by standards taught.

1-7-0 The teacher will administer, collect, score, and compile results
in reference to the following assignment:

Directions: You choose a certain want ad that relates to
construction trades. Now, use the skills you
have learned and write the best letter of ap-
plication that you can.

81



ACTIVITIES



1-1-2 UNMAILABLE LETTERS

1. Misspelled word

2. Word divided incorrectly at end of line

3. Transposition of words or letters

4. Letter too high on page

5. Letter too low on page

6. Letter too far to the right of page

7. Letter too far to the legit of the page

8. Messy erasure or hole in paper

9. Matilrial omitted or changed that obviously alters meaning of letter

10. Omission of date line

11. Omission of title (Dr., Mr., Mrs. ) in inside address

12. Omission of return address (Applies only when letterhead is not used )

13. Abbreviations for directions in inside address (N. for North)

14. Abbreviations for type of thoroughfare (St. for Street)

15. Incorrect punctuation marks for salutation and complimentary close
(comma or colon after salutation and no punctuation after complimentary
close)

16. Right margin too ragged or uneven--more than six spaces between longest
line and shortest line of body (A short line at the end of a paragraph
is acceptable.)

17. Elimination of punctuation marks between two independent clauses joined
by a conjunction

18. Elimination of comma after introductory clause ("if," "then," and others)

19. Elimination of comma between words in a series

20. Elimination of apostrophe to show possessive (man's car)

21. Omission of enclosure notation when needed

22. Omission of the zip code
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1-4-2 Want Ad Words and Their Abbreviations

1. incl. including

2. H. S. high school

3. hrly. hourly

4. hr. hour

5. elec. electric

6. grad. graduate

7. ftr. future

8. exp. experience

9. div. division

10. dir. director

11. dept. department

12. ind. industrial

13. yr. year

14. wk. work

15. wkr. worker

16. type. typing or typist

17. trneP. trainee

18. sr. senior

19. sal. salary

20. pt. part-or full-time

21. ind. industrial

22. maint. maintenance

23. manuf. manufacturing

24. pd. paid
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1-4-2 (continued)

25. mo. month

26. mgr. manager

27. med. medical

28. a.m. morning

29. p.m. afternorin or evening

30. aft. after

31. appt. appointment

32. temp. temporary

33. co. company

34. coll. college

35. const. construction

36. incl. including

37. commissioncomm.

38. hvy. heavy

39. hosp. hospital

40. lic. license
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1-4-3 Evaluation: Want Ads

Write the correct abbreviation for the following words related to want ads:

1. high school 1.

2. hourly 2.

3. electric 3.

4. future 4.

5. experience 5.

6. department 6.

7. year 7.

8. worker 8.

9. trainee 9.

10. senior 10.

11. license 11.

12. heavy 12.

The following abbreviations are related to construction trades. To the right
of each abbreviation, write the word for which it stands.

1. comm. 1.

2. temp. 2.

3. p.m. 3.

4. const. 4.

5. med. 5.

6. mgr. 6.

7. coll. 7.

8. inc. 8.

9. trnee. 9.
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1-4-3 (continued)

10. appt. 10.

11. sal.

12. ind.

13. co.

SCORE:

11.

12.

13.

25 GRADE
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1-4-4 (A)

Sir:

Do you have some paint that will be suitable for painting the exterior
of my house?

My house is in a wooded section of Natchitoches Parish. It will be

shaded most of the time. I like white with brown trim best of all.

Sincerely yours,

Pages 89-93

1-4-4 XB) Inquiry from J.C. Tresslet and Lipman, Business English in Action

(Boston: D. C. Heath and Co., 1957), p. 50 omitted do to copyright restrictions.

1-5-1 Letters of Application from Richard K. Corbin and others, Guide to Modern

English 10 (Dallas: Scott Foresman and Company, 1965), pp. 252-253.

1-5-5 Handout
Business Personality Analysis from Tressler, pp. 309-311.
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1-5-9 WILMAR PLYWOOD, INC.

APPLICATION FOR EMPLOYMENT

WILLAMETTE INDUSTRIES, INC.

AN EQUAL OPPORTUNITY EMPLOYER

PERSONAL DATA

Title VII of the Civil Ic.ghrs Act of 1964 in con-
junction with subsequent Acts and orders has made
it unlawful for any employer to discriminate against
any person or persons with regard to employment
due to their race, religion, sex, color, age or
national origin.

Name ( first, middle, last)

Address - Street No. or R.F.D. Box Number

City State Zip

Da te

Social Security Number

Telephone Number () Home

) Nearest

Male ( ) Female ( ) Height

If hired, can you establish date

tt.

of birth? Yes ( ) No ( ) Yes

Have you any chronic
diseases? Explain:

in. Weight

iti/en of USA

Hernia or
rupture Bursitis

Explain nature of injury:

NOTIFY IN CASE OF EMERGENCY:

Ctt Stare

Type of
School
High

School

College

College

Graduate

School

Special

Schooling_ _

No

lbs. Own Home ( )

Rent ( )

Other

Have you ever been convicted of a felony?

Heart
trouble

Yes ( )

Asthma
Allergies

No ( )

Have you ever suffered
a back or neck injury?

blive you ever received a permanen disability award? Explain:

( 1 Home
Tele hone

ill I A 1. 1N(;

, circle Last Year Last Year
Name of School Addre,s Compieted Attended

' > 12 Graduate 19
) No

I )c,!,? cc 19

Degree 19

4

19I >cc! c,

.1
19

U. S. MILITARY RECORD
Military Service

From Mu. Yr. to Mo. Yr.

Rank at Entrance Rank at Discharge

iStati, II .11 `rr%Kc

Draft in Reserve Status



OB INTEREST
In what types of work are you interested? 1 Referred by

If now employed, why do you wish to change employment? Holk much notice will you
give your present employer?

May we contact
your employer?

( ) Yes
( ) No

Have you ever Santiam Southern Company ( ) Yes

been employed by Louisiana Plywood Corporation () Yes-
Woodard-Walker-Willamette, Inc. ( ) Yes

( ) No Duraflake South, Inc. ( ) Yes ( ) No
( ) No Wilmar Plywood, Inc. ( ) Yes ( ) No
( ) No

Are you a student seeking summer vacation employment? ( ) Yes
Ordinarily self employed? ( ) Yes
Now receiving unemployment compensation? ( ) Yes

( ) No
( ) No
( ) No

Will you accept shift work,? ( ) Yes
Saturday work? ( ) Yes
Sunday work? ( ) Yes

( ) No
( ) No
( ) No

WORK EXPERIENCE
List last four employers starting
with most recent L Occupation From

, N14,

Dates

Yr

7,1

./

To
Final

Earnings Supervisor Reason for leaving

1

Name:

Address:

r--
Nit).

// Yr.

2

Name:

Address:

,, , ./

3
ame:

Add )
. r

i ..' ,.

4
Name:

Address:

--,,_..

[
1 /
1.........'

/
?LEASE READ THE FOLLOWING CAREFULLY RE FOR SIGNING:

I agree to submit to a physical examination which I must stit.:essfulb- loss before being accepted for employment, and I also agree that,
in the event I shall be employed by the company, I will submit to forthLr plis.sical examinations when requested by the company. In filling
out this form, I understand that the company may wish to incestilfve any of the facts :ar statements slibmitted by me..1 hereby grant them
permission to check any of the information except where by sraternent upon this form specifically requests that no investigation be:
made. It is understood that any misrepresentation by me. in this application will lw sufficient cause for termination of my employment if I
am hired.

40plicant's Signature

DO NOT WRITE BELOW THIS LINE -- FOR OFFICE USE ONLY

RE FE R E NC E. CI 1 ECK

Job
Number Results of Reference Check

Job
Number Results of Reference Check

1 3

2 4

LOWING INFORMATION TO BE FILLED OUT BY APPLICANT ONLY AFTER HE OR SHE HAS BEEN HIRED:

Date of Birth ( ) Single ( ) Married ( ) Widowed ( ) Divorced ( ) Separated
Is Spouse ( ) Yes ( ) Full Time

Name of Spouse Spouse's Birthday Working? ( ) No ( ) Part Time

Spouse's Employer .

Dependents -

Name Relationship Date of Birth . Name Relationship Date of Birth



1-5-9 NATCHITOCHES AREA ACTION ASSOCIATION, INC.
APPLICATION FOR EMPLOYMENT

P. 0. Box 944

Program Date

Position Applying for

PERSONAL DATA

Name Address

Phone No. City State

Social Security No. Race Sex

Marital Status Birthdate No. Children

Health Height Weight

Family Income: Annual No. Persons in Family

High School Attended

College Attended

Business or Trade School

EDUCATIOAL BACKGROUND

Highest Grade Date Course of Study
Completed Graduated

Highest Date Degree Major
Classification Graduated

Length of Attendance Course of Study

SKILLS

hyping Speed wpm Shorthand Speed wpm Other Skills

3usiness Machines Operated

PERSONAL REFERENCES

Name Address Phone No. Occupation

(Continued on Back)



1- 5- 9

Name of Employer or
Firm

EXPERIENCE
(Begin with most current position)

Immediate
Supervisor

Length of
Employment

ADDITIONAL REMARKS

Position Salary
Held

Interviewer's Comments

General Appearance

Test Scores:



MATERIALS NEEDED

1-1-1 Several want ads from newspapers

1-1-2 "Unmailable Letter" list

1-1-3 "Letter Writing" Kit #372.6, W

1-1-4 "Unmailable Letter" list

1-2-3 "Letter Writing" Kit #372.6, W

1-4-2 Want ad words and their abbreviations
Want ads from several newspapers

1-4-3 Handout 1-4-4 (A) and (B), Letters

1-4-8 References for study

1-4-9 Materials for poster

1-4-11 Use handout 1-1-2

1-4-14 Teacher-made transparencies

1-4-15 Order forms from construction companies, blank checks, and
postage and freight rates

1-4-16 Opaque projector and orders

1-5-1 Handout "Letter of Application"

1-5-2 Bulletin board material, include many want ads

1-5-4 References (Sign for library)

1-5-5 Bibliography on reserve

1-5-6 Filmstrip Kit #150
"What You Should Know Before You Go To Work" (This is located
at the Learning Materials Center on Lee Street.)

1-5-9 Application forms

1-5-10 Dukane Machine
Filmstrip and tape, "Your Job Interview"

1-5-11 Filmstrip machines (2)
Tape players (2)

107



MATERIALS NEEDED
(continued)

Dukane Machine (1)

Listening stations (3)

Filmstrips and tapes:
A. "Job Experiences"
B. "Getting and Keeping Your First Job"
C. "Finding and Holding Your First Job"
D. "The Wonderful World of Work"

1-5-13 Guest Speaker

1-5-14

1-6-0

Samples of re'sume's

Role play situations
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DIRECTIONS FOR COMPLETING MONITORIAL SHEET

A. Heading, Information:

1. Class: Enter the name of the Interest-Based Curriculum Area,
eg. Math For Industry.

2. Teacher: Enter name of teacher. If more than one teacher is
involved, give the name of the teacher managing the instructional
activity.

3. Date: Enter the date of submission of the monitorial sheet.

4. Objectives (By. Number): Enter the numbers of the interim-
performance objectives covered by the monitorial sheet. Process
and task level objectives should not be entered in this area of
the form.

5. Time Interval: Specify the beginning and ending dates for the
industrial activities covered on the particular monitorial sheet.

B. Line Item Information:

1. Objectives: Enter the nunber(s) of the process/task level objectives
implemented to bring about the behaviors specified in the interim-
performance objectives noted in A-4 above. Do not specify interim-
performance objectives at the line item level.

2. Estimated Time: Enter the estimated time for completion of each
process/task objective. This should be noted in terms of days to
the nearest tenth. One Jay is equ'.valent to the instructional
activity period for the given curriculum area for a single group
of students.

3. Actual Time: Same as #2 above in terms of actual days and tenths
of days utilized to carry out the line item objective.

4. Date Completed: Date of completion of the instructional activity.

5. Teacher's Initials: Initial each line item to signify completion
of the instructional activity.

C. Additonal Information:

1. Objectives Not Covered (List sz Number): List those process/task
objectives not implemented in the instructional activities for
the given interim-performance objectives.

2. Objectives Altered or Added (List By Number; State Adjusted Objective
on Back of Sheet): Complete as specified.



Natchitoches Central High School
Natchitoches, Louisiana

Monitorial Sheet

Class Teacher

Objectives (By Number)

Time Interval:

Objctiv s,

Datp

Estimated
Time

Actual fate
Time Covered

,4=1 all1111111

0111110

Teacher's
Initials

GM110.....=

Objectives Not Covered (List By Number)

Objectives Altered or Added (List By Number; State Adjusted Objectives on
Back of Sheet)



UNIT IV

PARAGRAPHING



OVERVIEW: PARAGRAPHING

The ability to express oneself in writing is a necessary asset in any

chosen career. Students whose major interest is construction trades need

to be guided to use the tools of paragraph writing to write strong, vivid

sentences and paragraphs.

The basic aspects of writing good, meaningful paragraphs are sometimes

overlooked by those students who have placed little concern in the past for

what seems to be such a trivial task.

This unit deals with some of the major aspects of paragraph writing:

sentence structure, capitalization, punctuation, spelling, vocabulary, unity

and coherence. The purpose of this paragraph unit is not to confuse the

student with a strict adherence to grammatical rules but to project an in-

terest toward the importance of being able to express oneself coherently

within a reasonable and feasible grammatical structure.
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UNIT: Paragraphing

1-0-0 At the end of the paragraph unit the students will demonstrate

(4,5, their knowledge of writing paragraphs by at least a 60% accuracy
10,11) score of a teacher-made test.

1-1-0 During several eass meetings the teacher will explain through
use of handouts he development o' a good paragraph which includes
basic writing skills as evidenced by the project monitorial system.

1-1-1 Filmstrip: "Steps itt Building a Paragraph"
1-1-2 Explanation of the topic sentence
1-1-3 Handout of topic sentences
1-1-4 Discussion of the different types of paragraphs

A. Comparison
B. Cause and effect
C. Particulars and details
D. Statistics
E. Definition

1-1-5 Discussion of the term "unity"
1-1-6 Discussion of the term "coherence"
1-1-7 Discussion of paragraphs read aloud in class
1-1-8 Writing of an assigned paragraph using a designated topic sentence
1-1-9 Writing of a comparison or contrasting type paragraph using "Ackley"

and "Stradlater" from The Catcher in the Rye

1-2-0 Throughout the paragraph unit the teacher will empahsize the im-
portance of grammar, punctuation and spelling techniques as evidenced
by the project monitorial system.

1-2-1 Handout of a spelling check list
1-2-2 Recognizing complete and incomplete sentences
1-2-3 Writing of ten complete sentences relating to construction trades,

using action verbs when writing
1-2-4 Diagnostic test for grammar, punctuation and capitalization
1-2-5 Grading of papers in class (from 1-2-4)
1-2-6 Discussion of errors and review of rules for these errors (from

1-2-4)
1-2-7 Building of a paragraph

1-3-C During the paragraph unit, the teacher will administer, collect,
score and compile test results for the students relating to construc-
tion-trades spelling as evidenced by the project monitorial system.
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1-4-0 At the end of the paragraph lesson the teacher will ask the
students to write two good, solid paragraphs, choosing from a list
of selected topics. The teacher will collect, score and compile
results of these paragraphs in reference to the students' ability
to comprehend the writing of a paragraph as evidenced by a summary
report of testing results.
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1-1-2 The topic sentence of a paragraph expresses its main idea. A para-

graph is unified if it sticks to its topic. In narration, the topic

sentence is never stated, and in much other writing, it is merely

implied. But if the paragraph sets out to give an opinion or to

explain a point, the topic sentence is expressed, usually in the

first sentence. Frequently it is restated in the last sentence,

often called a "clincher sentence."

Paragraphs come in all sizes: short--one sentence; average--100

to 150 words; long--250 to 300 words. The one-sentence paragraph

is rare except in conversation. In business letters, the average

paragraph is about 60 words. A paragraph is the right size when

it develops the point clearly and fully.
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1-1-3 The best topic sentences contain what we call "action" verbs; verbs

which show movement, feeling or thought. Try to avoid using linking

verbs when writing your topic sentences. Study the following

examples:

1. Anyone can build his own home.

2. Nobody likes a poor and lazy worker.

3. Labor unions get all the breaks.

4. In my opinion, crime does pay.

Write a topic sentence for each of the suggested topics below:

1. Finding a summer job

2. Building a better background

3. Participating in athletics

4. Winning the game
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1-1-7 The sending abroad of American technical and engineering men has

well been called "our proudest export." Our shipments of brains

and skill of this kind have gone to all the foreign countries that

have felt the need of more industrialization to enable them to catch

up with the modern world. All the far-off places of the world have

known the American engineer and have benefited from the power plants,

lighting systems, highways, railroads, factory buildings, and other

projects that he has created.

1. What is your reaction to this paragraph?

2. Underline the topic sentence.

3. Is there a "clincher" in this paragraph? If not, add one to it.
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1-1-7 Civil engineers are needed to build and improve roads and bridges,

hydraulic-power developments, sanitation systems, and factories in

many foreign lands. They are called in to plan company towns and

villages, to lay out airports, and to develop irrigation systems.

Where railroads are needed, the civil engineer may be engaged in

the preliminary surveys and the location of new lines, as an in-

spector or resident engineer during construction, in laying out

new yards and terminals, correcting curves and grades, and designing

railroad structures of different kinds.

1. Find the topic sentence. (Underline it.)

2. Which words do you not understand? (Circle them.)

3. How would you improve the structure of this paragraph?
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1-1-8 The construction trades require many types of skilled workers and
helpers.
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1-2-1 Study List

carpenter machinist journeyman

plumber doorframes decorate

laborer scaffolds vocation

plasterer sheathing disposal

roofer production industry

paperhanger moldings refrigeration

brick baseboards employment

glazier cornices skilled

inspector paneling supervisor

construction joints experience

cement cabinet manufacture

concrete porch qualification

pipe blowtorch craftsmanship

painter liquid material

maintenance exterior sandpaper

bricklayer interior blueprint

shovel union shopwork

sheet-metal remodel .fittings

repairman ladder install

occupation apprenticeship foundation
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1-2-2 The following is a list of complete and incomplete sentences.

Determine which are complete and which are incomplete. Be pre-

pared to support your answer orally.

1. A journeyman is a skilled worker.

2. Four out of five painters work in the construction industry.

3. The usual method of learning the painting trade.

4. A carpenter uses hand tools to work with wood.

5. Every part of the United States.

6. Who travel on the railroads.

7. Also known P- a pipe fitter.

8. Young men will be needed to replace the large number of

older men who reach the age of retirement in the construction

trades.

9. The largest single-skilled group.

10. Foremen are men of wide experience.
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1-2-4 Steps to Follow

1. Read each paragraph.

2. Determine if there is an error in each underlined group of words.
Some underlined groups have no error, but there is never more
than one error in any underlined part,

Above each underlined part mark:

G - for grammar error
P - for punctuation error
C - for capitalization error
NE - for no error

Plumbers

A Plumber must have a broad knowledge of the use and kinds of materials
1

and fittings for different types of installations. A knowledge cf the operation

of various heating and supply systems are essential, and He must be able to
2 3

use plumbers' tools skillfully. In large cities, a plumber is required to
4 5 6

have a license, and he must know state laws and city ordinances so that

his work will pass inspection.
7
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1-2-4

Carpenters

Rough carpenters builds rough but substantial wooden structures, forms,
8

and pouring chutes for pouring concrete. They erect scaffolds, apply
9

sheathing to houses, lay sub-flooring, and do other coarse carpentry work.

Finish carpenters use tool's skillfully to cut and install inside trim,
10

moldings, baseboards, doorframes, cornices, and Paneling. Such work require
11 12

fitting Joints carefully. They also hang doors, lay hardwood floors, fit

windows, make porches, and installs cabinets.
13

Painters

Anyone can use a Paint brush and paint surfaces, but the skill of a
14

good painter show up in the finished paint iob. A painter do all kinds of
15 iv 17

exterior and interior painting ofhouse'sand buildings, removes old paint
18 19

with a Blowtorch or liquids, mixes paint, matches colors, and applies paint.
20
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1-2-4 ANSWER SHEET

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

COLUMN A COLUMN B
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1-2-7 Arrange the following sentences to form a good, coherent paragraph.

1. Even in Europe, glass was made by hand.

2. Only the wealthy could afford them.

3. It was a great luxury, meaning houses sad very few windows.

4. Windows that broke in shipment were pie4ed together in the same
way.

5. Large sheets. of glass were not available.

6 Paper brushed with linseed oil tot the place of glass.

7. The small penes builders could get were held together with strips
of lead.

.1111.MMINIMIIMIMIr

.111
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1-2-7 Arrange the following sentences to form a good, coherent paragraph.

1. Your front door is the last place to skimp and save on material
or hardware.

2. For example, no one should have to look for the front door, and,
since it is made to be used and enjoyed every day, you should be
delighted with its look, feel and touch.

3. It is, after all, the entrance to your private world.

4. If you do not use your front door every day, but use a side or
back door all the time, then either your house is not properly
designed for you, or your drl:reway in the wrong location.

5. Thus, entrance should be simple e.nd quick.

6. The doors of a house are the means by which we enter into the
center of its life.
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1-3-0 Look at each set of items and circle the words which are

spelled correctly.

1. carpenter plumber laboror plasterer

2. roofer paperhanger brik glasier

3. inspecter construction Bement concreet

4. pipe paintor maintenence bricklayer

shuvel repairman ocupation machinist

6. skaffolds sheething production baseboards

7. cornices paneling joints cabinet

6_ porch blowtorch liquid union

9. exterior interior remodel ladder

10. superviser disposal vocation decorate

11. skilled experience blueprint instal

12. fittings sandpaper materiel shopwork
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1-4-0 TOPICS

carpenters

construction laborers

painters

plumbers

pipe fitters

brickmasons

sheet-metal workers

machine operators

plasterers

foremen

roofers

concrete finishers

paperhangers

glaziers

inspectors
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1-1-1 Filmstrip

1-1-2 Handout

1-1-3 Handout

1-1-7 Handout

1-1-8 Handout

1-2-1 Handout

1-2-2 Handout

1-2-4 Handout

1-2-7 Handout

1-3-0 Handout

1-4-0 Handout

MATERIALS NEEDED
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DIRECTIONS FOR COMPLETING MONITORIAL SHEET

A. Heading Information:

1. Class: Enter the name of the Interest-Based Curriculum Area,
eg. Math For Industry.

2. Teacher: Enter name of teacher. If more than one teacher is
involved, give the name of the teacher managing the instructional
activity.

3. Date: Enter the date of submission of the monitorial sheet.

4. Objectives (jam Number): Enter the numbers of the interim-
performance objectives covered by the monitorial sheet. Process
and task level objectives should not be entered in this area of
the form.

5. Time Interval: Specify the beginning and ending dates for the
industrial activities covered on the particular monitorial sheet.

B. Line Item Information:

1. Objectives:
implemented
performance
performance

Enter the nunber(s) of the process/task level objectives
to bring about the behaviors specified in the interim-
objectives noted in A-4 above. Do not specify interim-
objectives at the line item level.

2. Estimated Time: Enter the estimated time for completion of each
process/task objective. This should be noted in terms of days to
the nearest tenth. One day, is equivalent to the instructional
activity period for the given curriculum area for a single group
of students.

3. Actual Time: Same as #2 above in terms of actual days and tenths
of days utilized to carry out the line item objective.

4. Date Completed: Date of completion of the instructional activity.

5. Teacher's Initials: Initial each line item to signify completion
of the instructional activity.

C. Additonal Information:

1. Objectives Not Covered (List 132 Number): List those process/task
objectives not implemented in the instructional activities for
the given interim-performance objectives.

2. Objectives Altered or Added (List By Number; State Adjusted Objective
on Back of Sheet): Complete as specified.
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UNIT V

SPEAKING AND LISTENING



OVERVIEW: SPEAKING AND LISTENING

Communication involves primarily the skills of speaking and listening.

Even more than reading and writing, speaking and listening abilities are

essential to individual success. 4

Regardless of the situation,' what one says and the way he says it often

represent how much a person respects himself and others. Telephone courtesy

is as important in the hove as on the job. Introductions today ale not

usually as formal as they once were, but there are still certain conventions

that are followed. Making a talk before a group requires know-how, practice,

and poise. A person should always use his most courteous tone of voice in

all these situations, and one needs many experiences knvolving speaking in

order to learn good self-expression.

On all sides human beings are bombarded with sounds. It takes a dis-

criminating listener to discern what is important and what is not. Hearing

without listening is very much like reading without comprehending. As a

person develops his listening skill, he learns to be informed, constructively

critical, and courteous. There are ways to improve and to expand listening

ability. Practice and concentration are important.

This unit includes speaking and listening activities which involve the

students in the skills of oral communication. It is not designed to make

orators and critics out of all the students. It is, rather, an introduction

to the importance of good speaking and listening habits.
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SPEAKING AND LISTENING

1-0-0 At the end of the speaking and listening unit, the students will
(4,5,10, demonstrate the value of two-way communication by presenting a

11) short speech on an aspect of economics and/or the construction
industry, with teacher and class approved proficiency in accordance
with the speaker and listener profiles.

1-1-0 During the class periods the teacher will provide monitored
activities for improving listening and for creating an awareness
of listening habits.

1-1-1 Introduce the unit by reading and doing the activities connected
with the article, "Man's Greatest Invention," from the ACE 301 Kit,
Reading and Study, pp. 17-23.

1-1-2 Listening Test I from ACE 301, Listening and Speaking, pp. :-4
1-1-3 Class discussion of the importance of listening using transparency

and handout
1-1-4 To reinforce 1-1-2, the students will collect pictures of people

in listening situations to make a bulletin board entitled "Every-
day Listening Situations."

1-1-5 Class discussion contrasting good and poor listening habits,
using transparencies

1-1-6 Class discussion of the kinds of listening, using handouts and
transparencies

1.1-7 Have a taped discussion about the economy or another topic of
interest to the students. Play the tape back and have the
students analyze the listening skills involved in the discussion.
Possible questions to be analyzed are the following:
1. Did everyone listen when one person was speaking?
2. Were there any outside distractions during the conversation?
3. Did the responses show that the class members were really

listening to each other?
4. Were there any examples of aesthetic listening? Recall

listening? Critical listening?
1-1-8 Practice in aesthetic listening. The class will hear a record-

ing of a popular song that is familiar. Afterwards, they will
discuss the following questions:
1. How does the song make you feel?
2. What story is possibly behind the words of the song?
3. What is the significance of the actual words in the song?
4. Why is listening to a song considered to be aesthetic

listening?
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1-1-9 Practice in recall listening. The teacher will read a
passage from Soule's Economics for Living concerning money.
Have a short oral quiz to test recall listening.

1-1-10 To reinforce listening skills, the class will view "How to
Listen More Effectively," a set of filmstrips and tapes.

1-1-11 Listening Test II from ACE 301, Listening and Speaking, pp. 45-46

1-2-0 At the end of the listening skills lessons, the teacher will ad-
minister self-evaluation listener profiles to the students, as
evidenced by the project monitorial system.

1-3-0 During the class periods the teacher will provide monitored
activities for improving speaking and for creating an awareness
of speaking habits.

1-3-1 Class discussion of the need for good speaking habits, using
transparencies, handout, and filmste.p.

1-3-2 Class discussion of the characteristics of good and bad speakers,
using ideas contributed by class members.

1-3-3 Tape short, extemporaneous talks on some phase of labor or
economics and play back the tapes to let the students hear
how they sound and analyze their speaking habits. Students
may use periodicals for information. Use transparencies as
an aid to discussion.

1-3-4 Class discussion of telephone courtesy, using handout and trans-
parency

1-3-5 Have a guest speaker from the telephone company demonstrate
telephone use, involving the students in practical discussion.

1-3-6 Practice telephone courtesy. Using hypothetical situations,
students will practice telephone use. Students will orally
evaluate each other.

1-3-7 Class discussion of the guidelines for giving directions using
transparencies and handout

1-3-8 Spend time in the library choosing and researching topics on
economics and labof to present in a short speech,telling directions.
Handout contains suggested topics. Use films as a review of
library use.

1-3-9 Using transparencies, films, poster, and handout, discuss and
practice outlining and presenting speeches.

1-3-10 Class members will present speeches giving directions.

1-4-0 During the directions talks, the teacher will administer speaker
profiles so that the students may evaluate each other, as evidenced
by the project monitorial system.

1-5-0 Throughout the speaking and listening unit the teacher will motivate
the students to find cartoons and articles about construction trades,
the stock market, and labor to display in the classroom and to be
the basis for monitored discussions.

1- Throughout the speaking and listening unit the teacher will expose
the students to the vocabulary study of labor and economics, as
evidenced by the project monitorial system.

139



ACTIVITIES



1-1-3 LISTENING IS IMPORTANT

Good listening habits contribute greatly to one's success in all areas

of life, but particularly in business and industry. Some large corporations

such as American Telephone and Telegraph, General Electric, and General

Motors,. provide listening training for some of their personnel.

A supervisor must know how to listen. Large corporations know that

management must know how to listen if it is to be effective. They know that

the successful supervisor doesn't just give orders; he also does a lot of

listening. He listens to his employees to find out what they think, so he

can help to settle arguments or complaints and establish good employee

relations and because he knows that employees often contribute time- and

money-saving ideas when they have a supervisor who really listens to them.

Workers, too, must listen. Many workers in business and industry rely

on listening skills to carry out their daily assignments. Telephone oper-

ators and salespeople must be skilled listeners. Another who must depend

upon effective listening is a construction worker. When he is on the job,

the worker must listen to his instructions so that he can perform his duties

well. If he is operating any heavy machinery, he must listen to make sure

it is running correctly. He listens to his fellow workers as they make

friendly conversation. When a job has been completed, he listens to his

supervisor's comments on the work. The success of the construction worker

depends a great deal upon how well he listens.

All employees who provide service of any kind--and that includes most- -

are partially, if not mainly, dependent upon their listening ability to

carry out their duties. No one in business and industry is immune to the
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1-1-3 (continued)

need for effective listening. Every worker--every secretary, accountant,

shipping clerk, plumber, tile setter, mechanic -- receives much information

and many instructions orally from co-workers, from supervisors, and from

customers. Failure to listen results in errors, accidents, and misunder-

standings; and these are costly in terms of time, money, and good will.
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1-1-6 Kinds of listening

1. Listening for entertainment or appreciation - This is also called

aesthetic liitening. It involves enjoyment of television, movies,

plays, conversation, humorous speeches, and other light forms of

entertainment.

2. Listening for information - This is also called recall listening.

The listener hears and records information for later use. Skills

involved are listening for key words and facts, and organizing

them so they can be recalled. This type of listening is helpful

in school.

3. Listening for evaluation - This is also called critical listening.

The listener must make a judgment; he must decide about the probabl..

truth or wisdom of what he hears. His own knowledge and ability

to reason must have a bearing on what he hears. He needs to be

able to recognize propaganda techniques. This type of listenin-

is helpful in judging advertisements and in dealing with salesmz%

and politicians.
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1-1-9 (continued)

What makes money money is that it ist

1. A medium of exchange,

2. A measure of value,

3. A store of value.

QUESTIONS FOR RECALL

1. Name four items other than coins that have been used as money.

2. What was the English penny called?

3. What type of coin did the American colonists use?

4. What coin is somutimes called "two "?

5. How is money a "store of value"?

*Soule, Economics for Living.

145

"What Makes Money Money?

deleted due to Copyright

restrictions.



1-3-1 The Need for Good Speaking Habits

Everyday there are hundreds of opportunities to speak. We

talk with our friends, make telephone calls, make reports in school,

complain, and voice opinions. People in the world of work, too, find

themselves in numerous speaking situations daily. A person in the

automobile repair business must talk when he receives orders for

services or repairs; when he receives complaints and makes adjustments;

and when he talks to his fellow workers.

Speaking is one of the primary methods of communication. We

speak for five basic reasons: ,To fulfill a need, to communicate our

ideas, to control our environment', to get responses from others, and

to achieve understanding. Language is a set of symbols used to com-

municate ideas. We need to practice good speaking habits so that we

can communicate our ideas well. Communication requires a sender of

messages and a receiver of messages. It would be difficult to be the

receiver of a poorly-communicated message. For this reason, everyone

needs to put his best attitude into speaking and listening.
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1-3-4 Guides for using the telephone

Identify yourself immediately, whether making the call or
answering the call.

A. In answering an office or department telephone, identify
both the office and yourself.

B. At home, identify the residence and yourself.

II. Keep the caller inforited.

A. If you must leave the line for any reason, excuse yourself
properly.

B. Return frequently to the line to report what you are doing
to the caller.

III. Be ready to take down information.

A. Have a pen and pad handy.

B. Verify what you take down by repeating the message to the
other party.

IV. Be courteous.

A. Speak clearly and in a reasonable tone.

B. Avoid irritating mechanical noises such as scraping
a pencil across the mouthpiece.

V. Guides for answering want ads by telephone:

A. Talk to the person named in the ad.

B. Tell him what you are calling about.

C. Answer his questions about your background and experience.

D. Find out what you need to know about the job.
1. Where is the business located?
2. What are the hours?
3. What work will you be doing?
4. What is the pay?

E. Get the name and address of the person you are supposed to see.

F. Find out when you are to go there.
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1-3-6 PRACTICE TELEPHONE COURTESY

Act out the following situations, practicing the rules of telephone courtesy:

A. Answer the following want ad. Use two students, one to be the applicant
and one to be the employer.

"File setter. No experience needed. Will train on the job. Call
JK6-8765."

B. You are alone in the carpentry shop. A fire breaks out in the storage
area. Use the telephone to your best advantage.

C. You are a building contractor, and you have received an angry call
about a cracked floor on a job your firm completed last month. Deal
with the angry customer. More than one student will act this out.

D. With your summer bonus money you decide to purchase some stock in
Pittsburgh Plate Glass. Call your broker and discuss the matter with
him.

E. You are calling friends to announce a meeting of the Junior Stock
Market Club. Several students may participate in this one.

F. You are a bricklayer, and you have to call in sick. One student should
be the foreman and one the bricklayer.

G. You have had an accident on the job, and you have had X-rays and emergency
medication, but you are not staying in the hospital. Call your insurance
company to see if you have coverage for this.

H. You are a cabinet maker, and you need to order some equipment such as
hinges. Call a supply company and make your order. One student will
be the supply company's answering service.

I. You have a new motorcycle, and you are calling a girl friend to invite
her to go riding with you. One student will be the girl friend.
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1-3-7 GUIDELINES FOR GIVING DIRECTIONS

1. Be accurate.
explanation.

2.- Be complete.
fall down.

3. Be simple. Speak at the,listerner's level.

4. Use visual aids or diagrams where possible. One picture is worth a
thousand words.

5. Keep everything in order..

Just one wrong direction will destroy the value of your

Leave out one direction and again your explanation will

Examine the following faulty directions. Point out the errors, referring
to the list above. Which of the above guidelines does the writer forget?

To join a building trade union, the applicant must first have a high

school education or its equivalent. At the beginning, the rate of pay for

an apprentice is about 60% of the journeyman's rate. For four years the

apprentice receives on-the-job training under the supervision of a journey-

man. Before an applicant is allowed to join the union, he must serve a

trial period. But before the trial period, he must be selected by a joint

labor-management committee according to objective standards set by the

committee. If he is found to be satisfactory, he is allowed to join the

union by paying an initiation fee. He receives increases in salary every

six months during his apprenticeship until he reaches the journeyman pay

scale.

While the apprentice is in training, he must go to classes two nights

a week during the school year. After he becomes a journeyman, he may transfer

to other local unions.
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1-3-7 (continued)

the apprentice becomes a journeyman carpenter after two years. With

this title he is eligible to work as a journeyman on any construction project

within the authority of the union and to receive the wages negotiated for

the journeyman.
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1-3-8 GIVING DIRECTIONS

Choose one of the following topics or a similar one to present in the form
of a short talk to the class.

1. How to complete an accident report in industry

2. How to keep up with the lumber industry in the stock market

3. How the stock market functions

4. How income tax works

5. How social security works

6. How to apply for a credit card

7. How to apply for a loan

8. How to make a budget

9. How minimum-wage standards are set

10. How to conduct a strike

11. How to cancel an appointment

12. How inflation occurs

13. How the government can stop inflation

14. How to finance the building of a house

15. How unions protect workers

16. How a labor dispute is settled

17. How to advance on a job

18. How money can be saved

19. How glass is used in construction

20. How banks make money
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1-3-9 SAMPLE OUTLINE - CHIEF NEEDS OF AN ECONOMY

I. The best use of scarce resources
A. Land and natural resources

1. Minerals
2. Building materials
3. Crops

B. Labor
C. Capital

1. Tools
2. Equipment
3. Money

II. Efficient production
A. Group work
B. Specialization
C. Time-saving tools or machines

III. Consumption and savings
A. Investments
B. Savings- -not too great or too small

IV. Fair distribution to consumers
A. .weeds and tastes of the persons involved
B. Organizations

1. Labor unions
2. Farmers' organizations
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Use of the body:
t. Posfure Stand erect- with -Peef

few apa,pt.one ,00t sirjhfiy
al7 eta 0-F Ike ofhen
at side.

A. Eye no) ov ern edit. Make personal
c,onftLet w aouel Cencei --Falk gli'reefly
-fro tiie

3. 13re te/#1,. int? Inhale deeply a nei evenly

-ftrnoyti fie. mnh.
4. Ges-t-ures. A ifhough +he bane's are +he

elnief aoen+s in gesfuring, any body
flow srneof -hat he,ips +0 en, pha,ske
or exp laIn is a) gesfore, pon'+ 14,7 ake,
un Accessary ones.

S. Lin neerssary body nioveme,o4's .

Pivol'A. IMO vernanit and mannerisms
Thosi- a is+ro-at
ct. Rotel i.A9 and an-Potc 1 any arms.
6. Seesaw in9 or sway ing
C. Crossing one ley in front of +he other:

c Fo.si-e-nins or un-chsten i buitan.

c, Rao efin3 uvith some objeaf.

-P. fuelling +he hair or -Face.

.9 "'honey tie) Pockets.





MATERIALS NEEDED

1-1-1 AEC 301:
Reading and Study
Teacher's Planbook

1-1-2 ACE 301:
Listening and Speaking
Teacher's Planbook

.1-1-3 Transparency
Handout

1-1-5 Transparencies

1-1-6 Transparencies
Handout

1-1-7 Tape recorder

1-1-8 Record player
Recording of a popular song

1-1-9 Passage from Soule's Economics for LiArlai

1-1-10 Filmstrip set, "How to Listen More Effectively"
Dukane Machine

1-1-11 ACE 301:
Listening and Speaking
Teacher's Planbook

1-2-0 Listener profiles

1-3-1 Transparencies
Handout
Filmstrip, "Introduction to Public Speaking"
Dukane Machine

1-3-3 Transparencies
Tape recorder

1-3-4 Handout
Transparency

1-3-6 Handout

1-3-7 Handout
Transparencies
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MATERIALS NEEDED
(continued)

1-3-8 Handout
Films: "Organizing the Library" (15 minutes)

"The Library Story" . (20 minutes)

1-3-9 Poster: Parts of a Speech
Transparencies
Handout
Films: "Speech: Conversation--Young America" (12

"Speech: Function of Gestures--Young America"
"Speech: Planning Your Talk" (11

"Speech: Platform Posture" (11
"Speech: Stage Fright" (11
"Public Speaking: Movement and Gestures" ;11

"Fundamentals of Public Speaking" 13

"Making Yourself Understood" (13

1-4-0 Speaker Profiles

minutes)
(11 minutes)
minutes)
minutes)
minutes)
minutes)
minutes)
minutes)

Supplementary films: "Ears and Hearing"
"18th Century Life in Williamsburg, Virginia: Cabinet
Making"
"Glass"
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1-2-0 What is Your Listener Profile?

YES NO NOT SURE

1. Do I get ready to listen?

2. Do I clear my mind of distractions?

3.

4.

Do I adopt a 'positive attitude to-
ward the speaker? ",

Do I listen for key words and
main ideas?

5. Do I avoid interrupting the speaker?

6. Do I avoid interrupting to correct
the speaker?

MM4010=IM

7. Do I pause to think about what he
is saying?

8. Do I let my prejudices interfere with
my thinking?

411===.....

9. Do I listen with a purpose?

10. Am I a courteous, attentive listener?
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1-4-0 What Is Your Speaker Profile?

1. Did he choose a topic of interest
to the group?

2. Did he have an interesting
opening sentence?

3. Did he have a positive attitude,
toward his talk?

4. Did he carefully weigh the amount
of material he was to present?

5. Was his talk well organized?

6. Do you think he has practiced his
talk aloud?

7. Did he begin his speech slowly and
confidently?

8. Did he use any nonstandard English -

in presenting his talk?

9. Did he use at least one visual aid?

10. Did he emphasize the main points so
the listener could get them easily?

11. Was his posture good?

12. Did he project his voice well?

13. Was his talk too long or too short?

14. Did he define terms that weren't clear
to you?

15. Did he look at his audience while
speaking?

16. Did he appear relaxed?

17. Was he enthusiastic?

200

EQ1
YES SURE NO

011=1,

.1.0111MMI



1-4-0 (continued)

18. Did he use interesting
closing remarks?

19. Did he avoid sarcasm?

YES SURE NO

OMIII=V=1110

By using the above questions, how would you. rank the speaker:
excellent, good, fair, poor, extremely poor.
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1-64 VOCABULARY: LABOR AND ECONOMICS

economy owe budget

economi.cs inflation credit

labor deflation collective barganing

capital earning tariff

consumption spending allocation

savings income laissez-faire

investment expenditures dividend

buying account stocks

market insurance imperialism

prices bonds Utopia

competition risk profit

supply employment commodity

demand depression capitalism

cost industry glut

production wages expansion

monopoly socialsim wages

money cycle domestic

standard compensate subsistence

exchange purchase scarcity

medium mill (n.) absorb

value factory merger

deposit refinery megapoly

treasury wholesale devaluation

legal tender retail enterprise

debt technology minimum
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DIRECTIONS FOR COMPLETING MONITORIAL SHEET

A. Heading Information:

1. Class: Enter the name of the Interest-Based Curriculum Area,
eg. Math For Industry.

2. Teacher: Enter name of teacher. If more than one teacher is
involved, give the name of the teacher managing the instructional
activity.

3. Date: Enter the date of submission of the monitorial sheet.

4. Objectives (11y. Number): Enter the numbers of the interim-
performance objecC_ves covered by the monitorial sheet. Process
and task level objectives should not be entered in this area of
the form.

5. Time Interval: Specify the beginning and ending dates for the
industrial activities covered on the particular monitorial sheet.

B. Line Item Information:

1. Objectives: Enter the nunber(s) of the process/task level objectives
implemented to bring about the behaviors specified in the interim-
performance objectives noted in A-4 above. Do not specify interim-
performance objectives at the line item level.

2. Estimated Time: Enter the estimated time for completion of each
process/task objective. This should be noted in terms of days to
the nearest tenth. One day is equivalent to the instructional
activity period for the given curriculum area for a single group
of students.

3. Actual Time: Same as #2 above in terms of actual days and tenths
of days utilized to carry out the line item objective.

4. Date Completed: Date of completion of the instructional activity.

5. Teacher's Initials: Initial each line item to signify completion
of the instructional activity.

C. Additonal Information:

1. Objectives Not Covered (List By Number): List those process /task
objectives not implemented in the instructional activities for
the given interim-performance objectives.

2. Objectives Altered or Added (List By Number; State Adjusted Objective
on Back of Sheet): Complete as specified.



Class

Objectives (By Number)

Time Interval:

Natchitoches Central High School
Natchitoches, Louisiana

Monitorial Sheet

Teacher Dat'

Estimated
CM' Lctilns Time

11.1...a..

e=fax/m/mmi.aMo. mowlyMM.1.1,

Actual
Time

for
OMIIIIM

11
Objectives Not Covered (List By Number)

;:ate

Covered

111110

Teacher's
Initials

111=11111=1111111,

.111=11111..11=111

'IMMIIIWIMMMMM

Objectives Altered or Added (List By Number; State Adjusted Objectives on
Back of Sheet)



DIRECTIONS FOR COMPLETING TEST RESULTS FOR INTERIM

PERFORMANCE OBJECTIVES'

A. H Information;

1. Class: Enter the name of the Interest
Based Curriculum Area, eg. Math for Indatka.

2, Teacher: Enter name of teacher. If more than one teacher
is involved, give the name of the teacher managing
the instructional activity.

3. Date: Enter the date of submission of the result sheet.

B. Line Item Information:

1. Interim Performance Objective Number: Enter the code number
77-tielperimformance ob7Frve for which data are re-
ported.

2. Expected oficiency Level: Enter proficiency level specified
in the interim performance objective.

3. Date Tested: Enter date of testing for the specified interim
performance objective.

4. Group Average: Enter the average for the student group tested.
Use the same statistic as specified in the interim performance
objective proficiency level (see number 2 above), eg., if
700 is the proficiency level then group average should be
specified in terms of percent correct response.

5. Number of Students Tested: Enter the number of students measur-
ed for the specified -Mam performance objective.

6. Number of students meeting the Ob ective: Enter the number
of students that scored at or above t e expected proficiency
level as specified in number 2 above.



Example: Upon completion of this. topic, students will show a basic
knowledge of fractions and the termonology involved by
scoring 7* on a teacher made test.

TEST RESULTS FOR INTERIM PERFORMANCE OBJECTIVES

Class . Teacher Date
MO11.111.11MMII

Interim Per
formance
Objective
Number I

Expected
Proficiency
Level

Date
Tested

Group
Average

Number of
Students
Tested

Number of
Students
meeting the
objective

1-0-0 70% 7/28/72 68% 30 17



ClASS

TEST RESULTS FOR INTERIM YEKFORMANCE OBJECTIVES

Interim
Performance
Objective
Number

TEACHER

Expected Date
Proficiency Tested
level

41=111111111111

Group
Average

DATE

Number of Number of
Students Students
Tested meeting the

Objective


