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: e FOREWORD :
. - : »
. ; The purpose of this guide is to provide ready aceess to information concerming work education, It 1s ,
: . designed to be used in the pubhic schools i Manitoba . .
Teachers and coordinators will find infornfation on objectives. methods of OTganIZIAg, managing, ang
{ evaluating work education ' -
v ~ ~ w
\ - Administrators will find the document useful n helping them to understand the purpose of work
education in the context of therr system and o plan ways of making 1t functional. ‘ .
E} N - K
The mutertals in lht\guxdc have been developed by many individuals and ge achnowledge our m- .
' debtedness to all thosdVho see some of their deas presented here \ ’ v )
< Ire dur hope that this gurde will make.a contnibution o the further developient of work education,
. particularhy an Mumitoba's practical arts and vocational education programs, Members of the profession-
are mvited o offer suggestions for the improvement of this guide. > -
. ' Al
’ Joe Reimer,
Coordinator - Cooperative
. « /' Work Education o
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. , . ‘; . \‘ ) . v )
‘ . A PHYLOSOPHY - L .

There s every indication that during the 70, work educatiop will be one af the Major innovations
m schooland cilleges New 4rends toward releyant experiences for students. emphasis on direct involve-
mentin the commumty and the demand for speciahized tramind preapitate the need for a combination
of on-campus study and offfcampus tramng - There aré abundant opportunities for expanston of this

-

cirrnicatum coneept i the seondary and pdst-segondary schools of Munitoba. :

. Iy A ® . . -
Fach student must recognize that he s a worthwhile diadual with his own physical, emouonal.. :
K - A . v .
soctaland, mtellectual strengths and weaknes®s who has the nght ‘and the duty to prepare himself 7 -
for 4 contibuting role 1 soaets The schaol shoulds help to prepare the student for ths role 1 soctety N

- o)
hy NN enceyraging and gllldmg him to c\plorc those vocations gnd Mocations-w hich are consistent
with hisaindividualiny ’ '

e cach stident must recosnize th necessity o making.chowes to achieve in a/émnumg democratie
Lot A E ! 5

tocrey and ot adapting to the demands of mobihity and technology - The school~and the community

~hould .qu| the responyiblity of providing”the student with the experiences and the traiming pecessary,’ 1
1o copewath the emerging trends in society, ' e . - ’
X £ing { ) . v )
4 1 oy

. EDUCATION FOR EMPLOYMENT :

'

- mha ) ~

CHANGING WORLD OF WORK e ' ,
. The Core Commuttee Report imdicates that the school and the communmity have anfagor responsaibihty 7
o assist the students mgnaking the transifion between schoof and work ! )

.
N ¢

. .

“Faperience Qutsic “Schdolt |

[y . B . . ‘\ ’
L mager rospofiapihin gt the sehogl \sXemas 1o helpvouny people cope with the world around them, )
copdemendar v through rln'°pru'mmn ol dSINANCCATTIS stdents o enfer yome weful area of employvment : .
onRradnatian or followmy further cducaton id IPAIINg 1N a post-secondar mstition

Whatever the world of the future is Ilf\{'. tor the majority af prople work of \uuu'ﬁl;ul will be necessary ’
for %y mdnrdual’s }un,/mlu:ml[ well being and sWsesof dentiny. 1o, imperd®e that students be .
Livea the oppormnity (o become awdre *of their /ml('_ﬁhfll, and the up/)brlmuué\ ,m'mluhlq to them n
the world of work This. at 15 the responsibiliey of ghe” school to_provide the necessary mformation. N
Al dovchopment and carcer ovientation counselling that will Enable'spitdenss 1o fanulamze themselves
with the’weer opportunitios gralable to them and “to plan lhur@{umfmyul programs accordingly *
‘ ,n"\.nmu\ stages of schooling s kind of emphasis should gl force ci(mh‘ chorces on Jtudents, nor

Nt dovgned o direct the counsellings process 'mto a single cmnel, i’ 1y essential however. for the

magortty of siudents so that théy can e signifitunce and purpose n thewr studies, tami n the school.

ds means of helping them to achieve ther goals and provide them w‘lh riecessary work skifls. : .

. .

Lor some students who are iipatient to leave chool and enter employment, work education or work + 7+
Sudv owiile meschool comsttute antimportant mbm of mahing the trangsition between school and work. . .
Work cducaron may tahe on varwous forms, for example. as part of a speaalized. program such as

the fresent Occupational Entrance Course. or as d co-operative work venture directly lighed eiher to v+
spocttic buseness or industrial courses offored in the school. The essensal Charagter of all work education,
howeveray the recogmition of the learming bene fits. 1o he Uerived by the student Srom a planned schedule
hrought.about by the co operation of businesy, indinstry, “and government with the school to provide an
alternative learngiy environment for the student in ansac tual work sttuation. Plunned work c(xanon
hould' ontinue o be an imporiant part of the cducational studies undertahen by some InghAchool
studengy for which they will recave eredit In adihinion, through the proposed pattern of student-imnated
coltrses. ogger” students should be able to ne Yu‘d‘e\funu' work education an their gh. school studies. *
Hhide cxpansion of the wark*cpericnee program on any seale may be a difficulr undertahing, the Core v
Commutiec beleres that cvery effort shouldl bv made io look for additional ways and means that will .
cnably a larger numbcr of studenty to ml\c{ldmmug;" of thiv hind of expenience. Clearly. some students

vtand 1o benefit from waork educdation more than others, and these should recerve preference in the- . .
planming and vrgamization df programs : - '

The mature of the school program which' 18" offered can inself serve as an important bridge to lnk

schoot! Nife! .ngf/ work  Courses should be wvalable thar relate to_various apects of work and Iife
1o technology urbanization. ecology. and family -hfe education 1o nume bit a few. and the student-im-

tated credins dincussed carlier are another means by whu'h the knking may be accomphished. :

s . N . . )
Inall”of theie aanities. the fuller wtihzatugf of gesources avdiluble in, the commmnuy s essential,s
andu close haison between sehool and comnufury mandatory” .
L - T T

" = B

P Reportof The Core Commutiee on bhe Revrgarization of The Secondary Schood, Department of Education, 1973 pp 40.41




" DEFINITIONS OF TERMS RELATING TO WORK EDUCATION :

The IoIlm(ung definftions witl hetp md iy the meanrig of the termy uxgd m this guide.

Work Education '

Work edlication indudes work expenence, on-the-job traiming angd cooperative work education for
students who. through a cooperative arrangement between the school and the emplpyer receive instraction
i the required courses i school and further Job instruction at the tr. umng station The two experiences
“must by planned and supersised by the school and the unplmcr se that cach contributes to the student’s
education and employabitity Wurk LdUL.lllUll requires an‘agreement lmolnnb (he student, the pmnt\

. theoschool and the meluyr . . '
Work Experience . '

Work experience is work’ umlgrl.akgn in th¥ wmmuml\ by \ludgm while .lllgndmz_ schoot (o1 the
pdrpose of providing practical experiences of @ general nature in the work-a- -day world. [tes an exploratory
expericnee, duwngd to provide students 'with’a knm\luﬁg of different Johx .md therr demands Work,

xpmcnu IS supcrv:sul by the school and llu cmplmc .l W0
]
On-The-Job Training - . >
On-the- -job. tratming “is training undgrllkgn in the commumity by a student while attending school

Foas detigned to prmulg pl.mnul mn-depth traiming in business or industry i a chosén area of work
and supplunmlul by learning g\pummu W school On-the- Job traming s supeivised by the M.hmﬂ
aml the employer .

.
v

- (oopuame Work Education - - . - :
Cooperatine work LdUL.lll\'n i designed tir desclop the decupationat wompeteney of o stadent enrolled

N a vocational program. [ duglopgd jomnthy by the school and business or industry and provides

R organtzed sequenee of Job experiences in part-time work and rebated classroom mstruction. Cooperatise

work L(rllk llmn i \upm tsed by a teacher-coordinator or coordinator and the cmplover. |

3

v o -

Iraining Plan ° s ’ -
The lr.nmhv plan v a written olithne indicating what s o be le, irned by the Student at llu tryming -
. station and what s 1o be l.lll"h( m the thissroom The plan s dgn\ul from a realistic analvsis of the -
occupational Uh_]ullh,\ of*thé student ind of the ks, duties and ruponsnhnhllu of the job (see pages
] . ‘
15:97) . ‘ - '
Uraining Station : e

The traming station s fhe tocation where the stpdent recg v \upu\md lc.mun“ L\le’ILI]LL\ related,
to the udents career development lhrou"h \mrk ulm.m?m

» 0

'(— . -~ [ .
Praining Sponsor v S . ‘ . .
, " The ITAININE SPONSOL. I8 the immdividual who s directly responsible tor the superytsion of the \ludun N
" learntng actvities at the truning stayon The tramming sponsor may be the owner or the m.m.wu ol
A busingss, or Aan employee dppomlul by:management * . ‘
e Teacher-( ‘oordinator - ' . o

“The teacher- coordingtor s ateacher employed by the school board who has the responsiblity of
coordinating and \llpgl’\l\ll’lz_ work Ldug.llmn for llu \ghuul and of feaching retated subject matter to
the work L(lULdllOn sludg ntd . : .. ‘

N } o LY L . N

Coordinator S . ! S
The coordinator 15 a teacher employed-+by the schoul bu.ﬂ*d to direct, coordinate and supervise \mrk
‘education . . . . . | oo,
1 e
Coordination v . ' .
. Coordimation is the process of integrating into a harmonious rgl.alwnshlp the mslrudmn.al adnunistaative
ang org.nn/.allon.nl activities of work education and of directing them toward a <ommon purpose. .
v I
. ~ - ' * -
" ) 7 ° 'GENERAL OBJECTIVES FOR WORKE D}I(,\TION o
- ¥ )
. b To create on, the y;.m of the student a posttive attitude tow ard Inmxdt ullurs school and work by
pr(mdmz, a meanngful and relevant fearning environment . “ -

~ 72 To provide the student with an opportumty o explore %hifferent work roles Most students are not
. knowledgeable about the world of work Thus, une objective of work ulm.muq 1 to hndgc the mp -
. between e hoot and work

4
. To pnmda practical gxpenrences 4 work setiing lh.n enable the” \ludcnl to 3gqum the hnowledge!

o «\kl”\.lnddlllllldL\f()l'&ﬁl'ﬁh)\llkﬂl- . . v, Co, ) .
. . ,
. ’ . .
Yw - o . 2
. , . g \ e
\) - : * .
. 4 . A . . .
N . .
~ vy - ‘L
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, o » SPECIF}C OBJECTIVES FOR WORK EXPERIENCE i ./
, I Iy provide the opportumty foroccupational explaration by utithaing the resources of the commuguty. &
. = * I lemtrease the student's awarenesof the job apportumities in the community and to, hetp him/her
€ .
gamnsightinto the ypuitutes anll skills requirgd for vanous vecupations, . .
' oo provide avaniety of occupational experiences so that the student will have more opportunities -
' - . to,dincover and explore his/ Bier integests and aptutudes. . ‘ ' -
LN L
- . * SPECIFIQOBJECTIVES FOR ON-THI3OB TRAINING
. > 3 .
: P Ieenable the student o acquire atutudes and skills so that hesshe can enter an ocupation upon
leaving hugh school. confidentin his “her ability o attin economi secungty and job satisfaction, ‘
- 2 o taatate the transiton between sehout and cmployment by ‘enabhng the studetit - continue
. schooband at the same time recers ¢ supen isedetraming i a real work situation. -
- - . ) Yoo, .. .
3 loenable the stadent o enter the widrld ot work wathan increased meavure of wompetence.,
y - o < N .
- . SPECIFIC OBJECTIVES FOR COOPERATIVE WORK EDUCATION
A x - ' 0
I Lo provide tor the socatonal student trming expetiences in the community which are direetly related
. to i hesvocational course ) - .
. R f .
To enable the student o dequire atutudes and skl so that he/ she car enter an oLLupation upon
' feavmy hogh school contiden in his her .lh"llv) o attnn ccononie seaunty and job satisfaction.”
. ’ VLo taalitate the transition bemden schoot and empliymentby enabhing the student w continue schoot
. nd b the same ume recene superyised traiming in g real work siwanon, -
- M . : - ’ N
bobevenable the studept to enter the :\urld of work with an mcreased measure ot competence, .
oo S leprovide the stadent with mg reasdd opportunities to enter an oceupation related o sy her vocational ]
) . . Lourse : e $ .
. .
. H )
; 6 Totemable wostudent to pursud ypeaatized study in an area related to-is her vocational course. .
’ ' ’.h ' - ’ — Q. ’
“ s
‘. ¢ * ’ N f . - . Y s Con g rge N v °
. - ADVANTAGED OF WORK EDUCATION s
.. N . o . - N s
Q PoWork cduainon provides relevant\urnculum and instruction tor the student wath 4 votatiodial goal
: - Preaise it desentd o respondo the student™s needs aad vecupational requirerpents . .
3 WorR cducation enables the student to relate education directly to his, her career interests,
s © 3 Work education enables the student o bridge the gap between school and work wath feasonable
. Case - , z”, = R
. 4 Work cducation helps the student o makesd reabstic yocationdl chotee while suthin school .
. L oan N
. , 5 Waork education provides trinimg n°geeupations where there s hmuted need for- formal trayniag :
. programs ? . ) ‘ .
i 6 Work educgtion provides traning in occupationswhere the need for speciahzed tols and processes J
. ° would make st dithieult or impossible to offer Instruction withimn the yehool.
. , ~ . ¢ 2 L X a w . *
T Work education aflows a4 gradual tinaton from school 't work urder the shltéd gurdance of a
) : £ . .
. J¢cher coosdmator or coordinator and gives thewtudent tme torcomprehend the rel, tonship between
NG cducation and work : ‘s :
w -, e L ' ° ; ) .
. : 8 Work &ducation permfis direct contact with business and industry.
. . wls . . K2 . . c . A
©9 Workeeducation provides the student with the opportumily 0 use and apply skifls and knowlq@\
P : / in g work situation - ) : " .
. 10, Work education provides vocational preparation cluding manipulative shills and techmical knowl-
edye .- ’ . ' ,
e . I Work cducation s sensitiae to industrial shanges because of the continual feedback from students, ¢
“ teacher-coordinators. coordinators, traming sponsors and' employers . ) ’
C 12 Work education prepares the student with a wide range of abilities for a broad spectrum Jﬂm}'up.umns.
' . 13 Waork education torestalls the traiming of more students than can be.employed Tutl:ume. r
< - ANE
I Work education improves school-community relations because of it dépendence on the community.”
P W erk educaton ghow the teacher to supplement his teaching with practices and’des clopments from -
. ‘ business and industry. > ’ ] A . N » "
X . . >
. He Work education provides the student wath the opportunity of enniching course content.through his/ her *
5 R - - g ‘. -
e . ', . . “ M ~ - ’ o
£ B N . N ( . . PIRN L
. . a Y , - T
- . .t . 0 .
4 ' q ” C * . . . N v . ' ) . -
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\\nrl\ cduc ces the cost of uim o by uving the axpertise and equipment available .ll .
. the vamous trunmg stauons wathin the wmmuml\ . . .’
I8 Waork education pres

of the student

-

es a4 meant ol involving lhg honie, llu school and the world of \mrk on huh.xll

‘ .
3 >

"1 \d\un(‘u.,t.'s,),'u~ (hc ident e
2 Fncourages the \lllsegw.x remain i the commumty and become a partiap, ath®atwen, .
b Offers lr.umnﬂ for the studentin his/her chosen ogcup.umn ] g ' ,
"¢ Makes powhlg an casier (ransition from school to work
d Lstabbishes definite work habits and atutudes - ” o e
¢, Mot dtesinterestin other school \uh;ul\ . ’ ;

’ .

2. Ad\unugcs for,the Eniplo ty o @ ’ &

A llpllnlull\ the emplosef in lh it his hu\mu\ s considered udesirablephace to establish g traimng ;
. \l 1on . 1 . g . .

Provides a better trmned emplosee . . , .
CoAssban \Lkulln" personnet ‘ o, .
. Jd Guesthe unplmur the opporlunm 1o tahe an active partan the school program.
- ¢ lrans potenual tull-time emplpsees in his own plant - o .

“ 1 Lnables the unplour o recenve & more diredt return trom hl\ school tas dollar -
) . .

3, Advantages for the School: R . <
4 Broadens the Curniculum, ’ _ '
Rk ncourages the student tosgay in school PR )
¢ Retledts current occupationat requirements i the curncslune e . ! ‘
d Helps the schodt keep abreasCotcurrent trends in business and mdustry ' . )
¢ Helps the sehool meet the traming needs of the sommunity
£ Provides doser umpu!(an with the commumnty . -

«

’ 4. \(h.mt‘u,cs for the Community: “
4 Lncourages the student to becoma contnbuting member of the community . -
' . b Heips the student to recognize hisher commumty responstbilities 4t an earbier age. ’ ° ‘
20 A as acatabyat lorpmnmlum'.luuIl and evening chisses -
d Pr onﬁgcvdowr cooperation between the community and the school . ‘
* ¢ Fodbles the student to make sound oceupitional .ndjuxlmcm\ T ’

’ [y s . .
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L benens o seleaad business mgn haye o personial ftouch which i not 4 characternstic of other forms

e
,

"o | ° 1Y ? ..' 'r‘t : . ’ : ’ K N :

. . " -
) % cgnege * . .. . . g - . aoge It ¢ . 4 . .
, , CRITERIA FOR ESTABLISHING WORK EDUCATION e ey
“the L‘\l.ll\i'g\hlm‘nl ob work cducation mvohlves cooperatbn between the school and® the community.
to tulbll the Giraena ¢ " ' ‘P \ - i
bothat l,u' traming i for the benentof the studgnts educanon ! . ‘ s

o2 That thereas surtable work . . Y . . .

- Y
Fhat there ivan emplover who s witling to set up o trnmg station, s ’ . *

3 thatthen supenviston by tie school R ) -t
S hat the traming at the traming station Iy related to the studentscareer ol : -
4 l\.l!'!hL‘rL"I\ approvat by the Department of | ducation and the tocal school Hard ' [
“Fhat there s protection aganst injury and dompgnsation i the case of,an acaljent. S .
¢ N That the sStudent does not Jhpl.lw arezulanemplovee, but works uhider his, hetfose supers sion, ,
Y That the xtudept should naf be pand tor that penied of tme spent wabusmesyor mdustry durnng. -
which educationn (redit s beng garned ; ; ) : )
W That the studentaNget ennted (& o b at the \u\llgm\uj.n nl’lhc traming penod. '
. s .
' . . ' . , . . s
) N ‘ : _. PUBLICITY ) . ’

e ot the purposes of pubhian s labu.lu.npl the pubho with the ams amlb objedtinves of work education, . .
\Vwell phinnad pubhiaty program imtorms stdents” parents.“and cmplovers about the establishment
cEenimugnee ot work education prior g the begmming ot the <chool vear Pubhaty throughtui the
s)choot vear Belps o mamton sitérest m work cducgnion and o turther-explan 1t to the pubhic, Thie .,

ddinonal pubhaw man abo anterest other swdents and emploverd*for tuture imvolvement Morhs .
13 . * * . .
*education

AN t

(8

3 ~ ..
\varetv of mtans can be used o pubhiaze work education. Newspaper artiches, radio “spot”-un.

nomeements Lilhs betere avee dubs and PEA vrganzatons, tetters, ~chool news medi, and personal
st omay beused Y i ’

) , . '
- Peante _ﬂnnnlmrnughuﬂl the vear mught be wnitten bout the emplover-employee banquet. reception, ™ ’
ar ter students” views and reactions o thar jobs, the avarding o the annual trasming certificates:
cntersiew s with emplovers and students at the tkinmg stauon, metudig photographs when posaible: ~
STintereimy Iollow up datsand the proycitation ol recognition certdicates to the tr.nmng stations, Locat >
NEWSpapers are usu W mterested.an recdiving mtormation about work educaton. 1he pubhic v interested
0 s schooks .m:’l cnjessreading about the achievementd ot voung peoplan the community, ¢ -

e N * .
Other meaps of pubhazmg work L'nllt.lllt'll".lﬁc articdes in the schoot paper. bulleun board and/or .
window displavs apage m the school vearbooks and school assembly progrimy, These means age especrally
) : ) ‘ y.progrd R Frprenii
ctllective tor reading prospecinve students - - -

.

< ) .,

2 -

ol puphicy . : q - R : ‘ )
’ ¥ M N ©
*OSome swieral gwdelipes toobsene when planming the pubiicay program are- — . - ‘ . <7
SARICR ¢ ) t A gham . .
P sectire the approsal of the supenmtendent or the pubhaty ditector for theenure publicnty program
vreach pubhay item asat s released. - : S X ‘ ~
hd . - '
> "2 Lo publiize whyt has been done moresthan what s plannéd to be done o '
3 ’.
Al ”

Al s a ' 4
o gnve due aedit o alt people imvolved ~

- ' . ]

’
One ot the most vssentat clements m publiaty program s uming Lhting The tpes of publicity
phnnedand the ime when they woukd be most ibecune tught be helptul in orgamzing the pubhaty

.

N

. .
program P . . - « R} ' ' -

- ~ . - ce 4 ©
v & K -
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. I " . “PLANNING FORSTARL NG o ) R T

Lhe number of teacher-cobrdamton and coordimates, required o sl work education will depends -
. - * Y '

a )

Cooupon e ¢ ' . . .

.

b Themumber o studerfts in work education PR N
+ thenvpe ot work educaton m which the student purtgipates.. [

© 3The geographical focation ol traming sttiona : e .
4 Theanallany dwties pertormed pithe lc.lcl)cm.mrdm.unr_."lud coordimator . . o hd

I shoo! divison or district sen ed by o number of (c‘hhc'r,-g"unrdllp.l.lor\. it will be necessagy o ‘
defincate peozraphicat arcaefor the purpose of stafling and coordindtion. Unléss this s doncend ad ered
tosemplovery will become contused and annoved by duphicate catls made by stafl mémbers trontdiflerent -
schools Fuagger school divisions or “districts may h.Lc'_.: full-unie coordtdator to assist £he schools with

“*the dexelopmentand-coordination of work educaton, °

-




PR . CHARACTERISTICS AND QUALIFICATIONS . L e o
/ 8F THE TEACHER-COORDINATOR AND THE COORDINATOR ‘ o

1or or wordinator shuuld be .m cxupuondl , .
of the role and the’ responstbilities of-a
tead her- wurdi’n.llur or umrdm Hor requrre .ldlllllllb‘([.lll\L ubll y and experience and cxpgrn\c in school- -

ot conimumity relations. S L - = S e
. Perspnal Qualifications of the T cucllcr-C(mrdumwr and the Coordinator . -
R I Nexhibits interest and enthusiasm for work gducation. o .
$ . 2. Subsfbes to-a student-ventered, approach in teaching. , . N
o 3¢ Bossesses g-ppsitive. aceepting g and caring atttude. -
: 4. Ln_]()\’\ \\o:&w with young Loplc ’ ) ©o .
. §. Possesses an outgoing and pleasing peryonality with & sense of humour. . . i
. 6. Develops u)nhdcmc in others and fosterd good studént-teacher relationship.® ‘ '
» T Assumis the rdle o nselor wher nucxx.u‘) . z . ’
. 8. Possesses insight, pcr\ondl fleedility and creativity. ' ) ‘
_ ' Y. Engagesin LI'I(IL.ll self~evaluation. i '
Y R 0. Is willing to expend effort ard encrgy bevond the mz«ﬁ]um ’ . T
- HL las'the ability to meet and communicate diplom widall R
. 12, Has an underswading and thur for public relations work. ) -
13. Accepty disappojntmen wnhoul losing enthusiasm. , ‘
R LB & . ,. e ' ‘e, t & ;
\ Genera)-Qualificifions of the Teacher-Coordinator and the Coordinator & < { ;
' _ , I Domonstrates the abilitg tp work with people and strive toward a given goal. * . .
- . Ha$ the ability to give group and individualized instruction at the xuond.nr\’lcvcl - : E '
:5 tmplemenys school policy effectively:, - . : v > =
" " o 4. Represents the school effeetively e contracts thade with the community. 7 \ ' .
. 5. Follows instPuctuens carefully and promptly. : ’ : .
. P 6. Acquires a lhorouch edudational prcpdr.umn for teaching in this field. : ¥ _/ ’ ..
v, Maintans active mld‘c\l in personal .md pl'OlQ\GlOll.lf improv ement. o - t
~ Training of the lcachcr-(ourdmamr and the Courdmator . v - ! ‘
. (P sug,wsud that the te. l\.er-u)urdl wor or soprdinator for work eaperience be a ffully qualnud
LI teacher wath a migimum of six credits in ¢oc I'dlndll(‘?{{*lctlmquLS ¢
C His turther su&xlu.hh.u !5; tedcheT-Loordinaldr and coordinator for on- lhc-Jub{J uning and wupcm-
. _live work cducation be fully qualified vocational teachers with a nuhimum of three ygars of approved
uaup'umn.ll experience and g migipum of nine credits of teacher tr, unmg‘. tn_org \:mmuon woordmatign
K & .mtl supervision or administration of work cdumuon L. . . .
- ' Both the teacher-coordinator and lhc wurdmdmr shuuld have a minimum of three years suceessful
lchth’. L“(pcr,xcncc . . : . Ao N
] : . K / . g .
. L DUTth AND RESPONSIBILF MES Ql/Tm‘ “TEACHER- COORDlNATOR . , . i
L Reeponslbllltlcsotu the Student! : ¥ v, . C. 2\
« s Togive lssential information about ovcupations. Y - '
.- . bTo Know thata’student is sincere anld really wants to follow Ins;lwsun eccupation as 4 career,
K . ¢.-To assist in arranging the schedule ofécncr.ll Courses. ¢
e . L d To%id tudent in the crson.lln) dd}.usum.m nucssar} 10 get along \\nh others, and tu | _
CRERY follow/directions: N ‘ ) X
P see thyt adequate Gacilities and mslrumon.ll materials age aceessible to lhc sludcnl e
. 17 To establish an effective placement and follow- -up plan. - : :
L ° a.¢T0 keéep informed abou th@student’s economic, social. and sul)ola\m Back‘ground o a )
. . h To prepare a training pln for each student in LO(;\PLI'dllon with the employer. -7 T e
. . . To make the proper placyy ¢nt and, to'Supervise the student whilg in training. .
T 3- 7 \j- Toprevent the exploit tiolhof the student, \/ . . T
S . To-build and 1o majrdain stiNerit moral and,a cooperative ¢ attituge. S S o .
o0 . To engure that'th¢’studdnt i covered by Workmen's Compcmdtlon v L : )
P N ‘{ m.To ensure that 1 tddent knows the rules as prescribed in the Employment Safety Act .md R oo

Wl lh\. Employmcnl Regl\lations. ; -~ .

SO ; ’ ) ' % “ .
. ) 1 Abapted fram Covperatise Vaikativnal Ydpcation Coordinatur's Hapdbook, Volune 1, \hrsh.nll l,nm.mn Ilunungmn \\ \ “ l);pmmcm ¢

of Vﬂt‘dlnm.ll Techmeal Education, 1972, pP 24,25, o ) v

. " ‘ - .
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Responsibilities to the Parents oo Co. . t
#. To maintain a cooperative relationship with parents. - . N
b. To furnish adequate information. '
¢. To stress the advisability of the student completing the entire course.
d. To justify placcmc"tsf adjustment, or trapsfer of the student. ,

X

)

. a. To interpret polic{cs orrectly and'support‘them loyally. ~ -~ T
b. To stay within established channels of communication in all official matters.
¢. To use time. materials and supplies cconomicatly, y ¢ 4 )
Responsibilities to Business.and the Communiity - 7 £
a. To explain the objectives of work education, > "
b. To explain fully the mechanics and the benefits of work education, '
¢. Toselect the student who will be adaptable. - . .
d "To seg tliat the student receives the proper training apd develops the proper attitude.

e1d -

*¢. To'counsel and, if necessary. transfer.unqualified students. - .

«%. To avoid wasting the employer's tie. S . ) o
Responsibilities to Himself o <t . &= . -
a. To keep physically fit.” @, . e . co
b_To setan example of work habits and characier which the student will be proud to follow. '

-¢. To maintain a professional attitude toward work. * : , s ':'\

d. To maintajn the dignity befitting one's teaching position.
e To cooperate with the school faculty and business people in order to encourage their cooperatio,
- . “Toattend prafession:l workshops and conferences. ’ "
Responsibilities to Other Teagcher-Coordinators and Coordinators

- ‘'
» \

" . DUTIES AND RESPONSIBILITIES,OF THE COORDINATOR

- 1

5 ’ N . . - A .' . .
To develop withi business and indystry, comprehensive work cducition plans.
To produce written job description\of*pGsilions available fér-work education. , .
To place the students gs selected by The'sybject teachet and-the teacher-coordinater at the training
* -~ . < M e

« S K ;

statiops. {'. . o ‘ N .
- To supervise the student at the training station through personal visits. - . '

To commuinicaté directly with principals. technical directors, guidance and business education depart- -
e S -

Responsibilities to the\Scho8l Administration® ° . ) . ' o

a To offer services as freely as possible t& other teacher-coordinators and coordinagors. - . ..
b. To share ideas and discuss problems. : ) A :
¢.« To coordinate activities so that other schools.may use, the training stations,  ~ ’
d. T8 discuss newsmethods angl teaching techniqués. o ‘ ’
¢. To Keep others informed about current trends in work educdtion, R .-

, N ’ o N

"ERIC

Aruitoxt provided by Eic

T iTnient héadsTin thy Schoo)s concerned. o .. ‘
6. To distribute, callect ani process all necessary forms. . . - . ro,
7. To maintain permanent records of all students activities related 1o work education. .
. 8. To coordinate work cxperience. on-the:job training and codperative work education. _ v
9. To coordinate tedcher visits to the training stations. B . T

10 To arrange forpublicity, public relations meetings and media releases pertaining to work education.

LI. To inform the studemt of employment opportunities. T2 T

12 Te meet with work education students to familiarize them with the objectivés of ' work education,

I3. To attend work ¢ducation committee meetings. Koy - . -

14 To obtain approval for administrative and policy changes from-the Departihent of Education and the
.. school board. ‘ .- R P ) N '

- . . . .

‘ -

N N
’ * LS

C RECORDS AND MANAGEVIENT OF WORK EDUCATION

-0 - . A L ) . v .
Permanent cumulative records ar¢, essential and provide a central source of information? about thg
work education student. Duplicate sets of records are highly desirable and are often necessary to dissemi- ¢ "
. . N Sy Y “ e . . . . .

nate! information efficiently. These rétords should include thé following information. -name of sludcms'

the days and hours employed at 2 training station, Jlace of employment, attendgnce regord; credit(s
carned: and a summary of the employer’s evaluation and follow-up study,, T <
- - . . N ‘
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A well planited and Caretully maintaned system, of records s essential tif the téacher-cpordinator and
courdinator are o satisfy the numerous requests fm}'mformauon about the,studen and workeducation.
~ The purposes of a cumulative record system are: - .
b To record achies ement and growth during the student’s participation in work edudation.
2 To provide information ncu.s\.lr) in prep.mnb rgpnrta required by the school board and the Departs
ment of Education. T
3. To report to the parents on the progt.s.s.ul,.__)_ur son or daughlcr in work cducation.
4 To provide pertinent data for rescarch relatipg to work educatjon.
S To prgvidggntormation needed by teacher- Loordln.nora. wordinators and’ other pmfcssnonal staff
m working with work education students,
6 To prod e information.necded by post- \Lu)nddr) mstitutions and employers about a former student.
7. To impros ¢ articulation betwegn the various departments in a school system. :

The main consideration in prepiring permanent cumulative records is o securd a uomprchunslvc
summary of each student’s achiey ements and to make the mformaton readily available.

< An dlicient system of administration through the use of appropriate and well prepared forms will
provide more unie for coordination. Forms ahould be carcfully developed and periodically analyZed
to determine the need for reviston. Lach form should serve o clearly defined purpose. A system of ot
wolor coding is helpful in recognizing forms prup.md in dupheate or tripheate. Rather than adopting ’
ans, p. tteular set of forms? the teacher- coordipater ot coordinator should develop forms to suit his/her
own needs, The forms Showin the appendix ar¢ exemplary and are suggested rather lhan prescripti

In dev LI\»pm:: afd managing work cducation, 1t s helpful to preparé an outhine of the activities in

« ¥ sequential ortler to facibitate nmplumnl wion. The sequence of activities listed below will vary with the
school, school division or district. Many of the activiues are dmusbud in greater detail in other pages

of tlm guide, , .Y 5

. Estabhishment of the Need and the Value: .
@ Prepare o statement of the need for work education \\nh supporting documentation, .

2 Organization of o Commutiee Compased of Sghuol Pursonnc and People from the Commu‘mly to

Plan' the Following Precedures:

a. Detme the ptﬁpom. and plan of work Lduc.mon . ’ A

b chlop an outhine of activities to bu.m work cducauon » .
¢. Develop thy student'setection eriteria. .

" 3. Approval offhe Sehodl Admifistration: ' ) .
a. Obtain approval for operating procedures from school ddmmlslralors . - 4

- 4, /\pproval of the Departnient of Education: ’ ° ' N
- Secure tlre approval of the Deparyment of Education to 1n1p|cmcm work education.

5. Prgp.nr.mon of'a Featibility Study: .. s b
S Cundu;l asuneyto determine unplu\u mlor&sta, pl.lwmc.nt vpportunitics and student interest.

?
¥
6. ["mplovmcmot a Teacher- Cmrdmalor. - ) C ‘ R
. 1. Report to the sehool board on-the local survey. , : : . ° ,{
'b Obtatn their approval to cmple\v%a qualified teacher-coordinator. ’ ) ﬁ &

7'. hsl.nhhshxmm.ol an Advisory Coniittee: o T ,
Establish an advisory committee 0 review the policy st.ucmcnl :u_zd the operating details for
;ht. administration of work cducation. y

. \ e 4 e L
+ 8. Sohul.mon of School Support: . .
Expl.un lhc plans for work education to lhc school facully ' = ) -/ v
9. Dcvclo sment of Public Relations: . ' *
) 1 Develop a publié relations program in the school and in thé commumty “
N Y - . W
10. l’rowsnon of Facilities and Equipment: T ~ , . S
1. Arrange for office space. L|Cl‘lLJ| assmamc and cqunpmcm . ° o e
LK hd [
1. Rurummnl of Students: -~ Ce : S .
a. Encourhge interested students to' apply for work education’ ' e
; b. Seleet the students. ) ’ ~ ~
“« 12. Provisidn ofCoun.scIImg Services: ‘ ) °
.- 4. Explain the details of work education, : ' : ,
~ 27 - b. Prepare the student for placement at the training station. - V o "
» - . N " -
. - .

| Q , . /
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- 13. Selection of the Training Station: R
- <. Inform prospective employers about work education. C . !
' b. Sclect the training sjations. ' :
t4. Development of the Tr;nLnfng Agreément: - : '
* a. Develop a training agreement. _ . )
1. Dcvclopmcnt of the Training Plan: o R . I
a Develop a training plan to ensure student progress and adequate learning experiences. )
té. Evaluation of the Safety Practices:, .
a. Check for possible safety hazards to the,student. ‘
17. *Maintenance of Records: . . ‘ .. o
. a. Maintain permanent cumulative records of all students in work education. .
- L PN ‘
18. Estabhshment of a Schedule for Supervision and Coordimation: ,
a  Establish a schedule of supervision with adequate time for coordination, -
S . ‘ : . . ’
- 19. Prowvision for Related Instruction: ' —_
;4. Provide refated classroom instruction. ° . ‘ e
204"Evatuation of the Student’s Performance: .
a. Have the student and the employer fill in the evatuation forms. . ,
b. Dis€uss the evaluation forms with’the student. A . . it
21, Evaluation of Work Education: y . " £
' a. Provide for the evatuation of work education by means of a follow-up study. e 9
' : ’ .

-

y R . . '

| " .4 COMMUNITY SURVEY L . : )

: : - %y
Before, work-education is initiaged. a survey should be conducted in the comnpunity to. determine
+ whether work education should be offered. Several good sources to contact are the, local Chamber of
Commerce. thg employmenit office’ and the personne} departments of the arca's larger employers. These s
groups will know the cconomic climase of the comfMunity which will assist in determuining whether to
continue planning) . o . ; o, '
Although the above gioups can give an overalt picturé of the needs of the comiynity. a nioréprecise
survey should be conducted to determine the type and fhe number of training stations. A survey form
(see page 35) which'can be mailed ‘or used by the teacher-coordinator or coordihator in' an nterview ) .
should be developed. The latter method. af 1ough more time consumyng, will be the more useful. Throygh L
the interview method. the employer can be contacted personally and possible arcas of training detgrnuned \
and miisunderstandings concerning the” employer's responsibilities climinated. This meihod-also amakes
it easier for the teacher-coordinator or coordinator to contact the employer for possible placement of
t . »

< astudent. : .

- Either method. mait or interview, will need to be developed so that maximum information eun be -,
gathered while using a minimum amount of the L'ﬁlp[oycr‘,s umg. Thiq is a must if the full cooperation,

_ of the employer is to be obtained. The following is a lisf of questionts: .
oo 1 | What is_the cmpl(?cr‘s employment outlooh? Can he hire expéridneed people when needed?
" 2. Is the employer witling to p:gr(iciiiuc and cogperate in work educatitin? . ¢ . L e
What doe§ he took for in an cmployee? What attitude, personality and skill is nceded for This . ., 1
typé of employment? > ° ¢ of - ' ' '
How many people arc employed in the business?
Is there union aftitiation?, L
Is there coyerage under the Workmen's Compensation Act? . - . . L 1
. Are there hazardous afeas of cmployment? ’ ' . T /
. What are the hiring procedures? - T ' ‘
< . Who should the teacher-coordinator or coor«ﬂnatog contact Yor further i formation?, " ~

D

' b

+ -
- . L)

®No s

,
K=

1¢ is wisely used; therefore,

‘ Y ‘e g . . A .

- - The employer Will be interested and willing to cooperate providing his t .

» it should be short, 16 ‘the,, - - ¢
% A kY A

do not-send it long questionhaire through the niail. If the interview is usc
pwint and businesslike, - : o .

@ Remeniber. not all businesses and industries are equally suitable for usp as training stations. Onc . .
of the most important factors to consider is the attitude of the employer hnd his» cmployees toward e
work pducation The employer must understand that the purpose of work \education is to prdvide -a

.’ . learning situation fot the student; therefore, the employer should provide tf

- . * and diverse lRarning experiences. - <

. ~ e . . . [
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“Generdlly. 1t s unp\rrtml to deternune the type of truning re g:r;d,ghu nymber of studentseinterested
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rommunity survey should rcvc.ll the Iollb\\mu items: .
. Businesses and mdustries. . e . R
. Nupber of people employed. -7, : ‘
. Emplo¥er's attude toward work eduction,  * e <
Turnover rate of emplovees. 'y N Y D

l uture ol mdlhlrl.ll Urowlh by various, busm\.ascs or industries- ' B T

-

u-_c.'.»u—c”; -J.,.c.ww—:;,_

I’Lr\on.llmm.nu . ) | ///1"‘"{” LG . -,

n(h.lmbu of Commerce. ! ) e =

Labour organizations. - e )
Employment agencies., e emere Y T AN - -
- Yellow P iwﬁmﬁukphonc directory. - | \ eo T

() \1dnll()h.l°l riyle l)lrulorv . R ‘¢

Sonfc mclhmls ofcontacting pmspgulw cmplug ersarer - ’ *
. Personal interaew, "\ a v 4 - ’
2. Telephone. : )

. Publicity (press. radiclligk’.).
4 "Written’ materigh S ey .
"5 Visis o civie clybs. , g s : A -

e order o Quceeed. o pro«'r.un niust -stuart with the gull undghl.mdmu and a“upporl of the businegs
community: A well plained’ gnd L\\.Llll\.d commuriity sughey- s .m mlpurl.m@(gp lm\.lrd é.nnm" this
sypport. » - ) oty . )’/ .

- ° . . ’ MH
! SRR IUDE'\JI SURVEY : ' ,,.m.“

I3

The neads, desires and mterestsof the student should be considered bdurc bc;,mnmﬂ waork education
and wan be determined by’ a student Survey (see page 59). Results of the student survey shduld be- _
ustd mirely as @ gudd, bedause students have the tendenty lu\lqam.c their cargeraspiratons periodically, .

and the kinds of ocanpations imvolved. I 4 teacher-coordinator or coordinator has. “Been hired at this .~
‘paunt.lte should Cunduct tlu studént Sunvey.“If not, lrc gindanee dgpdrlmum .md lhc subjul lc.u.lurs i

Should vonductt. o T e “. ,wg.

The studerit \ur\u\, ‘can b; wmpklgd dunng a school. .mcmbI). hunuroom pmod or,lhrou hthe -
guidance department. It should be casy to undgral.md and Lompluc .md simple lo aymmaruc Thegee-
Iollowm0 list indicates useful types of information: ~* .
. General information such as age, grade level, course of study. uc o o i -
Ppssible areas of training. P, ovide . check hist of the l)p&.s of cmploymcm the Lommumly may
. offer. .

3 Futurc dn.als Iulluw?ng.ar.:dualmn such as entenng cmpluymcm getting mdrrlcd gomz, to colleget

wn[km“ for parents. ete. - ‘. o
-4, Dczurw ofiinterést m work education. 7 e ¢

AR,

.
N ®
# . . 3 -

; .o , Lo
: 19K e " STUDENT IDENTIFICATION - D o

" Student s&.lullon-]\ one of the most eritical tasks the teacker- Loordmalor or coordinatdr must crform
The successtul matching of the student to a traiming station involves the follomng,consxdu.\'llona ‘the
student’s interests, apititudes, abihities, personality and ambitions glong wnh the interests of the p;u’cma. .
These factors must bc matched witli the needs oﬂ,lhg3 employer. B _ :

.The following is a | discussion of thesé f factors: - S "

L. Mterest  The student’s interest is the most i rporlam faclor when COnmdermg placcmcm The,

student's interest and motivatjon can overcome deficiencies.

2 Aputude | To purform the necessary tashs most oceypations rcqum varying degrees of special
© aptitudes. When the’ sfudent’s nterests wmudc wllh.aludcnl 5 apmudcs th chancc of success 1

greatly increased. . T .

Abilits 1o Learn . Care must be t tahen to mdtch the dcmanda of the oLcupauon wnh the .lbrlmds
"ol the student. A dlﬂuull training Station nuay lead to frustrition and failure while an unchallenging
training station may cguse boredom and hinder performance. The student’ s desire to achigve can.
muake up for some bick of ability. but ev cnlu.nII) there must be a rgalistic approach to the problem:

4. Personglty Statistics show that the majority of people lose their jubs through -persunality conflict
and poumullludgs rather than lack of s)uup.mon.ll skills. The sutcessful matching of the student’s
persopality with the oceupational needs is impostant to the success of. work cduunon
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‘ . N ) A X . Al \- - : ~
§ Physical Statns  The student’s size, health and handicaps all have to be constdered. The handicapped
N . . e \ .- -
« . student requires a special training ‘station, where the tasks he/she performs are wathut his/her .

;- capabilities Theqeacher-coordinator or coordintor sheuld review the student’s school record. consult

- the school nutse and interview the student to determine any handicaps. . . .
’ 6. School Records and Grades - Past achievements. suclt as student’s, perspnal record Jatlendance data.
1 {hcauon of future,

“school grades. guidance notes, parent infornfayon and test resulty are a general in
_ . —a - . .._‘ o -

?rfqrmamcc; © . . oo . S .-
o L7 Bdent Interview  The reactic And feedback from the 'student's interview is the best way to .
determine mhny of the above I‘.:.'llor.s. The studeqt’s reacuors fjatched with these factors wll help
. the teacher-coordinator” ot cobrdipator loaplucg.lhc student at a trmning station where he/she 1§

. hkely 1o sueceed, _ . — ' . . “ .
" R Swmdent“Employer. Interview The interview tath the prospective employér will probably.be the

y student’s first 'l'ormul interview: therefore. the teacher-coordinator or coordinator should mstruct
the student on how to prepare for agvini@rview by indicating that the employers will be looking

. > » . :

»

for the following: » . . . " B R
. Appearance; , - Preparation® Maturny: Presentation:
: . Grooming Knowledge of position Frankness Forcefulness
Posture * School record s " Gonsistency 5 Poise . |
. Vocational education - > Accuracy Sinterity . 4
. . Work experience, Tact Persuasiveness
. : Referencees Responst Self-confidence - .
Personal history Temperagwit Grammar | .
: '(.‘urccr objectives ',/‘:_.—- \ B Nocabulary, - 0 .t \’

4 .
In preparation for the student-employer interview the student sholld il

ut different types of employ-
ment applications: X

.

e, ' - . E o
‘. ‘ T AGE REQUIREMENTS - . ) .
Any student who is sixteen yeard of age or o(dcr_m.l) participate in work educaton provided: .
; 1. That work education js offerel by the school. * oL e
* . "2 That work education @ieets l&cjcciuircmcn(.w as described in this handbook. . .
: 3. That the student is enrolled-n the school offeringwbrk education. R .

- Althpugh not recommended. a child* who hasghot attained the age, of sixteen may be placed n a

“* trdining station provided all the requiremegts have beén tet. A child employment permyt (see page -
101 and proofvof age are required-in Manitoba for a student who, is undér the age of sixteen, Appheaudn ™ _
form for child employment permit (see page 99) may be obtained from —, Fhe Manitoba Department,

» of Labour. 608 Norquay Builling. Winnipeg. Manitoba R3C 0PS. Usually. the school principal has

. * several copies on hand. , e . bt ——"
- - e e — . ' N R Ry A o~
o * In addition  meeting the above requirement: the teacler-coddinalor dnd the coordinator must adhere
&t e o HET QUKL X
- to the standards and conditions of emplbyment of children “as written in The Employment Standards
* Act which states: : A ' e .
. . * . R .
- “Employment of Children? » Yo « N ) . :
y ) Subject asin this Act spg(‘xju"(‘dl\' otherwise provided, - .
K . ’ . -, - ’ . . (R A
C (a) no child shall be employed except after a written permit has been procured from the mumster; |« .o -
. Sao.L F . N L * ~
(h) no chudd for ivhose employment'a permit has heen procured shull be entployed otherwise than 1 ac- '
‘ N cordance with the pexmit or by anyone other than the employer named in the permt; ¢ p .
’ s ¢ . ' . . .
- - (¢) nochild shall be employed in such.a manner, or upon such work or service, that its safety, health. or . a
¢ v moral well-being, may be f!urlﬁl,ll_r affected.” , - B ) . v
. - <o N o 4 S ML 1957 620,58 .
. ) . . ’ . - . ) + N i
N ¥ ‘ | ) \ ) ‘ . ¢ , . -
o . s . . ] . e + | . . .
- . -~
« . ~ " b , N . vy Y
. . ] - .
f )
N . o ¥ N S
v 4 . * ‘
. 2 D
' & [} * . . » N\ (] . ’
. . L Defrnatton of ““child* means usperson under the iige of sixteen years, ™ The Emplasment Stunduibs Aqt, f}fup!cr E U0, Secuon (). p | - ’
oA .ot 2. The Emplovment Standards Act, Chipter £ 110, Secion 8, p § ' . . ‘e Y
- R . ¢ ) . ’ 4 [ .
’ * y B S
- [} // LN . ' . ! l 5 -
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- L ' ¥ \ . \
/ "Fmplom“iom of Children. , - , T .o N B )
i . No culd shall be employed in am bm\!(?mg" strugture. or prcnuses of any kind, or l(md in or on A s
/ whichoany persorcis employed for remuneration by an employer whose vperaiions ine ludde. as u ~\ubslunlm . . ' ’
. purt. the processitig, produceg, manufacturing, (Immng altering, repairing, or serviang ofum’)ml[urm[ . ‘ ..
. substance, article, machmery, or thing by manual labour or by the use of mac hmcr)' or by both such v
q,f ) \ouse n/ machinery, ) S T L L= Mf'__:‘___'i
- ] = ~ ' - o
T "Spcual‘( ondnmns' t0 . . SN : - o 7 ' ,\
i
. 1oy the Emplover’s vesponibihty to ensure thatsemploymept does not capose 1710 /)('H)Hll(’(’ to ri?‘brulh ,
undersitable situations. . . :
The et sstrictly hinuted to light work well within the physical capacaty of Ihc pernuttee and where
Ilu re s o acgual or potential danger factor. : . . L
The prmittc shall not unloss othersise heren indi ated be altoted to w url\ u/lc Qp.n. central standurd ]
e on any day ) ' : . o )
* Lhas permut 1y not tramsferable so av'to covér employment by any other employer.” . e . 2.
' -, ' . -
- CODE OF ETHICS FOR lHl:SlUl)th . ,
’ Your atbtude s The most important factor i being \ULLL\SﬂJl n )our c.ndc..nours The following
suggestions shouhd assistm developing a positive atutude:
P Contact th@teacher-coordinator or the coordinator immediately if you gncounter any difficubties. ¥ .
2 Telephune your emploser and ask to be exvdmed. in case of illness or if you are tbleMo work  *  ° o
“that day. I possible contact your employer dlru.lI\ messages are aften misptaced? 5" RN ~
< o, 3 Bepohite and wurteous to- volir employer. h.IIm\ meluyu.x. .md customer.. A smute goes o tong e
Ay . was towards creating good huslm.ss relations. o \ oo o
) 4 Be pronipt for work. .me\\ hen returning m)uur lr.nnmu \l.mon after a break., ) ! B '
o -3 Listen toand follow vour Lml‘lovurs instructiops. | ’ ; o
6 Do yous best at ali times, 1f you encounte difticutuies \\nh the work that has bc.cn assigned ,
) to vou. ask for help. s
: 7 'sm\ on the job and mmplc.u. it to the best of your ability and knowledge. N .- .
8. B fovat to vour unploy.r‘ your instructor, and Alfe school. Tl Co. .
’ . Do not talk “shop™ when dway from s(.h()o!’( [ ) . A -
v Lo - h Do_not “gossip™ about personal prohh.ms;an the office or at-home.” . . \
.. .7 "t Doagood job and establish a reputatic i for being a aood worker.” K
L 9. Bc. honest and sincere in all. your Lndw). hurs, . ;
. HO. Ask to be L\Lu\Ld if you must leave c.;prl\' 10 keep an appomlmcnl
Ed
— . d COLLQEﬂUllCS,LOR THEJ,RAINING SPONSOR - 3
The following suggestiops mII help.fo o LI'LOH]L difficultics and contribute to the success of work \
education. &
o Contact llu le.er courdinatar or the coordinator 1f you encounter .ln) d:ﬂuullf«.b with the student. ;
2k Apk tire the opc.r.mon of the-business as the student requests the information. . N . -
. 3. Follow the training plap’as prescribed. . © - .
4. Assist the student wiih Im/lur prohluns . ‘ . )
. ? 5. Be wurlwus s * . ' L.
6. Condider the \ludcnl as A junior feltow employee. . oot
* o Pmndg \upummn as n.qum.d for.the learning snu.mon Rememberghis 1s o fearning situtation
L &4 ; e .,,f’ b ) t ' I
' L. K f b(ll()Ol CRED[I’POR WOI ' . . ) )
Addiional credif nud not be granted for work educa ignshere it is a part of a course for, which full ) .
c.rc.dn 18 .llrc.ldv ‘being granted. [T ™ ~ . e
The' “mu(m«' of wredits fur work éducation in jubs fa qu«.sllun.lblu LdUL.I(lUn.” value or jobs difficult . o
~ losupenvin shouhl be avarded. School credit 1 bc.‘:_r.m(ul for _]Ubb sw.h as. lclcphonc solicitation,
I . -
) L L | S - \ - ¢ ‘ Lo ~ .
. e‘ ,-‘:“\f y-\ v - ~ ) . . «
o4 7Iu Iby*lmmml \ulmluph 1 (h»purl VI Sv.;lmn’h\(l) g’i() . N ' , v ' / -,
. 4 (711 rl/l"/!l-lllrn nt Permt *nu Ill(u\dmou\ X \ 6 . N ! 4 .
, R § . ' . . ’ o «
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t B R . e
. . direct door to door selting. babysitung at home for younger members o amily, etce. .
- . ] » ¢
A written pohey explaining the granting of credit for participation in work edication 1s essenttal and :
. basic to the program The student must be treated fairty and cquitably and the critera used in evaluating
work education creditmust be specilic, appropriate, reasonable and subjeet to locat school pohcies. ’
. * . . L . > -
' Attendance atthe training station is to be cdunted as school attendance. . ) N L
- .S : ! L Lo T T o 0 ot
. 5 : ' ~ Ny / TN
, ] o WORKING HOURS RECOGNIZED DR SCHOOL CREDIT 2
- l Recognized hours are those hours that_ fatl wichin the school dn\or as set and supervised by the - )
school. ) : v, - o —_—
. A ICa student enters into a private agreement with an emploger to tngage in work during hours other,
* e . . . > ’ ~ - o
o than those heurs specified in the training agreement. the student shall be subject to alt federat and
" provincial employment regulations and the hours worked shall not be counted toward work education
’ credit. - - "o .
l ‘ N Do N\ . . .
’ ith . . - .
R ) . TRAINING PLAN St
. . " Preparation gf a training plan (see p.lge{ 75-97) for cach student 1s a vatuable guidé 1o the
teacher-coordinator of-coordinator in determining what types of tnstruction the student willreceive at
the training station andan the classroom. The plan shouid: be dev cloped cooperanvely by the student,
) ' thg subject teacher, the training sponsor. the teacher-coordinator and the coordinator by using job
B . N s N
.~ Aanalysis techniques. student progress reports and other medid. )
ToLo The dewelopment of the training plan should begin ‘when the employer agrees to participate i thg
. . . . . . 8 . .
. 1 - work cducation During the selegtion of the training siations. the teacher=coordinator or the coordinator *
will determing the learning activities available in a pafticular training station. '
) . . -
. : [ A sound training plin facilitates matching the student ith the training stations and contributes n L
. t farge measure to the success of work education. Technigues used in developing a trmfung plan $houtd
. ¥ * beadapted to meet specific sitnations and educational objectives, ' '
. ' T Guide for Developing the ‘Training Plan! t . . RN
' . In preparing a’training plan. the teacher-coordipatdr or the coordinator should: . s
. . l.. Explain the purpose of the student’s plan to th&trainin g sponsor and the student. . xe
' ’ 2 Make an analvsis'of the student’s chosen oce upation to determine tfe competencies needed Sor success-
. - « 3 ' +
.. . Jul emplovment .and advancement. o T : . :
oo . . 3 Determine’whether the competencies can best be developed through classroom instruction, tranmng .
. " station insYruction. or coordi ated classroom and training station instruction.”” *
¢ 4. Determine ja logical sequence in which the competencies should he developed, :
B ——3~Prepare” the"traiming plan.— = T T T K .
2 ' . } .. 4 . ' y ,
C © A well prepared training plan should clmuqulc the possibility of placing a siudent i a job swhere the
", - /| ities » limirte, N A . ' '
i - = learning opportunities are,linited. ISR . ‘ ‘
) . . vpor <. . e 4
s s { - SELECTION OF THE TRAINING STATION | 7. ’ . . oo
a. Lo e v . N . .
v 3 Lociting and approving the {faining stations are two major functions that the ‘teacher-coordinator
.~ orthe coordinatpr must perform. All businesses and indusiries gre NOL APPropridte gs traning stauons;.; |
[ . . . . C , .
v andall employers or'employees are pot smtable as training sponsors. Theiteacher-coordinators or coordina- .y,
o~ tors must evatuate the potential training with the¢ employer’s needs and intérests. The trmmnag station oo
« .. . . . ? . b e Ve I e .. Tt Y \ f
7 \. - ‘must provide the! environment’ and the training in job activities appropgate to the student’s career %
’ ’ development and Felated ¢6 the objectives of work edugation. v oo g z e ey,
. - f - N P I . . 3
The téacher-coordinatog or thie coprdinator should consider the fullowing Tist of suggested_spertifient ,
. . . m s . - . . N t I s bl N . a et
points,when sclecting a training station: . AL PR R
1. Daes it str¢ss education rather-than work? 7.- oot ey AT LT R
T 0 o N . .. . ' [ N ™~ . (SR e - Jeu g
AN 2. Does it have safe working conditions? ~,,  « . Y AR S, i
Y MR . ¥ 3.2Dogs it provide a wide variety. of expericnces? .. o et L e T .
A N F . p ATy . AR . s, . a ‘ b ‘e Nowl T
.o 4, Does it have u‘dc.quutc supetvision? L. : S5, . . PO Gk
N : S.ds itaceessible to transportation? < L. -, : R L ~
. - . 6. Does il lead 10 rcnlifslicn‘nd,stqblc-cmployménl‘.’“ RS B . P - S e Y
. \ . . A o . s, . NI R RN
k' L D K State Department of Fducation, Handbook for ddnunistrators and Courdinutars of Cooprerdiine bducdtion, Depariment of \';.).t.gl‘wn:ll Ldueaton, -~ oot
R \ . Chatleston, Weat Vigginia, 1971, p 25 % ° % . . \ . A N - S ;‘3.‘
. . . . ? . - N . ‘4‘ .‘&"},
' ‘ e ° ;/ , : d 0 ¢ Y .” 4 '
\) ‘ . N4 .“ . ‘\ “;"I“ - . LI ': ) ; \ ' - . .
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1 . . L . L3 .
N . . R o * . ‘ (. ' ) . v . s , W \
N 7. Dognat c@nply with all federgd and prévincial labour laws and union regulations? .
P ~ . 1 ’ .
8. Ateits employees members of a union”, . .
. 9 Doesat involve shift work? - , ' : ‘
\ 10 Docs it offer Workmen's Sdmpensation?, " )

. - » L . . : : S
-t Doesitofter opportunities for add ancement and for developing the student’s abilfues?
2 Can the student's mterests, aptitudes. “abilities and career objectives be matghed with the objectives
7 Tolhe emplover? - . R . o - ' '
A LS . a . _ . . .
- B3 I the eadher-coordinad®r's or coordimator's judgement. will the employer be able to comply_with ~ . ;
the terms of the traufing plan? .o " - oo . ~ P
14 Docs the Work situtation atow for the rotation of the student from one task.to another as-he/ghe
‘ becomes proficient th a partientar area? : i
“ .

~

¢ : 7 4 - - :
‘ . © PLACEMENT IN THE TRAINING STATION v . |
The placement of 4 studeat i truning statfon must be handied individually and carefutly. Ptacement )
/ wan determune whetherathe student witl progress tomard a permanent career comnutment, and also 1t
‘ can determuine: whether the cooperatingiemployer will find work education meamingfiit and continue < -
1O support it . ~ .. ’ .

= Ot heeschool- curricutun - —-e—— —— - - e

Do nat attempt to phave a4 student i trasning station until the teacher-coordinator or the coordinator
» . has determindéd that the student meets thy standuapds of employ ability, that the prospective employer
understinds the educational aspects of work education and wishes 1o «ooperate it the tearning process, .
Iithe emplover so JCblrcs.-.l”-()\\' him to chégse the student he is willing to train.’ -

. N t
Studints enrofledin wark experience shypld by placed at 4 training station for relatively short periods s
of ume Tl apparept fationale for the siigrr periods of work experience 15 that the student need not .
mvest e great mumber af hours o comprehend the nature and the demands Of the ocecupation. The .
student can measdre hinselt herself against the occupation in a relatively short gme sl may try several, .« - )
short term experiences duting the vear. . ) - . = - -
Students earolled in ommtgesjob training or cooperative, work edycation may be placed at o training - -

. ty & -
station for tonger peniods of Nime, possibly one or two weeks per_geeasio. The students will receive X ST
more intensn e raning and may be oI\cd'a pryductis ¢ work under close supervision. » AR X )
. ~ . N LAY v IS b .

The suggested ‘m@imum time, for full-time placement at’a training station is one-half day and the 7L .
mavimum s o weeks, The aumber ofSumes that a studend is placed at a training. station vanes -with NS
the objectives to be achieved. cot T . ' Do v

The student in wark education shoald return o the classroom for instruction in related- cldsses in " .
Which he“she can discuss his“hemenperiences wath other students and engage i reagling and learning
activitics that provide informiuon_and understanding about vecupations. 'Without careful supenasion
angd organization of the related learning L\\Rcﬁcmc.s. work education cannot be presumed: to be part. PO S

~ . « .

L= . »

" 0 v v, . .
df the school cugricutum and that there mustbe class time to ensure refated Jearning, ' . AR -, 1
. . . - - » e

~ * . .
The manium umber of students empfoyed by participatiing employers at any given time could .« . Lot
. ' Z % . o " - :

£ oege &. . - t e o . ' - N
- Teacher coordinators and courdinators should be wogmizant of thesfact that work education. 5s a part * :
vlitation. 1.

be restricted as follows: ’ . N o o
L, One student where the employer's ivork force comprises.up to 5 employees. R B T
7 I'wo students where the employer’s work force comprises 6-10 employees.. - ) 4o * )
- Three students where thg employer's work forge comprises H-15, = o ) . o o T
- Four students where the employer's work foreggomprises©16-20. ol . : .

.
e, . R - .o

. Five students where the emplayer's work forcé comprises 21-25, % S .o .

v » ‘U‘?.::.\
»

[P0 AR N e g

} 276 Where the amployer's Worh foree exceeqls 25 employees, the mgximum number of the students 8 g
~ . - - P

at any dwven-time should ot exceed 15% of $he employer's totat work force. -
o . . v e, . : .
Stidents may bo transferred from a trajmng station only after consultatioh with the Scadlcncoordm.ltor -

or the epordmator. % ) . W .
Transters witt not be made without a valig¢'reason, ) A . o ‘ . .
- : Co

s SUPERVISING STUDENTS AT THE TRAINING STATION. .
. Imuicéi.ucl) after thc\’uq&n( beginy traiming the teacher-courdinator or the coordinator faces the '

responsibility of making supervisory visits to the training station. Thc'objcc‘tivcs‘ofthcsc visits are., . .
f. Td overcome inmtiatl problems, - S o ) R ’ '
-2 Ta assist the student and the employer. : roe BN ‘ C
3. Ta provide gnidance and direction, -~ -
o RN v, - s . . . "" . , .
A8 L f S : . O 4 . . "
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4. To determine the progress of the student. ,  , - * - ) .
5. Toevaluate the work education projects. e »

Scheduling of these visits is crucial to the success and the dgyvelopment of work educauon. Iniualty
the teacher-coordinitor or the coordinator should visit the trainiog statton informally and frequently
for shazk periods of ume preferably during the first week. of “the project. Following these visits the
teacher-coordinator or the coordinator should codpcr.lgc)\ilh the studeat and the employer 10 set up .

. ategular schedule for fi uture supervisory visits, ; . ' .

It must atways becuppermost in the teacher-coordinator's .o, the coordimator’s mind- that the student
must be progressing i aceordance witle his/her course_of study and the tramygng plan that has been
. N : . o ~
developed between the schoot and the employer. \

'Y )

H

epept . . . e, . 4 ' )
The folloving steps may assist ?ac eacher-cdordinator or the coordinator in supervising the student:
k4

A, Hemizethe steps to carry oufhe supervison, ¢ .
b Construet writtgn forms for recording-infarmation gathered thrqugh supervision.
a. Report from the training station, . . .
b. Form ysed by the teachér-coordinator or the coordinator. -
le” Forms for permanent records. - - )
2 Make arrangements wige school administration for ample yime o supenvise.and coordinate work
. \education. | R . "
3 Make sure the student understands the plan and ghe,purpose of supervision. - .,

4. Plan a visitation schedu /

5 Drscuss with the employer

. 2 10F"s visit. / + . . . .

6" Incotpofyfe dhie following, points intd the plan for the visitation and supervision schedule:,
A Chosyfe advantageoustime: . - )

- -

-

* S .
he plan and the purpose for tie teacher-coordinator's or the coordina-
i ’ “ <
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necessary. agd ‘the superyisory visits arecone of\the best epportihities to improve these \retations. Ing

. the majority of cases, e empioyers are glad go cooperate with. the school: They feel that 1t 1s a part -
of their civic duty and are’proud of a succcssful.\udcnl. e S VN P
. s . ¢ N N )- ‘. N s SV - . 5 , .

.« Visitation should be feft w0 the tedgherscoordinator’s or the coordinator’s discretion.

’ :h Adopta casualmannet> ¢ ¢ - T : : . /
o ' Makp appaintments 1\:yi.lh,._mg‘pmpcr people to discuss the student. - ~
o rd. Obsetveahe studenteas$fully. - ' ) ' - -
e, Note th¥ general attifude of thé,other cmpgovees 4Q the student. ' R
w1 Engourage the advansenienitofthe student, 7 » . - .
Low g ldenyt the possibilizy &l’llsil?@hc'ir:ﬁnjxi’g station Ipr fiiture placemgnt. *
2 TESummalze the data afterJepvingahe placevfemployngenes = =, - . <!
7§ Secure d writegirepert on thestudent’s-progroid at re larintervals. ) * o,
: 9. Make a pérmanengrécord of b Visits. . P00 - Toome . PR 4
1D Biscuds the evalugtion with the student a4 yo¢ih as jx _ssﬁT-gges the supervisory visits. )
S U Adl;u”.ét !ji:&c’ou'r%p 'smd_\' o mg&l,ll};;ichamgcs in..jog‘i’cqu'if;'_mcnls... ‘e ot
B. Evaluatedthe envirinent at the lr!:'lim'l\]“ Station, & B S .
b. Ditermine the progress ofthe tiaining i yelatiotjio the fraiing plast,  ~= - : .
;YA DIRCOVEEIT heSTadent S CHEduTe Sujts thdpeeds.of thdwynployer. © . S
TV Acceraip df e sudens is under supen,hion¥ot alyulilifidd person during his/her stay at the
<trupmg station, . e h e SN ) ' '
4. Detérmine the sincérity of the employge regarding the traintgy of the studen. . !
Sr7Assess The adequacy of the faciljties, (Rcstr(.)‘gip‘s‘sug%y dc\:jésg. ete.); oo -
'ﬁ)c’l‘cu'chcr-coordix\.uor orithe coordindtor ‘shg%u'ld hc"f"g}’gcndl_gf,f\'i_lh,;‘,ghc employees i the businesg
+ of indusyry’ Work educatjon should be'explained‘in the empldyees,tg assure their complete understanding |
., _of'the trainitig agreenieny. L ST TSI . ' .
T4 Common seme and tact should be tsed by the tdtcher-toordinatof“or the coordinator it all umes
in the'stipervision of the suident dt the training station, Me should’ take. care to Visit the traming-station
when it is convenient to talk tortfie, employer.and 0ot at peak,production. times.- Tooymuch ume taken )
to talk with the student could oreate amimosity between’ the employer. and phe teacher-coordinator or
“the coordinator. Care should be taken 0 avert this type of situatio,: The ,empldyer expects and pas, -
a fight 1¢ the student’s time in order to keeh upproduction schiedulds. Lot Yoo ’ .
, Bhe-tedcher-coordinator or the *coprdinatof should contuet ;the cmpﬁoy'ci fitst when making a visit, N
if at all possible, and see him again whes Iea ing. This §s a.conimon courtesy and ghe teacher-coogdinaior
or the coordinitar. should be most careful in this tespect.” Gaod public_relations at all umes are very ‘
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N : ‘ : EVALUATION AND,FOLLOW:UP T . >
4 Suceess of work education 15 dependertt upon continuous evatuation. Evaluation by the student. the . '
parents. the employers and the Schoot personnet provides “a more vahid basis for change. Ong of the . .
o tem mist convenient methods v 1o obtain written evaluanon forms frum the student (see page 125) and ¢ -
A the employer (see page 1233, Thest folms should be compl&ed after the studeny has fimshed hiszher . .
u%.'unmum the trining station., . ) . .- S
‘~ = ) = . i o * . ) . . ¢ :
N more comprehensive evaluation (see page 133) of work education shoutd be undertahen by the = ¢
sehool principat with the assistance of statbmembers and other knowledgeable people. g .
* 1 The purpose of a follow-up i~ to deternune the usefulness of work education not only to-the graduate,
h&n abo o s commumits and sodiety. Two mainadeas of a follow.up program should be the value
| ® . . M
! ef work cducation m relation o the work i which the graduate is presently employed and the improvement
> of present and future work ¢ducation in order to make work educatton more meaningful. Follow-up
> N . . . ~ . .
studhies when utiized property will serve as a vehicke for indicating the valye of, work educaton i
©relanonship o the total sehool program. ’ T
.V maled questiopnaire is often used 1n condudting follow-up studies (see page 131). Informaton
/ camel by personal contact with the friends and the relatives of former work education students may
be used n foltow-up stughigs, .
’ ’ . . i
*  FACTORS AFFECTING THE SUCCESS OF WORK EDUCATION
Teacher-coordinators and coordimators should be aware of the many factgpgvhich affect the success
« o wark education and should take posttive action to msure growth and yfeptame of work educatiop. )
The followingaire some of the factors believed to be essential:
b There must be a_svstem of providig informatipn on work education to- schools, busificss and
) ndustry. . Ly S T, s
- 2 There must be cooperaton with the principal and his stafl o schedule work education students
that wll pernuit the student to attend his. her traimng station and-fulfilt the requirenients of the
trming agreement. : s . . .
3 There must be cooperation among ottside ageficies'whése nfluence affeéts the suceess of work
Ak . N
education, wd Poon N L .-
4 Good workipg reluons must be estublished and mantained with the provincial Department of .
Labour. - ot - - ) '
i & SFeacher coordihators and coordimators must cooperate in establishing and uthzing traming staffors
o N . s Py . .. R
partucutarty-with regard to the small high schooll v - s - S MRS,
. N . ~ . - . . S Vet I
6 There must be consideration to protedt the mtergstscof the "employér, who provides, expentnces,:
, : mstruction, facilities and supervision. CL L - ,.5.- TRt TS e
. Y ‘. c % ~r ew N . Bt i
7. Theremust be assistance and cooperation.from orgamzed laboues - S UEIEY 1 SR
8 There must be dose obsenvation of providaal, kiws o enable \»t)rg,.pdygg'iaouy n}q.smdothly. -
1 N i . . N ' - - . - =<
- particularly n regard to hazardous oceupations and h,ioq.sx‘n|C‘§f;:sl:rbfl>Innchls\,gs-herc comrsl o
J . . - o e ’ NI e * wr Ly it ORI U Lo R IR U3
Laws for alcholic beverages-#re in effect. - oydc ™ o ST, Ve B R N
. e . S iy 7 i . i -7
S D X Supernior methods of coordmation mast hc.dc\fclopcd.‘, B T £ v .-
. : . L t P S L wlhin o JLE Ty . o e g
. 0 THicre must be a cargful follow 1 of the, wraduates o provide for_constint ypprovement 1n _\}grl\
‘. * education. S e S ' N T R S,
IR
r T
R . o A
. it
B " ’ ’ . -
. . ) t . o 0{ ;‘,:.
- 7.
r 4 . i
A . .
LI - B e
. 4 . . :
. - N "
\ 307 [ NS
. .
"}
. . ’. - )
* A - " ’
-y .
' IS} i,» ‘. ' x
)20 K . S
-t ) ‘;@_. ) : ) S '
.« . . . 4 [ ¢ N 7 [N
. r} r e \~ L . K . .o . Y
Q . . ) v , R . . - v . SRy
ERIC-- oo me 7 e e T . :
~ . . Es . - Lo . % -
e "“‘T 7 S — e N Lox, S B - - - 2 - 2 S




« ’ i ’ fo ¢ o ..

' , ‘PART IlI L ‘ < .

RESPONSIBILITIES, LlABlLlTléS.lNSURANCE_ CoL N e
:f’\ o by - - - . l.' ‘ ._. . ‘ ~ 7.

S

Pi:j?}
&5 .

w0y

b,

2,
AN




. -, L . .-,”‘ . i : ., AR ‘,_7 B iﬂ: é%"' ‘:"
\" ..- 4 . . . C PR . ,‘"7"‘ e 5 .
R A L L . . R . A - ‘ LT I i AR 2
n ; ,"; . . .. / ® ) ) -\ . . “_.- . Q\ ‘ . N R ‘ ~ .‘“"‘ .
A ‘&, - : RESPONSIBILITIES OF THE DEPARTMENT OF EDUCATION . )
- B The Department of Education assumes the Tesponsibility of Workmen's -Compensation coverage for
_" " * «all sudents of work experience. on-the-jobtraining, and cooperative work education. Approval in wrigng

s st he uh'l.nin'cd from the Department of Education before implementing any phase of worke education, -

B Work cducation offered as part of the vocational, program_must be approved by the Vocational
- Education Branch.. . " o

L

- . - "

. . nmpun .
e _f,.,“\\f_orkmcnlﬂ Compensation-Acthas-been amended as follows: — B

. s LAY ) R D4 . ’ .
\ . *:Compensation for person enrolled in occupational conrseyg - ¥ A .
S person who s enrolled in an occupational education coyrse offered by the government or by a school
. oo “district. school divisioy or school areasunder The Public Sghabls Acf. and-who, as part gf the course
Lot perfprms work for another person engaged 1y o trade, bugness or industry, but 1s not “employed by
. . that *other person, shall, for the purposes of this Part and Section 95. be conclisively deemed.to be .
- ‘a workman in the employ of the government and his employment shall be conclusively deemed to be
. the performance of the work Jor:thanpther person.” ) ' A )

) o Em S M. 1971, ¢ 46.5. 14 . 2N : .

o0,

o “Income in case of disability.2

.. Wheree a personal Tnjury occurs 1o a person enrolled in unvccupanonal. educdtion ¢gurse as mentiowed
- . m subseétion (4) arising out of und in the course of lus employment, compensation payable. under
v j this Part shall be calewlated ) . - . N

. {a) in respect of temporary,«disability, as though he was steadily employed at the muumum wage. rated
L = then prevailing wnder the law of Manitoba; and L ‘ T D

o thy in respect of permanent total disability or permanent parnal dfibihty. as though he was steadhly
. - . “e . . -
- employed with the maximum yearly edrnings permitted for calkulanon of compensation under this .
Act . : o :

. a N K - ..

. _ ©En S.M. 1971.6.46.'s. 14 LT . s

*

i -. - ]
] »-») « “Rights under subsec. (4) in lieu of other rights.s . _ . . : L

, .
| ’ . The right to compensution provided by this Part 10 a person enrolled in an occupationat education .
. ¢ . course as mentioned in subsection (4) is in liey of all rights and rights of action, statutory or Qthényise, -
19 which™the person or his legal representative or his dependents are or may be enuled aé:mst the i
government and the person for whom the work is performed, or either of therm«for or by reason of
- personal injury_jo. or°death of. the person so enrolled occasioned by any accident which happened . )
.. to liim arising out @f dnd in the course of, his employment, and no action in any cBurt of law agamnst . .-

)

“e " the govermnent, or the person jo} whom the work is performed lies in respect thereof ., B

“Loa el EnSM Y7l 46,5 14 N o -

T . ROSMe 2975735 RERSTSIMUT959 (2nd Sess.) ¢. 74.s. 2. ) - e
: . Am. S.M. 1971, c. 46, s. I4. Loz ) . ' -

cAmMCSM. 1972, ¢ 46; 55. 34 & 35. ' o Co N

e . . ! * .
. o Of particular interest to students and teachers is Section 4(3), page 3 af the Workmen’s Compensatton SO
- Act which states:  * -" : ' . . < eae

. IV | ’ R, T
. . L % < i . Iy

“Misconductt. T : o v R L, )
- Where the injury is atributable solely to'the serious andw jlful misconduct of the worhgan, no compensa- .
- : . tion shall be payable unless the injury results in death or serious or permanent disabiliy.” . st

A A

. AmS.M.I96L, (Ist Sess . lis. 2 SA - -

", Pertinent paints tRat should be explajned to tic students and teachers gre: | 7 . P
Workmen's Compensation covers medical costs which are.directly attributed to an accident which

. . ® ~ % !

Lo oceyrred during'the haurs and days specifig in the training aggeement for worh education. - h .
: ' Workfnen’s Sompensation replacés any 19ss of income or any potential loss of tncome. Benefits -
L 1neo " ;

.
tJd

¢ are provav'c_gsc of partial or-permarent disability. . o Dz 2L

. An - .
* : » * (33 . ' - ~ . . - ~
[ _'7 . N N . < ' .

\ . . . . = . . e A
. i_ - N L L. R - L TR,
’ ( S ., - ..

. | The Workmen's C ompmmhon Adt, Ciu\plcx \V.200 of;hu'(‘cmlnumg Consolidanon of the Statutes of Manitoba, 1970 p. 36 . .

- - R ot A
! ' 2,lds < - , . X )

- : SHEE Co. ' ; D

. Jimd. ' s R [N i )

- - " 4 The Workmen’s Compensation Aet, Chnpl‘cr W 200 of the Cogginfing Consotrdation of the Statutes of Mamtoba, 1970, p. 5. . : » ..
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3, The Workmen's Cortipensation Bodrd adjudicates cach (laim on the Bisis of tie Employer's Report
of .Injury or, Industrial DRisease (see page-115). The Emplojer's Report of Injury. ot Indusirial

B
~,

- e .« Discase (Form 2) must be filled ify completgly and-atCurately. . - .t e ‘
© 77N 7 . NoteNot all claims are accepteds - o - @ D A B ' .
. 4. When a student is”injured. he/she should report immediately to the supervivor at_the placesof,, | . W
- work and 6btain frst* aid. The student musi make a full report (see page 111) to the
e o tetiCher-coordinatgr or the coordiprator s soon as possible. . . : .1 S VD 5, A AU S—.—
- ¢ Thestudent musCinform the atténding doctor thiit Be/she is covered under Warkmen's Compensa- e .
tion. (“Doctor™ includes chiropractars and osteopaths.) o R 5_3 .- -
& tis impérative to emphasize 10 students and teachers the need for reporting .midc.‘ms_lmquul'cly.‘.'; .
N If in doubt, it is better to fill in the I:Zmﬁlo)cr‘s Report ofInjury or Industrial Disease even<though™ ! -
' the student may not feel that it is necessary” at that time. The Injury may reoccuf at a later, date 4
s underdifferent circumstances. .- St Lo
7 Make sure that all students are fully informed of the ‘coverage. available undér The Workmen's , -t
] " ¥ Compensation Act. Y ww N A
! Y Nare Workmen's Gompensation covers Gnly thase acfiyities related to work ‘education which could ‘.
"7 bedeemed necessary or compulsory. Other exjra curricular activities gre nat covered. °, », . ° >
"} Form 2sthe Employer's Report of Injury or Industrial Discase, is to be completed ‘in’ duplicate Lo
R .in every ase where ‘the injured person”requires any hind of outside help or believes fhere may PR
T3 “be trouble in the future. It is to be complgted, By Whomever is debignated by the. primapal oand . .
~every guestion must be answered: fully aiid completely. Both copies of the form arg tohe signed '
. by- the” principal at the bottom of* the page and -fogivarded t6 Mt G. D. Roberts or Mr.-Peter_ .

- a

) .. -Wilby, Department of Education. 1181 Portage-Avenue, Winnipege R3C 0VS,. who have Been sd -
/ '+ designated as Signingofficials for the department, | S~ - RTC R o P
' .3 Whenever a student has .been away from school or thie training station because of an accident, . © . . .
; 4 letier should.be sent directly to: The Worknten’s Compensation Board, 333 Maryland .Street, ¢ )
’ ., Winnipeg, R3G. IM2. Attention, Mr. A. H. Cross, ddvising s to the date the student retutned < Cet -
to schoo] or work. R Y | N ' o . R
10. Teachers are not covered under The Workmen's Compensation Act. , ) 5 - - .
.. C“‘ v ) . . N - . ‘ ‘ . ‘ Ty \ h , - » ) . . ,’-‘A 17;
. ;2 © RESPONSIBILITIES OF\THE SCHODL’BOARD . . ( @ .i"(
The schiodl,board can assist work educatiop by. giving their approval and by:- TN ' T
I Providing accident insurance for students and\eachers on a voluntary basis (see page 117). . R

2. Providing adequate liability-insurance for teachers and students.

hd "- . P N <

; i Ead - b

s 3 Providing Workmeir's Compensation for teachérs who &re officially visiting work education students . -

ety * atthe training stations:  ~ ;- : O O -
~ * \4. Providing necessary finanging to adninister.work education. - . - ", PR
T - 5*Employing qualified teacher-coordinator(sy," - et Ce T P N
e >.- Employing.qualified coardinator(s). ' — S —— : — —=
t 7. Approving operational budgets for woik education, | - : B ‘ ) et
", 8. Assisting schiols in preparing and.drafting local policy. L R I : ' N

* o . 9. Providing lggal uid to its employees. . * , - Do * L ‘ ’
« . 10 Being awai®that if transpoftation is provided from the schoul to the trahing station forthé student  * . * .
‘: .. on wark education, then, the board, is responsible” for the actions of the driver, who should be «+ , , - - R
BT adequately covered by liability insurance. - e . BRI e
' " »- " Note' 1 the student travels to his/her tpaiping station directly from hymg, then, the boar%‘; liability o
. . is no gredter than when the studént is travelling from home to school by-public transportalion. - - S
A School bqards are exempt from liability for acdidents in certain cases. = Sy S :

« . . h N o’ . N . —‘._’v::_,,- —~ . ‘.su_ i . ‘a N S . "
‘Exempfidij for liability for accidepts iff certain cases.! IS , < N . e

r “dny /'Iupil ttending any course in lec)micé{ or, vocational training as provided in section 156 shall. .

" be deemed o, have gecépted the risks incidental 1o the business; trade, or indusiry in which he is bemg e
Ldnstrited or trained; and, if bodily injury ar death is caused to any such pupil dyring or as a result

= " of thié course, na_cause of action for loss for damage suffered by reason of the bodily imyury or death ’ -
o agoiues to the.pupil or to any other person, kS S <L RS

-
B
.

.. “‘ " (a) against the, school district or any of the trustees, if it is shown that, afier making investigations,

.. Malslee&believed, upon reusonable grounds, that the persqnupith whom tlte pupilpvas
el ' R N < 7" ) d . ) ° .
._L"?I.l’- 2 | ' ‘.. . ‘ ‘ ‘o . A
v AT, . . ¢ - -
A ‘J;The‘l’abhr'thoob Act, Scction 278, December 1970,p.130  « Lt . L.~
FIen .o . LY . Z ., .
e . . » . 4
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e “placed wis competent to give the instruction, and that his plant and equipment were.such as to
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provide reasonable Safeguards againgt injury; or = - i . ’

(b) against the person giving the instruction og his servants or'agents, unless’ the bodtyymyury or death -
of the siupil was caised pr contributed to by the negligence or the misconduct o_ﬁ’flfe,p,e_rson giving. 3>
the insfruction or his servants or agents.”. . . - “\ N .

R S.M., c 215, 5.260; am. « L ')
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. p. Ensyring constant evaluation 8f work education. ¢ 1.~ i o

i . he‘§}3qu}q‘o?tain}d(lquategthigg-pz_\rty“ljzibilitx{irbfgrappp:poﬁgragre.

S —d " wcr:w‘—-RESPONSIBIEITIES“ OF THE'SCHOOL —— -——~== ST e
The school principal, the tcdéher—coordinagor. the coordinator and the-student have certain respon-
sibilities in organizing and developing th¥educational aspects of work education. . :
L. The School Principal by: ~ - - oo , C L

a. Making work education avatlable to all cligible students if work education is a part of the school .- .
program. ¢ . . ' . v

b. Appointing a staff member to the position of teacher-coordinator. . ! . Lo

€. Appointing staff-members to assist the teacher-coordinator as required.

N

d. Providing the teacher-cgordinator with adequate time to cary out his duties. . .
p Providing for tie distritution of work education promotidnal and instructional materials.
" " Arranging for the teacher-coordinator to atténd meetings regarding work edukation. .. Co
g Ensuring that all routines and regulations pertaining to work educationare adhered to. .
h ‘Ensuring that all the students and the teachers, participating in work education are fully aware ..
of all regulations pertaiy'lg to work education. i ’ .
i, Ensuring that #'student’is not placed in a hazardous work sili)atinn. w R an
J. Being aware of the activitiés of his stafr. . . ”‘\ , - -
k.”Evaluating yvork education. - =~ . . ’ N
L. Ensuring that the-students and the teachers are covered by accident insuraﬁce* '
.t . 1
b

. 1

. 2t The Teacher-Coordinatot and the Céordinator by:" . .
-+ a. Becoming familiar with thd\philosophy of work education.” - .
b Emphasizing the importance\yf vocational exposure and career investigation to the student. -

s © Suggesting assignmengs to cortMate the school subject with work education. L. .

. . d. Providing liaison within the schodtand in the communigy. . . . . .. ' Y
.c.*Distributing forms and other published information. ) v E con

- [ Consulting with the subject teacher regarding the sitident posting. : ,‘ . P
Nore: Each teacher teaching a specialty subject to that student, must be consulted regarding R

, the student’s posting. All placemients must be confirmed by the. teachers conccrngg. I e

D3 2

-

. Processing gll the forms relating to work education.. - ~. .= 7 | ‘.

. ap

h-- Visiting the student at the training station as time-permits, Ceh o AP
1

e el

« + i Maintaining fecords and forwarding information asiequested. - 5. . .. '
j- Aocating traix{ing sjations. L 0T N L e e ke

. k Ensiiring thal the student is adequately covered by Workmen's Compensation_and_ person
accident’and liability insurdnce: T e s . TR

N . B - - o e .
- \ﬁmuriﬂng that tfte cacher-coordinator«r the lc,oqrdir}a_.mr is adequately
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. accident insurancé (s¢e page.117). L S S B I S s
m EnSuring that the parents and the students are aware of all aspects of the training plan and . ..
. =+ _of the additional risks which might be involved.:, . | .\ o vt i L DN e

+ n Ensuring that no student is placed in a training station that is not cdmpatible with_his physical
- “_4 oy »}‘:«: ey, o v ";\""' "-‘P*_n “"‘““ S e N ‘qli i» ’:f s
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" o _Ensuring that there will be‘%)z)rdiflation between the gdcﬁei-coérdinator_s and the coofdihétbf_s_.
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1t should be noted that the Manitoba, Teachefs Society carries liability insurance for its members,’ .. o
for flontrac.tqal liabilities, property damages g{pd_\_bgdjly_jnjm;igs‘qris_\ir‘lg out of school or school-sponsored..,. ...z,
act vitiz‘s except where the liability arises out of the oporation of a self-owned automobils. If the . . ...

teacher&oordinafor or the coordinator is ysing his Own autom \bile‘to‘ transport other teachers or s\udents, , ...
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~ The following paragraph appears in the Manitoba Teachers’ Society Handbook: . . o
kY — . . . - L s '_i-'-
*“Liability Insuragce! .- BT oL .
) The Society’s liability insurance policy provides coverage up to $250,000 per member for claims arising .
™ from contracual liabilities, property damages and personal pr bodily imjuries arising out of school .
or school-sponsored activities except where the hability arises out_of the operation of a self-owned . e
antvmobile. Therefore, tcachers who transport other teachers or siwiexts, either gratutously or for
compensation,.should (a) obtain adequate thipd-pamty lability insurance coverage, (b).notify the insurance S S—
Jgent requesting goverage for vccasions when they transport passengers (if .the vehile 1s used regularly T )
to transport passengers for pay, the company may require a passenger endorsement at an additional . )
premium), and (c) in case of acdidents in v hich passengers are imured, notify the agent, the employing
school board and The Manitoba Teachers® Society. All claims, inquiries and reports on situatjons which .
niight restilt in Jlaims should be directed to ‘the Society’s central office. The insurance pays the costs .
W o . ofany invéstigatton, legal defence and, if damages,are awarded,-the damages up to $250,000 for each
2 Oclaim. : ’ voox, ' b ) . .
Y : oo v PUTU ’
.« Principals and teadhers may be exempt from liabjlity for accidents as quoted above 'in Section 278 i ‘
\ of The Public School$ Act. However, this may have.to be decitied in a couirt of law. ' . . ;
3.. The Student by: . . N ) . |
a. vaeral Responsibilities . : . . |
N\ b (1)Introducing himself/herself formally to the appropriate people upon arrival. -~ el
(2) Thanking the training sponsor and the.employees at the training station for their “assistance- |
’ i and tooperation. .. g X .
b.. Routine Responsibilitics . : ) N
o (3). Obtaining written parental consent to participate in. work education. .
d (4) Providing proof of adequate medical insurance coverage. . ’
. (5) Providing proof of age. This proof of age must be any of the following in order of preference. ' e
) (a) Birth certificate  ~ -~ o % '
. (b) Baptismal certificate . - . o
(c) Bible Jecord . . .o . g )
$ Note Birth certificates ay be obtained upon application from the Office of Vital Statistics, : ‘
* Room 104, Norquay Building, 401 ¥ork Avenue, Winnipeg, R3COP8. - ) T o “
(6) Being willing to purchase school insurance at the request of the school. | o ,i e
(7) Providing his/her own transportation to'and from the training station. / < . 3} ! o
' (8) Studying Sccti?)n 5 of The Employmént Safety_Acl.whigh states:. : S AR {
C . v o ) R A , L s . " "
! “Responsibility of employees? 4 | / . ) L o A
. < - 2 hd . R . L
' Evefy employee shall - L v T, . e -
. : (a),tak&hlljzeq.gonabl&angionece.s’gaz:);precautié(;.sj.ito-ensure.lx,is‘own-safe and-the-safety- —_—
- . of his fe’110w em'ployees during foe course'of Ius.'é‘mploymem,' and . . v/
. (6) at all.times use all devices, and wear all articles of clothing, 'designed or ifitended for / ;o
- ’ his protection dnd. furnished 1o’ him by his employet, oil¥equired to, b4 used and worn - ) . oo
- . by him under this Act or the regulatio‘;xs.”, R ' . ! ' . !, o
. i . [ v . ; . ' . - :
— S M., 1965;c. 24, 5. 5. ‘ - £ e T A 3
. {9) Studying The'EmploXmen't Safety Regilations under The, Employﬁlcr{i Safety Act awhich T |
states:  ° o, N . o PR ‘ .
> . ¢l ‘7/ " Co e ' ) |
' . . ) ' P N - L ¢ - Pt s
,.\\ . * “Personal Wesdring Apparel® < e i O . T
) c. X ) . N . - . M b hd
.. A workman_shall not wear personal wearing apparel oYa type tiid «condition that would . . . .
- . expose him to urnecessary and avoidablezhazards” . Ch e . ’ ‘
' v - L . N s |
° ! . “Where there is' a danger of possible contact with movin arts of equipment the'workman . T
r ganger of p g parts of equupl $ z AN
- - shall ' ; . ’ e ‘o, N L
o o N . . T © .. . > -
.. (a) wear clothing that shall fit tightly about the body, especially around the meck, wrists . s S -
A . and ankles; T SR A ’ ' ‘ ST e
'S ) S ‘_' - S A L, - - . = L L S ‘ij
" 1. The Mamtol&aTgach‘crs' Society *73-74 Handbook. McMaster House: Winnipeg, h;ianiloba, p.24. T, R s e wigo Lt T . ‘7;i
2 The Employment Safety Act. Chapter E 90 of The Continuing Consolidajion of the Statutes of Mamitobap.2.  , N - - Lo
3 The Employment Safety Regulations, under The Employment Safely Au, Chapier 24, Statutes of Manitoba 1965, Sections 8.80. 8.82, apd . o
8.84.p. 1. \ R : 1 R s et
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» (), not wear dangling neckwear, bracelets, wristwatches, rings or like articles that »
.,  present a potential hazard to the worknien?’ e R

» “Work people whose hair is long enough to become entangled in machinery shall wear . ‘
oo adequate hairnets, or close-fitting mob caps.”, , Vo o ‘{ .
‘ . . . > A 5 . 5

. "RESPONSIBILITIES OF THEEMPLOYBR . - , . .-

" The cmploycj must understand the responsibilities and .conditions _rgggrding_hj;ﬁpg‘rucnpapqnnln_\yp’(_,;, .
¥, .~ education and be willing o assist the school by: R A
N « | Ensuring that his place of employment conforms to The Employment_Safety Regulations and -
) The Employment Safety Act. . ’ . < T , ’
2 Giving adequate instructions to the student in the proper and safe .use of any equipment the
student might be asked to operate. R A ) " :
3 Providing a suitable training station in which the student can participate and observe i accordance, -
) , With his training plan. oo " ) e
) ¢ 4. Arranging for participation in work edueation without replacing pard employees. - :
3. Making suggestions to tli¢ school regarding any changes in course content. . . : .
6 Informing the student of specific safety and fire regulations and other routines, and ensuring that
He/she wears the proper safety equipment. - o N
) 7' Accepting only a student whose dress, grooming and deportment meet company standards.
"~ ‘ 8. Providing adequate insurance coverage for all his employegs. R .
‘ .9 Maintaining an attendance record and ensuring completion of the student's evaluation form. |
. ' 10. Discussing the values of edycation in his/her chosen career with the student. - Do .
- +* “11. Proniding information on the specific type of business or industry in which he is engaged, . Can
Y, 12. “Reviewing Seetion 4 of The Empl'oynient Safety Act which states:  * / .

i3

“*Responsibility of employers! T RN _ ) y,
Every employw’sh(zl_f . N . o o o .
4 (a) take all rz'aséx;lble and necessary precﬂaulioni o ensure’ the safety of his employees during the ) Y
A course of thewr employnient; v . o . Ce ’ BN
; ‘ . . (7,) p/m".e llmd maintain in ggod condition (\zqdequale Jfences and bgrniers in areas of danger un_({er Ix!{
control; . y ' ' ]

- - ~ P . ]

v .

L4

(t) plave and-maintdin in good condition such guards ,and safety devices on equiprqrém a;v, may be
. < o reasonable to make tlie equﬂ;menf as safeas possible; ;" - v Lo T
" ;

.- ’ . . (d) adopt and praclise‘;_zroi’e?fures agu{, techniques ,designgd or intended to prevent or reduce the risk .
J o, - af injury 19 emplgyees,; and - o o o - T

" (e) post, and maintair ih clearly legible condition, s:fgns and notices warning employees of known
.dlmgers."/i . N R ST . L =
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~ The community has an inve§ n.:m in the vocational education ofits young people,.therefore, comm\ mty . s
. ¢ citizens have the responsibility to provide for the, yquﬂth»pf%Mg\ni‘gg_Qz;,tqubes;_in,edigcatiOnal.oppor{unmes.mﬁy-w-_;
T o _In respect to work education, community members as individuals can hélpby... . . . W T ey
, | * Assisting the teacher-coordinator or the coordinator in locating effective training stations.. .. -. SR
. .- V2 Promoting and publicizirig the work education cancept. = : B R
. * ¥ Invelving their service clabs, church organizations°women's groups, professional assocrationg,.and, ., g
w buginessassociates in work education; cither as participants or as promoters. ...\ _ DR B 8
) 4 Fornling interested-atea groupg to'advise and assist the teacher-coordinator or the coordnator..
R * S Supplying information on part-time of casugl:c;n}’plgxgent to.the teacher-coordinator or the coordina
T, .tor. Wt L - TR L LT B S
' 6. Providing training stations in volunteer or charitable organizations. .~ ~ = .
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V' The Emplogmient Safely Aci, Chapter E 90 o{The Contpuing Consolidation of the Statutes ofMamlob%,January; 1973, Sectiond, p.2. ., .
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o "\ .RESPONSIBILITIES OF THE FAMILY
.+ The family cdn assist in organizing and developing work education by:  * . .
: . Supplying Mapitoba Medical Services Insurance number. : ;
. Approving the application/consent form. v <
. Becoming familiar with work education. , . . .
. Requesting ap alternative training station il nccessary.
s In simmary, mdny of the answers to_questions of liability ‘on_the part-of the_student, -the_employe

- 3 DY B Rt O DT FTN Lol STy w=ere By ' LN =
’ and the school division or its servants rest with legal:counsel.
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"SCHOOL LETTERHEAD STATIONERY

L TRAINING STATIONDATA CARD - * + - . SAMPLE "~
o © PLEASEPRINT . S . _
’ I. bompany Name: ' : « - Phone: *
] ) Addrcss; ' ’ ' T Date: . . ‘ )
o o ll:.-_:P‘crsoAr; to Whom St;l;iexlt R;pqrts}; - ‘ = - -
.‘o. " ] + Job Title | ’ ) . : Number b-fStudcnts'l_)esircd: ‘
. ’ - D ._ 'Mulclh_ ,.Female .
“ 2 ! s : . . ]
‘ 1. Activitics to be Obscrvc(\i:\“ . “ .
I ' N ' . RECOMMENDED HOURS OF OBSERVATION. . -+
- I "'y From CPM. To_ PM. "~
. : ‘ R I ) . I week , 3 weeks " ,' :
S . - - 2 weeKs L Other "
T lV.'Tybc ofStudcntDcsircd"(Scholast'ic Bacl;ground.lntcrcsts, Abilitics: IEu:.)_. - ’ o v ' i .
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2 0 o - . ) [ e
. ,
| . SCHOOL LETTERHEAD STATIONERY -
I STUDENT SURVEY AND SAMPLE
. . APPLICATION EOR WORK EDUCATION - * |,
 PLEASE PRINT © . . . : “
. e - . ) v . o .+ Date
C L Name .. Lo T e s . . —"-Mmcr;de&ﬂomeroorﬁ‘ . > S
. s N Py R . . - ! )
Agu . ) :Date of Birtht Homeroom Teacher’sName __,

X e Height Weight Condition of I}eallll
- Absences lastyear _ ¢ < ' '
Reason(s) for Absences ) ) " MR ’ s
@_" Mecical Record - /\ ' Average grade last year .
Do yau plan to attend college;_ . :‘éPeciulSkill,S . N . &
- What activities do you take part in? ' : o
. . ) . v
f. l!avc you definitely decided upon an oecupation? - If so. whal?T - ] : :
Job preference f:Or Work Education? ,__y Ist ' .
nd <4 ' . Ar: you' working now? ! “.
Where? l S What do xomio? - . ' ) 43
- Have you ever been ar}esled’.”_:} - If s;, reason? : . - [
. s i L ] ) {
Il PREVIOUS EMPLOYMENT o
Dates, PN " c Job Title and
. ~I’n:.om “To} o . Emplgyér - Supervisor’s Name
SR S ——— Name_,_. e B— : . I : s vt
L Address ¢ a : Ja
o~ | ‘ Name . i - \"" B )
. |Address ', . »
o ¢ ,’.lo . ) ) l . o
IV dCCllpu;iOI] of Father or Guardfan - - .' \\ /
‘F b F‘irm‘ - . ) \) ' S O
. ' .

- Qccupation of Mother or Guardian _g

< . Firm

o~ Y N s
- ' L -

practice gkills in a real working environinent.

V, Work education is expected to broaden the student’s knowledge and provide an opportumty to develop and

o

Some expectations for work educatiotrare that the student will:
I = ¢

A. have an opportunity to p:irlicjpa(e in nmani\p’gful work, |

o,

. o 47

59




k ! ' ' . N - TUDNgs U Feonbe et
) ' ) . - BE VPR
. -, ' . & B . ‘ i‘ \‘;: :?:

. u . . ‘ - . :
“ v (Cont’d) - ) ..
Wy S . . . . . ¢
’ B gain an'undbrstaiiding of the importance of developing acceptable work habits, good groomung, and the
* ' . need for self-discipline, , Co )
. ¢ ‘ o .t Ca . : : .
. € learn about the*organization of business and the relatnons‘hnps of ¢gmployee to employer, unions, and
government through direct contact with these agencies. -0 . .
~ . . . '
k ' ) KRk K . . T —
K N o . ' - * .
) & 1, . - - as parent or guardian
. of o . hereby consent to my son/
daughter being employed for the purpose of work education. -
. - L understand there may be no remuneration and that the place and time of work educftion will be determined
by the school. . ' . : .
S ' (Signed) Name_
y - Address -
» \A
4 Phone No.,
v
° . \ 1 4 s
L] * t
- . [ 1.»
‘., 2 e , . .
“ - B
» )
‘EQ [ ) hd
M \ b ) o
o AN
-
o s .
. 5 ] \\‘ ¢
- . ; . , ,

ad 5 i A .
v — ' . .
-
3
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- N
K \ A
. | . (
N . . .
H .
\ N
- . .
) ’
M .
- T
*
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- R ,
{
) n . . |
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- &nooL LETTERHEAD STATIONERY o,
< STUDENT SURVEY AND SAMPLE
° " APPLICATION FOR STUDENTS ALREADY WORKING
PLEASE PRINT ‘ ) .. ' . X
~ : . " .‘{‘ Toe . *
, L. Name _ : - Sex Date _ ™ e
y Last First Middle _ ' v o
Address _ ) JPhone No. : ) .
Sl;eel and Number City Areca Gode
Place of Birth ) N Date of Birth ‘v Age o ‘.
Height Weight Grade . Schoot ' i
- Counselor . k .
, Future Plans: Community College University Work ! ’ .
I1. Present Employer (Ndme of Business) . .
Address J l Phone No.;_ ‘ .4 .
Training Sponsor , . - / . . s .
Date Statted Hours Worked ©__ Days Worked ) \
Duties - . s ' .
’ Ve 2 Lo
3 - . . b '
IL. List other jobs you have hell on campus and off-cafhpus: o '
‘1.._’ s a . . . . .
) ‘ 7 . L2 ’ ' : - & Vo °
‘ NAME OF EMPLOYER' DUTIES "FROM —TO | REASONS FOR: L,EAVING . ¢
: \‘ !
. v ' . ’ R -
- 7‘-7 - _ - ‘:: T N - . h _'h
. - _.g.?""e M N -
[ ~ N
IV. Extra-Curricular Activities: 4 ‘ .
"/ \ ’ . v \ . 9 J
I as ;;aréx'fﬁ;r guardian’
. . I
of < . : hereby consent to my son/* '
daughter being employed.for the purpose of work education. . K v
. . 3 ' ' ‘ 1 ")

I understand there may Bc no remuneration and that the place and

time of work educauon wnll be deternnmed

the school, . e _ oo
. v L " W
. . (Signed) Name .
S : I _ ,
« : ' Address + .
v .
- . .- .
. ‘ Phone Ng, ™~ . .
]
L} . .
' - * s, -
. o . ..
/'4 9 e . . “
. - ,. 63
- . ~ ” h{'% ¥ « r €
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. ' SCHOOL LETTERHEAD STATION&RY .
’ MEDICAL RECORD (Confidf':ntial)

) ‘ PLEASE PRINT _ A »

. I. Name . - .

: ,
Student Number - ., - M N A

Present Address

Phone Number ~

A gﬁ

o

__ Birthday

Day +

e

Male

Month . Year

Female

Weight . s

. Manitoba Medicab Registration Number

Nmm of Famity Doctor

Address of Family Doctor ____* L

Phone Number of Family Doctor : . S

HI. Father’s Name . *

L [ B
e\dd‘s Same as Above Jor _ ' . .o

¢ s , K
Father's Phone Number at Home vo- : At Work
N N .

Address Same as Above Oor

‘ Mother's Name ) . * ' .
§ ;

At Work

»
Mother's Phone Number at Home

<

° IV. Are you an epileptic? . " Hemophiliac?

Sugar Diabetes?

Do you have black outs?

v et

- Ty demear .~ " N ” "V', N o e T ' K & .
Briefly,des¢xibe any defects in si ht, hearing, speech, or other physical impairment. -
y.descH y g P ) phy p
» .

4 r
.. Pz ] . . N
o 4 ' . . Vi

4

‘d

G

PG . . Y

Lo ° . . i
3, o Lo -
+ ~ ' i .

* . - "
S . . . . [}
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' ol : " SCHOOL LETTERHEAD STATIONERY
L. STUDENT POSTING SLIP :

v - v
Ty . N
. 'n N . . , ()
. . - . < -~ s . \
[ 4 B -

B [ , . . R .. .
e PLEASE PRINT . . ' , 4 Tl
a . . ' . ! ;
' .- »  T1O:* Parent or Guardian: * Date .
C 3 T ; T ——— Y _.
MR “N . +This is to inform you that _- £ 0 ' L > f\ ’
' ; ¢ . * Name of Student” )
: of enrolled in work education. is assigned to
’ . Name of School - o _ o - oo
{
' \ 4 a‘
LT . Name of firm - .. -Address of firm
for exposure in the > N ) i A
. L C . - field(s)/departments ’
, This studentshall report to _ . -
- » 'Name'of firm and title
4
t ] PR
for work education for the period ' o >
. s .(}‘
s LT T T : D i ‘
—_——t >, . ") 4
A s
., - .
) > - IN CASE OF ABSENCE: _ . .
o - - This student is to notify:  ° ' ‘ ’
. v )
R - “ a S oo
‘ .o _ Schoel official School o Telephone
> ¢ ) 2. :," ~ - : .
Representative i Organization Telephone
. P _ 8 R P
- . . Aoy .
’ SPECIAL INSTRUCTIONS - .
. - . - ) N .
LY - : _ _ — " - — _ “‘:4. — ,,. - — -
P B o ) st * -
. * - o ’ Al
- . . . .
' Teachér-Coordinator or Coordinator
. . . . s A
\ 0 4 " o - . o ;?5‘ . ~
. ” N ’ . . "’ . .
P 4 . - "
. ‘. - L }r
. E J - - o
P 4 . o - « bl
\ _— - bl . !
S B )
‘ ‘ . . .
\‘ . l“ . . [y
- W -
— T et o . M
. - _ e
> N . 2% 4
v - N *
Y . - - '
. N E
’ . ¢ - s ]
' .Y\ . \ Iy . A
: 0
. = N ) N L + ? B
* ~ -
€ L -3
. C . /67
1 X S S .
ERIC . - v L e
. e . s : <
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A BN . y o - By
. . « N *

-
|
~
-
o
¢
L4
i
’
S
-
&
o :%

' . P -
. ' ‘ }SG{O\OL LETi‘ERHBAD STATIONERY = o
S .. """ LETTER OF INTRODUCTION - SAMPLE
* PLEASE PRINT ) R " )
~THIS WILL INTRODUCE YOUTO _° " . .
_ Age «* ’ ] " Phone Number )
" This student.attends - -0 -~ Phone Number- . - ,‘:j s
. ‘ - : - ————
address = - N 1 ' )
WHILE ON WORK EDUCATION WITH YOUR COMPANY THL STUDEM‘ IS: o
. Insured by the | * . ! 2
. . Name of Schiool Board ’ e
IL. Responsible to the School for his/h¥ behavior, punctuality, attendance mmudcs and » o ‘ N
, general performance - , . o . et
I11. Not expecting remuneration . A N /L——A
IV, Required to inform You and the Schovol if on any day he/she is unable to report for work. . ~‘
IF THE STUDENT RECEIVES INJURY TELEPHONE lyMEDlATELY TO o . . \ '
M » : '
" PLEASE REPORT TO THE SCHOOL IMMEDIATELY IF THE STUDENT: B : ! N\
A. Isabsent from work; , . o E . J R '
B. Disobeys orignores compgy rules or regulations; . ) T K
C. ls not desired as a work/ducation i)aniciphm. ' { - A
-« . a‘
& )
- . R / , K
7w ¢
\"l ! . 4:
S - \ T T T T T T Tt . ‘ i 1 . -
L > ' K‘ . .
. ] ‘ .
’ /
) i R
> , . / 7
\ ° < /é . . -
[ ) .. ! “ ¢ . . ‘ ° ’
. _ h ,. 7 L , »
. . v ./ .
~ . B . \ » ) !
. 4 Q B 1/ ' '
[ R » '




’ . v - “
- . ' ne oL - |
H f * ' B N
- . SCHOOL LETTERH’EAD STAFIONERY
. ) WORK EDUCATION TRAINING AGREEMENT SAMPLE
. '+ PLEASEPRINT i o oo " Date: SRR
- -7 L A, Nameof Student: - Jab Title: 3 N
s Address: : Phone No.: ' - ' i
. B. Name of EmpJoyer3 . . \ , . ’ .
— . Supervising Officer: . ) Position: ‘
Compane’ Address: : ' Phone No; P
- ) - %
[y ' . 6 ‘ .« @ ¢
I. General Agreement
) “The student named in “1.A" shall be employed under work education by \ﬂICh the student shalt attend school
. and work under the arrangements set forth below: :
A. PARTIES TO THE"AGREEMENT: The parties to the agreement shall be - . ) '
. = I, The student (with,parental endorsement) named in "I, A” abo¥e . ° ) - ,
2. The employer named in *'1. B above . - .
3. The
. . School Board ,
B. PERIOD OF AGREEMENT: This areement shall be in force from : .
- - e - to
Day Month . Year Day ) Month Year A
. ‘ ‘ unless terminatpd before that da/le by-one of the parties to the agreement. - )
. . ’ ' A
C HOURS OF WORK: This agreement is applicable to work education employment du;lng the following
. ' times: Any part of, or all of, each week-day or days from ) ~ 10 X ;
. I / except statutory ho‘lidays/- .
. ~ ' . “ \
o . B REMUNFRATION: The student named i1n 1. A™ shall not recewe payment of any kind of the work he/she
. _ " has performed for the employer ffamed in 1. B~ during the times specified in secuonsf‘f’ll.‘ﬂ” and*iC®, —
4" . .
7 . .
P Note* Should the stndent enter into an agreement to engage in work gor periods over and above that noted in
e . sections “ILB” and “H.C™, that period of work sMall, be subject to the regulation of The Employment
< Standards Act. - : - ’ x4 , - .
l , E. DUTIES: A ge'llrerul statement of dutles to be set forth by the employer.
' : " F. SUPERVISION: o .
B / b. The direct super\'/ision of the student employed under'lhis_ contract shalt be vested in the employer"
. ‘ 2. The ‘ ) . . reserves the right to
i ‘ . ’ ' School Board | ¢ :
<. ™ maintain, lflwugh the teacher-coordinator or coordinator, or other staff member, contact with the
_— , . ) student at the station in order‘lo assist in directing the training at the training station,
. - ) SR . SN s N ‘/ : :
e + - ' - G.INSURANCE: Liability insurance shaltffcovered by  ° P os *
. N N\ .o N o
- v . . ' o . ‘
' . ’ g School Board o~ /. , K Entployer of Student .
/ . - - N - .. * ‘ ot

. ve

/ ' _ ‘ , . ' ) .;t’ 3 -~ . "




» / ":
/ 'S v v - ) . T ‘e ~ *
~ T ., . & B .
. (Cont'd) - Yoo . . Y. o
: a - . L ] . . . . . h‘r
. Note* The Department of Educatiod{ assumes the responsibility 6f Workmen's Compensation coverage for all -
students in work education, o : - ’ .
‘ "H WORK EDUCATION EVALUATION: The employer shall be supplied:with a standard form for reporting
& : * at regular intervals to the teacher-coordinator or coordinator regarding the evaluation of the student. R
' ‘e I FULL-TIME EMPLOYEE TENURE: The employer named in “1.B™ above agrees that hus participation in
) ’ work educatiofi will in no way affect the tenure of any regular full-ime employee presently on Tis staff, -
nor his hiringepractices in rcga[.d to full-time employees. " Py ;
Signatures required: . : . -
@ J . ' .
Employer . Student L.
. V- . ( :
Parent or Guardian of the Student Teacher-Coordinator or Coordinator
¢
L] \ .
. N /
- - v ‘0 .
. " - o
- ~ ' ' -~
BN . v - ° ~ *
M\ .
) »
m . »
- .s ¢ N -
43
'.‘ : ’ / .
"c_. E 4 / & ¢ '
& |
A
4, I . ~
oA . .
u-n;.)z , } /-"\5
T T o o . 777\; - ‘
. 2
i . B [ ’ oo ’
. ‘\.‘l . . % . B -—“5-\ . . -
W ‘a‘. 3 . ,
/ {\"\ *
v 4 .
S
- - taph, ¢ '
N
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" Date of Training Plan . -
o ¥ ‘ ' . N P T

| . <t Check Wher€ Instruction Will Be Give
| Le:fming * .| Training Date ' In-School | - Date '
Experienges : * | Station  Achieved | Groupy,  ‘Individual Achieved

l I. Attitudes™

{I#Personal Gropming ' SR
HI. Human Relations :
A. Smpervisou‘ o, ol
B. Personal Policie’s_ . N A4
, 1. Employment .
2. Training .

3. Promotion

-t 4, Wage and Hour‘bnuv\ - N . )
S. eduling s X - X " . . - .

-'m‘l Problems X X,

MK K KR A R
>

[
<
o
=
8
o
3
o
=
o
=
w
< A
~<
©

IV, Housckeeping ’ ’ ' : ‘
A. Merchandise Cire - v o X ~ .
V. Business Practices X . :
A. Economics
B. Business Math .
. Maskup
. Mark-down ~
. Open to Buy . -
. Turnover
. Bookkeeping
. Financial Analysis
Business Law
. Inventory Confrol A
. Stockkeeping ) N
VI, tarket Information - R
"% A. Merchandise K‘owledge
B. Buying Practices )
C. Vocabulary - ' L <]
. D. Credit Practices®™ X T
E. Pricing . ., x

HK KK MK KKK K M K

SO0 NNt —

7

VIL Kgles and Services Techniques ) . .
. Steps of Sale . . '
. Use of Cash Register - *

. Handling ofM(gcy

. Check-Cashing Procedures -
: Fitting of Mdse. to,Cuslomér
. Sales Promotiogs  , '~

VI, Display. ' . -

A. Techmques’ - . ] o ’
‘ B. Types . X X i .
C. Planning ) X X <
D. Budgeting # ’ i . X )
E. Evaluation o . X -

oo >
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. 9. Draw vertical lines - : .

* - « Ik. Know about inclinés hines agd use of triangles-- e

i
&

- . »

- ‘ TRAINING PLAN! _- o
. ‘ : DRAFTING - ; | SAMPLE
/ ) .

o d . :
L7 Title of dob: Draftsman (a two-year program) :

I Job Description® Prepares clear. complete, and accurate working p|al§ and detailed drawings from rough or
detailed sketches or notes for engineering or manufacturing purposes according To specified dimensions;
* makes final sketch of the proposed drawing, checking dimensions of parts, matenals to be used, the relation

of one part to another, and the relation of the various parts to the whole 'structure, ks m all hnes,and .
fetters on pencil drawings; makes charts for representation of statistical data, makes designs from sketches.

IH.  Carcer Objective: Draftsman )

V. Areas of Experience and Training: ‘ - . 4
A. Instruments and Equipment A
B. Applied Geometry : -
- C. Frechand Lettering v
D. Orthographic Projection ) . L -
E. Dimensions : . S
F. Sectional and ATikiliary Views ' ‘ »
N G. Working Drawings '
H. Screw Threads, Gears, Welding
. Pictogjat Drawmgs  * ‘ -
: J.  Piping Drawings and Schematics . . i
K. Development Drawing v . . T .
L. Revolution and Rotation ¢ . oo )
M. Architectural Drawing - ‘ ? !
N. Structural Drafting , : -
* 0. Topographic Map Drawing . . 4 |
P. Reproduction of Drawings ) :

V. Detail of Areas of Experience and Training: ' . N
‘ ) . Training and Experience
. Planned Learning Outcomes - In Class At the Training Station
“ A, Introduction - : - o
. 1. Introductionto drafting / B X , '
. <. Objectives of drafting : ’ X Toe
B. Usiiig Instruments and Equipment ~ . . / . »
I. Select instrumentNand equipmgnt X . X
2. Use tracing paper andloth o . X ‘ . :
3. Know types and uses-of drafting instruments - TOX .
4. Clean and adjust drafting equipment * * - : x . X ™

o . EN e % S pd W ——r.
- . - — ‘1“1 e ﬁ'_‘:“’gﬁ; ¥ {{;) 3.-{:3.1\
A '

. - ) -4

Qo
(43

8 . . _ _5. Sharpen drafting pencils _ __ A U, _

‘ 6. Sharpen compass leads ‘
' +* 7. Place and fasten drawing paper . e - F
\ v 8. Draw horizontal lines * ©

LA

B -

4

» 10, Scribe circles ' L

- 12, Eraselines =~ : : )
¢ . 13. Draw lines to scale L.
: 4. Draw ir,regular?x‘lrves- e .
_ 150 Use inking equipment ’ o
.C. Learning Applied Geaimetry ' .. ' .
-1, Bisect straight lines, ' . ‘ . )
.. “2. Bisect angles .. . o 8 LoX .
3. Bisectarcs B ' C T e < ox ¢
¢ . 4. Divide a straight tine into a given number .+ D .
. of equal parts® B ' NS S X

5. Cohstruct regular pentagons ' e X N X’
p N .

.

.
N— tos
. M + : S . r ° -t .
~ . ~ . . S - % }

N . o~ . . ' ; ‘ O ewry 47 " - ¢ R
1 Masor and Haines, (‘oopemtwc\gcauonal 1 ducation, Exhibit"A.§ (l)qnvnllc, HL.. Interstate ancr;.m@w-w M ™ o
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. L. Learn types and uses of,working dra\vmgs
-~ 2, Constryct detiil drawings - . ‘_‘,.J:{”' .

s 8

(Cont'd) . v,

Trmmng and Exﬁenence

In Class

- Planned Lenrmng Outcmnes' . .

v 0. (onslrucl'hcxagons- :
7. Construct polygons * st -
8. Draw ellipses
4. Locate the centre of a urdc lhrough three '
given points Ct
10. Draw lines tangent to ;,wcn urch.s o -
D. Lcarmm, Freehand Lctlcrmgund Skcldnng
Letter freehand .
\2. Sketch freehand | B
3. Learn isometric sketching . ‘ X\
E. Learping Orthographic Projectioni -~ . . S ’ N "
I Pencil a drawmng R
2. Prepare a three-view orlho;,r“plm drz;?ﬂg
2 Learn orihographic' reading -
4. Practice in orthographic projection
5. Lay out title blocks 3 IR
F. Learnmg Dimensions
. Making arrowheads . . X X
2. Place dimensions b * . ) . X
. Learn material symbols (section) -~ - X
: 4 Learn shdp terms, ~ ' X
5 Learn m.muf.nclurmg precigion . > X
. Legrn American Standard Association L
7 (|d$$l“Ldll0n of Fits e X .
8., Learn precision and tolerance b -
9. ¢ heck drawings o ' X TOX
G. Learmn;, Sectional aiid Auxiliary Views : ’ '
L Make full-section drawings . X - .
Make hatf-secuion views - . )
3 RcBn.scnl brokern section viéws. , . .
4. Construct detail or removed seetion views . .
$. Hiustrate phantom section views = A
6. Construct ausiliary views . ’ X, TXA

. Ledrmm, to Make Working Drawings” RS . <

X'

v

b3
~

S~ K

»
o

»

At the Trajning Station—"
% J 8/

Make'tayout drawings ™ Vo T T s b

5. Prepare bill of materials list  * 5 . s oo X

I, Lcamm;, to Dm\v Scre v/fhrcads Gcars Wcldm% ., .

. Draw suc\v threats

. u..L‘(cuntc welding dra\vm;,s . ] -
.k Make welding drawings symbols Co ' X .

4.iRepresent and specify gears « . <X v

"I LQ.lrmnglo Make Pictorigl Dr.nvmgs '
Dcvclopﬂnsomunc prq;ccnon dm\vmgs . - . . .

' ~’ Sketch pluo’nal drawvings ", - o ‘ ST

3 lHgserate dr vmgw R ‘

X
3. Make assembjy drawingg™ e e T X
X

y T e

._bcvcld;ipipc 1 R ‘ - .
2. Spécify pipe and fhtings’* . . X o0
3. Make pipe dr.l\vmgs . - : . <X '
"4l Dnucnsnon pipe drawjngs . - T
5. Make fipe schematic drawingg - -, v o x -
(3. Make clectrfeal schcmalnc dm\vmgs o S . N %

ey .




‘ {Cont’d) ‘ , ‘ RV T ) .
-/ o o . M L .
. ' . ' - Training and Experience . .
, “  »Planned Learnmg Outcomes - . In Class At the Training Station .
) . N .
‘ : . L. Lc.lrnmg DcveIOpmcnl Drawing * : . '
o Lo . Lay out development drawings N - ©ox \ X
. . 2, Classify lines and surfaces . , x/ . X,
Y o i 3. Make intersection drawings ) X x ay
N 7~ 4. Do development practice . g ' X ,
o . - oa M Lcarmnz, Revolution and Rotation . ' . . o -
' . Make revolution drawmngs . . X . X
. Do development practice - - . °x \ )
Lcarnmg, Architectural memg . -
" 1. Introduction to Architectural drawing X . C s
T 2. Know architectural terms - X . '
Ty 3. Know types of house architecture ! X, Coe ’ -
' 4. Make prehminary studies . X X .
. 5. Develop plot plans i e XY CUX s
o 6. Make presentatfon drawings : "x X
. 7. Ase architectural symbols .md conventions X . X
8. Make floor plans ) . , . X . X
9 #Dimension architectural diawings . X X . -
* . P "+ 10¢ Letter architectural drawings * : X X -
o . Lk, .Make wall sections’ ) ’ Tox X .
’ T, 12, Lyy out elgvations., LR ' X \ X : RS
) s 13. Make detaildrawings s . X X
0T 14. Make perspéetive drawings - x ) =
. . * 15. Draw specifigations ) . X v. X -
O. Learming Structural Drafting a
. I, Introduction 1o structural drawing ) e e'x 7 . .
_ 2. Know structural terms . . X .
‘ . 3. Specily structural steel ' X X )
’ "4, Dimension structural drawings Tt X . X o
¢ . 5. Makestructural working drawings " : X ) X
6. Develop stryctural detail drawings 3 . ‘ X X
e 3 i.c.nr;mlrllclllrdl notations dnd detailing information X . -
T : i 8.9Make imber -slruuuu drawings Yoo - X % N
- ’ "7 9. Make masonry-structure drawings ‘. X X
) Lcanun;, Topographic Map Dwing  * o - e o -
' . Develop-topographic drawing . ' X . X .
. « v 2. Use tapOgraphic drawings L o o X o
- T T 03,7 ayoul plates k0 em T X X -
. ) 4. Know classification of maps dlld topographic dmwmgs, o X
Q Learning Reproduction of Drawings . ) . P
. : I: Operate and maintain rcproducuon cqunpmcnl - ™~ 7 X -
. " 2. Make Ovalid prints .- L X, X
MR . . €. Make bluepnnts . . o X
. . - v
- ' , ’ . . e
s 5, . - - -
~ L
& \ ’ ’ ; ’ i ~
. / . " . - - i o
TN o i . - ’
“ . - . [y - ‘v 1Y )
® - ' Sy
h . . . h ’
" F; . . .
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) - " " . TRAINING PLAN, - L
: i » ‘ CLERK-STENOGRAPHER <.+ SAMPLE

ooy . .

‘ - + L. Title of Job Clerk-Stenographer
. . N .

. Job Description: Perform secretaral duties for the three staff members, Duties mclude taking dictation,

transcribing. typewriting. duphcating, assembling, filing, urdering supplies and matenals, assisting institute
participants, answering the telephone, and domng other tasks requested by employers. e

tHE. Career Objective: Exctutive Secretary
? <
V. Areas of Experience and Training?".

. A. Taking Dictation and Transcnbing . - T .
B. I'ypgwnung §. i .
- C. Duphicating v
. ¢ D.Assembling . . ¥ .
‘ ~ k| Frling X T
k. Ordering Supplies and Matenals
’ . G. Assisting Institute Participants
IL Using the Tetephone . : ’
t. Pubhc Refations . . : \
. . J. Office Production chhm(mt"é '
. T V.. Detail of Areas of Experience and Training:
’ ) ' : . - Traiving and Experiénce
: Planned Léarning Outcomes ' In Class At the Training Station
¢ A ¢ Takmng Dictation and Transcribing / ‘
CoaT R I. Learn to take dictalion rapdly .N X
. - 2. Learn to trimsenibe shorthand notes rapidty X \
) 3. Learn to operite and transcribe from Recordall
‘ brictcase tape recorder N o X
: 4. Develop abilitg: 1o produce accurate copy consistently X X
i B 5. Study the fil S@} samiples of prefrous correspondence *
. and other transenpts., \
B B. Typewsinng <o 5, '
L. Develop acenracy atarapd rate - | X A
L 2. Learn to usg IBM Executve typewniter skilltulty « X . . X
3. Learn to typé attractive letters _ X ¢ T x
® 4. Learni to type class (ranscripts X
~ : 5. Learn 16 fype texts - , X
. 6, Learn (o prepare atfractive tabulations X X -
. . 7. Learn to make maMtiple carbons x X .
o0 8. Leamn tocorrect and type from ough drafts e o= - ey —
. ) .. 9. Leam to proofread accurately X X
. . 10. Learn to change carbon ribbons . . X X
‘ . S C. Dupheation e ' 7
, / E. Learn to cut stencils properly . X X
o . 2. Learn to use styh and lettering gwdes . X7 : X
S 1. 3. Learn to use Gestetner sitk-screen : .
> . " process duplicator x 7 X
- c. 4 Leamn to store sténeils properly - ¢ X X
. 5. Learn to prepare Ditto masters ' X . Xe \
. . “ 0. Leamn to use Ditto spint-process .
KA duphgator } X A x
e D Assembhing
;\ . ) 1. Learn to sxynfll_v assemble papers manually X oo X
«v: . i~ 20 Learn tose clectne collator X
‘ 3. Leamn to use elgetiiv jogger ’ . -x
/-—’/\' “ < Learn to use manual stapter X X
+ : 5. Learn to use electne stapler . , X
. 3 ‘ . . /
! I Adapteg trom a ﬂcp\in tep traimng plan desetopéd by Watesttan Long at the University of Higon i analyzipg lus *
) tratming expenences in the position deseribed.,
” ) ki
- \ . . ) s 87
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. « Planned Learning Outcomes
-E. Filing ~

G. Assizting tnsttute'Partigrpant

(Cont'd)* - .

t. Learn 1o file alphabetcally*

2. Learn to prepare file folders

3. Learn to code and flle steneils

4. Learn to code and file tapex

5¢ Become familiar with office files

6. Learn to retrieve matenals from office
files qu:cl\ly .

7. Form lJm |Idbll of m;ka;, and keeping an
extra copy of everything prepared

-

8. Attempt to discover ways (o improve office filing sysgem

BaOrdering Supplies and Matérials
Become famihar with supplies used in office
Observe need for replenishing supplies

Learn to prepare supphes requisitions

Learn to Qtore supphes LOI’I’CL('V
Learn to order books

6 Learn to order lilms <l§ L

-
ol ~—~

N :8..

s
B

I Learn to sehedule appomntinents

2. Become famihar with I()callou m vanous

campus offices 'k ‘ P
Learn to direct peopR® to proper Iocu(ions on campus
Learn to give dssistance in library usage.
Learn tQ instmuet participants in correct format for
materials being prepaged ) -
. Using the telephone % . .

1. Learn to answer the telephone courteously

2. Learn to take and record messages

3. Leam proper technique for making internal

and eXternal calls from campus phones

4. Learn o use stafl’ dirgetory

5. Learn proper procedure for W.A.T.S. calls
b, Learn to secure information via the telephone

V]

A

~

I. Pllth' Relations

. Learn 1o deal with people courteously at

all times o .

Lm:n to LOOPL‘I’J(L‘ with workers in other otﬂus
Learn to furnish requested mformation

. Learn to supply needed matenals .

. Learn to handle materials efficiently
. Learn to organize work according to its
immediacy of need ’
3. Learn to work under pressure of tane deadlines
. without becoming disturbed
4. Learn to perform a vatiety of office l.lsl\s in aswift,
yet unhmrried, manner
« 5. Form the habit of venfying the acenracy of
all work pradiced

2
3.
4
J. Office Produetion Techniques
f
5

”~

G
y
i3

LR

" Training and Experience
At the Training Station

In Class

b

E
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TRAINING PLAN RS . .
GASOLINE SERVICE ATTENDANT * | ° -, SAMPLE,
Tltle.()f_]()b Service slahon atlendanl - “ . j:. v -
Job description: (‘Iuans pnd mammns Station and, Uriveways, fandieés customer rclathns on the dnvcway
sells accessones. cleans “and ,polishes Zars. lubricates * cars,, and makcs mmor rcpalrs Lcams, some fund4-

mental principles ofmana;,cmcnl . -, p
. P

Career Objective: Service station manager.

Areas of experience and training;

A. Station care- housckccpuu, and maintenance
B. [)nvcway service

C. Carwash. elean-up’ and pollah

D. Lubtication

E. Tire. battery, and accessory siles

F. Minor repairs - *

G. Buymg and ordum;,'prmcdun; Fi

) D
H. Principles of station management Planned Learmng

Detail of arcas.of experiencg and training: . In Class, « At the T#ammg Station
A, Instruction i station car . ) ‘ ’

I. Driveway housekeepingMod maintenance

2. Rest-room cleaniirg

3. Lubnication dcparlmc\nl

4, *Stockroom

B. Instruction in driveway service
1. Six-step driveway service
Windshield. battery, tires
. Under-hood inspcuion and sales
. Cash Tegister operation and éheck-out
. Mdl\mz, additional sales
a. radiator hose
b. fan beh
¢. oil additive
d. oil filter
e. lubnieation
f. battery
v
g. hghts .

, C. Instruction on car wash, clean-up, and polish

S ,,,A,D.ALubnuuonM N ———
’ ' L. Study and use oflubncauon manual
2. Servicing of major par(s
3. Wheel lubriggion

E. Imtrucuon on fire. battery. and accessory sales
Tire brands, sizes, and sethng points
Balluy sizes and sclling points

\3. Other accessories - ;.
Py Inslruclion On Minor repairs
. L. Tire change and-repair »
. Muffler and tail pipe change
. Brake adjustmentand repair
. Car tune-up procedure ) "1
. Cleaning or steamjng motor

G. Buymg, and ordmng procedures
le\mg mventory - .
. Determmation of minimum nuimber of items to
kccp on hand . .
3. Ordering, so as not 1Q Ordcr more than necessary
4. Display for maximum sales e

~

Aruitoxt provided by Eic:
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. . i Planned Learning p
. JIn Class At the Training Station
‘a I H. Principles of station management s ;
e, al. Acquaintance with required records X . X
o 2) Lease or rental arrangement with major oit company - X
. ] N -
o 3. Staffing and hiring personnel » ) X
" 4. Financing Co ' X X- S g
~ - » . «©
S 5. Requirements . X /
6. Importance of station location X )
. , ) 7. Payroll ‘ . L X
)
' i * / -
v ’/ » - \
. ’
N -
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S : ©" - IRAININGPLAN -
, , : GROCERY CLERK, SUPERMARKET

' 1. Jitle of job: Grocery Clerk, Supermarket 7 .

. ’, [ll Job description: Receives cash. payment for articles selected by customers. Wraps or bags articles, makes

M . " change, and gives articles to customers. Keeps merchandise neatly arranged. Must complete transactions

N ' quickly. Prepares_incoming merchandise for sale and arranges the merchandisé in the stockroom, on shelves, . -
or in display cases. . ) .- . T - - e -

'

SAMPLE

.

Career objective: Department manager

- l\\’. Areas of experience and training: - ) ’ -
. A. Clerk ) -
. SN B. Grocery department . . . .
. C. Checking J . ; . &
f D. Dairy department | ‘ / ’

b . )

/ E. Produce department = - | .
A ) .

. V.| Detail of arcasof experience and traihings'. ln Cla:s P hm:tdt cz"l'r:]ai'[:lging Station
. . i

Sy - K

o, . A, Clerk -
1. Instruction on keeping store and area in good order
. ' a4. stockroom and deliggry room X X
v - b..parking lot . X X

S [ .« bacl; door yard . v .
‘ 4. sidewatk, windows, and entrance X
. ¢. flour section o
A 2. Instriiction on keeping the following equipment
’..a and merchandise clean: ) -

. Lo & light fixtures " oo x
. l b. shopping carts s
i . " o¢.osink . L N
. T, d. coffeemills = 3
' ' * e. hand truck and ddtlies 28 X
- ’ ’ T, réf\rigcgl'lim) machines s X
. ' g. sheving sections and merchandise s X

. - \ h. bread table : o ‘

. o i 3) “Instriction on preparation of salvage for pickip
4 Instruction on these returring duties;  * >
a. cleaning and waxing floor . X
- b. care of empty bottle returns o : !

. . ¢. truck unloading - proper lifting techniques . . x . =~ e X -

- 777 d.“arranging current displays
5. Instruction on checking: .
. <. grotery items o X
. . b. coffee ) . S R
“¢. health and beauty aids , : )
d. frozen foods * L * : - X
- » 6. Instructiomon: .
. 4." pfice marking merchandise ’ .« X .
- . b. stock shelf rotation - . X . X
¢. prnice marking and tagging LT ; X Xt
7. Instructipn on dating systems used ’ v e * X
J . 8. Instruction on how to build displays by the sales plan, - o X
.. / B. Checker 3 - ) ] -
. / 1. Instruction.on proper packing procedures . X NS
, ya . #2. Instruction on procedure used on yon-priced merchandise
Ce— — 3. Mnintcnuncc_ofcheck stand: .. X

) . o

X
X
X
a. changipg tapeson the register ~ . . : X
X
X
X
X

- b. properly filling the bag rack ,
. ¢. stoeking of small items * '
d. keeping shopbing carts ready for*sustomers - o
¢. mainteriance of neat checking area X

ERiC‘J"w - | e o _ : T

Aruitoxt provided by Eic: - o - [ .
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Planned Leamfng ’Z ’
ation .

. In Class At the Training §
. ! / 4. Instruction on how to handle: o ' S ,?
. ~ a. tax collections . - C X - /
b. paid outs . . " S X ¢ 1
T e ¢. refunds and over-rings 5 b x 7
d. proper change for register A Lo s e
P N - . .7 - - ©
e. relief orders-and mierchandise coupons | 1 X
f. check cashind ’ ‘ X I
- g. authorized charge accounts o "X '
- St . LA ¢
. — 5. Instructionon b, Iancmg the register . - o X X
. ¢ en g 4 ’ . < o \
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Employment Standards Division, .

N . » . a e .
. . , . R HEE
D \ ’ . . " W
. 3
, ‘
* v
'

Room 6})8, Norquay Building, / b )
401 rk Avenue, .
Winnipeg, Man. R3C 0P8 - - ,‘
: . ‘ I PROVINCE OF MANITOBA .
) “ DEPARTMENT OF LABOUR . S e
* [}
] . APPLICATION FOR CHILD EMPLOYMEI\:T PERMIT *
o S St
The Employment Standards Act
. ] . -\
Full names of child ... ..o o VOISR IS o -1 {. 3¢ 19
Home address ... U SRR N N
Dateof Birth . ... .. . reeeeaeaans eene et e s aee e 19 Present age: years ... ‘months s S
School attended ... et et et oo et i e eeresrers Grad@ o e,
2" Name of prospective employg_x;é ....... e e e et , R
' Address of employer ... .. . . BRUSRD - 11+ ). 130« T
Business in which empfoyer ENZABEA ...yt i e e e e
Employment to commence orf ... . werereineen 19, and end on .. b eerenes  eerieeeseesmrnes svenere 3o,
Work child will perform ... ... C e i e st e 1 et eerete s e
Hours of work are limited as follows: . ) s /
. ] ,  Mondey / Tuseday Wednesday Thureday frldly . \Suurdly Sunday
I = ~ -
Starting Time B . E .
- T ] = " ,—
Flnlshing Time} . . i ' ;
) Dally Kot ¥
-y \
Maximum Weekly Houwss ........... 2 s
o S S 1 —— e -
. X Y . ....-..............-..: ...... .Ia.';;.t;;;.. o ‘ppuc..;;' -------- \ )
Certificate of Parent (or Guardian)y” (Letter also to be submitted €xplaining necessity for employment.)
I hereby certify that I €. - ............ of the applicant, that I support the application, and that
¢ particulars of birth and schod]} standing are Lrue and correct. Lo
T - ettt ettt reee s beat ettt e enee e eeeeene e s e eammnms s s oo oo -
Signature of Parent/Guardien i
Certificate of Prospective Employer ' T ‘
" I hereby certify, that particulars herein Stated are true and correct. I also am aware that permits are
issued only for work well within the physical capacity of a child and where there is no physical or moral hazard.
I will not allow the permittee to be on duty for more than eight hours in any non-school day; nor after 9 p.m.
central standard time on any day. - . .
9 Fy . . —
- . T - , ........................... . Jmm.mammnmmw ............................
‘ ¢ . Approval of School Principal T -
Romarks . A ' T
™ i . . ‘99
-
.......................................................................................... Peceere
' B N Signature of Principel
Q  OLgé—IM~82 . 6 7 '
ERIC \ \
rl Provi NN ~ “
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. ° ) / N _ - -. "L .
v - N »
. / " .
MANITOBA . CHILD EMPLOYMENT -
‘DEPARmENT OF BOUR b PERMIT ;
608 Norquay Bullding / )
‘ ) ‘ WINNIPEG . wn, - (Under The. Employment Standards Act)
*’ - ‘ [ * - /
7 . 1
. . . Y i o - .
No. o7 - v / " Date of iSSUE ... o e, ceeereeeeseaeseenn
L / .
Particulars as to Emplogee (Permittee):* -
) .
- Name < . - L.
Addmés s eeeens
"Birthdate , 19 S
Minimum Rate Payable .. . * g X
',, N i & ,
Type of Work Authorized .
Hours .of pvork-are limited as follows: ‘ A .
< Mondasy l * Tu)ndly Wadnesdasy Thursday Friday Saturday* & Sundsy °
L Starting Time ) l L : N )
o - ~— - - fo— - Lo - o - e ——— e e e - c—
!-‘lnlahlng'l‘lr"w ] ’ } b o : - o )
¢ Daily l;oum , i B ! | . ; J ) _
. T — - — - ot - - - — @ - T ——— — It S i :-—"“‘""—""_—'—"'
—-——-——-——Special Conditions: - —  — " — —— Ma‘timum Weekly Hours ... .. .. e o -
6 - y .

-

- undesirable situations.

e ~

v

It is the Employer’s responsxbxht) to ensure that employment does not expose the permittee to morally

a

a

T ’

»

)

A

-

'I‘his‘permit is not transferable so as to cover emplovment by any other empldyer. |

’I’he permlttee shall not unless otherwise her ein indicated be allowed ta work after 9 p.m. central
standard time on any day.

~
g

[

ISSUED BY: - .

CL-g-6—1M—T7-72

Issued in triplicate

-0

~ hae

101

The permit is stnctl.\, limited to light work well within the physlca] capacxty of the permittee and where there
is no actual oxg‘,potentlal danger factor.

weery meet L v L L e s ecteene o

§ Minister of Labour,
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WORK EDUCATION’
"WEEKLY ACTIVITY REPORT

. Student Number

Student Name P

3

Location of T‘rwnng Station ’

Name of Organizatidh __‘

Course of Specialty

[
Pernnod

— _.».ﬂ.___.___

. L4
*__Hours Worked ) Tdtaltlours

Day . From . . ) Worked

Mariday . . /2\4
Tuesday - ’ . L

, Wednesday

Thursday
Ffiday

%

v,

e ]

Estimated Hours In,
Each Activity

3

I R R R e

4

Aruitoxt provided by Eic:
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w"' £
3
(Cont'd) . v \
. D . :o. ' ’ -
g Employer’s Comment: = . - !
. 5 : :
\‘l . w ‘ : .
.. v Signature of Employer: ’
\

-

-
. . ) .
NOTE This report to be completed at.the end of each week and forwarded to

the Work'Education DepartmentA v
in the self-addressed, stamped envelope attached. .
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- - o7 2 R «
: SCHOOL LETTERHEAD STATIONERY
. ) PERMANENT RECORD OF TEACHER-COORD]NATOR S OR COORDINATOR’S VISITS _
) . , «+SAMPL E .
PLEASE PRINT™ . oo o ’ :
' I Student's Name " " o . "Class .
R Employer - - : Occu‘pan‘on ‘
) Date _ i (} Report ‘ ‘
CHECKLIST FOR TEACHER-COORDINATOR OR ‘COORQINATOR .
n. Quality of Work . . i General Remarks ' PR ' 1
7 * ’ . T w Ty . .
4 Knowledge of Work . . ‘ o - .
T~ N ) .
Imuative - . . ' L, '
Cooperation . . ‘ . -
. : Atude _ ‘ ° : . . Lo
Responsibility ) ; . )
POINTS OBSERVED BY TEACHER-COORDINATOR OR COORDINATOR VISITING STUDENT
1. Traming Station et ) Contact Official
' - . _ ) + : \
* . Tcuclwr-ﬁ‘oordinulofs’ or Coordihator’s comments: L LT
’ A. Conditioris surrounding the training station ' e .
. ¢ Y B, Hazardous condmons . \L/ ’ ) z
C. Attitude of cmpleyccs ‘toward. leachercoordmator coordmalor and student
l - ®
— . U - n . — \
.D.> Specific Work of Student ____. ° . '
E. ‘Immediate or wrrcnl SubjLOl mat‘lcr needcd _ .
" Personal: .lppeamncc of sludscm’“‘ S R O R ' _ o
> N 'J ' N —_“~\/
**G. Student's interest in the work being done . . ! L — T
* .HI Employer's apparent interest in student and his/her progress i - y .
. : . . ° L
. . > ¢ e 3 * . \ N
. s . . ~ . ‘s“;__‘ . -
' e / R ‘ ) © .
- ; . \ , w . . - . .
’ - ' T
[ ' N »*
* ' . ' »
' ;o




. NN - R RN S
12 .. 3 . X . - 13 . R . ) . :”f,.,. Sl “/ IR -
~ . ’ ‘ . N . ] i
- N . | . ' BN
) -, . LA . I , N p .
o - , s ' SCHOOLLETI‘ERHEAD STATIONERY . g& ' . ' "
<. . . WORKEDUCATION . ~** . 7 : oo -
. ®. h : ACCIDENT REPORT FORM PN
. . o , ‘ ) < . . S.A M.p LE 7,
) o . a - ' .
- . LW A N ° ot -
e T PLEASE/PRINT : ‘ N e el
- s - - Sae * r— - - o . e . . - - —_ s - . ®
. ; "L Schoof ' : Date - -t
: e
PR Vo D:\tc of Accident * - . ’ L.t
S ’ f \‘Jmc of lnjured~Studcnt Lo . s
v T N.nné ofParcn((Guardmn) ., h ) “
S ' . h.n Addrcss of Parcm ((:uardmn) L s ‘ o
LN. . , N . . . - _‘i.‘:—-“—.- - o v . . ““
Il. WITNESS TO ACCIDE\H‘ . O*YES- O NO / T
- : '
‘ ’ Name ___ e i
v . ) - - . / . s * * } ’
S Address ¢ R AR < 3
. o 5 , < - 7
. fil. THE A‘CCIDLNT R A . ©
) " Nature oflnjury L o ‘ ‘ ’ i
Place where acmdenthappcncd VP e LT : o
? < o A - R - .
*Time of Accodnnt ] " ,
[ > . : M ) :. 5 ' ’ ' <. ' . b . ) M N '
‘ . N DcScn'bc fully situation regarding all factors conttibuting to aceident . o T “ s
- - o PO v" - . : o’ . . o, ‘ : co e ! " '%;
- u ot _ : ) . - 2 - E— .
. . y w ~ . . g * - ki
‘ ‘:. : : L e / ’ !
':n L “ 7 h ...'\ . s '
« b_’@‘ I‘ . — Y L \“,"\
. . " ety o ’ NS :
. LN T e sy YL AW e
. - . - -— . s, \ - A L ! ."j ! ,‘“w““ _— . ] u“‘ . . . ‘
(V. PROCEDURES FOLLOWED 7 .» * = ‘.- R (O S C
Was the Parent(Guardlan) nonﬁcd" . ' T ' ' o R
) . . ,.‘ 2 Fy \ B . . , o ..
. 0 NO - Give Reason » R N :

A . O YES . o { ’ l‘v{ ] e i - . B

. 3 ~ r's . g ' L -,
. » Did the parent (guardlan) authonzc the principal to obtam medlcal-ald at the parent 5 expEnse" vl

ooNo T .m Y T w N

. - — - ; S A —
. S a YES R ~l!' ’ § M S R
* Was a_doctor called to give fivst aid? 0 YESZET): N )
M50 by whom N . ,‘ -
t ! . + Name
' . Name of hospital :)r medical'centre’ . * et c . ' .

‘o . Report of medical officers or nurse . C - !
' S~ ' B T

' - ~ -
’ -
] -
. “~ . .
. .
Sy .. , )
g
1]

‘
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: ' 4 . ety ., L E L e
- 5t L5

(Cont’d)
V.

R . . . (1 T3
: . C
. Accident lnlsurance Carried - , ,
. 4 il . . ! ) . . i
None * $1.50 Plan $4.00Pign-  Family Plan == - -t
a o 0 Option’*A™ O Option “B” O D

)

Teacher-Cg)_orilin:;lor or Coordinator - Reporlt prepared b3./ i .
- A \ . ] - ’ o ] -
Principal * . Nurse ) o
Y NOTE: Prepare.in triplicate: | copy for the'School / . v
. ) ’ '2-éopie'§ for the Board Office ~ * . o

3




THe woerens compensanon BOaro OF Maniroea -

% CLAIM
333 Marvu.ano stTreer e wmmvec RIG IM2 @ rel.epuone Tee sS4 NO
FIRM *
. EMPLOYER’S REPORT OFJ.NJURY OR INDUSTRIAL DISEASE . NO
EMPLOYER S NAME LOCATION OF PLAN,’LOR PROJECT
M ’ . .
AILING ADDRESS - - ]| TYPE OF BUSINESS
M o U R _ z
* * " 7 [EMPLOYER'S PHONE NO
. .
WORKER S LAST NAME MR 17 FIRST NAME _ _ . - -
~. MISS ) -
ADDRESS <. i . .
AGE MARITAL STATUS ,1 B OCCUPATION SOC SEC NO
. . MARRIED O singee O otHer O ’
PART 1 ’ ' L ' ’ . )
..
v am o am,
Date and tyme of inyury . 19 . at pm Date repor ted 1o employer .19 _at .. pmM
In what city, town or plece did it happen? + ' ’

.

[ 1

Describe Full wha‘t‘ happened 10 cause the njury Be sure 1o state Size, Weight and Descnpnon of any Object which was being handied ov was otherwise invol-

ved 1§ Lifting, state height ol nft, distance of carry, etc AR
’ N
2 . .
o - ;
i . .
P AN 5 : ~
State ALL inuries reported, indicating hghl or left «f applicable - N ~ '\ ' :
> [N
Weve workman’s actions at time of injury for ¢ ' .
‘the Duvpose of your business’ it NO, explain .NO YES R < .
. . A
) . q; Iy .
Is workman related 10 employer and hiving in ' ' ., ’ &
his house at time of the accident? NO. YES . ' N . :
ot o o . ; ad J ot
workman a partner, director or othaer ' , , ~ .
ficer of the company? If YES, specity - NO YES : 3 . N ’;
. . T . . 4 X ’
* . ‘ . . ? v
Was first aid rendered? It YES, state when . 3 - W '
*and by whom . ® NO YES | L
A . N P} ]
SW3as there any serious ang,wilful misconduct- . ) . —
on the part of the workman? It YES, specify NO | YES
* 1]
—~ s - N e .
Was any person not in your employ to blame  * | » . ’ “ .
_for the accident? 1£. YES, give nameand aadress- . -NO | —tYeEsSj{——— - *H“‘"( : — . T
3 T o . N v, \
. » , ,
Give names and addresses of persons who - M ! . ; '
saw the accident-two, if possible ' . -
. L] e M [ e
. N . . - . '
NAME AND ADDRESS OF ATTENDING DOCTOR N : Y
-~ . § “w - - . Al
. - - - L]
Will he be aisabled longer than the day of accident? o vES IF Y%, COMPLETE PART 2 : '
. o . L -

PART2 : B '

Date and hour
1ast worked

. -

Date and hout \
\
returned to work
.

lC ) X "¢ SIGRATURE . N + OFFICIALTITLE | * '
. " d ' S ¢ LA . ¢

. - - o, - \ v




* 3 ' - . ’
. - .
’ ! -t ’ . " \)
/ -
. . . N\ , -~ . '
- ‘ '- . - A " o -
VOLUNTARY ACCIDENT INSURANCE FOR PUPILS OF. -~ SAMPLE !
. TO ALL PARENTS OR GUARDIANS OF SCHOOL PUPII.§: . BR'OKER: -
. This plan has been approved by the Board of Trustees’ of ) « REED SHAW OSLER LIMITED, .
. and s available to all pupils on a veluntary basis in 18th Floor, 1 Lombard Place, =~
Schools governed by the Board. The Student Accident Plan pays in addition _ Winnipeg, Manitoba R3B 2A3 .
to any other insurance you might have — EXCEPT\ANY GOVERNMENT . Telephone No. 956-1070
PLAN. Hf you move, the Plan is transferable from schook to school anywhere - . ® ’ oo
- = ' v+ inthe world. ° . ‘ . - -

You may select one o two options as well as Life Insurance. .
OPTION XA $4.00 PER STUDENT ($5.50 OR $8.00 WITH LIFE LNSURANCE) ———— -
Covers All Acudents 24 hows per day, every day, including Saturdays, Sundays, Summer Vacation, school ’

and legal holidays.

COVERAGE:

/ . a : 2
—_— OPTION "“B” $1.50 PER STUDENT ($3.00 OR $5.50 WITH LIFE INSURANCE) —
Covers Accidents: . .
(a) Duning a school day. ' , - . s .
(b) On any day . . -
- (1 While attending or pysticipating in a school activity (including sponsored athletics) approved |+ .
. - and supervised .by proper school authonty. -y, : L

12y While travelling as a group directly to and from an approved school activity under the super-
vision of or at the direction of proper school authority. ’
1 While travelling directly to and from the student's residence and school to attend or participate
. in a school-sponsored activity. 4 . s 7
“School Day” shall mean between the hours of 12.01 A.M. and 12:00 midnight on any day designated by
the School Board as a regular school day on which attendanc® at school 1s required. This includes attend-
ance ar Summer School Saturdays, S}mdays. Summer vacation, school-and legal holidays are exclﬁ%‘ed with ’ .
the exception of school-sponsored-activities approved and supervised by proper school authority. :

* SPECIAL R $1.50 OR $4.00 PER STUDENT AS NOTED, \ABOVE :

LIFE INSURANCE With either of the above options you may puf'chase $1,000.00 or $3,000.00 Life Insurance

. $1,000.00 payable by itself if the student dies from natural causes and 10 addition to the $2,000.00

Yor acaident death benefit if the student dies accidentally. Life Insurance is effective 24
< T $3;000780 Hours a day, 365 days of a year, INCLUDING summer vacation. e 7

! FAMILY PLAN premiums apply to three or more pupils from the same family .- .

Y

o

‘ ' St WITHOUT, WITH ss,oio.oo,- . WIFHS$1,00000 - .
! LIFE INSURANCE ™ LIFE INSURANCE LIFEINSURANCE | .
~o . .OPTION A" $10,00 $20.00 " $13.75.
. . OPTION#B" | s 3% T, 81350, v . 8725 , )
ALL INSURANCE COMPANIES ARE PROHIBITED BY LAW FROM MAKING ANY PAYMENT TOWARDS THE COST
- OF SERVICES COVERED BY A GOVERNMENT MEDICAL OR HOSPITAL PLAN (MHSC). THIS APPLIES REGARDLESS - .
. IF AN INDIVIDUAL IS OR IS NOT INSURED UNDER SUCH A PLAN. o J ) °

BENEFITS: SR y v,
"~ Blanket Dental Accident Reimbursement ’ e ! o 2 e L
* (a) The Insurerwill pay expenses for treatment rendered within 156 weeks from date of accident which arise - e
«from injury to whole or sound teeth (including capped or crowned teeth) which require within 30 days from date ’
of accident, treatment, replacement or X-rays by a legally qualified dentist or dental surgeon. - v °
{b) 1f, Yue to age, dental development is not sufficient to permit completion of tréatment within the 156 weeks ¢
+ trom date of accident, a"satisfactory report from the Atténding Dentist or Dental Surgeon is required within 156
weeks stating all pértiﬁé{'fiif[a‘cts of damage sustained and reasons precluding completion of treatment required.
Upon completion of Treaiment the cost for such services rendered will be paid up t0.a limit of $100.00 per tooth -
. to amaximum future treatment himit of $500.00. ' . . ' .

Blanket M‘e.dical ‘Accident-Rgimbursement . . ? .
: The Insurer will pay expenses for treatment and services rendered within 156 weeks trom date ot accident which
. . anse from an injuiy which requires, within 30 days from date of acadent, services of a legally qualified physto. .
therapist, registered nurse, X-ray, licensed ambulance service or hospital-treatment not covered under any Gov-
. ernment Plan, prescription drugs, hearing aid, crutches, splints, trusses, braces, rentdl of wheelchait_or hgspital . .
- type bed If a bodily i&j)ur)' resUlts in the loss of a hand, foot, arm, leg or.eye, the Insyrer will pay up fo a maxi-_ .
: . S mum amount of $50080 for a prosthetic appliance. . -“;-;-,; . . R ’
v . ' [ - Nt 5 v e .
[ , o { , - ‘w . . » PO .
. * ¥ o . . “ et
M J ‘;’ Y
‘., N ? ‘oo
\ . . , -~ . e
. \ ) h LN 3 , . . . 7
o S ~
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o (Cofvd) "+,

the date of the accident the Insurer will pay’for:

~

o - . . .
Principal Sum Accident Benefit: When njury shall result in any one of the following losses within 365 days after

¢
Y o

. Loss of Life ’ " '$.2.000.00 ©  Loss of Any One €ntiresFinger or -
. " Loss of Both Hands or BotK Feet $15,000.00 Entire Thumb - $ . 500.00
Loss of Entire Sight of Both Eyes $15,000.00 Partial Loss of Any One Finger.or Thumb $ -100.00
8" . toss of One Hand and One Foot ‘ $15,000.00 toss of One Enfize Phalanx of Any b4
. .Loss of One Hand ar One Foot and s One’ Finger ] $ 5000
' the Entire Sight of One Eye $15,000.00 Quadraplegic (Complete paralysis of both B
.- Loss of One Arm or One Leg ~$11,500.00 . - ‘upper and-lower fimbs) . $ 7.500.00
~ Lloss of One Hand or One Foot $ 7.500.00 -Paraplegic (Complete paralysis of .
) Loss of Eitire Sight of One Eye $ .3,000.60 « “ both lower limbs) $ 3,000.00
© » -loss of Entire Thumb and Entire bR Hemiplegic (Complete paralysis of upper and
7 Index Finger ‘ $ 2.500.00 lower limbs one side of body) $ 2,000.00

“LOSS™, as above used with reference to hand Q
ankle jont: and as used with reference to arm or
knee jont, and as used with reference to eye me

one entire phalanx. .

“INJURY", means bodily injuty resulting,directly and independently of all other causes,
*  dent of accidental, violent and external means sustained by the Insured while the policy

r foot, meaas coniplete severance through or above the wrist or
leg means complete severance through or above the elbow or
ans the irrecdverable loss of the entire sight thereof; and as

! used with reference to thumb or finger means complete severance at or above the metacarpophalangeal joint;
and as used with reference to partial loss of thumb or finger means completg severance, at or above the proximal
nterphalangeal joint; and as used with reference to loss of one phalanx of any one finger means complete loss of

-

and caused by an acci-
1s 1n force.

. . ° Double Indemnity — The amount of indemnity for acaidental loss of life will be doubled if such loss occurs
' whtle the Insured 15 riding i, ‘boarding or alighting from any bus, strect-car, subway coach, or school vehicle
owned or leased by a proper school authonty. -~
A e, » Fracture or Dislocation Benefif — If an aéaiPent causes njury to the Insured which results in any of the fractures
or dislocations hsted below the Insurer pay the amount specified in accordance with the Jollowmg schedule.
* Only one of the amounts (the largest) will be payable as the result of one accident. ! .
N L e° FOR COMPLETE RRACTURE OR DISLOCATION (Including Greenstick Type Fractures)
Of the skull (bath’ tables) $200.00 Of the lower leg (one bone) $ 50.00
. ‘  Of the nose . $ 5.00 Of the {ower leg (two bones) $ 75.00
. S Ofthe upper jaw = $ 50.00 Of the ankle $ 50.00
R Of the lower jaw + | - $ 25.00 Of the heel $ 25.00
- Of the collar borde $ 25.00 Of the upper arm (between elbow
- . -6 Of the shoulder blad® . $ 50.00 and shoulder) ” $ 50.00 _
_o. : " " T Otthe spine (one or more vertebrae) $100.00 Of the elbow . $ 35.00
’. . Of thgedracture of the spinous process $ 25.00 Of the lower arm (one bone) $ 50.00
Of the flactuge of.the transverse process ¢ $ 25.00 Of the lower arm (two bones) . $ 75.00
< Y Of the sacrum or cotcyx o ., 7 $ 35.00 Of the wrist - $ 50.00
PR - .+ Of~one rib - % $ 15.00 Of the hagd (metacarpals) $ 25.00
. * Of two or, more vibs $ 25.00 Of the fingers (one) . $ 15.00
. Of the sternum $ 25.00 Of the fingers (two or more) . - $ 25.00
S Of the hip 0 e, $100.00 Of-the foot {one metatarsal) ¢ 15.00
. Of the pelvis * $100.00 Of the foot (two or more metatarsals) $ 25.00
. . > O > Of the upper leg Jfemur) $100.00 Of the toes (one) ) $ 15.00
) I — ‘O&ihquheevgﬂp - —$-35.00 ~Of the™1656s (tWo or more) . $ 25.00

Rehabilitation Bencfit — If an accident causessinj
cial training in order to be’ quahfied t
except,for such injury, the Insurer will
for such traming; kowever, payment b

» s}

pay the re
the Insur

t
£ .

the acaident, nor shall payment be made for
W E Special Disability Benefit — $1,000.00 i This be
. * . the Insured being continlially confined. to house

PR ment from atiending classes of anf typ,

Special Treatment Travel Expense Benefit — The
and fifty-six*(156) weeks from the date

. accident, being under the regular careFf a hcensed physician-or surgeon, an

-
ury to the Insured which requires that the Insured undergo spe-

engage n a specal occupation in}whlch he would not have engaged

asonable and necessary expense actually incurred by the Insured
er for the total of all expenses incurred by the Insured shall not

exceed $3,000 08 nor sHall’payment be made for any expense incutred more than three years after the date of
room, board, or other ordinary living, travelling of clothing expenses. ~

nefit becomes
or hospital for

payable if injury caused by an atcident results )
a period of at, least one year after the date of the
being prevented by such confine-

[
v

L 4
Insurer will pay travel expense required within ong hundred

of accident to obtdin ‘special treatment which cannot e obtained within

: - Tsonable expense incurred t

- o payment of $15,00,
o. . S Tuition Expenses Benefit —
\ - + the Insured to his or her

>© a hindred mile radius of the insured's r
or guardian who acgempanits the Insu r
from home up to $20.00 per day up to an aggregate amopnt of $1,000.00.

" Emergency Transportation Benefit (other than ambulance) —,
. N buildings, requires immediate_medical attention and an
: e o’_tﬁ':sport thé Insured to a doctor's office .or nearest ho

3

. .
Whén injury shall within 90 days from dat® of the accident totally disable and confine .

esidence or hospital for a

esidence. When the age of the Insured necessitates an escorlz the parent,
red will be reimbursed for travel expenses plus expense incurred away «
4

If an accident occurnng 1n or on school prdmises or
bulance 1s not avatlable; the Insurer will pay the rea-
;\)utgl, subject to a maximum

period in excess of 40 consecutive school days, the Insurer

o™ will’ pay the expenses {ncurred within six months

DR teacher holding a Provincial Department of Education Toaﬂming Certificate for the grade attained by the Insured at
- ° yv o @rate not to exceed $5.00 per hour up to an aggregate aMount of $500.00. 1L .
3 isx’ . .4 ' . »
s s . ‘ ) 119
° o " o ’ - " ¥ . / - .
. -o S , . . 77 * / . \
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{s0m the date of the accident for the tutonal services of a-qualified
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. . : S ) . »
‘. (Cont'd) \ , s . .
N A ) 'r’; . v
. - * N E) B . -
., Dread Diseasé Benefit — When Poliomyelitis, Scarlet Feber, Diphthera, Spinal Meningitis~-Encephalitis, Rabies,

Tetanus, Tularemia, Typhoid or Leukemia shall, commencing while the’ poficy-is in force, require confinement
within a hospital or emplofmeny of a‘fncensed or graduate nurse, the Insurer will pay.the expense actually in-
‘ curred therefor within 156 weel(s after the commencement of the first such expense up ta a maximum of $2,500.00,
This benefit 15 subject to and shtll not contravene’ any Fedesal or Provincial statutory requirement with respect to
"Hospital or Medical Plafis. . . “ ) Lo .
The Plan Does Not Insure: (3] replacement or repair of aruficial teeth, dentures, eye-glasses or prescriptions therefor,
(b) the services of a masseur, (cj sickness or disease as a cause or effect, with the exception of the, Life Insurance _
Coverage and Dread 'Diseaie Benefit, (d) any benefit for which resmbursement has been made under any Work-
men’s Compensation 8oard Plary other thait Accidental Death, (e) losses covered by a Government Medical or Hospital
Plan.regardless if an individual is or is not insured under such a Plan.
ENROLMENT — ﬂarticipati_on ip this Plan is voluntary, however, each pirent has been given the opportunity to
participate Parents are requested to make a decision regarding the ingurance by completing the face of the en-

velope and, retirning the envelope to the teacher (with premium enclosed if insurance 1s desired). Cheque or Money
Order preferred, payable to Reed’Shaw Osfer Limited. . :

-

SHOULD YOUR CHILD HAVE AN ACCIDENT o0 . ¢ »
Claim forms may be obtained from the school your child attends. Claims must be reported within 30 days. of the
accident and proofs filed- with the Insurér within 90 days. ’ o -
& sAddress Claims To — Pilts Life Insurance Company,. ) -
201 King Street, London, Cagada N6A 4K7 .

EFFECTIVE DATE — Insurance coverage® shall bedome effective on the date the student seturns the completed
envelope with the required premium enclosedmd his or her, teacher. Option “B” terminates at the end* of the
school year in june except as otherwise provided in clauses (1), (2) and (3) in section (b} of this Option on the
opposite side of this Iétter. Option "A” terminates at 12:01 A.M. Septerber 3rd, 1974, provided the student in-

- tends to return to school for the academic year 1974 and was covered under Option "A"'or the -preceding year.
Life Insurance' terminates at 12:01 A.M. September 1st, 1974. ' S

v
.

o e TS L . IMPORTANT! KEEP THIS LETTER-FOR REFERENCE.
RECORD OPTION SELECTED » GROUP POLICY NUMBER - s ’ NE
“« ) AMOUNT ;.
.‘ School ... A Ceereeerennins v esirenes o Grade.....covneeorenne, . Room No...covirvernnan.
. Y A ' T T ~ ”
Stddént's Numbé e - u
PLEASE\PRIN_T CLEARLY (FAMILY NAME) =~ (FIRST NAN‘L') ' (MIDDLE NAME)
INDIVIDUAL PLAN ONLY ~ Do NOT complete this section if applying for Family Plan, _
1 WISH.to Enrol my child in the OPTION checked and enclose premium of §.d..:............ N
OPTION '?mm $3,000.00 LIFE INSURANCE $8.00 [] OPTIoN “B" WITH $3,000.00 LIFE INSURANCE $5.50 [] }
— e ‘OPTION "&" WITH $1,000.00 LIFE INSURANCE $5.50 [] OPTION “B" WITH $1,000.00 LIFE INSURANCE $3.00 []
OPTIONJA" — WITHOUT LIFE INSURANCE $4.00 ] ™ OPTION“B" — WITHOUT LIFE INSURANCE $1.50 D/
- 7 C = r
X FAMIEY PLAN ONLY — Complete this section oply if you are Enroling 3 or more children.
i , I WISH to Enrol my children in the OPTION chteckyd and enclose,premium of $..........c..ccrremnnn.
" | OPTION “A" WITH $3,000.00 LIFE INSURANCE $20.00 [] \OPTI IN “B” WITH $3000.00 LIFE INSURANCE.$18.50 []
) OPTION A" WITH $1,00¢08 LIFE INSURANCE $§13.75 ] . omoWrm $1,000.00 LIFE INSURANCE § 7.25 []
OPTION"A" — WITHOUT LIFE INSURANCE $10.00 [] OPTIONYB" — WITHOUT LIFE INSURANCE § 3‘50 a
° IMPORTANT:”  Complete o‘_ﬂy one envelope per {a: uilYy List insured childxqﬁ,on back of this envelope.
Please conplete and sign thg gnvelope . \Y _ /
. A » K .
and return }t to the school. T ziFXﬁE&ﬁ'&é’EﬁXk’éiiﬁ'.".’.’& .......
- . P o s
Y reeere. o 5 .DAYE') ...................... . ff ELEPH ONE No )- ----- ;;" .: ....... (t.:l’.r.Y. .63 ;m;vn) . :: .....

e/ - o .

‘ ‘ Teachers are eligible for an'y plqp exdludiné the Family Plan ahdol’.’i'fe ‘lnsurance.

-
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. . SCHOOL LETTERHEAD STATIONERY
) EMPLOYER'S EVALUATION OF THE STUDENT
' . ‘ SAMPLE
Student’s Name: . * Dae: "
B ° s

#_Schook: e ) - :ég Major 1. < f

2 — Below Avérggc;o

I — Unsatisfactory

" This evaluation hsts-four gengral dreas”of work performance. Under each general areg are grouped particy
qualities and characteristics, Rate the student by cirching the number that best describes this student,

e O;fjslaxlding: i - Abov;: Average; .3‘-— Avdrag:;;'
Ared |

ilar

Additional Comment®

o A, Ability in oral ¢ mmunication : 54321
B. Ability in writtgh communication ~ 7 5432
C. Knowledge of fie vocabutary reidted to chob 54321
"Area 11 'VOCATIONAL SKILLS ‘ il :
- A. Quality of work-ability to n et quality standards - 54321
B Quantity of work-qutput o satisfactory work ~ : 5432
6. Job knowhow-applisatio/of acquired knowledge and skills S 43271
D. Use-af tools and equiprggnt ' ' » 54 3.2 1
: E. Care of materials and fippties e . o 54321
Area 11l: PERSONAL AND SOCIAL QUALITIES 7 ¢ \
. A Co-opcrauv.cnejsvgbilily 10 \vo}k together with people 54321
* B. Self-control-abitity to control one’s emotions, ° 54321
C. Powse-demonstrates level of self-confidence, appropriate for the job 54321
* D, Reaction to advice and constructivecriticism 54321
. E. Willingness to follow directiéns * - S 4°3 21|
~ o F. Adapuabitity - capacity to adjust to new problems and changing situations 54321
Area’lV: WORK QUALITIES AND JABITS * \
A. Industry — personal applicazion to assigned work* 54321
B. Reliability’ . 54321
C. Initiative ‘s"v-;!g___ - 0 o <5432
. D. Attendance ™ . 54321
—E: ~Punciuatity - T T 54321
F. Ability to follow directions . <5432
. » s ‘ '
Rated by: . o " Dates Absent: _ .
“ Organization: ___ e s Address:
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' SCHOOL LETTERHEAD STATIONERY
. . STUDENT'S EVALUATION .
. SAMPLE
@ ‘ ~ .
< ) ) ' - '
PLEASE PRINT : -
*  1.School ) .
Student’s Age ___ i ' . . Male
" , Female .
My trainng station was in __'A - L . ' S
‘ ' Namc type of 'work
) - | ( yp )
Your upuuons rcgardmg the sta(cmcnls bclow will ard 1n evaluating work cdm.anon Circle your answer,
' AL As a o consequence of my parlxcnpauon in the work cduc;iuon . ' ~
I 1 feel that my high school program is preparing me for the kind of work 1 would ike todo YES ~ NO
i . 2. 1 have a more realistic idea of my capabilities. YES NO
' 3. kfeel that | made more progress than | would have by staying m regular classes. : Y_ES NO
4. 1am looking forward to going to work, * YES- {NO
5. 1see the neéd for acqumng vocational knowledge. | s . YES NO°~
6. 1 feel that students from this program will be accepted on the job. ™ ] 'YES © NO
7. 1 feet more confident,in applying for a job. ' o YES NO'
8. 1 am more aware of the responsibilities rc)mcd to ajgb ) ~ YES NO.
_ ﬁ see the unporlanccoflcammg to follow instructians. § - N * " YES. NO
. 10. I see the need for learning to work with other people. - YES NO
11 1 recognize the importance of dcvclopmg skilt in all kinds (#commumcatlon: - YES NO
. £2. 1 feel I have learned quite a bit about how a business functions. . YES NO -
. 13. 1 feel that the work education should be continued in the schools. . YES NO.
B. Tlis evaluation indicates the student's opinion rcgarding‘a training station, v
. ) ’ . e . -
N . Company Name _ ! : . - i ' . . ‘Y .
Address ) o i N .
— ;';,_,ﬁ,*_&,{(.'irclécvout answer. . _ S B R L -
. .
14. a. Sufficient time was spent initially in mlroducmg me to the job situation, - . YES NO
b IfNO why? N v
- 18 ° ulfuun time was spent by the supervisor in giving me contmu‘ng instruction, ~YES NO_ .
‘ b. ITNO. why? . * - .
; . 16. a. There was sufficient variety of assngncd tasks to make lhcjob mtcrcstmg * = YES NO
b. IfNO, why? . , ~ o L
, 17. a. Theé assigned tasks were in keeping with my abnlny - YES NO
b, 1f NO, why? s . ‘ . oo
B i 18. a. The other employees accepted me as one of the grodp. " -t YES NO
®  _ b.IfNO, why? . e : 5 .,
- 19. a. Given the opportunity, | would work for-this company ) ° YES NO —
& . IfNO, why?, R ‘ ' )
- b ] - el e 1?.




* (Cont’d) - . .

¢ This scale rates the student’s attitudes towards education. Rate eachi statement-by circhng
. the number that best deseribes your attitude., v , '
‘ ) %‘\ t. Strongly disagree . .
T - 2. Disagree '
3. Agree . .
. 4. Stronglyfagree v
20. My education will give mi a good c.h.mu ol ge
N have after Ic.lvml, \Lh(]()l

. e

<« 2 Ehelievé 1 have the capacity to succeed.
— 25, Educationancreases self-conlidence.

28." I general. Tam satsfied with the cou

‘lwuww‘wwwuw
[ SO FUNE SN JUNE SO S S O N

&
19 19 19 19 19 19 tJd 19 tv 19

1
1
L
es | am taking. l
29, temoy sghoo]-xponxorcd extra-curnicular activities, . ]

\
, A0 tnschoot Fam featning habits and attithde’s which will guide me n the achievement of
K , a waithwhile he. + . - 1234

— - C o

- . 5 , N e . o
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years to come Your cooperation as a traitung sponsor has been a service both to the school and to the community.
. -

- ’ R ' %& . . - -
. l . : ‘
v , . . ,
s SCHOOL LETTERHEAD S'I:ATIONERY “ A
3 LETTER OF APPRECIATION TO TRAINING SPONSOR ~
£ . = SAMPLE
Dear . ’

pation in work
nalwpportunity that. you provided thé student has been a
experience witl continue to be of vatue to the student in the

On behalf of the (Name of School). 1 would like to express our appreciation for your partic
education during the past school year. The educatio
valuable learnmg process for him. The results of this

“" . . ]
Fam looking forward to continuing our association’m future years.
.

]

ERIC

. Sucerely yours.
A e of T oo §e T T e e
P Name of Teacher-Coordinator or Coordinator
d .
PRI »
Y 3 ] ~
! ‘' ., » .
. »
. S s
3 4 ‘ .
, (.
t 4 - . - '_\ . .
rd
v, . - ’
~ [ “ Y
Ky
& v ox, -
. L4 - ° - . [
e %,
o 1 .
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v ° . : o a
. . . n ’ woen . o
, o e . * N °
. .. A s 3 \ 6
. & - = . '
‘ )' hd . . -
v : . T ‘. . ’ . S 4 *
o ! ’ Lo : . SCHOOL-LETTERHEAD STATIONERY . X - '
. et - : "FOLLOW-UR FORM - S
- -® - . -
' N Wt -~ . o - - SAMPLE
« . ’ S s ! . % N N . . .
. The Work Education Deplitment is cQuducting g survey m ordet to find out how our dorger students are, * &
’ ’ Secnpied sinee” graduation frond fugh school Tnfomation obthined should enable Us to improve our mslruclnbnul.; .
‘. ya T p'l ypement coordmation and counseling serices. We would appreciate any suggestions you may care to ffer.
i . . ' . - .
“ . . . . K3 »
: pr 2 Ylease till out s torm and mal promptly m the scliﬁddrcncd stamped envelope attached. Remember your—— +*
oL * [l € needgd to help others. AN i “ et
t, N .o . N 'Y . - v . . . .
v ¢ Funh you for Youmcooperation - ° . . \ o
N ; b “ . - A
. . N e !
. Dy b - I . A
. . W1 ALl PRIV é L 4 .
C o W PhEaskPrING ~ 4. P . , L. ,
. . ‘” . o ~ . . . 3 -,
ﬁ,a athe R - ¢ .o ¢ ) . 7 .
; N { st L T 1T ., Juddit or maden . ‘
oot : h PR . : S W . AL S
.- amid adeliess ) - .- . . . e
) R ’ LA . . : . AN . .
. ; Mared? ves noo fo . . .
K 2. R 2 A . . o
M) * . Ctrade schoot? - \ . s 1
& - .- .. .
Business gchoot”? 0
. . .
Ty . L
"o e by momis attended 4 y Course completed
,'-\ . - ’ . l
-~ o . Al .
. Proppedgont? K . il atte
* / . .
. . { N
7 game vt xehool o college (ZIicckcd dbovy),,
Wy s, e ) ! .
LI - . .
Employed’  yeve no oo o, full-imt
S Oceupattomal githe '
-, - > N
SaNme of tinn S emplos o
i ) :.*
.. Y ‘:\ - . .
. . [ ' "
. -

.
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.
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.t ' CHECKLIST OF CRITERIA FOR RATING SAMPLE *
. : WORK EDUCATION el
. " . . . “‘ o
, Naihie of teacher-coordimator o coordinator - . . ,
. N ) :
N . i . s a . 2 ' »
o - wName of schoot gt _ R _—
- . & . . ’ ”
. * © - otabschool enroltmentat present .~ -~ oo e
4 N ' . . * - ~
- . - e
¢ Presentenroltment it work education: Mate . Female -Total e
s . ! ; )
> . . Number of years the schoot has operated work educavon. . 1 s L
- s =
t . - r) ¢ ' . . *
re P “ 0 et o ol Ay <N RTT] 2 4
o O INSTRUCTIONS FOR USE OF CHECKLIST
. EY [ .
. ] . Fhis checkbnt of critera tor, rating work education consists of statements. of provisions. conditions,
N 2
. haraitersties that are tound 1n guahty programs, Sume may not be necessary. vg even appheable. n
YT . . - s H ’
. every sitwatton Hany important features or procedures are omttedd i the printed materials, they should
. be added in the approprate Sections, The statements shoubd accurately and completely portrays the o
1 - - - 't - ‘ . - " . -
L program. facthties amd practices of the schoolgthus proyiding the factual background for the evatuation.
AT B . ’ ] .
Y Rate cach dym Bing vour bewt Judgment and alt available evidence. The Suggested key for rating
¢, p cach statemen®s 4 . '
N a L . ~ .
. S o 0 Boes ngt apphy The provisions or conditions are migsing but do not apply. or they arc\not destrable
tor the students o the program. of they do not conform to the school's philosophy wild program’s
. . - . L3
. goah, : ' ’ y
) . b Fxeedlenr The prosisions orConditons are extensive and are functioning exceltently.
. iz ! : gua )
» 2 Sansfactors e provisions or conditions are moderately extensive and are functioming well.,
ot . 3o Needs iiprovement The provasions of conditigns are immited'm etent and functioming poorly: or
. »' they are entirely nissing but heeded. N
. ‘ c N . . P - - ) s
2,9 % ‘e .
A . LI K , “ i R
Pari . y o . : : .
: ) ORGANIZATIQN OF WORK EDL CATION s
3 . . . L ‘ . .
. N U Actearh sauednstatementeot abjectives has been developed. :
L % . : ; ' . . ‘ ‘
- ' N\ () Obrectves flve been developed through the cooperative cliorts of employers. Tducators, and students.
4 . : o . N o ¢
' . €1 Standygds 107 theropegation of work education have been de cloped andvaccepted by those mvolved
- ® - Y9
e A * o the operation, .
- . . . ry & .
b~ ) Phe teadher-qaogdimator Lh\.‘l.mpr.ltlll.l.‘\-mccl stndhtrds whch havg been developed, '
T T A e — c TS T T S TYIT T T T et T e s T T T T . - -
- Co0 O A e cut assignment of functions and dutics has been given o alt persons concerned with the
' rogrum : ¢ ' . . . :
. . AR . R . :
e . C7AD advisgy” cemmuittee representative of all groups intePested - the prograsm -has been formed
. o v, andats adficeas used m the operation of the program. . o
v, . R . N -~ L)
NN ( Mrhc\lc.uhcr-cdordm.tlor i dtowed sutlicient time for coordimation aetiy ties. .
+ . . . . ~ . v °
‘ € ) Provision s made for a student ehub program. ! < e L
» . N . s .t - . i . -
’ € ) Schoolund traming station schedubes die developed to meet the needs of students n the program.
. - . h . - @ " . < ° N .
’ - () S¢hool ergdit s given for theweypeniencd of studenys in traingg stattons. - . “ J
. - -3 » N € . ) . A
W ) Clerniesl fetp is avaulable to the teacher-coordimator. Iy S , . -
TN e & - R, ’ . ) . . . %
. ’ N\ record keepind system has beei desgned 1o mecet the acedt of work eldugation., -+ -
v . e < . . "
. - . S
, £ C ) I records and reports are kept up to date and'complete. Coe . P
¢ . - . ° I § . v . . >
o, (g1 und;)rc proveetdd tor the travel eapenses of the teaener-coordmator. . | N
. . s . e e, ! , < . ' “
) . : O nDepattment of ' ducation stafl el 1 the continued den clopment of work edication,” - .
v . * . .. - - .
s oot ‘ . m ‘ . .
. N . . v ‘ . .
‘ ’-w.:l’.utll . ' : .o ‘e . . : :
\ LIS VEMBERS .- oo -~ S ..
. e .SIA.IfI ; |.l.. 1\BLI§S . S ) N, . - .
. ’ () The Rachercoordinutormects timmum regurements. ) ' . . .
- i . \ . . Y ' . \ .
¢+t ) The teacher-Coordimator mamtans memBership i at least oge local avic ordantzation such as the
. . 0 ~ . . \ ~
e Chambeér ol Cgmmeree of a luncheon club, :
L] ‘ * .
. ’ - ~ » 4 &
, € ) theteacher-ceotdinator is considered a Well-informed, professional teacher by the.community,.
N [ . N < . ‘._1 .
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(* ) The teacher-coordinator participates in conferences, workshops, in-service programs, proﬂss:onal
- organizations, and other activities contributing 1o professional growth. . j d
() The teachér-coordinator serves as advisor to the student ctub program. . ‘ ,
() The teacher-coordinator ptar\ and carries out rcSL.erh resulting in the constant lmprbvcmcnl of 7‘
work education, - - —_ . - "
{ ) The teacher-coordutator is respected by the students and faculty, - . T
v . - B -
I
Part I & N
“SUPPORT OF THE b( HOOL . . LR .
() Vdcauonat educaton s accepted and .uknm\lcdﬂcd as a dcslr.lbIL and essenual function of the
school. - . . )
() ”]L program s accepted as an ntegral part of the ml.ll school curricutum,
() lhc school ‘ldlllllll\lr.ll()r\ Jake an .umc and mlcrcslcd‘.pnrl in the operation and evaluation of &
\ work education’ 7 . .
() “Teachers and other staff ‘members cooperate with ghe lc.xt.her-umrdlnulor i the operatton of work E
cdm.nmn - /
€ ) A budgeti i provided for the purchase of istructional materiats and equipment. ' -
’ s
) r\sswnm;.nl of building space and facilities is suflicient to carry on work education. !
) School administrators check wwith employer representatives, fatulty members, community groups ' ¢
« allt students refative to the effectiveness of work education” D .
() The schoot admmistration and the teacher-coordinator use the services of the provincial department ’
i evatuation and in improving work education. ' . .
to- ' DR - " ‘
Part IV ‘ . » . . ° .
SFI LECTION AND GUIDANCE OF STUDENTS: : : ’
“) Prospectine students are ginen a clear umlursl.lmhnﬂ the purposes and nature of. work education
before they are enrolted. . ) . ‘ . .
{ )V F \pgmnud counsclors hetp LJLh sludc'hl an dcwrmmmu his .lpmudc interest, and ilbl|ll)\j profit .
v from work education. ~ . Yo '
) The teacher-coordigator arranges for the mllcumn of oeuup.motyI}mfor’n.umn regs mImL oceupations.
) "Mmimum age. grade. and other sl.md‘mls have been developed and npust be met hv students before
they enroltin work education. A , :
« » Sludcnls may enroll in work education and .l|50 meet graduation rbqummuns * .
“t =) The-teaeher- cmrdnm\r determines the” il selection of sludcnls \who are tecommended for.work
3 ’
. cducihuon. S . ..
\\‘ . .
( ) Acumulauve record 1s kept on cach student .
’ * 1]
() Penodic individual conferences aré held”with' each’ student concerning his general progress m the °
. ‘. . .
school. . . o \ .,
o
() Provision s made for p.lr\.msunom.ul the teacher- Loordm.l!)or when needed. g
{ ) Detinite prmlsmn iy, l’ﬂ.ldl. for cheching on cach student's progress in school, = .
( ) Former students are followed up to find how .ulqun.nl .liLuslmcms can be gmdc m.workgcduc.mon.
o 0
Part V e ¥ : e g ~ ° o
PLACEMENT OF STQ[)[ NTS IN TRMNING STAFIONS o - °
() Awren statement has béen | prepated outhning the Lrncrm by which lrammg stations are sclcutu‘i e
( 9&The teacher-coordinator corftadts cmplmers .md Se13 up tranmng stations for all students m"lhc )
wclass. ’ el [N Y . . e
¢ O F mplm ers pro\ldc lr.nmn" Stations llimu,ghoul (In~ ehtire school )c.lr rather lfmn*torjust Sc.lson.ll A
« employment.o s .07 a 4 K
{ ) framing .wrcuncm\ and lr.lmma pl‘ms‘mc d«n\\n up hy the, cmplog,t:r\ lc.lLhcr-uoordm.ltors sludcms
*and parends. 0 0 H - “ o .
) bmdcms who .1IrL.l(f\ have p.lri lnmwmbs are .ldlllllll.d lm\\ork Lduu.mon attct the Lr.nnmg st.lllm
IS approwed by the lc:uhcr-umrdm.m)r St ~ . . o )
v b - . > 4. . [
(% The {eacher- s,oordr aor Lhuks mndmmh muILr w I]uh s'ludcnl\ av ork lo&cu that-they are in accord-
. ance with provincial chilg I.llmur aw N - .
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) 'Imlmnn stations may provndv~ an- opportunity for full-time employment after students complete

sdlool

.,
“ P

) lnsl;umon inhow to apply for .|Job is given before students dre referred 10 prospective employers.
(* ) Beforé students are. considered permanent members of work education, ,;lhcy must be accepted for

cmplovmcnl Ina trainigg station. - .
) lr.umnv sponsors are appointed by cmplovcrs for each student. > y
(") Students are rotated and given a variety of training station  learning experiences. o .
¢ ) Employers and lr.nmnv sponsors are informed of the progress made by students 1n their SLhOO|
work. . 4 . .
( ) Traimng sponsors make pcnodu.nl ratings*and reports on eiich student’s progress at the lr.nnmg:
sation. ’ .
{ ) The lc.nhcr -CoofdINAtor assists training sponsoryin ev .|Iu.|l|n" the training station progress ofstudents. -
() Ihc lc.uhcr coordinator develops new training stations continwously. ¢ .
. . . -
Part VI # ' > , - :
¢ ()()RDI\M tON AND PUBLIC R[ L.’\LONS . . *

)
{ ) The teacher- wordm.nor observes all students at lhcnr tramning stations a mmuq}um of once each
N / v

month or week. > . S
() The teacher-coordinator pl.ms his coordination ume ,and der l.‘|()|‘j.l schedule which s followed
o
- o areasonable extent. v

¢ ) Coordmation ume 1 used'only for coordinatipn purposes.

. 1
— -
¢ ) Coordination calls are made by the teacher-toordinator to the employers of stdlents at least once -
o amonth. . . -

* » “
*( «) Labour umen requirements are foltowed in the placement and training of students, .
1 The teacher-coordmidtor uses the mformation from coordination agtivities to help in adjusiing prob- =~ 0
lems that arise relative 1o work education. AN , » d s
. , . . "o
() Reports of coordination-activities are kept. * | b . )
( ) The teacher-goordinator has publicized work ¢hucation am g \arious ommunity organizations
+ and cducational groups. - .
" () Work education is publicized periodically in community and school newspaper. N K
~r=i= ) The geachér-coordinator has a majting list of all interested .persons who receve mformation on
work Lduuuon.uuvmc and progress. ’ r -

)2 AD Sludchl&\j ho.are. Cll&.lbl&. enrollees.are.acquainted tvith-work- cdllcalién.—-— S

{ )ﬂtudcms appear bclorc‘mmmunn\ Zroups and help in the development of public relauons for
work education. ‘ . . . o

: T - k) The students sppnsor joint emplby ereemploy ee dinnefs and other such acuvnms
. #( ) Parem groups hzn'c been dl.(]lhlll]lt.d \mh work education. - .

_'!v

L

( ) The teachercoordinator is cdnscious of the value of: publicity at, all times and mal\cs an cffort

: . to keep the schooband ¢ community mformcd ol the progress of Work education. © [ . ’ ,
S haavil T s - ! &
' Cl RRICQLLMORGANIZAHO\ AND INS’ FRUCTION . . s N\ AN
o : (‘ ) ATre (ncd mslruguorf class has been dm.vncd for sludcnls enfering work education. “ ' . ,
( ) The m%truuuongl conipnt 1S (.Ol'l'l.‘l(ll&d whenever possnhlc with the traning station experiences gf s
I, w- L. . students. e w . . } S . . ) 0
N . v !

s ) The lcaohcr-wordlmnor cither lc.téhc.s or helps plan oll\fr cdurses Which are related o the student
a o . »

nedtis. . v \ ) v
. r; ) i-oﬂow -up stuthés of gradiites are used 1o guide curgichiym, rcvns]on N

' .} Standards of .uhuvcmcni demanded-in the d.lssroon} are u)mpdr.nblc with those of bq;mmng \
. ', _workers. -,
v

. .f o " () Instruetion s prowdcd 1o cach sl:}cnl related lo his specific job and career objecuve. -

a

() Admk ate records of‘studcm Rrog s are .n.nl.:blc. and lhc) are used 1n dcvclopmé the Mstrucuenal |
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() Audu and visual jrids are us;d whenever stich techniques witt make the activities more meanmgful
“to giddents.” . "
( )O Dportunity is provide‘d for ficld lrips / { ) '
( udents are encouraged to and do Lomrlbulc instructional materia Is, information, dnd othc angls. 4
- ) Fhe téacher- coordinator periotlically evaluates the classroom mstrumon - T
() Students participate in the evaluation of their own achievement. b
() Resources of the community are used. . : . . N A g
Pant VIII ) - o
CLASSROOM FACILITIES AND LIBRARY ' :
| )
( ) The Llassromns are of sufficient Yize to meet instructional necds. X
( ) The classtoom i Is equipped with propcrt‘qulpmcm needed for the type of instruction hcmg provided.
( 2 Tharoom hdnldt.qlldlt. ackbyard and butletin board‘spacc .
() Storage facilitics are for matertals and supphcx ' -
() Switable office space is Rroxaded J4r the teacher-coordimator for wun\‘t.lm(* purposes. -
() Thegoom is equipped wizh bgok vhclvmu and files. o e o
‘ . . s ’ &« -
() Al cqmpmcm t maintgfied in good working conditon. ' ‘
() Texthooks afe available for refereneg 1n he clissroom cosering the nmlcrmlspecdud by cach student.”
() Agood system of cataloguing and fiing ffor nmruumn 1l matertdls has bccn du!.lopui and 15 used. -
(- ) Instructional materials are constantly kgpi up todate . \ L
( ) Instructional matenabs used are conti Aluated on th lmsn ol student needs. . !
K ' i ! ) ’
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