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FOREW

ron,l'the y at-3 the 1CT program hail proven 1tieI[ to be one of the
mont uccensful forma of vocational training. The three-way combinn fpn
of supervised on-the-Joh training, technically rrinted ntudy ond the fCT
generally related anitn have produced a worker who Is rot only trained
in the manner alat the individual emploNer dcsiren, but also posnesoes n,
well rounded backg ound in humnn relationn and a general knowledge of busi-
ness operation.

The tannuai which con ta[na leiiuzi p i us for ihe 1CT if General Rel itt ed

Study UnitEl sbould do ranch to (Insist the ICT coordinator in developing an
even stq-onger pregrain . dEach coordinator li encouraged to sn'oplenent.the
suggestions Offered in this publication with additional InforuiiitLon and
varied teaching nethodn.

The State Dpatnicnt of Education, d tuduatrial Education Ser-
\vice, is grateful to each person who hnd a part in developing thts oubliea-
\tion and is anxioun that it be tined to further strengthen the Industrial
\Cooperative Training program.

WillJnm P. Vamg1 St ,er-Aaor

Trade and fudui;t mini Education
and

Mack Canterbury,
Annimtant State SupervimoT,, -

Trade and industrial Education
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BE1IAVIORL OBJECTIVES FOR

INDUSTRIAL COOPERATIVi TRAINING II

-ADVANCED EMPLOYER -tMAMET RELATIONS

Lesson 1 Prom n dYLicrease, and Termination of Employment
The student will be able bepAuscribe ways of
obtaining prerhotions and pay increases.
The studene-will. b able to diseusg y-
erminating em oyment.

Lesson 2 Emp oyer and Employee Legal Obligations
a.4 The.stqent will be able to' explpin tire

employer's legal obligations to kn.-employee
b. Thestudent will be able ,to aescribe the

emplipyee's legal obligati9ns to an-employer.
StudenTs will be able to discuss advantag.es-
and disadvantages of fmployment-contracts.

SMALL 3USINESS OPERATION

Lesson 1 Proprietorship, Pat nership, Corporation, and
Franchise.
a. yhe studentvill be able to discuss

advantages -and disadVantagcs of the
shippartnership, corporation, nd

Lesson 2

ualT III JOB SArEi._

Sma 1 Business Operation
The studerit will,be able to identify a d
discuss the main'points in organizing and
operatig a small business. -1

the_ bas c

proprietor-
franchise.

Lesson 1 How To Give Initial. eatment For Injuries On.Th Ob.
. .. a, The student will be able to give imitial

mtment fig fainting', burns, wounds, elect al
shock, anegas polso

on 2, Safety RulesFor cal Power Tools
a. The student_wi_r be dole to use and store

electrical, power tls !ATely.

Classificatfon clf Fire Extinguishers
a. Thp.student will be able 10 clas4fy fire

eNtinguishers.

Lesson 3

The student Will beable to select the best
extinguisher for a given situation.

C
viil



'MIT IV. ADVANCED COMMUNICATIONS SKILLS

Les on 1 . Conducting InforadiMeetings
a.. The siudent(will bc able Lo lea au informal

'Meeting, mAntain interest of 4 to ubordia-
atps and nehieve a -assigned .oblecUvc in
this- aret.

1,88011 2 Public Speaking
a .s4udent will deve nrconfidence se

nay exprese himself and relayinformation.
large group of people.

UNIT y. UNDERS ANDING INSURANCE

Ls5on 1 Why Insurante
Trit'studet will be able to cIestj1, e the eon-
cept of different types ol iriiraue Lind define
principal terMs. ,

Automobile Insurance .

a. ,Tbe student will be":able tadcscribe th'e
various eoverages,of automobile insurance
and be able to correctly completq a Virginia
Accidentilleport.

n 3 Life InstAanee'
a. yhe student will be'able to.define priiicial '

terms and differentiate among the four types
of lifb insur.ance.

.4 .

,

Lessoi

Lesson 4- Ho pitalia-tion Insurance .
a. the student will beable to discuss the various

hotTitatization coverages.

UNIT I. CONSUNE

Lesjson

Lesson 3

IECISION MAKING
_r

e importan6e of credit
The studedt, will be able to write .11 short essay
on the'purpose, use, a-nd Cost of eredi.t.

Fi inCiUg Youv,Buying
-a. The sEudent will be able to discuss three types

)f financing available, and the advanLages and
disadvantages o-f each.

Sound BUying HabitS .

a. The student will'be able to complete a case
study using sound buying habits, bGs d on
materials covered in.,this and the previous
two lessons.

ix

1



UN1T VII. CURRENT PROBLEMS IN iNDUSTIY
,

Lesso_ 1- AI)Sefltee lam and Theft
a. The stndent will be able to idea i t the

cau6es and effects of absenteeism iul Hien,: -

in induatry today.

n 2 Envirorn ntal Problems iii .Industry
a. The student will be able to descriKe causes

and effects of environmental problemd in'
industry nnd what can be! done to provent'auch

r
problems.

UNIT VIII. HMI TO SELE.CT AND EVALUATE-A COMPANY FdR PEMANENT EMPLOYMENT

LOsson 1- How to Select avld Evalua te a Company fo- Perman6nt
Employment

Th0Sttldeflt will -become familiar With critor a
used in evaluntinva company for permanent4

.employment.

UNIT IX. POST HIGH SCHOOL EDUCATION AND TRAINING

UNIT X.

Lesson 1 P6st Hig :School. Edueatioft and training
a. The student will beablo to list andAiscuss

each of the aVailable.po t bil.P'sehool education
.

and training programs.

VALUES (Optional)

Work yalues
student will be able to /ist or deseribe

'tenvaJues that are considered good work
habits.

UNIT XI., SOCIAL AWARENESS (Optional)

Lessdn 1 Basic 4ctal Competoncies in Everyday Life
a. The studni will be able to List and describe,

the corrct procedures to follow,in dveryday
,

living,..

UNIT XII. CREATIVE THINKING IN INDUSTRY (Optionz11)

Lesson 1 Successfuj inventing
a. The sti3Oent will be able to create a signifiCant'

chAnge in a device or n

Ii



UNIT' XIE, cRwrINz TI TK1 I1, INDUSTRY (Continued)
f

ues tioii 9T Inventiag
a. .The sLdr1t w ill 'be able o list apd discuss

threa 1,4 si-c quesiyi ons asicac inVerk.tots wben
inwaing.

a on 3

leson-4

a .
ting

The s b-e able to d iscuss arid use -the
aids in loyal tipg,.

Forces lhat 4AEfeet Inventions.
a, Tht studcat will-be a,bre Eo define or discUss'

thevlysicql forces -and eondittons InipoWed
am development of invemtions.

nts
The s tud4mt wiLl. be .-abLe to d isOti4 4ild describe
pro=çectLrof inve nt i ems ,

1 2
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UNIT 1
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Lesson 2. Employer 's and rnp1oys LeaL Ob ligat don s



INSTRUCTOR'S LES5ON PLAN
Ge.flerally Related Information

sinuarr rcThotiO
of kap loyfa

a

Salary Imcreases , and
,

fc-

Tezminat ion

0JECTtES -The sat will_ be able tO ducIbe tra;_is
-?ro mot:tons and salary Increases.
"Me sudant will be able to discuss ways of
-mrtip loyment

T3AGE.I _IBS Trrea.heacL pro.] ec or, films p vrojector.

Unit

Lesson

obtaining

ermlnati

IL and -et tin Ahead ; Changing Times Educe
Set----vie_e-, 1729 H Street N. . Washington, D.C. 20006.
7rallapfirencies (2) 111-11, nandout (2> 11H-2.

Ft5=EEP--ENCES : 2-101 You -an GeL
_48 E.

I;Y-Jhatt EMI

C.",rarld _Av

_ ny
11 flo

_e_tter _Job; American Technical Societv
reet , Chicago, Illinois 60637.

nt: Soionce Researrh AssociatTs, 57 W.
Chicago, Illinois 60611
in the WoTid pf Work; Grady Kimbrell & Ben .

_ gh _ and McKnight Publishing Go. , Bloomington,
61701 .

A _ Show _ 1at 11-tv : 5_tayinUT .11 I L dud (_;t_ti_ap, Atjee
g Trb-f-to Rof et tc _(2)'
C eta. 1Jfe case situations licaJtc lu

the in
IN3TRIrr10N1L TofIC

d c oncit

comas p rot-notions

arid alary In creaou.
1_ :,-luman att _-Y3

_akl Tao to

3_ ttnwthLu

LOC

1:POlFt11L to remember et

Ill:is, se ct IOU exp lains posi LI ve

conditions (1.Sirahle for future
benefits.
1. Discuss /c las 8 pLlrttcIpoL Ion

on th.4 kind of human relat
which will p roMote these hecf1t.
Discuss and define the following:
Qua1ity of work, QuantIty of
work, Senior ity, 1Lihms-,lod8e uI
job, l'rainin. -- (2)
1,4,5, and 6.

Discuss /degovibe the folloving:
Ability to think, Adaptdblii.t;,
hitt tat lye, Good listening bnbit 6,
(oogor;u: At tencInnco
snd Punctua I i



B. .Types of PromotLons

1. Departmental

lob with more res That-

Djscua and describe the different
possible promotions.
1. ThiH Is your first strIp o(

advancement.
2. Discu9s che_necessary utt

hility withLn the company. .Hnd,qualitieg for,prometion to
this position, i.e. work, poli-
tics, etc.

Job wftIr more rcspon-stf 11 ft v Discus!-3 the difference in (1-1

now environment, ,Jvstems ofwith another eumpany.

achievement, personalitles of
the personnel, differen:. pol 1- h-a.

-Lhod,21 Ot S. LIUnL l C. Oetine the dl fforvnt methods of,job
Employment r" termination.
1. Permanet._ Termlnatt,m 1. DiscosH and demeastru.te the

clifferent mothods of cermio.cr,:ing

a job; advnnce notice (oral, lot to
zteri.sed-(firodl, milted]. ogiw-

rse hando-t In denJoHi tat i of
lett-' 11E2. Ask: ,re vou

1. APPLICATION

moratly ohtiv,ated to
give not tcu?

11Ve L iLs pi ,ituatio, w10_,11
iocrease6 and promotion-.

B. Have stue.ents- role play sttkAations whLclut II etlect ikvt ,
employability if the) do not_ adhere to ploper - i miazItion proccdo,,,

4. TES'

Write a short, etiSay on 1.A., tot uit lt tto

and salary Inez:eases.

Wrtte a short concise 1,:rt,A

Si(;GEfSTEI ACTIVITIES:

101110:._1011

Have 3 Cakers give ahori uStunlucil on 1,,,y U I tILU Itil nr, ot,1 It.0 dmcl
salary increases. Invite employers, lobo- 1 ;Idol-, or t 01151 IC1
stint,unt.

NEYIT LESSON: Employer arid Employ c ItUil 31 I t ons
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EMPLOYER-EMPLOYEE RELATIONS

PRE-TES7 ,

1. When is Ihe best time tC) [tnd out about opportunities for advance-
ment and pay increases with a company?

What ques _ions should you ask yourself about deserving a Joh promo-
tion or a raise?

3. If you decide t6 quit your joh,'-nat should you tell your emploYer?

4. What things should an emp.loyer consider in deciding who will bo
uromoted?

5. ,List or discuss advat'a es arai diaadvantagos of employer-employee
contracts,

Handout (?) lidil



Frm:

Date:

Subject:

James Johnson

Walter Smith

. Resignation as Receiving Clerk

This is to inform you of my resignation as receiving clerk and

(Ormination of employment with the KW. Company offective (Date).

While my assoc(ation w)th the KYZ Company has been relatively

brief, it has been most pleasant and is one .that I end with regret.

Nly first responsibility, however, is to those for whom I must

provide a livlihood. Wall the uncertain security .of my present

employmenl and the lack of opportunity for advancemon , I feel

tha( I pust accept another position which offers a higher :tialary

well as other advantages,

i shall Miati my associ:ttuti wiih ihe XYZ Comp.my. The experience

and imautejge gained will he of great value to plc.' LEI the [un uro. I

wtsh romewrlos MY pptCL1.41CLun to yOU tot havtog p,tvon mu thu oppor-

totlity LLJ woik -et- the KYZ Cemp.my ter tho paht L,4J

very LIU), youl,

WIlEvr "--3(111.Lh
o

U:nJov/ (2) 11112



SUPPLEMENTAB
TEACHING MATERIALS FOR ICT
GENERALLY RELATER LESSONS

[WOKS

Can -_a Job 7/ Department/
oft, Michigan 48233

o Get_Alon with P o I- and Get Ahead in Your iob. a. K. Dugdale,

nbliccRela fo Gen -a

Unit
,

CL

21

The Kirkley Press ne. Timonium, _ d 20191.

U9E_12m_gan_g_vINS1121Wh. American Teehni
Chi4ago, Illinois 60637.

Society, 648 E. 58th

Grady and .Ben S. Vinyard. ,SucceedthginthWor1d. of W.oek.
Manight Publishing ,Co., Bloomington, Illinois

johnspn-and KAssalL Personnel and Indu 1 Re

51701-.

. Russ, Homewood, Ill, 60430L

meluzia

nlzed Lab- of Mana,e-- 1- Nationa 1 As5.oc. Lion
nufneturers, 2E., 48th Sr New York N. 10001.

Chicago, Illin.ts omii
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INSTRUCTOR'S t,ESSON PLAN
Generally Related Information

Unit_ 1

lesson 2

SUBJECT: Employer and Eloyee Legal Obligations.

OBJECTIVES:, The student will be able to explain the emIlLoyer
obligations to an employee.
The student wAll be able to desorih-, _he enployee
.legal obligations to an employee.
The student will he able to'discuss advaltages and
'aiSadvalltages of emproyment contracts.

htATERINIS: EmploYer-employee contracts, hourly reference guide,
child labor provisions. Handout (2) 1211I

REFERENCES: HourlyReerence Guide: 0.5, Department of Labor, Wage
and Hour and Pt_blic Contracts Division, Washington, D.C.
22004,
Empl_oyee,L_611t2and the Ear)lo-ment Relationshi
Selekman and Benjamin, Institute of Labor Relations,
University of California,Ikeley, California 94700.

NI%

1. PREPARATfON of tile learner)

what It an,employer asks you toac 5-4e0.1,,6 1._40.,i.tu
B. What if employee refuses to wear safety glasses?
C. What 'If an employee violates a security agreement?

PRESENTATI0Nof the information)
INSTRUCTIONAL TOPICS KEY POINTS (thlag_s_to remember or say,

A. Employet's legal ohligatious A
to employe,,s.

1,11 dedu,.Lious
(writteu authorizakl,"
by employee)

Lka(c,mployel 1.6 required
to perform crtain payroll

deduct ions.
1. fist ori Ltt liJftkL)udL

discuss th following
social secuLLty,'income taxes,
union dues, bonds, credit union.
Describe and discuss the follow-
ing: wot kmets compensation,
wcial security, une`mployment
compeneation. NIOTE: stress
co-op pertinence.
plain and discuss wages, hours,
d ,occt_rpational safety laws.

NOTE: use hourly reference guide.
Invite speaker from State Dept.
of Labor'and Lndustry,
WTE: stress overtime and minimum
provi'ions.



INSTNrCTIONA1 3OPIrs ur PC,IKTS

SiTess t e .Roral and legal ohliga-

whichtlle'employee has. to bis
eill.D1oFe

L. Sho4 qud discuss employer-4
onplc,ye contracts. Stress tht%
-brenkiug contracts can cause
trouble in future employment.

1. Stress: IL is C:ie responsibilitv
oF le ployeC to adhere-tu ell-
sEJety

ob1-11ga-

Liotis 'to,erirpLowr-

i.o.nor con

Saa

\avntis Lit , IL t_ .,--2t1 tr-
t r act t (tr-4
I. t

Snl_hzy

(things to remember-2)

".4ti1.1iscoss explain tharl borne

it -bs uecessaryarticiPat
ecar_ity checl(s bondiqg,

NCIE: T may be necessary under
-,trtain _:onditfons to submit to

11._(! (i(.-Lector. Lest.

ttLitner-oui . heiiet it s cieritsved
w ri_t ten c ont ram. tlo .
tiefi ar:e spelled out for both

,pLoye F anti er.ployve
i7:st&blishes the ratcl nr whleh

tt Are. Cc) be p old , .; it 11 any
stipuLattious tor pHy iocreses
i le S CUB I T-0 ,tinilr1re

posine ii ic tat octal or eta Lo-
,-r,sat Ic emp lt.)yer s,

lidetst,arAilig LtAw,._A" enplo,,c7,
retil-11L_Z-, I. ioL

1:, cuipley.
. olc, Lii

(1 0021 I-31_ On mr1k irig _

L ic tcti 1. L W11S Ohl
si t I no in nit 1 it ,int ;lc t I out or

to Hai pat 0 iii
taut A t LAI'S III. : `s,ome )ohs

u Ii 1. -1 i I ver,7
k,f VI! t,- Lit rikut-t,

Ikca t -t ian I nip os d,

(...!) Itil.
L s the vaxic(As disadvantage,i

p oytt F 1 iid emp I UV 0
: (a) Ad/11:7:i ona (hit: les

1mpoed wlthont add-
,na 1 CLA putu sta tlon, (17) 1.1rb

I IA ur on oup love
U, 0:It t111 I I, (c) nw-il hoi,/

It 11; L Can :IC. I i r 11-un Is sn I (,1) can
ilk )1. Itow
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PRESENTATION
tNSTRUTIONAL:TOPIC to_rethember or sa )ii

2. For the empl9yee 2, STRESS: (a) individual'raisea
are out, (b) compelled, to main-
tain a certain level of proficiency
(c) union dues must be paid
(d) financial burden on employee

if company strikes.

APPLICATION

A.

C.

Have students role play employer-employee union and non- nion
situations.
Have students bring payrollatubs to discuss deductions. -

Have students calculate social security, taxes, deductions.

TEST

A. Have students list and discuss the legal obligations
between the employer and employee.

B. Have students write a simple employment contract.

doh 'exist

SUGGESTED ACTIVITIES:

A. Invite a personnel manager to class to discuss the legal obli-
gations of the employer and employee.

B. Invite a guest speaker from the Social Security Office,
Internal Revenue Serv e or a Federal mediator.

NEXT LESSON: Small BusinessOperation
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Employer-Employee Contract

THIS CONTRACT for the per onal services of musicians, made thin
day Of _-_ , 19_, betw en the undersigned nm loy r

hereinafter called the "employer") and ARTISTS
(hereinafter called "ARTISTS").

WITNESSETH, That the eMployer hires the ARTISTS as musicians on the
terms and-conditions below. The.leader represents that the employees
already designated have agreed tO be bound by said terms and conditions.
(Each empleyee yet to be chosen shall, be se bound by said terms and
conditions upon agreeing to 'accept his employment.) The employees
severally agree tp render collectively to the employer services in
the orchestra under the leadership of
as follows:

Name and Address of Place of Enga,- ent

Date(s) of Employment

Hours of Employment

Breaks (nudber)

Type of Engagement

The ARTISTS conaists

WAGE AGREED upon $._

To be paid

Down Payment

length

musicians, an technicians

ADDITIONAL TERMS AND CONDITIONS

The employer shall at all times have complete control over the ser-
vices of employees under this contract, and the leader shall, as agent
of the employer, enforce disciplinary mcasbres for just cause, and,
carry out instructions as to selection and manner of performance. The
agreement of the employees to perform is subject to proven 40tention
by sickness, accidents, oraccidents tO means of transportation,
riOts, strikes, epidemics, acts of God, or any other legimatc condi-
tions beyond .the control of the employees. On behalf of the employer'
the leader will distribute the amount received from the employer to
the employees, including himself.

The performances'to be rendered pursuant to this agreement are
not to be recorded, reproduced, or transmitted from the place of
performance, in any manner or by any means whatsoever, in the absenCe
of a sOceifle Written agreement between the employer and

, relation:to and permitting such recording,
repro uction or transtission.

Handout (2) 121=11



27

The-employer, In igiitng this contract himself, or having saMe
signed by a represIntatve, acknmledges his (hOr or their) authority
to do ao and hereby assumed liability for-the contract,

EMployees Name Buployeen Name

Addresc Address

Cily City

Pilone Phone

OTHER TERMS, CONDITIONS AND/OR COMMENTS:

Handout (2 ) 121=11 cont.)



SUPPLEMENTAL
TEACHING MATERIALS FOR ICT
GENERALLY RELATED LESSONS

KS

Unit
Lesson 2

Selekman and Benjamin., fkul2igLALght8 anA_DIT1pymiAl_RtaatiqnaLiE.
Institute of Labor Relations, University of California, Berkeley,
California 94700.

PAMPHLETS

'CollectiVe_Bargaining in the Private $ector U.S. Depar nent of

Labor, Washington, D.C. 24)04.

Coll_ ctive BarpaininR InthlteSector. U.S. Department of Labor

Washington,' D.C.

bor Standards A
Labor, Wage and Hour Di
Washington, D.C. 2204,

--

1dAabor rovisien . U.S. Department ef,,
ion Child.Lai,or Bull tin No_401,-.

r,*

jp:21L1KatfgED2m121iLla. U.S. Depa tment of-Labor,

and Public Contract3 Division ashington, D.

Tour.
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'ICT- 2

UNIT 2

. SMALL BUSINESS OPERATION

Lcson 1. PtopiLntorshp, Partficr5hp, Corpora ion and Franchise

Lepson 2. S __11 Bu6iness Operation j et)



INSTRJCTOR'S LES.SON PI
Generally Rein LOLl Informac

SUBJECT: Proprictot:ship; Par ihip, aLions

OBJECTIVE The student will be able to discuss the
and disadvantages-of the, proprietorship,
corporation, and franchise.

3

T.,Pf; on

Franchises

a advan,
partnership,

TEACHING AIDS: OVerhead pr, Transparencies (2) 21T1 thru T7

REFERENCES: Small J.usineas Management. Delmar Ptiblihier, Inc.,
Albany, New York 12.205

PREPARATION (of thelbarner)

A.

P.

If.you and your best friend we
who would be r
failed?

insible for you

a

hers in a 11 cycle shop,
hu mess debts f- the shop

Is a corporation considered a legal pci.on in the eyes of
the law?

What is the smallest number o
tionY

poop can sta corpora-I _

PRESENTATION

A.

the informatio
ONAL TOPICS

le proprietorship
1. Definition
2. Examples (shoe repair

barber)
3. Advantages

4. Disadvanta

Partnership
1. )efinition

2. Agreement

A. 1. List definition on blackboard
a.. Owned by individual
Have students list examples
blackboard.

3. Refer to Transpare
a. Own boss
h.

c.

C.
d.

C.
U.

cy

on

1(2) 21T1

say)

Close personal relationships'
Ask students how,well they
know their employer.
Owner is local .person.

Easily organized or dissolkred
to Transparency (2) 21T2

Success limited tO owner's
ability

,

Hard to,get funds
Owner assumes all risks
Business life depends on
owner's life.
Little specialization of labor.
Have students list on black-
board the advantages and dis-
iadvafitages of a proprietorship.

B. 1. Write definition on blackboard

a. 2 or more persons
h. Refer to Transparency 21T3



____LIMAINTIMAL TQ

B. 3. 01avantages

4. Disadvantages

C. Corporation
1. Definitions

a. Charter
b. Stockholder s ocks)
c. Board of Dirac ors

sd. Dividends
2. Types

,43. Closed
b. Public

3. Advantages

4. Disadv_ntates

Franchise-
1. Definition'
2. Examples (McDonald's,

Hardee's)
Advantages

POANTS _.(tbfalp to i-eniemIur

\

itefer Lo Trans,B. 3. ncy (2) 2IT4
n capital funds
b. Variety of abifiLies
c. Different policy opinions
d. Losses,shared jpintly .

Refer to Transparency (2) 21T5
a Any debts are binding on all
b. DissolVed by death or diaagree-

ment
I'rofirsor looses shared as in
agreement
Some partner cannot cooperate.

e. Have students.write a Short
(1 page) essay on "Which of
the PrevIous Types 6f Businesses
DO YousPrefer

. 1. List :definitions on blackboard. Ask
sludents to give their.definitiotis
of the terms.

2. .Have students discuss both types
of corporation.

Refer to Transparency (2) 21T6
a. Limited liability 4
b. Long life
c. Can easily raise money
a Separate ownership and manage-

ment
b. Impersonal employer- mployee

relationship
c. Subject to heavy state and

federal taxes
d. Subject to government super-

vision and regulation
e. List advantages and,disadvan-

tages on board and let cl .
discuss them.

a. License granted by government
b. Monopoly rights

2. HaVe student- list other examples
on board

3. Refer to Transparency (2) 21T7
a Acquire a recognized name
b. Receivecompany secrets and

materials
c. Monopoly rights



.--131B-UNTM-1911-11,1114Q0
'_-_AIIMXTIOAL TOPICS E,n_1"0-INTS_WiLL_In,sto femembc.

Feanchlse (continued)
. Disadvantages

APPI: TION drills, illus
merits)

b.

C.

d.,

0.

'33

s

Prices regulated by government,
government granted mOnopolies.
Profits determine selling price
Jgh cost of acquiring rights
Explain tool .rental
Regulation by main franchis
office.
Uave students list advantages
and disadvantages of franchises.

ns, analogies, oral questions or

Have the class break into 3 groups (proprietorship, partnership and
corporation) and debate against each other concerning the advantages
or disadvantages of each.
llave the students select the number of classmates, necessary to
start a partnership and corporation. Then draw up an agree_-ont
or charter.

CHECK UP (or test ) (final eheckion studento
presented)

A.

B.

C.

compr'ehens ion 'of material

Evaluation of students' clas participation in discussions
Evaluation of agreement or charter
Objective test covering definitions, adVantages or.disadvantages
of the three types of businesses.

SUGGESTED ACTIVITIES:

A.

B.

'lave a representative from Sma 1 Business Administration
give a talk

Read Small Business Administration pamphlets

NEXT LESSON: Small Business Operation

in



ADVANTAGES OF 1)ROPRIETO SHIP

I. OWN BOSS

CLO$E PERSONAL
RELATIONS

3. EASILY ORGANIZED
OR DISSOLVED

4. OWNER IS
LOCAL PERSON

35

5 Transparency (2 ) 21T1
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PISADVANTAGES OF PROPRIETOR -HIPS

SUCCE$$ LIMITED BY
OWNER'S ABILITY

2, HARD TO GET FUNDS

3 OWNER-ASSUMES
ALL RISKS

4. BUS NESS.LIFE DEPENDS
ON OWNER'S LI,FE

-5. LITTLE SPECIAL,I- ATION
OF LABOR.'



AGREEMENT OF PARTNERSHIP

AGREEMENT I NCLU DES

I. DATE OF AGREEMENT
2. NAMES /NT) ADDRESSES OF PARTNERS
3 NATURE OF BUSINESS-
4. DURATION OF PARTNERSHIP'
5. DUTIES OF-EACH PARTNER
6 INVESTMENTS OF EACH' PARTNER

-7. HOW PROFITS' AND LOSSES. WILL BE SHARE.D
8. ACCOUNTING PROCEDURES
9. SALARY OF EACH PARTNER
10.. .RESTRAINTS ON EACH PARTNER
II. HOW PARTNERSHIP WILL BE TERMINATED

Transparency (2) 21T3



4 1

ADVANTAGES OF PARTNERS I -S

LARGER- CAPITAL FUNDS

a. VARIETY OF
ABILITIES

3. 'DI FF ERENT POLICY
'OPINIONS

4. LO -SES SHARED
JOINTLY
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DISADVANTAGES QF PARTNEASFRPS

DEBTS ..BINDING
ON_ ALL

,

DISSOLVED BY DEATH
-OR DISAGREEMENT

3 ,PROFIts. QR LOSSES
SHARED AS .IN
AGREEMENT

4. SOW PARTNERS
CAN- T- COOPERATE

3 9

wANT /7 DONE
771/5 WAY://

/ WA1VT IT DONE

771AT W4 Y a

Transparency (2) 21T5



ADVANTAGES OF CQRPQRATIONS

LIMITED LIABILITY.

LONG LI FE

RAI SE MONEY EAS ILY

wmisImiInsimaftwimpoimmenami _

MilliNOMINOIMMEMIUMMIMi
m-mimiximinimenimmenmp

,DISADVA.NTAGES 'OF .MRID'OiRATIONS

SEPARATE OWNERS HI P AND MANAGEMENT

IMPERSONAL WORKER RELAT I ONSH I PS

HEAVY STATE AND FEDERAL TAXES

GOVERNMENT SUPERV I S ION AND REGULATI pN

Transparency (2 ) 21T6
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ADVANTAGEa.O.F A FRANCHISE.

I. ACQUIRE A RECOGNIZED NAME

2. RECEIVE COMPANY SECRETS AND MATERIALS

3 MONOPOLY RIGHTS

DISADVANTAGES OF A FRANCHISE
PRICES REGULATED BY GOVERNMENT

2 PROFITS DETERMINE SELLING PRICE

3. HIGH COST OF ACQUIRING FRANCHISED RIGHTS

4. RE4ATED BY MAIN FRA\CHISE OFFICE

41



'SUPPLEMENTAL
TEACHING MATERIALS FOR ICT
GENERALLY RELATED LESSONS

BOOKS

Unit 2

Lesson_

49

American Coo eration. American Institute 'of Cooperation, 1129 20th St
N.W., Waspington, D.C. 20036.

lonient of lersonnel Administra ion_in Western Euro e,
:itutc of Iddustrial Relations, University of California,

erkeley, Ca1ifornia 94720=

EvaidonLiketoonBusiness? National Association of Retail
Grocers, 360 North Michigan Avenue, Chicago, Illinois 60601

PAMPHLETS

Brookshire, Marjorie. Automation. Institute of Industrial Relations.
Universiry of California, Berkeley, California 94720

We Or anize to Do Business in-America. American Institute of
Cooperation, 129 20th St., N.W. Washington, D.C. 20036

Industry 7Organizatinn and Employees= Education Department, National
Association of Manufacturers, 2 East 48th St., New York, N'ew York

usiness Administ-- ion Publications. Federal Building, 400
North 8th St., Richmond, Virginia 23.230
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INSTRUCTOR'S LESSON yLAN
Generally Related Information

SUBJECT: Small Business Operation

OBJECTIVE:

Unit 2

Lesson 2

The student will be able to identify 'and discuss the main
points in organizing and operating a small busineSs.

TEACHING AIDS: OverheLl'hpjector, ranspArencies - (2) 2-2T1-7.

MATERIALS: Handout No. -(2) 22H1 Small Business Administration
Publications. 'Tederal,Building, 400 North Eighth Street,
Richmond,Virginia 23230.

REFERENCES: Hoterate a S 1_ Business. Pr n i e-
Hall Company.
Small Business Management. Delmar Publishers, Inc.,
Albany, Now-York 12205.

SPEAKERS: ocal banker, busines- an

TION earner

How many of you would like to have
What would you need to know before
Give- example of former student who
Importance of small business (2)

Refer,tO SBA pamphlet No.,71.

your own!business?
you stdrted
has gone into business.
22T1

NSTRUCT ONAL TOP CS REY POINTS things to remember to o or say)

A. Types of business

Research

Physical facil ies

A. Discuss the various types.
1. Manufacturing
2. Sales
3. Public Service (list 3 on board)

Discuss the necessity of resear h for
starting a business.
1. Personnel problems(Refer to (2) 22T2)
2. Layout problems (Refer to (2) 22T3)
3. Location consideration (Tafer to

(2) 22T4) and (2) 22T5
Other factors (Refer to -(2) 22T6)4.

C. Discuss the physical facilities required.
1. Plant needs
2. Office
3. Sales (/

4. Warehouse'

4,3
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PRESENTATION ccontinueq)
INSTRUCTIONAL TOPICS KEY POINTS hin remember to do or ay)

D. Equipment Required D. 1. Office
2. Machinery
3. Have students list types of equ

ment needed and discuss.

E. Inventory Requirements

F. Personnel Requiremen

G. Finances Required

Financial sources

1. Manufacturing materials
2. Sales products
3. Service materials
4. Have students discuss the proba-

ble inventory of a local business.

1. Production workers
2. Salesmen
3. Warehouse employees
4. Office employees
5. Managerial staff
6. Define each type of worker a

'give examples of each.

G. 1. Capital outlay
a. Equipment costs
b. Inventory Costs
c. Office equipment costs
d. Stress importance of obtaining

sufficient financing if business
is to prosper.

2. 'Overhead and oPerating expenses
' a. Rent
b. Permits and licenses (Show

samples of permits and license )
e. thsurance
d. Taxes
e. Utilities
f. Office supplies
g. Salaries
h. Have students discuss types

of expenses.

H. I. Banks
2. Small Business Adminfstration
3. Stock
4. Private backers
5. Trust companies
6. Community Development Agency
7. Have students list sources of

financing.
8. Have banker talk on finane ng.
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2. PRESENTATION _continued
INSTRUCTIONAL TOPICS KEY POINTS

I. Why Businesses Fail.

bin ememher o or say)

J. a Incompe ence Transparency (2
22T7.

b. Unbalanced experience
c. Lack of management
d. Lack of experience in the line
e Neglect, fraud, disaster

3. APPLICATION

A. Have each student set up a small business (assignment sheet.handou
(2) 22111.

Have a person who has tecently gone into business tor himself speak
to the class. One who succeeded may demonstrate why. One who
failed may demonstrate why.
Have students play "Executive Decision" game' available.

TEST

Evaluation of student notebooks on small businesses in terms of the
probability'of success or failure of the'business.

Objective test.concerning the main topics of small business operation.

SUGQESTED ACTIVITIES;

A. Have students do research on starting and ope ating a small business.
B. Speaker from Small Business Administration.

NEXT LESSON: Job Safety
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MPG CE OF S .ALL USINESS
OUTLU FOR CREATIVE IDEAS

'PROVIDES INDEPENDENCE

'MAY BECOME LARGE CORPORATION

PIONEERING NEW PRODUCTS 'AND SERVICES



PERSONNEL PRO EMS IN S ALL
.BySINESS

SOURCE

SELECTION

-PLACE- ENT

TRAINING

RE UNERATIONS

MO E BUILDING

4 7
Tr;insparoncy (2) 221'2

5 5



CD

L.<

4. FLOW PA:FERN 5. STORAGE 6. SAFETY FACTORS

LAYOUT PRO1 LE

I. USE OF ALL SPACE 2.EFFICIDGY 3. APPEARANCE



LOCArION CO- SIDE TIONS

5 9

I. THE FUTURE OF THE COMMUNITY ,

2. OTHER BUSINESSES IN THE COMMUNITY

YOUR i)OTENTIAL MARKET

k YOUR POTENTIAL. C,OMPEPTION

5. YOUR EXPERIENCE, KNOWLEDGE, SKILLS

Tranfiparency (2) 2:214



SE EcTING A LOCAT1 N

CHOQSE

TOWN

5. ACM
I7H TOWN
LOCATION

Tray pn rency (2) 22T5

61



OTHER FACTORS Ta-CONSIDER WHEN

OPENING A BUSINESS"-

YOUR , TRAIMNG
AND EDKATION

YOUR HO ES

NEEDS OF' THE
COMMUNITY

OPPORTUNITY-
FOR GROWTH

PAY SCALE

C

e

Trans pa roncy (2) _-22,T6

a

6 3
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REASONS FO USftSS FAILURE

I. I N COMPETENCE

2. UNBALANCED EXPERIENCE

3. LACK'95-MANAGEMENT

A Rim, ItA
ELEcitapvL5?

44ao -ya.)
cAta BC AY
secRETAR/-

-4. LACK OF EXPERIENCE

vAAr GAN
1301

Mt 0 t4 E.

5 NEGLECT 6. FRAUD 7. DI SASTER

mcy 22T7



ING INTO BUSINESS FOR YOURSELF

OSE The "Going into Business For You lf" projee

67

is an exper-,

hich attempts to serve as a culminating activity for many oe the

cussed throughout ,the year in the ICT program. It is the

the project to give the student an undetstanding of the

and,decisions that face every business_ tatting and

naging a business. In-solving the pro -'s business problems in

ion with the part eulat buies chosen, the student will have

ter understand ng of the problems eoMmon to all businesses.

DESCRIPTION OF THE PROJECT The student ehooses-a business in

which he is interested.. He will take the necessary steps in establish.

tag the business and managirt it, While the ptojece will be imaginary,

eve tempt is made to make it as realistic as possible

This project should be the an individual student. The

pro ect is flexible and permits the teacher-coordinator tO- adjust both

he timetable and the type of assigrtments to hiar.4- icular purpose.

The l -gth of time to accomplisfOthe project is approximatelyaix weeks.

The student-s project choice must= fall under the T & i category,

it must be legal business must Meet the requiremei4ts of the a ign-

ments, and the choice must have the coordina approval,

_Ferred that the student organize a buhiness of fhe type in which

employed. The projeV choice must involve the complete organ

zatiori of a business, not the purchase of an existing business. /The'

student will be challenged to support any of his staLementS With

proof of facts, f sotircos of inf._ ma ion.

At various intervslp, the atudent's progress and understanding

'e checked and evaluated. The student is expected to plan his

IkilIcloit 22H1



n fLle is kept Well can 41

a614i8nmon VI I aoCed a

69

mpleted on the date due. A class-

all finished assignments. All late

and grades will be adjusted ccord-

All asoigmmeMt =At be a part of the final bustoess project

Mtle- tiliv tree 4vme cu t net. A completed project, meeting

As3igr1te1lt4, J5 a Coairoe r q irement.

kg ,al-Oad of chednle is encou a ed to allow for a posalble

6, timt-Consunling; o4curren e; however, caution should be taken

that a fast pace d.oe not decrease the quality of th

k. iJntisfetcty .work will not be accepted at any tine

tiC j eet

tad talormat

is to t7ofl.wt the student's best effort.

TIQh Tbe student is encotiraged to gather

ariy aolirces available. A prime soUrce of

tufarkatiall Jo thC lal bilsJhuss community - employers comp titoxs ,

ltor, IneUranoe TLtI uili officials, etc. Other informative

ao arOes ar

Ua teja

ti On; the

-thoak, I-Ibl'arY oat

trade OuTila

als, class notes handoat

Government Printing Office Tunica-

loca 1 Chagbe r Coriflece, the Small Business Admini t

imn, atld -varioAls asOc iacAorlo.

BEVEF1T

flj r- ward in 101 -leJge derstanding, and satisfaction will be in

Win enjoy this pro f Ile wrlcs dLLiexitly.

djt 00Tor-ti4M to tI affc7lt he invests .the project.

Handout (2) 221-1



'BUSINESS PROJECT ASSIG

I. Description &Bus_ness

A. Name and type of business
B. TYpe Of ownership
C. Government regulations ni

II, 'Location of Busin-

ng the business

A. Indicate exact-location on area map.
B. Provide detailed plot of the immediate business area - photographs

and/or diagram.
C. State all factors:for choice of location.

1. Buy, Lease, or rent -.explain terms
2.= Zoning Z1 lotation
3. Locate trading area and competition on map
4. Research of area -!customer count, traffic flow, parking

business trends in the area, relocation of roads ans-
portation, etc.

5. Be prepared to defend your choice of loOation
6. Explain the possibilities for future expansion

Layout of the physical pLant, prkthg area, etc. in detail
a reasonable scale'.

Detisiled drawings of building
Detailed drawings of building-i
equipnent.-

Sketch of front elev tion of
etc.

D. Lin costs of major equipmen
remodeling costs.

W. Customer Analysis

tcror and plot.
terior,including

business With

and fixtures

and to

fiXturea-and

Oentifying

by.item and/or

A., To what type of eustoer will the business cat
this determined?

B. How *ill you find out about customer tiesires?

V. Sales or Services

A.

B.

C.

D.

E.

What items will the business ca or what services will be
offered? =

Buying procedures
1. Where vill the merchandise or supplies be pur hased and

why?

2. Explain the buying.procedures
3.

List sample inventory and price at cost.
Markup and pricing of ierchandiss sold to the goner 1 publ_c.
Costs of Services rendered (labor, et.c.).

Terms and services available

5 6
Handout (2) 22111



VI. F1,n4ncing the Business

A. Amount needed (assume one-h lf of capital mg_ on hzind

1. Statement o_Lbuilding fixtures,'etc.
2: Statement of operating capital needed for one nonth

(include Lixes, insurance, professional fees, etc.
Compaiie possible sources of financing.
Your choice cL inancinyand wh-Y-

:VII. Business Organization

A.

B.

73'

Prepare a bmisiiicss organization chart sliowilig the departments
and lino of-ant AY.
'Personnel
1. 'Number needed and major duties
2, Selection procedure
43: 'Training
4t Wages and benefits

VIII. Inventory or Supply

A. Show sample order
. ,

B. Receiving and checkingyrocedure
C. Inventory control procedure

IX. Pronotion of the Business

A. Adverttsing
1, Media to be uspd and why
Z. Prepare advertising eampai_n

B. Special events - open,house, grand'opening events, etc.

Customer Services

A. Credit
B. Charge plans

Collection
D. Da/Very, etc.

XI. Record

A. Method bf recordirg the following
1. Stock inventory
2. Sales and purchases

-3. Income and,expenses
A-. Payroll ,

B. 'Financial statements
1. Sampl9 prolLt and loss statement
2. Sample bnlanco sheet

Handout (2) 22111 (cont

5 7



a

A. State conclusions pertaiaing to t - possible succ s

business.
D. Beplain why prolect owners ofLIic .bus ness clan or c nneat'

operate the 1)uSinesO successfully.

Atiil imes the student

75..

feel.fipee to cnnault the

teahei-coordinator for advice. The tea.cher-cpordinator-.in turn-will

direct the student's effort and thinkingto the desired goal of

understanding. This project ean involve many topics and serve as a

summary for the year.

Handout (2) 22l1 (cont.)

5
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SUPPLEMENTAL
TEACHING MATERLALS'FOR ICT
GENERALLY RELATED LESSONS

BOOKS

Unit

Ame-ican Coo eration. American Institute of Cooperation, .1129 20th
St., N.W. Washington, D.C. 20030.

TheAftvejopment of Personnel Administration in Western Europe. Institute
of Industrial Relations, University of California, Berkeley, .

California 94720.

li_k_lLThu_d-ou-rke400ninour-nBusinessOw? National AsSocia ion of
Retail Grocers, 360 North Michigan Avenue, Chicago, I linois 60601.

PAMPHLETS

Brookshire, MarjorLe. Automation.. Tnstitute of Industrial Relatiot
University of California, Berkeley; California) '94/20..11,QxeriCa_. American Institute of
Cooperation, 1129 20th St., Washington, D.C.' 20036

Industr -Organization and Emp1oees Education Department, National
Association of Manufacturers, 2 East 48th St., New York, N.Y.

11 iustne nistrat on Pbllcatidns. Federal Buildt g- 400
North 8th Street, Richmond: Virginia 23230 .
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ICT,- 2

UNIT 3

JOB SAFETY

Lesson 1. :1-167 to Give Initial Treatment for injurie on the Job

Lesson 2. qafety Rules f r Electrical Power Tools

Lesson 3. ClasBlflcat&on of Tire Extinguishers



SUBJECT: 1=low

41.

TRUCTOR'S LESSON PLAN
Generally Related Information

Unit
Lessen-

ive Initial Treatment for Injuries on the Job -

OBJECTIVE: The student Will be ableto giveinitial treatmentfor
fainting, burns, wounds, electrical shock, and gas poison ng.

TEACHING AIDS: Overhead projector

NATERIAIS: Transpsreneie (2), 31T1-

Film, "Safety a= Work".

REIE NaS: First aid Textbook. The American Red dr
Co.', I Garden City, New York 11530

Doubleday 4

PREPARATION (0

A. Introduce-
B. Show film, " a ty at Work"
C. Have -escue squad member demonst

,mout -to-mouth resuscitation.'

B.

SEMATION (L3L...514infQ
INSTRUCTIONAL TOPICS KEY POINTS thin

per procedure for IVing-

Fainting
1. Symptoms

or say)

1.

Treatmen

-s

Description of burns,
a. First degree,-

reddening of _skin
-b. Second degree

blistering
a. Third degree7

charring of akin

1. Discuss the symptoms
a. Pale
b. Clammyskin
e. Dizzineas
d. Shallow breathing'
e. Slow pulse

-Temporary onconsciau ness
Z. Discuss the treatment

a. Place patient on back
b. Loosen,clothing
c. Apply cold cloth to face
d. Adminstet sme1ling salts
e. Get fresh airinto room
f. Give victim strong coffee

when he revives
3. Have two students to come forward

and demonstrate with assistance
of rescue squad member.

6 1

Describe different ways a person--
can get burned on,the job and at
home. 'Refer to Transparency
(2) 31T1.



PRESENTATION continued
INSTRUCTI-N L TOPICS

.Treatment

POINTS thin:s to remember to do o

2. Discuss the treatme
a. RempveLclothing from burned

b. 'Keep:Patient lying down
UseY:ice on burned'area and
see physician if serious.

9

say)

unds C 1. Describe and discuss__Mall wounds
and how totreat tSmall wounds

Wounds with.;severe
bleeding

a.. Clean with soand water and
dress witHstci1e gauze.

2. Describe .asévere b eeding wund
and discuss how to-,reat it.
g. Apply firmyressure on wound

with gauze.or clean cloth to
control bleeding, if this does
not hurt patient.
Refer to Transparency (2) 1r2.
For foot, leg, or thigh wounda,
apply pre's-sure in middle ,of

groin with heel. of hand.-
.Refer to Transpnrency (2) 31T3.
Call.Thysician

.

hospital.

Electrical Shock
1. Precaution

Treatment

Gas Poisoning
1. Causes 5. 1. -Fell what produces gas poisoning.

a. Gas heaters a. d stoves

Never touch electrical fix-
ture or applieance when hands

.

or feet are wet or while
bathing.
Refer to Transparency (2) 31T4.

c. Never touch water pipes or
radiators when using eleCtri-
cal, appliances.-

d. --Refer .to Transparency (2) 31T5.
6

.2. Go, overtbetreatment of electri-
cal'shock
a. _Cut off current.
b. Remove person from contact,

using stick,or gloves.
c. Refst to Transparency, (2)

31T6.

d. STRESS: Not bare'-hamded.
c. GiVe mouth-to-mouth :testis-

citation until emergency
pa -rol a'rrives.

Symptoms

h".----GasfiXtures

c. Gasoline mote) all
producing carbon monoxide

2. Refer to Transparency (2) 31T7.
a. pescribe the symptoms.



PRESENTATION (continued
INSTRUCTIONAL TOPIC

Tree

T

.81

OINTS thUn.. mber do or sayY,

(1) Reddish color of face
(2) Cherry-red lips

, (3) Unconsciousness
Discuss the treatment.
a. Let itrfreshr
b. Shut off g.tt oter.

'Remove vict M to open air.
' d. Give mouth-to-mouth resus-

citationuntil 'emergency
patrol arrives.

-PLICATION drills lutration , analogies, oral questions or

assignments

.Set: up-role p1es ituaUàns and have stude _s, demonsttate proper
treatment for InlurieS and eltpIain whY4-the :gave this Particular,

-

reatment.'

' inal-check -n udent a ' omprehension'of material presented

:

HEIve'st4dents name the various typeSof.injuriOs sustained on
the job and reasons for treatment cheseh.

TED ACTIVITES:

vite -rescue squad' personnel tQ demonstrace first aid 'practices.

NEXT,LESSON: SafetT,Rules Id Po er Tools



DEGREES OF R-

6 4
Transparency (2) 31T1

4.fk



DIRECT PRESSURE ON WOUND

-4.

s a ency (2) 31T2



87

HANp, PR :S$Ulf
ON --FEMORAL ARTERY.

Tr nsparency, (2) 31T3





91

Transpaz-uncy ( 2) 31.T5

v



.((

LLVIC1I FROM IFEWTh INS
A11 IVIATERIAL, CR SHUT OFF CUR"
i'REN 0 MOT LISE A METAL PO.LE

(4'

6

'Frzinspor eric'y ( 2) 1 T6

93
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SUPPLEMENTARY
TEACHING KATERIALS FOR ICT
GENERALLY RELATED LESSONS

FILMS

Unit
Lesson

97

, Al e _reathe. This film covers respiratory protection against dust
and gases and other naterials.- 20:Minutes, Mine Safety Appliances
Company, 210 North Braddock Ave., Pittsburgh,*Pcnnsylvania 15208.

Rescue BreathlaL. This Eilmf.presentSpractical information to save
the lives of victims of suffocation by electric shock, chest
injuris, choking, drugs, and gas. 21 minutes, color. Americ n
Gas Association, 605 Third Avenue, New York, New York 10016.

Safety A; 74o1 , This film'shows that sound safety programs can
redface industrial injuries when protective equipment is used,
18 minutes, color.AetnS Life and Casualty, 151 Farmington
Avenue, Hartford, Connecticut 06115.

PAMPHLETS

First Aid Textbook.
Inc., Garden Cit

The American Red Cross, Doubleday and Company,
York 11530.

To jLe3rd Brat_he. Aetna Life and Casualty Ce., Hartford, Connect UT:ut,
06115.

7 -1
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INSTRUCTOR'S LESSON PLAN
Generally Related information

Unit
Lesson

SUBJECT: Saf-±y Rules for Eli trical Power T

OBJECTIVE: The student will be able to use and store electrical
power tools safely.

TEACHING . Overhead projector, vower tools; sander, drill,
saber saw, and port'abAu circular saw,'

IMERIALS: Transparencies (ZT4, Bandon 2) 32R1-2
>1

REFERENCES: Heinr eh, H. W.
McCraw-Hill Book C
08520, 1975.

PRETARATION the learner

Al Accf'dent Prventton. 5th ed.
pregg Division, eightscown, N.J.

A. Introduce foOec ,aud.
B. Show film: -11Portqble',-Power

in-form4ti1or"
pics a in

Safety rules for- power tool.i. Discuss the importance of,knowing
the s'atety rules for power tools
,and refer to handout (2) 32111.

Be Before operation
1. Stationary eleCtricat B. 1. Should b ,3ocurely mounted on

power tools suitable benches or stands,
,a. Refer to Transparency,

(2) 32T1.
Should be grounded.-
a. Refer to Transparency (2) 32T2.
Refer to Tran.spar6riby..(2) 3213
(a series of :safv.ty-rulea on

electrical.pow4 iocqs.)
Stress safety check tr) see if
operating conditions are safe iu
wurking area.
Stress the sympt.uims.
a. Low voltage - inefficient

operation or overheating.
n. High voltage - excessive speed;

: arcing arld overheating.
c. Refer to Transparency, (2) 32T3.

t.abie e1ccLiicl
la

e an electrical, tool
that can handlri the iob.

A

,..ptarting maiehluery

Tools should be up-era
ority on voltage specified
by the matidfacturpr.

;



R SENTAT ON ontinue
INSTRUCTIONAL TOPICS KJY POINTS

C. During operation
1. Hold portable electri-

caL power tools firmly:
2. Overheating of elec-

trical equipment.

3. Turn off the power switch
and wait until all moving
parts have stopped before
reaching toward cutting
edges.

4. Make sure three prong
equipment is connected
into special three-hole
outlets.

5. Proper use of p -er hand
tools.

Disconnec

99

C. 1. Drills and saws reduce pressure,
toward the end of the job.

2. Stop using it until you -have
found and corrected the cause.
a. Refer to Transparency, (2) 32T3.

3. Refer to saws, drill, and grinder.
a Refer to Transparency, (2) 32T3.

from outlet_ _ _ .

4. Tell of some of the equipment
which requires three prong plugs.
a. Refer to Transparency (2):32T4.
b. Refer to Handout (2) 32H2.

Demonstrate method of:proper use
of varleus power hand toels.
USe correct method of disconnert -

, ing from outlet.

D. General safety prdeAytio
for uSe of electrigitly.:.

1. Rules for usC

Dart

St-,tagc

11:71jt
3. APPLICATION

E.

Safety' jes - refer to Handout
(2) 3#1;
DiscusS' injuries which may be

yea-used by-electricity;
tojllatidout (2) 32111.

Return power tuois ro proper
storage after using
Refer to Handout (2) 32141.

Hav, lik (11c ati.tc4,t hind,J I Appit L tAkg(_:

powel s--11,1 hand CoolJ whicL oHerate on elertriciry

h. tiave s tridents -

power tools.

ClaS6 drscusSton

TEST
Give teSt on
and equipmenl .

rutos

bt ety

d

operation ot elee_ ical power

SUGGESTED-ACTIVITIN:

1. Invite a :'iafery engrn to speak to ckiSs.

3



100

SUGGESTED ACTIVITIES (c-n n ed)

2. Invite a State Department of Labor and Industry rep _enta

to put on safety demonstration.

NEXT LESSON: Classification of Fire E tin eb
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SAFETY RULES FOk POWER TQOLS

1. Knout your power tool

2. Ground all tools

3. Keep blade guards in'place

.4. Keep- Children aOlvisitors away fiOfl wrkit

5. Avoid dangerous environment

6. Don't force tee-

7. Store idle tools

8. Use the right to 1

9. Use safety glasses

10. Don't abuse e1..ectrc cord

, 11. Secure woxk

12. Rethove adjusrinO keys

13. Keep work a .!ia clean

14. Main ain tools with ca-e

15. Wear proper upparel,

=0. Don't= overI(:.ac.

01 6uonuc,( L, L. va en not. 01 Usk_

as

105
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.

SAPE r -114.0.11 ONG F

EQUI PMENT

. Trapsparepcy (2) 32T4

107



0

SAFETY WES F R POWER TOOLS

0 1, Know your power tool, Read the ,owner's,m.anual. car nlly,

Learn its apOlications and limitations as well as te

specific potential hazards peculiar to this tool.

Ground all tools unless double-insulated, If tool ls\'

equipped with threeprong plug, iyhould be plugged

into 4 three7h018 electrical receptacle; thEAdapter

wire must be attached to a known, ground, Never'

remove thtrd proo- from On

,
Keep blade guaLds in Mce and in wcOkorder,

,

4, Keep childre5 awo'. All visit-ors should be kept '

a sa& distance frvb work area,.

81

1

Avoid dangerous enviroomtot. Don't u,se powet Loois

in damp or wet locations,.' Keep,your wrk area Well

Don't. force tool, it vilt, Jo Lti8 lob L,ctm and

safer 'at therate tor which
it was designed,

Stne idle toolc, When not to mse, tools -shuutd be

gtir0 high dnd dry, it l4ked r.ttlay fi,1H oriljruo.

S. hst the right t,01 Dol'i fOf tv

atwchmeut dd jut) of o its vy to,i,

Ubl LIcl,tAy
[0,1,, Al:,

or dug.. mask It CIL op4rAtoo I Loiv

10, Poet abuse cord, Never carry tool by cord

or yank to disconnect from receplacle, Keep

clrd alt from heat, oil, and sharp eqes

11, Secure work, Use clamps' or a vice to hold

work; it's safer than using your hand, and

it frees both hands to operate tool;

12, Remove adju,sting keys and wrenches; 1;'orm

habit of checking to jec that adjusting keys

cud adjusting wreachu arc removed from 4

poimr tool before using,

IS, Keep ,it)rk area. (Intl, Cluttered benches

tvite acqidentS,

ILI-.
Maintain tools with care. Keep tools sharp

an$411ean for best performance. Follow

J,

ihoputions for Inbrie,aPing and changing

acc'ersflories,

15. Wear proper apparel;tw ]ow clothing or''

jeweizy to get ca.uht in moving parts. Ruh-,

bur gtoVe6 and footwQr Ltre recommended outdoor's.

lo Dolt oVerreach U ure to keep your
6

and moint,tin good hatance.

Avoid atcidcuts AuttirIt' Wn't carry plu-

in tools with ,ftit finger 6ii switch,

ut,t,mit!tt tdulo uti
in L., 6,1

'Jut v ,.wheu dtoor,iiip

blades, bits, cutters, .eLc,
t.0



'Electricity is the most used and misused source.of

wo ld today. W,ithOut-it, industry,-businessuahd home life couldto

,proaperl but unsOo electrical practices cost thousands Of;'llves Aver

year. '

. hie information sheet will.be concerned with a few practices .

and. procedures Amployed to lessen'the hazard of working with electri-

.cal power &onsoming devices.

GENERAL.SAFETY

thedeveloptaent a
4g4inst e
_ .. , ,9

ical shock and its'effects
ttittide'and, a knewledge- of sate,proeedures.

qome rules4013e,folle
.

e:

-

1.,' Do.not.Completely-rely'on safety devices.
2,, KeeP,yourjget clear.p6f:objects on:fhe fId
3. Stand,on a nopreOndUctive'aUtface. ,r.. .

4. Use:rubber gloVes Whem,Applicable.
5. Line voitages,should'be isolated.fr round by mearpoof-

am!isellation transformer.,
Line cOrds_Should 6e checked before use.Aii f the insula
tion is brin,Ite 'sou not ,e Use. --

-:'t

Re
.

le or broke
.-
hedhld b d

.

plade fault mrds.
Avoid:Ofeet *tact with any voltage source.
Be sure that line cords of i)ower,tools ancinon-iaolated
equipfilent are'equipped with safeEy,p1676 (polarized three
post plugs),- Dow.not defeat the safetY feature of these

plugs by uaing nngrounded adapterd, e
,..-

9. Do nof7 liefeatany safety device', such as a fuse orpir-
,

quit oreaker, by shorting across it or by using a higher
'Amperage fuse than that epecified by the manufacturer.

10. Take nothing for granted. Never assume the equipment Is
off,..make:certain by placing the power switch in the off
positionilP Remove,41ses from any circuit -where switches
might unintentionally be turned on. .

ELECTRICAL SHOCK

Thereare.basicallypfonr adverse'effects of elOttricai shoLk

which can cause death or damage to the body and its,funetions.

1. Burns = of all degrees and elect ic arc)

Muscular contrac may rult in' sphyxiation)

Electric shock

Electric ophthalmia

Handout



BOOKS,

SUPPLEMENTAb
TEACHING MATERIALS FOR 10
GENERALLY- RELATED:LEBSON

ACcident Prevention Manual_for IndustrialOp ration. 5th ed.4 National
Safety Councile 425. North Michigan Ave., Chicago, Illinois 60611,
1964.

Environmental Cont41 and Sef4ty Directory. 13th Biennia
_

Edition, A. N Best Company, llark Ave., Morristown, 143.
079604 1970.

Bla1ce,1L P.. Inei_!_._Ast.1_9.121e.a. 3rd ed Prentice-Hall, Inc.
Englewood Cliffs,:NeW Jersey 07632-: '1963.

- o

DeReaMer, B.ieII. %M[211.=_Aalay_ELLisAnea. John Wiley &'Sons,
605 Th rd,Ave., New York, N.Y. 10016, 1975.

ale_InsystoitdiaofSololSafet. School'and College-Department,
National-Safety Council, 425 North Michigan'Ave., Ghicago,
Illinois 60611

H, W, Industrial.Accident Prevention.- 4th ed., McGraw-,i
Hill Book Company, Gregg Divis n4 Hightstown, N.J. 08520;
197J.

-,Rech et at.. Accident Fa ational Safety.-Council,
linois 60611, 1973.425 ,rth Michigan Ave.,

_
Simonda4 Rollin H. and J. V.-grimaldi.' Safe

D. Irwin Inc' Homewood' IE1 604
eMenti- Ric_

Strasser, Marland K., et al. Fundamntals of Safety Educatio
,Macmillan Publishing Co., Inc., Front and Bro- Streets,
-Riverside, N.J. 08075,'1964,

We're Never Too Y_ung_ to Learn Safet
Standards ashington, D.C. 20025.

Why Ask for an Accident? -National Researcher Burau, Inc., 424
'North Third Street, PUrlington, Iowa 52601,

ment of Labor',

FILM

"Don't Push Your Luck:" Presents a vivid-re-enactment of,a blind ng
__eye accident that occurred in an industrial plant. -,13 minutes,
color, 1967, Hausch and Lamb, Ine., National Society for the -
Prevention of Blindness, Inc.4 635 St. Paul4Etreet.,' Rochester,

'New York -14603.



ible I1ejr To Ols. Whether athôe, 1n a school shop O`r in
work situation, working with power tools, safety is the key
word. The electrie drill, belt ander, orbital-sander, and
saber saw are demonstrated. Row best to0P:Oor portable
poWpr equipment Is:also explained. 17 ininut, color, 1968,
B. E. A. Equeational Media, 2211 Michigan Ave.', Santa Monica,
California 90404.

PAMPHLaTt

hey 5 Tips .on Lifting Safely; U; S. dovernment Printin
-:IaShington,- D.C. 20402, $1.0-0 per 100.

orladder Safe,t- U.S. Government Printin
ashington, D.C. 20402, $1.00 per 100

6 Safe
Print'

s the Onl WA to Do .:the Job. U.S. GovernMent
-Office, Washington, D.C. 20402 ,' MOO per UO.

Truth About .Electrical Accidents-and How to GUard

A&1iaLL.11t11-
-.06602.

News;
atterymarcb

ng Dv Di7ision,ridgeport, Connecticu

-nal Fire Protection FAssociatioft 60

hoston, MasaadnuSetta 2110.-

loIhes that Prdtecl the_Bocl.z. U.S. Government Priping
D.C. 20402, $1.00 per,100.



INSTRUCTfiR ' S ussoy PLAN
Generally Ablated, Infprmat

SUBJECT:, assifFea ion of j1re Ex

OBJECTIVE.: The student mill be 014
The Student willbq ab

i.
for. a. given situat-ion.

'TEACHING AIDS:- Fir
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It-4
n.: 3

guishers'.

c2assifY-4 e nguiShers..

selett 4We best extinguisher

xtinguishers, projector

MATERIALS: Tr USparency (2)33Tl Handouts (2) 3111-2-

v

REFERENCES: Fact. Sheet on Pdrtable Fire_Extin uishers--Nationa Safety

, Splecting a Fre Extinguisher University of Missouri
xtension.,DivisAon

F. PRARATION he learner

'Aslc.,these questions:

l. What kind of fire extinguisher would you
Shop use?
Whaaps when water is, thrown on a gasoline are?
Hav onAlisplay several' types of Are eAinguiahers.
Have Lireman demonstrate methods foN use of fire extin-

A.

gUistrerS

ESENTATFON of the jnf_
'INSTRUCTIONAL TOPICS

Fundamentals of fire .

extingu' 1- ent

B, Classification of
*

_ ings to reMember

Tires burn because three
are present.
a. Heat

b. Fuel
Okygen
ye any one element and the
e goes out.

o "ao or_s__

elements

-Fires are classified accordit g to

type of material burning.
a. Class-A: ordinary combustibles

(wood, paper, straw, cloth)
Class B; flammable liquids.
(oil, gasoline, etc.)
Class C: electrical fires
(motors, 'Tdiring, etc.)

Class D: combustible metals
(sodiumi- magnesium, tc.,) ,

......
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PRESENTATION (continued)

INSTEUNIIEL-LIEML____L I

C. Itklassification of fire
extinguis-bArs.

,4-
r

ry cla.sification D.

POIN'

Fire extinguishers are
.accerdingto .the gla73a

. they .can,cbiltriA.

a. ClaA*A.:extinguishers
Class Afirea, etc.

-

.Color and.symbol-classi-
-,fication

..-Types of'extinguiahers
and their characteristies,

control

Extingui hers aic rdtcd by the
UndtrWr'iter's Laboratores XUL)
and Retery Mutual (FM).
.Do not buy an eXtinguish r which
is' not aPiprOed,by one of thes6 ,

:organizations.

In addition to thL letters,, arch=

clS'sifiCation has a symbol and
color to aid in quick identlfica-

,

tion.
Refer to Transparency (2) -33T1.

Dry-chothical extinguishers
a. General: u ose

'eXtifiguishers control C
and.0 fids - are pro-

bably Superigr4o all others.
Regular-dry-chemical exUn-.
guishers control only On

tgh.

B and C fires.
Disadvantage: leaves _

due that may ;harm delicatO
machinery.

2. Car_on tetrachloride extinguishers
a. jlo longer approved for use. "
b. PrddciIes highly toXic fumes

'at high teMperatures.
3. 'Water_type extinguishers (p essur-

ized or pump)
a. Effective only on Class A fire-

-will spread Class 13fires.
b. Will freeze at low tperatures.

4. Soda-acid and foam type 4ringu
erS
a. IS basically a water type-ex in-

guisher. .

Effective only on Class A fires
will spread Class B fires.
Cannot bp subjected to freez ng
temperatures.

5. Ca'rbOn dioxide (CO2 extinguishers
a. Excellent for Class B and C,

fires, but Will not ontrol.a
diffin,II-Class A fire.
Advantage: leave no r -idU
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2. PRESENTATION fcontinued)
INSTRUCTIONAL TOPICS EY PS TS thi a

G. In summary, the general
dry-chemical extinguish-
er superior to all
other types marketed.

H. Location of fire 'extin-
guishers

Care of fire e__inguish-
e

APPLICATION

Dishdvantage: concentrated CO2
pan be fatal-Lf inhaled, Also;
,CO2 can freeze flesh if-!sprayed
at close range.

. Give handout (2) 33111.

H. Close to likely hazards,
Along normal paths of travel,
'butYnot blocking passage.
-Easily seen.
Easy to remove.from hanger

1..-Follow manufacturer's inst uc-
tions as regards storage
temperatures, etc.

2. Thoroughly examine extinguisher
once-a year. 1

3. Havs competeneTerson scrViee
exttnguisher If itnCeda 'it.

_ 4,, Handout (24).3B112',,-:

eV.

.Organi:ze role play si udents acting ae "salesMen" and
"customers". Customer will why-he wants a fire extinguisher
(for what useJor area) andisalesman will'advise him as tWaproper.
, pe. Salesman will explain why he adviSedi4the particular type.

A. Have studenta tell which kind Of fire extinguisher.
cies

,

HaVe students telbJhow
extinguisher_

.

HaVe s dents make,a .of,Areas
pdated give fhe best tyk.

classification ia marked en

to on ea h

the fire

fire extinguishers should

L;uGGESTED ASTIVITIES:
_

-

Invitefire department to-demonstrate fire -extinguishers.
Havp student read

North 'Dakota State University, Extension Servlse, Parc.-=
North .Daket- 58103..

'NEXT.-LESSON Conduc ing InformaL Meeting's



COLQR A1\10 SYMBL dApsIFICATIoN
Of FIRE EXTINGtJISHER

.ORp!..NAT( cprid USTI. BLES

YELLOW

---RkOLASS OR Af3C
,Transparency 3311:



These extinguishers are shaped exactly lik,,
.resemble the gas cgtitrj.dge extinguisher., 'Tbe fo

exactly like th-67-41t-aeld,type goweV4 it is
contains different chemicals,

aced peIlb
ulibhei is 'oi,erated

nt inside-because it

It con,tains a solution of water, bicarbonate
ingredient in the outer part of the b5$tinguisher.
water _and aluminum sulphate. When the extinguisher
icalEMix, a stream that resembles foam comes out of

,
The extinguisher contains about gallons of liquid, yet it will generate

,pbout 20 gallons of foam. The foam blankets the fire and smothers the flame

by cleting off its supply of oxygen. It is therefore recemmended .for flam-

.mable liquid n class (B) fires. Since this extinguisher contains a consid-

arable ,thnount of water it is also effective on fires of ordinary combustible

class (A) materials.

DET STUAN

pode, and.a foam making ,
inner chamber'Contains
'inverted and :the chem-

the extinguisher hose.

jheioadd.streamexrin
eartridge-extingutOer. but, in
tien:Yof an alkali' met
thie !ablution is/effec

s look and operate exactly like the gap
of plain water it contains a special sole-

altsalt. For some 'reason which no one quite understands
tiye on class (B) fires as well as on class (A) fires.

Fr,

This extinguisher...is n- of the most familiar types. It contains special
ly treated cerben tetrachl ride and iS operated ..stfpligk by pumping the handle
back and forth. :The Most.common size container is one quart of liquid. The,

stream will-travel for 20 or more feet for about 45 seconds. When the liquid
comes in contact with heat it turns into a heavy vapor which blankets and
smothers' *A-fire. ItA04 non-conductor of electricity.

The liquid in these:extinguishers (carbon tetraghleride) can
electricalkires. -1:)o not uSe it in close places whet-eyou can's
of fresb air, because-when it,Vaporizes it t4rows off'a gas which

,toxic'and here is-a chance of injury when using this type of ext
,.

be used on
plenty
highly

uisher.

-
This'extjAiguisher has.a .horn-like, nozzle through which carbon dioxide gas

bscaPes when the valve isThpen: The ges blankets and smothers the fire, It

also Is a non-conducto kelbctricity'. 1The extinguisher has a maximum-range
of-about 8 feet but.the hest results are obtained.by playing the discharge as
Close to the fire as' possible, moving the discharge horw=from side to side,

Gas is compressed et 'about 800 to 900'psiJ and 'this type shoald not be loCated

in areas with excessive temperatu es.



tt.

Dry Fhemi,Fal exLingu11ic1,s look somewhat like the gas cartridge,,type.
Operating thewvalve at top of extinguisher punctures a cartridge of:Orbon
dioxide gas, relreasing UJinto the chamber, forcing the dry chemical out
through the hose yhich h a control valve at its extremity. The °discharge
lasts from 8 to _ conds, depending upon the size-. Horizontal range aver-
ages 5 to 12 feet for 4 pound i.zc, 20 to 25 fcct for 36 pound sizp. It is
adaptedto class B and C fire

123

11 dry chemical extinguisher Anown as ' mall type".and is good for use
nn cl4ss.k;,B and C'efireS. They.are available in 20 and 30%pound sizes
114011g the stamp of approval of Underwriters Laboratories:and Factory

The powder isAcnow4.sas FormUla S, having a base of- mono.'ammontum-
phosphate treated with'a Siliton resin and is fOrce&through outlet 1108,0
with-150 pounds of nitrogen- or drY air



Vaporizing

Li aid

FIRE EXTINGUISHERS TYPES, SIZES USE

°ode Acid Foam CO Water

Loaded'

Stearu
Dry,

Powder

and

Used

1 quart to

3 -allons

IA ga1

A al.
1.14 OK
2/- r1]..

5 to

25 lbs.

l to

5 1

1 .0

21- . --;v

5-to 20

bs.
.....w4i.mm..w...A.

ION

Pump type'

Air press.

Invert Invert Open

-valve o

, re

Iv'..:,
I -' -

cartridte

ca dge

air pt ssure

, .

NANCE

Inspect for

, leakage

Recharge

annually

Recharge

onnualrjr.

Inspect.

leakage

wei-hin

p4u1.1.-

pe61-for

legka e' '

Inspect tor.

'leakage

Inspect for

leakage

70R OF

UI
No Yes , Nol ' Nes No

'Approx.

20-40ft.
tilrip-ic-.

30 ft.

1 . Approx.,

8_ ft.

'APprox..,

30 ft- .

Apptox.

50 ft.

Approx.

6 1

QUIRED
TY

Rate of.

pumping:1,'

to,A min

.Approx.

I min:
. .

n.

APprox,

1 min.

Rate _f

pumping k

te 21 min.

ApProx

I min.

Approx.

I min:

ALS
_ ,

CC14- g

CHM.

CB

BiCarboliat

of,sodw,

slphuric

acid- acid

Alum ul-

"phatd,,bicar-

bonate of-aoda

foamin a ent

liquid-

CO2

4ater

/

q

Solution of

alkali metal

lts

Chemica_ y

processed drY

powder

f

NG

TION

No Yes No Yes No No

UISTI7,
. .

FECT..

Smothering

coolin

Quenching

coolin

Blanketing

coolin

Smothering

_b coolin

Quenching

coolin

Qiienchin

coolin

lanketing

smotherin

ON Poor Excellent Fair Poor Excellent Excf!llent Poor

ON Fair' Poor Excellent ,, ' Good' Pact-should,

not be,used

Good
2

,

.ON .:

lica'

Excellent Poor-a oal

not be used

Poor7should

,not be used'

4

Excellent
,, ,

Poor-shouL

not be used'

Poor-shonid

not be usecr'.

uo 46



SUPPLEMENTAL
TEACHING MATERIALS fOR ICT
GENPRALLY RELATED LE54ONS

BOOKLETS

1

*.
FaetSheet-

Fire

n Portab1 Fjrgx rs

a c y Council, 425 N. 4ihigan .AVe.

tin u

tin uishers

Unit 3

Lesson 3 _

No. 199.0, National
Chicago, Illinois 60611.

No. AE-79, Extension
Service, North Dakota State University, Fargo, N.D. 581037

)°-

Portable Fire ExtinkulaherS--and Their U4e.
State University, Exten n Division,

'127

A. 9402, Oklahoma
Stillwater, Oklahoma-74074.

1906, Uni/ersitpf Missouri
.Etenslon Division, Columbia Missouii 65201
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Lesson

Lesson

ADVANCED CO I ICA IONS SKILLS

:Conducting Inforinl Meetings

Public Speaking



OR'S 8E0SON hAN
erally)R,Olatd Information

SOIL! ITT I -loot log, Inform

WITTIVh!;; Studeni be abU. Lo 1
interest of his subord n

' nblective in this area
te

-TING AIDS: Videotape, tau recordr

4IMATERIALS't List of short meeting topics.
Handouts(2) 411i13
Tr4nsparencies (2) 41T1-3

129.

Hhit 4

Lesson j_

n Informal wcting vintals
d achiev n assigned-

REFERENCES: Wiksley, Wesley, Oral m 'nica ona. Mac_illisn. 1430.
York, 14-.Y. 10001

. Capp, Glenn R., How to CommunisolLi21.111,
Inc., Englewood Cliffs., N.- 1966.

e

New

'PREPARATION e_ the lea_

..'-

Give isemeral students'in-t-he:,clasu the , tY 0 -pducting_
short meeting ema,specified subjet.;. Videotaft the. attempts

-
tovhighlight errets-'which must bp imwovect. '-This will eaa into

,..
tha' lesson. .- ' -, ,'

.D.- ine where the skills to coAdud eeting's are,neede0 n -the y
."Id ot work.--

. v

scuss hot;7, one can pro f d a meeting, Cive-ICT 41H1

_ATI -he ormati n
-- .. _INSTRUCTI AL TOPES KEY POINT n o mber to do o ay)

0

PRESE

_asens for holdl
formal medting

-"Diskiss'reasens gpr holding informal_

'-eting
u. 'Spike rumors:that ar6'_i

(,424e

- 2. Discuss pxodqction.figeres
'sChednles. - '

IntroduCe new,emploYees.
'Make'announcements.

. Decide on how to retiè'e monw Eor
club.

A Explain liMits of meeting,
1. Like a women's:dress'7 long enpug

to cover the subject but short'
enough.,d1 keep it intpresting-.-
Usua11y,hetwe15 - 30 minn

3, .Set ime'limit before7
- -hand, announce iti'stick tc, t.

Length o
planning

:eeting and.

or

-4.-- 1itt1e thing's effect the message
Shmi (2Y 41T1
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NTAT I ON _Sp I nu
INSTRUCTIONAL TOPTYS

la!adIng an Informal meet

Proedure lor infoimatien.
meeting
1. I,Iake your announc onE

KEii PO r NTS hisigli Lo remember
_

I ()P,

C. Debnte leadtng an inlormal meeting
1. Keep neoting on subject.
2. ent hulisession:
3. Draw out quiet Individua

teria Tor formati_ seating

a Teit why the meeting is
important.

b. Tell how it will affect
peOple In meeting.,,

.a In whatvia9' wt11 thi, announce-
ment-cRange company's. outOut.. "

b. What part'of meeting is -
least C1'ear

,Reslate main -1)61ntt4.

Clarify gu6stlotied infÔrniatlon.

E. u d.fOr pr-blem
ving me:eting

1, Decide eal pk-Iplcrn

Stat- the to_

,List advantages of
solvin,g-u-oblem
Lt%JoIntacles that st n
ln way of solving
problens.
Suggest possL11e fttolaions.

Decide what to do.

U-- not o but 'do not

Gomilion fau.its of eonfore

loaders .

.

._erin for problem solving

a, .ddtrvin if Olero
j)rcihl,Cill.

alloot prottem.

Causes of problnem.
h. Dedide-on importance of-

Problem. -

-Company produces ,mo
b.. Prevent accidents

)a. Lack of coOp.eration.
Not enouh,t.rasb-Teceptaclas
Carelessness.
List cOmPany's obligation.
List 'employeell; ohliAntIttm,
Slia (2> 4112

a. Talse actima.

Cheek results.
c. Show (2) 41T3.
d. Cave (2) 41112.

F. Problems of usin
1. Readiiig ]eteret.
2. -gakes'spea er _ppear entbu,-

siasttc.

G. PiScusm fa:ults Of confeC6ncg,1 ers
1. I "-, power of position
2. Trying,ito cover too mnen ground.
3. Gettirfrangry.
4. Talking too much.
S. Starting and tinishylg

If 7



AP ICA710N

A-.7- Video-tape meatingn add allew la
Encourage ciao(' to_use meeting gu
solving.activities

II

critic

des in clafla

reruns.

probleufw

TEST

Divide cld Anto groups.. A.ssign leaders and give each group a specif
jproblem to solve in period o<timc.."Give (2) 4143 as guide
for reader.'

ACTIVITIES:

-Paikicipate in organized JdULh conferences poncorei1 ky scbool.

'Assume chtfirperson's role when available.

NExr LESON: Public Speaking-

I.



FOR WANT OF A NAIL

THE SHOE WAS LOST

FOR WANTt OF A HOR-SE
THE 'MESSAGE WAS LOST

,

(

FOR WANT OF A _ SHOE
THE HORSE. WAS LOST

FOR WANT OF A MESSA,GE

THE BATTLE WAS, Losr

FOR WANT OF A RATTLE

THE KINGDO.M WAS LOST_
4-

...ALL FOR WANT
OF A NA L .

LITTLE THINGS AFFECT THE MESpAGE

rt

I r a one y 4 171



GET THE
FACTS

REVIL'ALTHL
Fti4D.OrT 1,TAT RAIUS

'AND VLKNT CUSToMS
APPL-Y.'

TAL WITH ALL TNV1V D-
VAL!:; CONCERNFD.'

.V3 001.14J1)N!-YAND

WEIGH AND
,,.DEC1DE

rIT vAcrarTocEviu.
FONS.IDER RELATIvF,
TTPORTANCF OYFACTS
MOT P0 SSI1,11-7... ACTIONs

i,:.1.!.TUERF?

IIC1' cTruEs

VOLIG4F0
nK

2NDIViD0/(ts,

D0N"r.JUMI-;.-T.,

111

I 15



TAKE ACTION

Akr,,-, YOU -00111,R;'.'. 11YEE

TflTS ygriC,;nri, bo.you

VER HEEV IN RANKINC2
SROULD Y00 REFRR
TO YOUR SUPERMOg?
.WWAt THE 1114ENG OV
YOUA ACTION.,

CHECK R SULTS,

0

WIte SQON WILI
Fourov UP?
RON OTTE& Win Y00

NEED TO CHIA
NNyCli FOR C61NOES

Wr*raffiTuDES,
RELATIONSHIPS.

-

TN

=Jr]



!low to Profit From.a Meeting

, Meeting are ofteii the suhject,-f jokes . "If there's' onithig we all
ped on at the meetIng, it's that niie of us can agree m.anything"

1 y be one your've heard--or told yoi4self.
.

Or'maybe you've heard the stOry about,the fellow ttended a town

meeting to hear the mayor speak. After the meetipg h dken up, a,friend

asked htm what the mayor had said., "COne to thirlk of I'm not sure,"

came the reply. ."Ile really didn't .say!". .

Unfortunately,, too many meetings are unproductive. fiut they shouldn't

be. By definition, meetings are designed to bring people togetber for a

common purposetp solve problems iihey share or to dectde upon some course

f action satisfactory to all. And,they canBut only if everyone Involved
willing to participate.an take an fnterest in the nee ings they attend.,

G TM MOST OF MEEtINGS

Whether the subject is safety àr security, cost control or energ con-

'servatiom, chances are,good that yo 're required to aftend a number of

meetings each year as a part of your job. To do your part to help make the

mostefthosnmeetins:'

istel closely!
points.

bei

Once a spealLer has finished, as
don't understand.

so that you'won'Cmias importar1t

questions if there is anything you

And d -hesttate to atfersug estions-or give yOur op nions when

they re asked l'or: Welp make theméeting a successmake it a real
mcetJng of the,minds

Randout 2 41H1



1. GET THE tACflrS :.'

Reviqw he record.

Find oi4t what rules aad Tlant

ran t individuals concerned.

Be 'au have the whole story.

VETCH AND DECIDE ,

Fit ie facts together.

Consider their bearing :

I10V TO EANDLE PRCBLD

'each other.

Check practices and pollcies

Wilat pos ible actIons are there?

Consider effect on individual, group, mnd pruct4on.

Don't jump at conclusions.

TANE ACTION

Are you going to handle this youseif

Do yeti need help in handling?

Spould you refer this to y supervisor?

Watch the timing of your action.

CHECK RESULTS

How soon will you follow up?

How often will/yOu need to check?

Watch for changes in o_ put, attitudes,nd relationshipp.

Did your atipn help?

141-.

Handout .(2) .4111



DETAX1JW DUTLES OF THE COOD CONF,ERENCE MEMBh

V

ContributeS ideas to t1edLacusgion

Understands wly he Is attending the meeting

b. Makes sure he understands the problem
Understands the facts
Offers facts and ideas

e. .Maintains dissenting views in face of opposit±on

2. istens t the ideas o t other'

Understands the viewpoint of others (tolerance
Helpsothers to develop their views and ideas

c. 'Is_cour eous
d. Is aler
e. Lidl'ens fmlfy and thinks

Considers theprobleni objectively

a. Maintains an objectIve attitude
b. Avoids giving or accepting opinions as facts
c. Avoids becomdng emotional
d. Maintains confidences and avoids gossip

4. Contributes to orderly c nduct of meeting

a.

b.

C.

d.

f.

143

Attends the meeting and is promp_
Helps the leader maintain order
Is orderly hisself
Arranges matters so that perso al interrupt ons are unneccessary
Awids side conveaatiohs with neighbors
Refrains from dominating the meeting
Stays on the subject'

1 4

Handout (2) 4183



4. i PPLEKENTAL

TEACHING mmins POR ICT
GENERALLY RELATED LESSONS 4

Lesson 1

BOOKS

Capp, Glenn R. How toConuntcateOrl1. Prentice-Hall, In

Englewood Cliffs, N.J., 1966.

145

Hughes, Mhry Louise. _____-gLA.mTheTeena-nang. Riche ds

Rosen Press, 29 E. 21st St., New Nrk, N.y. 10010, 1969.

Wiksley, Wesley. Qr1_ggEolQ1c2110.1. Macmillan Co., New YorkN

10001.

FILMS

o Conduct SCUS Clearly eiwlains some of the baste princi-

- pies of methods which diScussion 1eader can use in order to insure
effective and satisfying.discussions, 25 minutes, 1952, state.

e and Communication. Gives understanding of our heritage of spoken

and written language and its role in the comm nication of ideas,

16 minutes, color, 1966, state.

TRANSPARENCIES

--mmunication_Process. Consider speech mechanisn outlining and inter e-

latimIship of audience and speaker visual products division, 3m

Company, 3m Center, St. Paul, Minnesota 35101

105
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INSTRUCTOR'S' 1ZSSON,PLAN
Generally Related Iniormation,

SUBJECT,: Public Speak ng,

OBJECT11.1 , To develop student onEidence so that
self and relfty information to a.large

it

on k

he may express hLiu -

ouR of people.

TEACRINGAIDS: Videotape, tape r -order. Transpa enact; (2) 42T1-2"

REFERENCES: Bordeaux, Ihn, Ho p TaIk More Effectively. American
Technical Society, 848 E. 58th St Chicago, Iii 60637

4

the lcar er

1

A. Inform students coneerningthe importance of preparia and present-
ing information to groups tn an organized Intelligent, understand-
able manner. .

.,
S.

Videotape equipment shoad be used dbring spdeches to assist in
developing 'the student's style 4nd presentat'on.

Suggestions for a
successful speech

B. Reasons fcJr speech

A; Discuss criteria for a success ul
speech

1. Know your audien e
2. Don't memorize

Nake an outlina_
. 4. Knot.: your subject -ell
5 Practice your speec
6. Use good-eye coqtact
7. Speak loudly and clearly
8. Be moderate in movment
9. Use gestures for emphasis ,f

10, Show enthusiasm
11. Involve audience
12. Rave good posture
13. Be dressed proper y

Draw other suggestioas frcn students
and list on the board.

B. Discuss rea _ns for spe c
1. To interest
2. To'infOrm
3. To stimulate
4. To convince
5. To persuade
6. To entertain



rf4f,'S_ENTAT TON_Aq on t ad)

1:Nyipir.cr I.O.NALL yoP_t- CS

Typta of !ripoccli

Speeeh preparation
including content

. and referencek

'Char cteristics of a
successful and problem
sVeaker

147

KKY POTNT1 thfrip In ri,memher to do or tiny

Discno 13 'types ci olle I

1 in ormatiVe'
.Persuasive

Explain criteria4or speeth prepara-
gion and content.
1. Be fami-liar with subject
2. Use reference, materials
3. Maintain a contro,Iling idea
4. Have an apprOpriAo intro-

'ductio5-and conclusion.
5. Make-lt concrete and to the

point.

6. Can bp argumentative as well as
Aoersuasive

Ask s udents questions concerning the
al;ol.te points.

Stress the supplemental reference
.materials.

1. Illustratio:.
2. Comparisons .and contrasts
3. Specific instances
4. Facts and figure

Example of using
job re1ated-ideasfor-
coop student in or an-
izing aspeech%

'Discuss characteristics of successful
and problem speaker.
1. Qiullity of vocabulary
2. FrIendly,
3. Firmness
4. Correlation of subject and

audience
5. Regard for listeners

Show. (2) 42T1

Draw gge lion from students to helip

problem sPeaker to-overcome di ficulties
and list 'them on'the board.

F. Discuss '.orgd

1. Cooperation
2. 'Attendance
3. Neatness:

Safety
5.' Reliability

'thoroughness
7. 6ccuracy
8. Inttiative
9..--Efficiency

10. Attitnde

g a speech.
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ow (2) 421.

I.

to do or sav_ _

3. APPLIC ['ION
5

A-. Have students make a basic out:Lin of a prepared speech.
Play' recordings made .of a speaker ,c410 0. tape'regorder
and let'students,potnt out the good anA had peints of the
speech.

(4 Have students practioe role of speaking and:articulatlen,

Have ea01'student prepare and present a speech on some phase ef,rhig
VICA or ECT. The student will be evaauated by both.the

,ater andthe other students-in the class. Use eValuation fot-mg.
Tape each student's speech Mut replay lt

SUGGESTE6

A. Have experienced speaker tall- to students. Later have:
students evaluate them.

B. Have students enter.VICA speech contests,
C. 'Give students a subject and have them give a 3thinute

impromptu speech, (Use lottery system,)

a
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SUPPLEMENTAL
TEACHINC,MATERIALS FOR ICT
CE,NERALLY RELATED LEOSONS

BCOS

Unit
LessOn

153_

Bordeaux, Jean, 80w_toTalk Nmertcan Technical

Society, 848 St., _icago, 111. 60637.

E. C. Buehir and Richard L. Johannosson, Contest C1-atior.

The H. W. Wilson Corporation, 950 University Ave., Bronx, Neu
York 10452

liegariy,, Edward, IheSucc_essful Speakers PlartIFIR(.1u4de. Mot7a--

11111'BuoiteCo-, 1221 Ave. of the Americas, New York, N.Y.
10020, 1%70.

McCall, Roy C. , Fundamentals of *peech. Macmillan Co., 200 Park
Ave., New York, New York 10003.

M'cFarland, Kenneth, El2A2,TEce in,Pubjlsiying_. Prentice Hall,

Inc, 521 Fifth Ave., New York, N.Y. 13017, 1966.

Sheiter, Harry, Huw_t.uiL-tia, Taks. c d Oral Re orts. PoLkct

R'ooks, ine 630 Fifth Ave., Neu rk, New ork _1020, 1963,

welbh. Jameti J. 41-!cSpeuch Writin0 Wide. John Wiley &

inc., 605 Third Ave., New York, New York 10016, 1968

Yourse_if AcroS. Nh0ws th0 rule of tt4
in putting ideas auloss to the audience, 21 mirages, cPier,

1968, state.

TRANSPARENCIES

Oral Communi.cation. Icaehet dIrected,Iext plus 20 visualo. Vit-;;t1,11

-t.oduct Division, 3m Co., 3m Centlir, St. Paul, Minnesota 35101..

I
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[CT

LIN' 5 a

UNDE1r9I-N6 IN

Les son 1 'Ay Insurance'?

Les son 2 Aut 0 Ins urance

Les son 3 Ll Fe Ins urance

Leg-son 4 Hospital lz at ion I nsuranro

C-1
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, IN --.STRUCTOR ' S LESSON P LA14

Gene r al 1 y Re 1 at In fPria t on

SUBJECTc Wly IR s ce

OBJECTIVE: Tlie studQn t w.111 _be abj -2 to de st..1 coll pr of

di fferem types Of i umn ran ce ::=]...nd do fint2 p rift :A pal Nertri:b.

,

155

fel t '5

Le 's5o7-1

TEAtIIING AIDS: 16=1 Projector, OverheM Projoctr

/

MATERLALS: Transparenacs (2) 5111,S2 St_uclent_ NothookNi

1-isks_, 12 mirlutes, 1W, .2,tafe. /'
5IHI Study(altz_ f

i

REFERENCES _Po1lcies 1,or PxoLeC'tion. Eduction Divis1on, instinite

__D f Life Insurance , 277 Park Avv, , New York , New York

1973.
Rode mns Make Money Behave . Intat74 tufo of L4 fe lftsuran

2_77 Park Ave., Neu Ycals, Ne\,,, York 10J-2.2,, 19711.,_

Suceeedisp in the Wo716 pf Work. MeKnight nod McKnight.

B loomingtOn, JIlinois 61701, 1972

17.TEPAItqlON (of ff-W h_-sarner)

A. wh,n1f L» 1116trrafice protection-2

tihert, wt buy losnrance
C. What typeti pf urance a

D. 14-bi-at ts the-4-purpose of insf:fonce conp4nic,:
.

.

-2. 111ESKWriVIION (of Che in(orMzAtion) _
INSTRUCTIONAL TOPICS HEY_ PO EyTII_ th o remember _to do _or s )

ao _encep A. NEIcuss why ,;tindent nmst 1-cnow conceptsA. n c

1-t.nce; r I ns lirohce ,

I , D|ykx
1,,c on om le ft k s

3. Sh or t ni;.thc e conm rt sks

Why, economic riAk shari ng As

1-)e fter than I ndtvl duo I economic

rt sk bear (

ro-Tu.1 J Oil Ill

RI ikt.A y' bL). |oonrnd
:-;howl i.,-I SIU ntm_h- ||(uko

-( '2) 5--1.T

(7. 10 tcy ( ) T.2

10 a : Fa( t:ir:3 th Lc rrnIne

1 It

-_cost ot promInc.i

Eileht I/1 Wii y )I.pt) ;Int_ La
Ivizt

PrOrd

Prilry holder, msd thssred



ESEWI-ATION L icz trieud

:;E-:-/Ril CT ONAL TOP ICS (taYs Lo t-ertlembcr to..do_or sqy)

-1Y-73tirar.cr,J

in ur
tiI 1i ab

sotfoi insuralIce

culf01402

sciffts

Tilsurat-.10 intcrest

11- oE board ,and
f-rom

11 Lf.

IL

a lc,: Rep la (1_2 IRLIL I li ii TT-
Explalrit Act

1 e

P.cli-At a s I t 11J di n 0un t vpen

Ins tiranQc_
1 UOvv,ip l Cyril ILL n n ur

Workmd.r ven,._:1;1 I 1. in
Dincd? 11 i

Soc la 1 8,1: id:- i

5 . , LIahi 11 t

6 P r 0t0 c I 1 n

7- hooile

8. too r t. 0 51 II 1 .

Emi la 10 : Ii ahi 1 ltv

pTOLU t(pn 110une.

APPLI CAT ION

IJIL I Ui1L1L g I vV (.11,1 inr t_ 'q 0 1

11.1 (.1 o t I .

ti 11 avc tidut 11nt 10 di 1=eIctic

d

1:ty i t,ettet- 1

tiefl t tons t.,t)

T-Et

.,I1'

A. SIoLien in (IeLLrjbC Icept t ruttiv,At
t =2i-tut-J.

H. n t udoel!--1 -1111n1 ct e n t qui .

SUCGF.NTED

l-ot ;,.; !cilia 4 Lit
Lt) & I m1/1

::11(7 tIt tI 111_g

11- IVO rtitwo z t

'um 1 c_ r.I I ;h:IL r. _IL,

Iii

;1v0 n t udont n

-:_tdd II Ili

L ii Li Ii 1r, '1_ 12 1 w tvid

Li IL, W,l I 1 LII t ar I;., i)

t -11 1; t I Li ,j9.1.:i I II N/ Old 0 kI lit MI I k. I 1

I,C ' 1 I t. tide Ilt II il !II, ,,I1L iL 1 10 11! ,

II:1V o )ii ti(1,11 1.:1 I 1 11111 .11 ;11 .. c, ' I cik ch ())..11,)1

NENT Aitt i 1 11;411

;IP
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A

Mitillinqin

ELI ILL, I NC TOGO-HER FOR MI UAL PROTEU ION

AGA INST 'THE UNFORSEEN AT A -REDUCE COST

FOR THE I ND IVI DUAL

_ -

Tran-ripn roucy (2) 5112



UNO IXorftENT

WORKMEN'S COMPENSATIO-
INSURANCE AND SOCIAL SECURIT'r'

Stud iz (Rap Session)

Directions: Read and complete assi Imola

UNEMPLO _-NT INSURJ\IN

"Students are not eligible Li unemploymen t insurance since they
are not available for fall-time employment. A student .is deemed net
to be in emplbymeni under the law if: (1) he is in regulaE atten-
dance during the daytime in an institution of leaTning and performs
services as a palt-ine worker during all or part of the school year
or regular vacation period; (2) he is working under a cooperative
work-study program approved by the State Commissioner of Education
and rg:ularly operbted and supervised by a local board oi education;
(3) he is working under a pO1st-high school work-study program in
a recognized institution of higher lnarning. Nddltional infoimation
may be obtained from the rcearest office of your State Employment
ervice or from the Bureau of Employment Securi y, U.S. Department

of Labor, Washington, D.C. 20025."

i a govIIIWWW=lp--,uz-7,01 d _

by Lhe Bure au ii Old-Age and Survivors Insurance under the Federal
(Aal Security Act= ft provide6 the worker, his depedent.ti, and

survivors wIth i partial replacemnt of earnings lost.thtough retrie-
ment at or afte 65 or by death."

"MOSE= WL ike L 01 cOt IL 1. J c u I IL irom the cI a I uricy
Act. Among these not covered are certain profess lonal people, some
government emp oyees, and employees Of some nonprofit organizations

.

The Social Secrrity Act also excludes children working with either
parent."

"T. e nei t Social security field of ttçe will supply addtt uh,
information will urovide a form to use Lit requesting a statement
of the account. the record'should'be -hecked for accuracy at least
every chreeyears as there is a limit to ale period la which correc-
tion of errorr can l made.

WORXMEN' S COM ENS/VTL ON

"Workmen - corupons at ton provides payment for necessary medical
careand benefits to an employee disabledohy injury or Illness
caused 1_), his work it imbased an Liao principle that aa omplovor
is rosponslbl.... for pirvsical disabilltv that befalls any of his era-
ployees becr _e of working conditions or the work assigned to him.

Study Ouiz
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IL is iiiiiaijicd that such a workor should nut be penalized turther
by lus ut wages, but that some provision (or reasonable payment
must be made by the employer and counted as a rightful part of hiS
production cost "

"The worker pays nothing toward workmen s compensation
employer pays through the State fund or wdth a private insurancu
company."

"1 n c se of injury the worker should 'get dmmediate mcdi :al
surgital treatment ter injuries or illness incurred on the job.
The employee rrILI notify the employer of accidental injury
thirty days, and of disability due to-occupational disease within
ninety days, Oenefit payments are received in proportion to the
e_xtent of the injury or illness, time lost, and the average wage
law. There is usually a waiting period before eligibility is
established for wage compensation payments. If a permanent d
ability results, rehabilitation training is provided in prepara-
tion far other work. Ira CaSe Of =- employee's death from occtlpa=

receive compensatiotional causee4, his family or d-54-,:-;

-An employer is liable only when negligence can be proven-
Parental :il5Ctit signature does not alter the situation.
Double ropefsoion benefits fer those tindeT 18 Tears must be
paid if negjigancr is proven. jn the event of a permanent
injury, a' minor maY receive compensation on the :basis of tlit

earnings of an adult in the same industry or line of work,

Loin I s

1-11ZIA,b1111i

cc ma ion contact thy 1.!Aal

d

JAi

co flat t.i .16 I L. 1,, 1._ ui a I i t
1,,,11 "... .,,A

Lu-Pt tc ruqittieti LO pdy towatd ,i M,st Itrms ompi
foil, el mor i-111=tine vjorkers Itt veicd by Chi- insu,aurc Idw,

"Wo-k-- a pay a certain sct iinauiuu t that is iegula r Iv us thheld

from their pay checks. fhe.employei, who conti ihutes tlu luhl,tflc e

of the coat for protection, may arraiske for the benef.tt payments
by insuranc:' thuough the State fund, a privdtc hniairance company,

seif-insu ince established by his f Irpu

"Disabled workers may receive 0 Llwit

weekly wage ap (a a ce rtflin maximum weekly lioiiil I N isi mum

perleds 0 minuiusl pa'hncrit are established."

"For

the State

information, apply Lo 1,ocal itt I ire ci
ol Olitce of the Workmen's C n Cie) -d

From: Coclurative Edtreti_Cion Han_dhook lc

Toachcr,Coardinators by Gordon F. Law. Tlio
=

American 1echnic,711 Society., lq/0, pp. 0,

a S
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AS S I GNIAENT :

Write a defense of- opiu1oo Eo the foliowinA statements:

"Part-timers" should be eligible for unemployment, insurance

2. I.C.T. students should pay for their own on-the-job
accident and sickness expenses out of (heir own "pookets"

3. Since I.C.T. students are eligible for workmenl,s com-
pensation, they should al6o be oligiblo for disabilivy

insurance

HOLIdoka (,!) )



TLEMENTAL
-PACHING MATERIALS FOR L 1

GENERALL ELATED LESSON

DOORS

167

Unit__

Lesson

Kimbell Grady and Ben Vi yard cceediagja_ t rk.

cKnight and McKnight, Bloomin7ton, 6 01, 1972.

Magee, John H. General isu ce. Irwt Publishing Company,
Homewood, llinois 60430, 19 5

Mehr, Robert I. pr_ineiplpl_Insurance. lrw K

Comvany, Homewood, Illinois 60430, 1967.

Riegel, Robert, .n ance iples and_pract.ioe. Prentice
Ha Englewood Clif New Jersey 07632, )966.

BOOKLETS

f3u.-yin. Insurance. Depar en of the National Lt._ Association,
Wash1ngton, D.C. 90000.1201 16th Street, N,

A FT.11.21g_11,1L_112PS
Information Inst1tute
10038, 3rd Ed.

I

Policies

Park Av

and Liabil
1..10 William ,

Inst-

_, New Yorl(, New York

fa6urance Information Iftelti A 11U

New --)t-k, New York 10038.

Protec fusfitnto of I.. o Ihtalk=ance

New atk, New York 10 1.973.

Tho worrv Go Round. Eno c01 Tiou I. lA ul 1 1 Ic iiuui OflCC CuIuIucuU
liar tford, Conn c 061 )].

FILMS

rtriL Economte t<Isk. ,ihowo how 16_ 1 1 k otd .1,,I1ile,,

insurance teirms, 111us- tes the 000flOtIllu. StOk1 we face alla

the importance of Itio ajid property Insuranre. 12 mtnut
1962, State.
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INSTRUCTOR'S LESSON PLAN
Generally Related Information

Unit_

Lesson 2

SUBJECT: Auto Insurance

OBJECTIVE: Thv $tud,,-,Ints will be able to describe che various
covOrages of autommbile insurance and be able: to
coTrectly complete a Virginia Accident RepOrt:

TEACHING AIDS: Overhead projector, student notebooks

MATERIALS: TranSparencies (2). 52T1-6, policy tom student.

Haodouts (2) 52H1-).

REFERENCES: Do Yo now? Insurance Information Institute, 110
William S reet, New York, New York 10038.

au5,1st24111_z_Inthe World_of Work, McKnight aud
hanight Publishing Company, Bloomington,
61701,

SPEAKER: Auto Insurance &gent

1. PREPARATION (of the learner

A. Introduction (refer -to Pretest (2) 52th.
R. What io adequate auto coverage?
C. Can you afford not to buy insurauce when you buy
D. Relate incident of accident without Insurance.

_ _

2. PRESENTATION -f -he information __
INSTRUCTIONAL T KEY POINTS (thin _to remember to do or say)

yLiui

A. Coveravo of A. Discuss coveraget-J available 1'01 Lcit-6-

Automobile Insurance
1. Bodily Injury liab.ility l. Discuss bodily injury liability.

a. Who-1s covered?
h_ What is covered?

Pr-emium and limits
d. Advantages of_ uwntug
e. Disadvantages of owning
r. Refer to (2) 5271

A. Point out state requirements
for liability.

) Property damage liability .' Discuss property danage Liability.
1. Who ts covored?
h. What Is coA:yered?

.

c. Premium and Limits
J. Advantages of owning
e. Disadvantages of owning
I. Point. _out state require-

ments for property damage.



L69
/

I ON (2... un_L 1 n (L)

ba.Y MINT. L h nE_s_ i`u r,qt-wrilb tH do or s ay )lisiSffftM.TIONAL TOPICS

g. ST-RESS: Both bodily -.1.1q0rY

nnd property dam.*e,Are 5.0dd

tow2ther,

3. gedical payment in- 3. Discuss medical im-atriliorT--
-

sUrari c e MOR
a, I4110 is coverPc17"v,
u. Ofildt IS covered?
c. mi CS 01 cove rap,,o

d. Advnntciges of oWill.tp

UisadvanIages of ovning
1, Refer Lo (2) 521'2,

A. STRES:=2,: how prOill,uus

nro establisrlOd alAd

the role of the Virsinia
Slate Corporation CoM-

i on

i,0 I it-, ion collilod
Who is vovorod7

6, What_ is covered?
e. Policy limits iind-ded,uc-

iihies
Advant4iges or ov,vine,

c. Disadvantrites or ovonikp
I. ',-lTRESSf: Necoss,,Ary if

financing ,,:orripony hOs, a

loan op car. Good to
have on late model eor.
IL,H,or to (2) 52123.,

"-h,, (1,11-= s 'compreheus lye I k e

A,,n161,-J

.1 1010 i^ coverod?
1. WhAL |^ coveod-.'

.111-1(1

d. Ai n 4-W k.,).V4 n

s 44-!,es

f or to )

C. \w, 1,111.1t ",,tc (1,1

I ---h,117100111' !-; t:

Uhce .a-1 I k

ASIgUCd
Who LL--; coverl-V

2. Wfint i-uovorcd?
I. Promitm, whv it |s ftl01

4 . i'LdvaLn S

5. 1)1 1 ;Igor, I crwu

h. STilESll: Thin itL

auLomobtle
hv tht. 01 Va.

/\.'; )1,11C y LI) I I y

t,t) I I V c,IN; , C ,A

tut| `w|cxs p rotn:i

Itok p;i1d.
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continued
INSTRUCTIONAL TOPICS

PRESENTATION

C. Other Auto Coverages
1. Uninsured motorist

MotorcYcle Insurance

Auto Club Insurance

Road service

No-Tault Insurance

E. Define Terms

REY POINTS thin mber to do_or. sqy_

Discuss other coverages.
1. Discuss uninsured mo o iat.

a: Who is covered?.
What is covered?
Premium
Advantages of owning
Disadvantages Of owning
Refer to (2) 52T5
Ask: What would happen
if you were in an acci-
dent withan uninsured
motorist?
Explain: Uninsured ,

motorist fee and coverage.
2. :Discuss Motorcycle, Insurance

a. Similiarities, to au4P,

'insurance,.
Differences from auto
insurance
Specific li itations

d. Premium
e. Explain: Motorcycle

liability, property
'damage, and medical
insurance coverage.

Provides blanket services
especially when out of state.'
Discuss types of road service.
a. What 4s covered?
b. Advantages of owning
c. Disadvantage& of owning
d. Premium.
e. Refer te (2) 52T6.

Discuss,No7Fault insurance-,
1. ,What is nofault insurance?
2. Advantages
3. DisadvantageS
4. 'STRESS: Not in effect in

Virginia; only a few states
have it,

5. STRESS: PremiUm savings
and why (from Massachusetts
and Florida experiment).

Discuss -_he terms.
1. Claim
2. Coverage
3. Deductible
4. 'Driver Classifiea ion
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APPLiCATION

A. Briqg in auto insurance agent for question and answ, session.

B. Have lilYcal police Officer discuss Ace 4ent rOpere.

TES

A. Have student determine the Amoune of adequate coverage they
will need for eheir auto.
Have student's redd and dincuss "In Case of Accident," refer

to (2) 52H2.
C. Have,students compjete motor vehicle accident.report,

(2) 52113.

5UGGESTED ACTIVITIES:

Read and Discuss: Succeeding in the Worid of Work, pp. 318-324.

NEXT LESSON; Life Insurance



LIABIbilT? INSURAId IS REQUIRED BY LAW:

I.',PRQPERTY DAMAGE

.2.00DILY,INJURY CAUSED BY YOUR CAR

1 6



GOOD Ti=116
IN5URED

AUTO INSURANCE

MEDICAL INSURANCE 1$ NOT REQ.y.IKD

(3Y' L4/*. IT.PAYS'DQCTOR AND. HOSPITAL.,

BILLS .CAUSED BY ACCIDENT IF INSURth

1 7



COLLI$ION INSO ANCE IS NOT
REQUIRED BY LA

IT PROylbEs THE INSURED WITH!

I. BLUE BOOK-VALUE IF -A.13 IS TOTALL(.DISTROYED

2_ THE REPAIR OF DAMA ED PARTS AND FINISHES.

COLLISION INSURANCE4M 151 ALWAYS HAS A DEDUCT-
ABLE CLAUSE.

Tr.-Anspar, (..2) 5L.



CO PREHENSIVE .'INSURANCE. IS NOT RE:WIRED

'BY LAW. IT. pROVIDES ADDITIONAL COVERAGE'

FO YOUR cAR 'AGAINST. FIK WINbiTHEF1;ANp.'

G ASS BREAKAGE,

:1

130



,DRIYER WITHQUT LIABILITY INSURANCE,

ARE REQOIREP BY LAW -1-0-; PAY THE

UNI1N$URE) MOTPR1ST FEE

'THIS I -A 'FUND ..USED TO. PAY FO0.

DAMAK ..WHER UNINSURED MOTORISTS
'ARE INV LVED,

131
Transpironc v. (2 ) 52T5



TOWING INSURANCE

IS 'NOT REQUIRED bY LAW IT
AFFORDS COVERAGE IF A
VEHICLE BREAKS DOWN AND
MUST BE TOWED IN FOR RE-
PAIR.

1 2



OPTIONAL, PRETEST

I. Who can purchase liabilIty insUrance

4)
Does the State oftVirginla require drivers LO have a till
liability insurance protection?

In what way are students able to get a discount on liability
insurance?

Can you lawfully drive wIthout 11.ability u ance? Explain.

5. Who is an, uninsured motorist arid, why is he lawfully able to
drive without liability insurance?

Handout (2) 52H1

133
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-IN CASE 0- ACCIDENT

1. Check to4see if anyone js injured.

2. Do not leave the scene of an accident.

.3. Notify State Police or-HighWay Patr-1.

4. Take date, location, time of accident, names and addresses
persons involved, injured persons, and witnesses.

Do not accept responsibility of risk bef re notifying your Agent

- or company.

6. Jqotify agent or comp F.

Do-not aisouSs accident, but record remarks and discusslor

made.

134 -Hondout (2) 52112
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LA)

WHEN PILING REPORT OF AN ACr

CIDENT, CHECK YOUR DnivEns

LICENSE AND USE THE EXACT

NAME, DATE 'OF BIRTH AND

'LICENSE NUMBER SHOWN ON THE

CARD;

'

COiAMONWEA1.111 OF VIRGINIA '

. . .

n .

vIVISION 01F M,OTOR VEHICLE
.

, Box 27412 Rithmand 23269

. .

i a . I h
Motor Venicle Accioent Keport

WHEN FILING REPORT OF AN Acs

CIDENT SHOW THE EXACT MONTH,

DAY ANO YEAR, THE OAY OF WEEK;

THE HOUR AND THE CORRECT

NAME OF THE CITY, TOWN OR

CooNTy IN WHICH IT 'OCCURRED.

reti$t

make

,

either

l'ailure

end

The

cident

_It you

1. I.Jr,o

2,,, Print

1.

ans,,Ver

4

5

yet:di:les,

5enii.iNiivr,

05, Ina

or

(110

./ INSTRUCTIONS
,

The driwr of any witiicle involved 'rn any/4Am reWinaili itipirio$.or death Va any oursiOn Or prOOirrty derrieee It) en apparent extent of WO Or
4 1

within 5 MI file a turbo of tho iiCCI int With the Plyision of Mom Vuidcles, illar driver inhelically incapable Of filind a %Ott 0 occdOent oUle
, .0 report must du so. A witne$4 may so be required to iile ar'epor.

All such reports received dram driver oewpants, and witnesses aro for the tolifirlential ute of the Lliaision and cannot be used for evidence in any

Civil or criminal, . .

Title 46 1, (Aver 5, Code of Vitaihie of 1950, as arneniko,

to leport an accident witlitii '.I, days or f &lore to give correctly 'the inforrnat ion reauirod imOnneetion with am/ requisite repoM is 4fridenlelinni:
. i

shall congtituto 4 ground tor susof nsion or revocation of operator's and clapffuur :lumps and ma;stretiOn plataS.Of the person folliril to rnalse,the repOrt!

tiurow of this plport CV to Obt,:0 inforrnatiun,ellir tO, tile administration oi ,,ne Ei,atoty Responsibility Law and tu ()Wain data woeful fl

ureyention Compiett and cigar answer; tO all L;oelions ale noreafary, An Lcorore of iginal report Will avoid the nacev,iny fotsupdlamentery repuW,

have diffieulty in filling out/the .enort, consult yout noarqt police authority.

MOM,

to

trial,'

.

ac,i'

be

on

Or

ek

,

IF INSURED, BE S RE TO SHOVV THE CORRECT NAME OF INSURANCE COMPANY AND POLICY NUMBER!

tyuowrltor or write plan ly In ink, . ,,

all.namo and arldressis, 7, A mini.blke! tialkbilie, bicycle or animakdrawn vehicle should

Answer ,111 oUvitions to t le hod of vein .knowlecnp, If unable tu
reCorded as a vellicie for the ratifpffin of this wood. A per!.on

any qutistion mar "not known,"
skates, coaster wagum sled, etc., should he classed as &podeStriall,

. oesc,rme Ole conveyance anO indicate exact location ip ine street

Undef "Location of Ard lent" end or diagram show sufficient infer,
ili9rnyey,

mating tn locate exact .i,ene Of.trie of,cidenL
E If ac6ident invOlired a fixed Objeet, deacrItie fully and ihnve ;A

Under "Tyne cii VOiLl ''. indnite we qn. gt kronor tornbleation ot
act location IN whether ,I was putter ted by flags olintipo icPor

i.e., Nadi, Hon xid 2,wheul house Ihiler, :Factor end

iruck, and -wheel trailer, niutorcycW,ete..
bp

.

nature An.; ove it of ail damages Onti 410)6 .mpit be cleatlY
' 9. lise a sotorfd 'Oat form or a shoot of plain -paper ot the Arm size.

ri oonmic telt statisi, Ohk!revor J ,lertor's statMent of injuries
to report additiOnel vehieleg, injured persum, or Witnesses, ur any

i vraqa oti,nate if l'hi: 0,).! (,1 repairs is anMetli,ataiv available,
other informariOn far whiOh ,thoro is insufficient spaco,

Mit iwrriio-,i0t,. 00(CTWit,i (lox A or c,irer ot rilitirt4Te, 10. $6) tho wpm io the spe le trovIdee.,
. ___.... : ....,._

7.
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No 2, going nor$ on Adam SHoor !Ad fa dop boforo enterg intersoction with Mall

Stroof No. I was going oast on Main Skeet: No, 2 wad tho HO/ roar ado of NO. I

and then went arm tho curb at the riddhweit COMO after iftlking b pedearlan. The

pedettrian aro! crossing Moil, Proof from IN tauthweit comer to Ihe northwest corner.

wore
were

r eitat

The right front white of No. I thpped off tho Op of the-pavoment, In wing bock

on the paviatenl lh &Ivor turned toa tharply and allowed hit car 10 06 ta the wrong

ddo 4114 rood whore It thick the Inft rear side of No, 1, Both vahlclet left the road.

way after lha collision and No, I Ow Melt a tolephono pole,

INSTRUCTIONS FOR LOCATING ACCIDENT AND MAKING DIAGRAM

WHAT TO SHOW ON THE DIAGRAM1

(1 Dictioni from which vehiclet (or vehldo) were approacNng before accident, lame for pedettrian,

(2) Point of collition, (Can orlon be determined from knit in roadway.)

(3) Whero vohiclot lot vehicle) camo In reD oho talk&

WHAT TO SELECT AS LANDMARK, FROM WHICH TO MEASURE DISTANCES;

(I) A NUMBERED telophan. or ilectric power polo nearby It mast latish:dory, parlicularly in rural arias BUT DO NOT USE AN UNNUMBERED POLE.

121 If there is no nearby Nmblad pale, other good landmarks in rural areas ark culvert headwall (number to be recorded, if any), house, born; rail.

woy CPOillig,

(3) In diet, measurement; may be taken from the curb line of neared cross Waal Houser and business plucus in cities can alwayi be Identified by

shoot number,

HOW TO TAKE MEASUREMENTS1

(I) Uto yarditkk, or othor meawring Inttrumant, If available.

(2) If not availabla, measure by stepping off dlifancc Walk with customary inido, do ilos try t lengthen Pops. Report $e number of slop!, at

Niko along th roadway, and vote whothor dips wero takin by man or woman.

INVESTIGATING OFFICERS ARE REOUIREo TO FILE AN OFFICIAL REPORT SEPAgATELY FROM THE REPORT OF EACH DRIVER INVOLVED, OFFICERS SHALL

SIGN THEIR REPORTS IN THE SPACE PROVIDED AT BOTTOM Of REPORT. NOTE, INVESTIGATING OFFICERS SHALL NOT SION A REPORT MADE BY A

DRIVER.

THE DRIVER Of EACH MOTOR VEHICLE INVOLVTD IN AN ACCIDENT MUST MAKE A SEPARATE REPORT EVEN THOUGH A REPORT IS1 MADE BY AN

moncEmolt OFFICER.
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DO NOT DETACH INSURAN6E CERTIFICATE D NOT DETACH

065 vehicle insurtcr Yes

No

It` !fi vehicle wa; insured, complffi foTowig in full,

Accident Date Location

Automobile liability insurance policy number

15-sued to

bY

City, County, Townj

INaroc of insured]
Effective lite

Name of Insurance company (Not Agent)

Provides lirnits of 101)1114 equal to those required by the Financial RSoibiIity Lw of Virginia

Yivir

Licence Nornbei

VEHICLE INFORMATION

_ Make ID No .

(Ford; Chev ly., ntc.)

Owner $

Name

iS1 Mf iddle L_iiit

X tAddrols)
0
0
04 Dnver's

0 Nome
0 irg middle l_rni
rt

YOUR PRICY CONTRACT REQUIRES YOU 10

REPOT THIS ACLIDENT TO YOUR INSURANCE
LI COMPANY FAIL LIRE TO DO SO MAY VOID THE

POLICY

t.4.)

rorm ;,1

0

State,.

Driver's

License No

flirli Date

Address

SIr.nutkire ot ['Orson sobninq.Roport

Udiu

142
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BOOKS

SUPPLEMENTAL
TEACHING MATERLALS FQR ICT
GENERALLY RELATED LESSONS

Unit 5

Lesson 2

Brainard, Calvin H., Aut ohne Insurance. Irwin Publishing Company,
1818 Ridge Road, Homewood, Illinois '60430, 1961.

Keeton,
18

Robert E., After 940 Crash. Irwin Publishing,Company,
18 Ridge Road, Homewood, Illinois 60430, 1961.

Kimbell, Grady and Ben Vineyard, Succeèding in th World of Work.

McKnight and McKnight, BLoomingto Illinois 61701, 1972.

O'Connell', Jeffrey, n_e_jaju_zyjnijustr

Insurance. University of Illinois, Urbana, Illinois 61801,

1971.

Woodroof, H. G. A:_torabilit-- andthe Changaw. Oceans
Publishers, 1972

BOOKLETS

&-V-121219hication. Insurance

Information Institute, 110 William Street, New York, New York
10036.

Do You Know? Insurance Information Institute, 110 WillJam Street,
New York, New York 10036.

FILMS

Casualitv nsurance. A survey of daily hazards connected with auto
insurance. Business Education Films, 16th Ave., Brooklyn, NeW

York 11201, 20 minutes.
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.INSTRUCTOR'S LESSON PLAN
Generally Related Information

SUBJECT: Lif_ Insurance

Unit
Lesson

199

OBJECTIVE: Students will be able to define principal terms and differentiate
among the tour types of life insurance.

TEACHING AIDS: Ov=_head projector, filmstrip projector

MATERIALS: Transparencies (2) 53T1-2, policy from student, case handout
(2) 53H1, filmstrip, "Dollars for Security", Health Insurance
Institute, 488 Madison Avenue, New York, New York 10022.

REFERENCES: Polieies for_Protection. 1970. Education Division, Institute
of Life insurance, 277 Park Avenue, New York, New York 10022

Succeeding in the World of Work. 1972, Kimbrell and Vineyard,
McKnight & McKnight, Bloomington, Illinois.

PREPARATION (of the lear

Why should a young person carry life insurance? ,List.the advantages
and disadvantages. (Refer to (2) 531-1).

P--S TAT ION

INSTRUCTIONAL TOPICS

A. Define:
1. Agent
2. Beneficiary
3. Cash value
4. Claim
5. Maturity
6. Face value
7. Grace period
8. Loan value
_. Policy

10. Premium
11. Settlement options
12. Proceeds

B. Straight Life insurance
1. Payable on death of

insured.
2. Premiums paid

throughout life of
insured.

3. Most flexible type of
_life policy.

A.

B.

/44

ber to 40_or say)

1. Refer to (2) 53H2
2. List on board and have students

go to the board and answer.
3. Explain: Participating insur-

ance companies.
4. Explain: How to use dividends.
5. Clarify: Difference between

individual life insurance and
group life insurance.

6. Ask: How are proceeds disbursed?
7. Discuss: Ways you can buy in-

surance. Refer to (2) 53H3.

1. Show filmstrip "Dollars for
Security".

2. Ask: How does life insurance
affect your daily life?

3. Refer to (2) 53T1.
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. PRESENTATIO

4. Least expensive per-
manent type of life
insurance.-

5. Cash value.

C. Limited - Payment Life C.
1. Lasts for the life

of the insured.
2. Premiums limited to

set number of years.
a. 20 pay life-

, premium for only
20 years.

, b. Paid up at 65 plan;
3. The shorter the pay-

ment period, the higher
the premiums

4. Coverage is basically
the same as straight
life except that the
premiums are paid for
a specified time until
policy is paid up.

5. Cash value.

Term Insurance D.

1. Provides protection for
specific number of years.
Payable at death.
Some types are renew-
able and convertible.

4. Premiums increase with
age.

5. No cash surrender value.
6. Offers most temporary

life insurance for the
money.

7. Cost becomes prohibi-
tive after middle age
of the insured.

Eridowment Insurance
1. Premium is paid for

specific period of
time and policy
becomes paid up.

2. At paid up date, policy
may be surrendered for
face value, left for'
interest or converted
topaid-up life policy.

3. This is basically a
savings plan,

4. Clarify:, Vhdle life insurance
and ordinary life in urance.

5. Ask: What detsrmines cash value
of a life insurance policy

1. Point out purpose of life in
ranee.

a. .To insure income for the
family, in case of death
to the policy holder.

b. To build up savings that
can be used in an emergency.

2. Have student bring in a policy.
3. Show different coverages ih

order to explain questions
that students might have.

4. Explain: Settlement option .

1. Draw from students the advan-
tages and disadvantages Of
term insurance. List responses
on the board.

2. Ask: When would you use te
insurante?

3. Explain: Renewal provisions.
4. Clarify: Level term insurance

and'decreasing term insurance
by using example sudh:as mortgage
insurance.

1.

3.

Explain how premiums are e ah-
lished.
Refer to (2) 53T2.
Ask: If an endowment policy
was written when a child was:
five years old, could it be
used to help finance chat
child's education?
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2. PRESENTATiON continued

201

4. Savings and cash value
build faster with this
policy but premiums are
high.

Comparison of cost of dif-
ferent types of iniurance'
partne _ for policyholders.

Pointers for policyholders.

F. Compare cost of different types of
insurance.
1. Term
2. Straight life
3. Limited payment
4. Endowment

Refer to (2) 23T

Discuss pointerg for policyholder.
1. Read policy
2. Safe place
3. Discuss with family

_4. Review

Refe __ (2) 53H4

PLI CATION

Have students read and complete assignment sheets from insurance
booklet, Policies for Protection.

B. Invite life insurance agent to class.. Have a question and
ansWer session by having students prepare questions, prior
to.agent's visit.

SUGGESTED ACTIVITIES:

Have studdnts establish the type of policy and amount of coverage
they would need.

Reading: Succeedin n the rk pp. 325-331.

NEAT LESSON: Hospitalization Insurance
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-- I )-10PE. I PAID my
PiZEIL1101, ON TIMAL

THERE. SHOULD ALWAYS BE

ADEQUATE LIFE 1NSUR NCE PRO
TECTION

147

Trans par enc y ( 2 ) 5 Tn.
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SAVING FOR C
EDUCATION SHOUL

a

-1LDREN's COLLEGE
START EARLY

148

Transpa roncy ( 2) 53T2
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Types of life Insurance. Policies

Approximate premium rates per S1,000 of each of four types

of life insurance policies':

Bought

at

age

Term

51ear renewable

and convertible

,traight

Life

Limited Payment

Life Aid up
at age 65)

Endowment

20.year

18 $ 8,65 $15,80 $16.90 $48,85

20 875 1650 1V.70 4890

25 8.90 18.45 2015. 49,05

30 9.25 21.00 23,60 49.40

40 12.20 28.50 34.75 51.40

50 2010 45.65 60,15 56.55

Rates shown are approximate premium rates for life in-

"): surance protection for men. Rates for women are some .

what lower,
paftkipating pfilici6 would he coily higher, hut the ethE would he lowOrd

hy Irina divideud5, Nou-parlielpulliN 004y Thw with h omewhui Off !ha lhOtif;

,showir and nn dividends would he palcL mom hi Life luuranee, 1964, I

: _cerAlifwmwwwwwwwwwwfoomow.i.ow,
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:ASE HA -OUT

Bill Bunker works as a salesperson in a gift shop hn the city.
He is 29 years old and in good health. His take-home pay is $650
a month. He has a 3-year-old daughter and his wife is expecting

ell
another child. Last year he told his urance agent-he felt his
family was suffiCiently protected wi a $10,000 life insurance
policy and a hospitalization insurance Policy with $20,000
maximum benefits.

Ale had been doing well tn the Whop and felt additional financial
protection vas not necessary. Besides, he felt thst he wuld
have many years left to save for his children"s education. Then,
several months ago, he was injured by falling from a ladder.
rhe accident left him disabled and unable to work for nine months.

. TOR DISCUSSION:

Did Mr. Bunker have, the right kind of insurance prote =ion
for'his family?

2. How much might his disability affect the welfare of his
grawing children?

If Mr Bunker didn't Chink he had any financial vorries,
why should he still have considered income protection
insurance?

4. What are some ways his insu ance prograni could have been
-impr ved?

151
Handout Hi
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AGENT: Person represe_ ing the insurance company;

BENEFICIARY: The person named in tbe policy to receive the. money
when the insured pers n dies.

CASH VALUE: The money you get bact if you gtve up your policy.

CLAIM: Request to insurance company ttlement,

MATURITY: Wben tbe face value beconias payable.

unt of insurance mentioned in the policy.FACE VALUE:

GRACE PERIOD: The time you have betveen the date the pre6imiti is
du'e and the date the policy can be canceled for nonpayment.

LOAN VALUE: Tbe amount you may borrow against your policy. You'
may bofrow against this value and continue a part of the pro-
tectiOn at the same time. The loan value is usually the same
as the cash value.

P.IDLIOY: The legal contract tween you and the insurance einpany

PREMIUM: The regular amount you pay for'your insurance.

SETTLEMENT OPTIONS: Different ways that money from a life ins
ance policy can he paid by the insurance company.

PROCEEDS: Money earned from a policy.

-Handout (2) 5
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Ways Yod don Buy life Insurance

GROUP LIFE 1NSURANcE covers members ,of a group,

They usually are the employees of a business. No medical

examination is required. Generally cost is low and everyone

pays the same premium. Sometimes the employer pays part

or all of the premium,

It is'usually term insurance, The protection may end \viten

the employee leaves the job. Semetimes term, insurance can

be changed to a permanent type whevan employee leaves

his job, This, bas to be done within,a certain nintafter

leaves.

INSURANCE FROM LIFE INSURiNCE.COMPANIES

is sal() by company agents. A medical examination is usually

required, Premiums ,may be paid once a year twice a year,

every 3 months, or every menth.

INDU$TRIAL INSURANCE, You can* straight life,

limited payment, or endowrneut policies. Usually the policy

k small, from $500 to $1,000, Premiums are collected every

week or,each month: Usually On pay day an agent collects at

the- home or place of work'of the insured ,person. Because of

the extra work at,colleeting and 'the extra paperwork; this

kind of insurance is very costly,.

'FRAATEANAL'oRG.AizgioNs oRer -'ordinary

swage to .their.mchibers,.i.

SAVINGS DANK LIFE INSURANCF is sold by mutual

savings banks in some States.

ITpes available are the same as those sold by regular in-

surance companies. The Olicies offer diddends and cash and

loan Values.

The cost of this typris lower One reason is that there is

no agent's =mission,

ARMED FORT LIFE INSURAN(E, held by war,

vet6rans, is no longer milable. Veterans will be wise to,

keep as much of this insurance as they can ,afford, -The cost

to them is low. The Veterans AdministratiOn can tell ,yOti

'about its many advantages,

153
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Pomferg for Polk/holder

READ, YOUR INSURANCE POLICY

Be sure you have a good general understanding of your

poky,
DOn't hesitate to ask questpions. Ask your agent, or write

the company or your State insurance department.

a KEEP YOUR1TOLICY IN A' SAFE PLACE

Let your beneficiaries know where your policies are. Your

beneficiary muSt turn the policy over to the cornpany and

give proof of your death before collecting ion insurance,

If your policy is ldsfor destroyed your coMpany will issue

you another copy.

KEEP YOUR INSUI!ANCE COMPANY INF

OF' YOUR ADDRESS

.MED

DISCUSS YOUR INSURANCE WITH YOUR

FAMILY AND OPER BENEFICIARIES

It is wise to have them share in phioning the life insurang;

program, Also discuss each addition or change in the pro-

gram with . them

It is a good idea to write a letter (put in in a safe place)

describing your insurance policies, Sta te any choices the

beneficiary mayhave in s -nlement, Point out that your life

insurance agent will he! your beneficiary fill out the "proof

of claim" papers,

REVIEW YOUR INSURANCE PROGRAM

PERIODICALY

The wise person will review his insurance from time to

time, particularly when there is a change in his family; for

example, when his children are grown and have left home,

Insurance that wo.,sinsible for you at age 20 may no

longer fit your needi when you ore 40 or 60.

Get help when yotf rearrange your:insurance program to

meet your changing needs: Able insurance tom, hankers, or

lawyers are often helpful,

N
H
Ui



SUPPLEMENTAL
TEACHING MATERIALS FOR ICT
GENERALLY RELATED LESSONS

217

Unit 5

Lesson_a_
BOOKS

I=Lathawiy, Barbara H., yTirLt.fs _Insurance. Doublethiy, Go den City,
New-Aork 11530, 1962.

1

K_mbrell, Grady and Ben Vineyard, Succeeding_ in the World of Work,
PIcKnight -and McKnight, Bloomington, Illinois 61701, 1972.

BOOKLETS

Poicies_for Protaction, 1970 d. Division, Institute of Life Insurance,
277 Park Ave., Neu York, Net York 10022.

FILMS

Life Insur)nce7-What It Means Shows -how life insurance p otects the
and,:the factors

13-minutes, 1962, ',State .

hat determine life insutance.premiums,
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INSTRUCTOR'S LESSON PLAN 2

Generally Related Informatien

SUBJECT: _ospitalization Inutnnce

JF.CTIVE: Students will be able to discuss
cion coverages.

Unit
Lesson

aliza-

'11INç AIDS: Overhead projector, filMstrip:p _

RIALE: (2) 54.T1-2, policy from students. Filmstrip, 'D011aes for
*844",_Health Insurance ;Institute, 488 Madison AVe.,
N6W'York, New York 10022. Marriott nployee Health.and
Welfare Benefits. (2) ,541-11,

cies forProtection. EduCation.DiVision, 1970, In_ itUte
tife Insurance, -277 Park Avenue, New York' New York 10022.

Succeed erld Work Kimbrell and Vineyard,
cKttightMcKntght, 1972, Bloomington, Illinois.

Succeeding in the World of Work.

PREPARATI

ance Agent

the learner

(Workbook),

Are you liable for-hospital and,dOctor bills?
Why do you need hospital insurance?

PRESENTATION of the inforruatto
INSTRUCTIONAL TOPICS s tp re Omber to do or sa

A. Hospital EXpense A. 1. Show filmstrip, "Dollars for Health.
Insurance 2. Ask: Do you have Any hospital
1. Coverage, inturance coverage?

a. Room Refet to (2) 54T1
b. Board A Clarify: Waiting period.
c. Bospital fees' 5 ExPlain: Relationthips and cliff-

. d. Covers softie dtugs erences between privateirea.lth
and'operating ,insurance, workmen's compensation,
room expense. and diSability Medicare and/or

2. Most common type of Medicaid.
hosOital insurance 6. Explain: Difference between
policy. Blue Cross andalue Shield covera

Surgical Expense
Insurarice

1. Coverage
a. Pays part or all

of surgeon's bill
b. Limits based-on

amount of premium.

B. STRESS: The typical sorgical
-p licy includes a list of operations
ar the amount allowed for each.

2. Re to (2) 54T2
3 Obtain list of costs of yaxious,

surgeries.



PRESENTATION continued
INSTRUCTI

219

Usually- purahased

in conbination with
hospital expense n

C. Regular Medical Expense
1. Coverage

Pays part of all
of doctor's fees.
May include visits
to doctor's office
May include doc-
tor's. 4ouse ca4s
to patient.-

Hany timeapurchssed 1
-combinatiani.iith hos-

pital eiPense'and smr-
gical expense%insurenc
plIcy

or Medical Expense
Designed to cover ex-
tended illnesses and
large 6411s.
It is.themewest and
fasteat growdng type
fhealth coverage.

Maximum:coverage may
be $10,000 or. more.
Usually pays 80% after
ehe first $100 is paid by
pelicy,hoider.
7%.76 featbres of policy

for keeping preminus
reasonable.
a. Dadu,etUble clause
b. Co-insurance clause_

a.

RESS: Thathospital, surgical,
and regular medic41 together are
referred to as basic health
coverages.
Have student bring in a policy
showing all three coverages.
We to explain (1.6estions.thIt

students ndght haVe.
ClarifY: EXclusions.

,Explain; Participating
dOctor.fees.

Ask: Hok could uajor_medical
insurance be of benefit to you
in the future? In what ways
does major medical differ
from flospital, surgical, an
regular medical?

PLICATION

A. Invite a health insurance
,pertaining .to boSp'ital in

B. Have students diScuss the
hospital insurance.

C. Have hospital administrator

agent to answer a,tudents' clues ione.

urance.
pros and cons of different types (;)

9

talk about ho p tal c sts.
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TST

tudents will d scribe hospitalization .coverages.

Have studen
ReacP:and dis
Have student
Refer to (2)

ad, iosp±t14zation policy.
Succeedi orld

tiike quiz.

4111 and digcu_

160

ark-- pp.



MEDICAL INSURANCE
.HOSPITALI-ZATION

1 6-1

Transparency 2)



1 2

spa cy ( 5 4T2



1iospITAL1ZAT S RANH TEST

225

are items covered by bt hospital triSince, surgical insurance

and nejor medical insurance,

.tha ove insurance whin are sen

th ough.those Ltcms not covered by

ily considered.e ns.

Handout 2) 54H1
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SUPPL2MENTAL
TEACHING MATERLALS FO1 ICT
GENERALLY RI41D LESSONS

Unit
Lc son

DickerSon, Oliver, Health Insurance. Rdehard D. In 1.Sl

Ridge Ra. , Hortjewood, flhinoic ,60430,

Follman, Joseph F,
Irwin, Inc. ,

Aical Ca e He 1 h Inaiiramce. Rithard D,
Ridge R, 1ioDewood,I1Linoi s 60430, l963.

he RcrJ4(.4-t31ré11, '94y and Ben Vineyard,' Succeedin
McKnight ,and McKnight; Bloomington

BOOKLETS

ensive P
Inc 550 12

A Consumer Guide- to Eealth In
Inc, , 281 Pprk

nois 1 0 497

Pzotéction. Group tospitali ati
Th1ngton, D C 2D024 , 1973.

uraiice FlaflB. Ptibli c AffeLts Connhi ttee ,

New Yotk 'Tew Yark 10)016, 1972;

,

ees!
River Road, Weshington, D.C. 200,

Policies for Protection, Educatioi
-.-Insuranc c.277 ,Perk,,Ave4';

riott Co'xpo attob, 5161
19,73.

4 1

Inetirtitp of Life
N&.Yotk 19022, 1970:



ICT - 2

UNIT 6

C6NS1INER DECISION MAKING

Lesson 1. The Importmce of Cr dit

Lesson 2. Finan7ing 'Your Buying

Lesson 3, Sound Buying R4bits

227
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INTRUCTOR'S-LESSON FLAN
(;eneraLlv Related intormation

SUBJECJ: The Importance of Credit

OBJECIM:

Unit

Lesson _1

The student will be able to write a:short essay on thepurpose,
use, and cost of credit.

TEACHING AI61,1: Overhead projector

0

KATERIALS: Transparencies' (2) 6lT1 -3, handot4s (2) 6lH1,-.1

Teachers Kit, Examples of credit instruments
; ' 1=4

REFERENC14s: Teacher'S

Grolier Educational Corp.
845 Third Avenue
New York, New York 10022 (1970)

1. l'REPADA IlO0 t-= learner

- t,
I `'N ''t ' t '-, t-_-

' t' -' 'It.'' i

,---,,4.---

A. Give short pre-test (2) 61H1.
B. Case: Sears has a stero 8 t- ck on sale for $169,95 'which von would

like to purchase, rile problem -- you don't have enough mon4 ,on
hand to make the purchase. The sale ends tomlorrou, gra'at,,will you do?

VITP:LNIATION (of tfie information
INST7RUCTIONAL TOPIGS 7

A. '111,1t, a-,-e the advantages'
cid :i_,-;adv.lant.ar_tes of etedit?

,OINTS thin2s to ember to do OT say-)

A. Refer to (2) 61171 and 2, after ILsting
student's answers on board. liand out
booklet, "Consumer Credit and Yot:",
included In Teachor'

H. Combining advantages of Discuss wheu It Is Important to borrow
cash and eredit.

'Cho basis of credit.

.

and when it is impottand 'Co pay casih.

G. Discuss tbe basis ot credit with, the.
class.

2. Capacity to pLiy

Coilato_Xal Or capLal
4. Commen'Aenso
5. Character
.coint out: According to credit managersi,
males can get loans easier fhnn females.
it is difficuft for minority gyouTs to
ge1: credit. Tile three C's .of credit are
capital, .cmpacity and character.

166



PRESENTATIO
-STRUCTI L TOP

229

h' = to remember to

Who pays for et dit In trhe D. Ask; In wbat ways do the consum

longs-run?

E. Credit instrurnents

Cost of credit

CTerlit Bureau

APPLICATI-

and the borro er_pav for credit?
1. The borrowe-

2. The consumer.

qs ways on he board.

Use,opaque projector.: Dispi.y ex-
Hamplesof various types of credit
instruments and diScass.

1. Poillistql-r.y Notes.
2. Draft
3.. Bonds

4. Mortgages

Ask: Can you afford to pay.the cost
of credit? f

1. Interest rates
a. How to determine
b. Why does it vary'

c. Ttue iiitcret rate
2. Supply and demand of money
3. Examples of _credit cost

a. Installments
b. Mortgages
e. Others

Refer to (2) 611-12

...Refer Lo4(2) bin

Have students ft-
cost of a simple, item.

Refer to ..61T4

Ask: What is a credit bore

ne credit

k.1. Have studcriis role,play the problems of gettiriA a c adit account

,
established in -me of the large department .s!-_ares:.

B. Lend a discussom orr why it is important t6,mair.ta u -ood e- dit

rating.

'TES7

Students will wrf [o a short csuLIy on the purpose, use AIM cost of

credit.
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SUGGESTED A CTIV ITY

A. Have students read Chapter 10 in Succdin in the World of WorR
and discuss "Credit and Installment Buying".

B. Invite a guest speaker from Credtt Departmerit of a largo depast-
ment s tore tO come and speak on Lhe importarce or ma imtaining a
good credit rating.

Absent s tud'ent who in ssod the above, see ta pe

on Credi t"

NEXT LESSON: Financing You

1,6

bl ems of Buying



To ORR
ORRO

770/V

TO

THAT /5 rHE

23 1



EASONS FQ ND

GAINST CREDIT

233'

R_E.ASON_S,_ "FOR "

IT'S CONVENIENT
YOU CAN USE THINGS WHILE
WaINGTOR THEM

YOU CET BETTER SERVICE
IT'S HANDY TN EMERGENCIES
HELPS ESTABLISH YOUR CREDIT

RATLNG

REASONS "AGAINST"

EXPENSIVE
4. MAY OVERSPEND

YOU 'MAY NOT SHOP AaOUND
,AS MUCH
IT'S HARD TO UNDERSTAND
MERCRANTS'SOMETIMES GIVE

DISCOUNTS TO CASH

cUSTOMERS
'iOU RAVE A LARGER

SECURITY

;IN OF

Ir Asparoncy (2) 6IT?



JTROWERS.WHO FAIL TO
ERMINE .NNU

R TE OF NTEEST

GET EATE

171

UP .



LEARN TO ST ETCH-
Y UR DOLLIR. 64.4.S.1141M211211:011911

237

rsL,

Ayom IMPULSE JYNG !

T ramparency 61T4
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PRE-TEST

linw price paid by the borrower for
use of what he borrows.

A promise to pay on demand, or at a
fixed future date, a certain sum of
money.

3. Unlicensed lenders charging more than
the going rate'of Interest,

A coope ative savings a-d loan associa-
tion in which a group of people join
-together making their combined savings
work for than.

5. Buying goods and using them while paying
for them.

A loan contract fn'.-
to lend the borrower
money at a specified,

239

A. Installment cr(Ait

IS, Mortgage

C. Promissory Note

P. Collateral

E. Consumer

F. Borrower

C. Into

H. Credit Union

Loan Shark

the lender agreesJ. Pawn firokcr

specified amourct'of
_ ot intewst. K. Bait and'Switch

A dkceptive practice in advertising a L. Lien

product at an unusually low price, then
refusing to sell the product at the adver-
tising price, attempting to tempt the cus-
tomer with a higher priced product.

One who used goods or services.

To receive something, with the exprc stld
intention of returning the same.

10. Onp.g gives loans by leaving as a pledge,
som ticle.of considerably gteater value
than the loan.

11. A charge upon real or p rsonal property
tor thePsatisfaction of somc debt.

I, A.

security for a loan.

-Test 2 61111
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TO FIGURE TEE. COST OF' CREDIT

1. Multiply the amount of eachpayment by the number!'of paymenWto be
Made on the item.

2. Add down paymc,nt to the al sum of the Monthly p4oluents.

3. Subtract the cash sale price orthe aem- from the sum of th6 down pay-
ment- plus the total monthly payment.s...,, The amountlkill be tflo carrying

STEP I

Multiply e a

X

STEP II

of each payment by the number of pa

Add the down payment

STEP III

1

in a

V

,Subtract the ca'sh price from cost of the installment plan.

The cost installment parnents is: S

Handout (2) 61H2

,
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SUPPLEMENTAL

TEACHING MATERIALS FOR IOT
GENERALLY'RELATED LESSONS

BOOKS

243

Unit- 6
Lesson 1

Warmke, Wyllis, Wilson and Eyster. 'Consumer Economic Proble u. South-
Western Publishing Co .Cincinnati, Ohio. 1971;

Wilson, Eyster. Consumer Ecenomic Problems. South-Western Publishng
Co.,Cincinnati, Ohio. 1966.

BaOKLETS

II
t- 'th Your Futu - II

All About Credit Were to Get it What it Reall- Cos -ow tobe a--
About Using rt International Consumer Association, 275 Jackson Ave.,
St. Louis, Mo. 63165.

4

-bud 's None . Credit Union National Assocjation, B9x 431,.Maidisen,
scons 53701. Autumn, 1973

laking_the-Most of Your Noney Educational Di-i,sion, institute of Life
Insurance, 277 Park Avenue, NeYork, N.Y. 10017.

n

Suiart Saving Borrowg, udtig Credit Union National Assoc., Inc.
P.O. Box 31, Madison, Wisconsin 5701.

apher Kit ._'One Week Teaching Unit on Consumer Finance-. National Con-
sumer Finance Association, Education Service Division, 701 Solar
Building, 1000 16th Street, N.W.,Washington, D.C. 20036.

Zpacher_ Kit Crolier Educational Co
New ork 10022. 1970.

ion. 845 Third Avenue, New York,

Uing_Credit Wis Cuna Inter ational Box 431, Madison, Wise
53701

port?, Our Credit Intel1iently. National Fou dation for Consumer Crdit
1411 15th Street, Wasiington, D.C. 20000

A
The Credit World. International Cop, er Credit Association, 385 Jackson

Avenue, St. Louis, Mo. 53130.
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SUBJECT:

INSIAW '0 'S LESSON PLAN
Genera-fly Related-Information

Financing WO%

OBJECTIVES: The student
available, an

CIUNG AIDS: Overjlead,.

projector

MATERIAL Sample inslall

REFERENCES: "A Date With -Yo
Life Insirrance,
New York New Yoi

the

Unit 6

Leston

ab e to discuss thrde tyPes of financing
advantages an4 disadvantages of each.

ilm projector,(16 u ) and opaque'

ent con acts, Transparency (2) 62T1
. 4 .

",Edurational Division, Institifte of
uiance Institute, 277 Park Avenue?
1971.

P--PARAT:

kin

104.

stitute, 117 W.:46th

ur Ho e Education Srvic, institute
7 Park Avenue, New York, New York 10017.

fil s_ ip)-Insurauee Infoniia
York, New York

Bey, I'm -rea
pretty qutcil

are lots of p as
lot,of ince

d to get my hands on some money
o get it. I've been told there

bfrrow money, but I just can't afford to pay a

A.

of the
TRUCTIOkAL TOPIC*

upes of Institutions A. Refer-to (2) 62T1
I.

2,

3.

4.

Small loan company
Banks

Savings and loans
Loan sharks

5. Life insurancu
-6. Friends and family.
7. Credit untOns
8. Installment b y

Discuss each of cbe various instikp-
)ns.

Ask: shou

lending
d ih
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,2 ;PRESENTATION 1 . ,

NSTRUCTIONALTOP tOiNIS s to remember to do o( say)

b. Three main types

1,- Banks

t. 2. Small, loans

W. biscnss the arious types of banks
and the advantages and disadvantages
of each to the prospective borrower.

1. Bank
a. Tpes

commercial
2) Industrial
3) 'Savings

4) Savings and loan
h. Advantages

1) Fedetal contv61
2) Set rates

c, Disadvantages
, 1) A.go'requirements

. I

2) Need references

2. Discuss various types of small
, loan dealers and the advantages

and disadvantages of-,404.7,b to the
prospective borrowet,.A;,-;

a. Typos
1) Pawn broker
2) Frie.nds

TY--toan sharks
4) Companies

Ask students for exp'
had in dealing with

h. Advac.ia

I) Easy money
2) Flexible rat.s
3) No 418e l(mits
4) MOst ot the loans

,=. Disa&vantugeS
I) Not regulat,ed
2) Some are illeg,11
1) Dates may change

4ppVtiYu0

J. Credit unions Ask: ,Do they have efli( unions
tp your place of employment?

otve handout oil c_redit unions.

Dise:uss credit unions in general.
pointing out types, advantages
and disadvantages.

TYPes
1, COMPaniU1,-

Ullii )11

OCCI115:1, I 11

I 1



Ad Vtio tages
I. tew- interes
2. ",Zaiarnon bone
3. . Noa-prof

c Disad-vaorases
L. Merhbersh-ip zequkred
2. CedLt bureau. oriqr
3. Mat ures

le emi_uatles of c red it çl
los ing money be cause of --

pert an_ce ta investing money .

Installment ying C. Discuss Lnstaalaieoc -boyar' g an& the
various traea im use , advantages
and die aciv.art tag ks
L . Types

a- D ema rtffic2at c.a
( 1) DEfle rent types oE

chazge accounts
( 2) Condi tLonal sates coo tritcti

b. Xuto701A.l
c. C redit ca. -rds

Truth to Londing Bill

Use upAit e 'p-rojec tor Show erotnp
of instal Imenr contrac t arid. dis-
cuss each .
Show filastrip, Enc.
Discuss f iLmst tap Lod cost of
cars plus izlerance, T.Lus
lIcetises, etc.

2. Advaotagcs
a. Easy and &3LL.A.L2k
b. 1,cl.; payclents
Disaftvanzages
a. ld,gh t nteras Tajps
b. "'MO eaoy to use"
r ot stolen c /sad lf

cards

6tia- on opoqije projector: tem z.iy till
out od Boad Iii to ,...:ompany At credit
card Lost ar s tolen .
Discuss aye rLoaiing budget tA th
too many "easyll debto.

Give out painpli t, "'Oat truth Itt
Lending, Meratw: 10 'Cozi" , a ig.o 'Truth

Zencline (can also be aquired to
Spanish)."'



6c,

3. APPLICATION

Have each student fipd out,abou-t xates o
and other re4vant yoints at selected lo
them discustheir findingn in clasp.

SUGGESTED ACTIVITIES:

Have'guest speaker from b nk. to
Have guest speaker...from a savin
financing and moneY:lending.

_- 4

dlacuSs-, ank-

and loan -company to;:d

. TEST

w Each student will name three types of loanlqg
will state the advantages and:dinadvantagest

NEXT LESSON:. Sound Buying Habits

nstitutlons and
,

each.

. 9
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SU ,PLEMENTA
TEACHII4G MATERIALS FOR I'CT
GENERALLY RELATED LESSONS

WarMke; Wyllie, Wilson and Ester,-Consumer, Economic_Prohlems.
South-Western Publiah n TCo.; Inc., 4ncinnati,1014oi- 471

Beware . The.Charity Cheats. National Rese4rch Bureau, Inc
. 424 North Third Street'? Burlington, Iowa. 0601.

_er Product Information. Consumer-Product,Inforation, Publip
Docnments D stribution Center, Pueklo, Color#do 81009.

. /

Don't Be Cypped 1971.- 4045A,, F: . Consuiner Froducts InfOrma-1-
.-ion, Puhl c'Ooduments4astri _ion Center, PuebVoi Colorado

e81009.
. .

.

,.---

.To Get he Most Out-Of Your Pa check. NationaiResearch:-
ureau Inc., 424 North Thirct Street, Burlington, IoWa

)

Uth In rending. Federal Reserve Bank of Philadelphial PubliC
InformAtion Ifepartment, Philadelphia, PenngStivania.-. 19101.
Also'hvialable in Spanish:

iiBnk Services. American -Banke Association, Banking Ed.
CoilmaiaSioU. 12 East 36th Street, New York,7,New York 10001.

That Tfuth In Lending Means To You. Board pf Governors,of the
Federal Reserve System, Constitution Ave.(between 20th
and 21st St.i N.W.), Washington, D,C. 20551. -

y2urFamilFors-endin_. 'National Rese_rch Bureau, Inc.,
424 North Third Street, Burlington, Iowa 52601.

.FILMST

"Automobile_ u_ance" InsUrance Informat±n Institute. 117 W.
46 St.., New Y_ ablol,

A



INSTRUCTOR'S LESSON PLAN
Generally Rtlated Information

Unit 6

SUB CT: Sound'Buying Hab

OBJ

saon,=3

'the student Will 136 ableto'
sound buying habits:, has
the previeus two 1040na.

mplete A
Mater

gse spudy using
tkiered in this and.

NVAID§.: .Overhead Pro ector, film projector
srip.'projec cassette'. recorder._

Filmstripa:
, The)Lan ua-e of Labels Modern-Consumer Education Teething
Packet- gu

Regular Health Care Modern Consumer
Packa'
Transparencies , (2) 63T1
Handouts - (2)-63H1-5

_imbrell and
anight. and

Education Teaching.

Vineyard, Succeeding in the Wc&ld of Work.
Manighti.-Blopmington, Illinois, 1970.

4.

MoneY, Federal Reserve Bank -f Richmond,
Richmond, 1rginia 23213:

,

" 4q,enh ved IA a penny earned." Thisjs a frecisentlyheard
saying; but how many 0f-1w-really know:what it means and hew it
oan work fer'each of.us?,'How tea w inch opr pennies What

.

iih..titild we know in order to make wise.ttlyingdecisions?

INSTRUCTIONAL TOPICS- KEY_POINTS thin s to rethember Co do or sa

Standard of Value

Where to uy

A. Askt What determines where you buy?
.,:LiSt-the responses on the,boarth

Needs and-wants
OpPortuhity cOsts
'took. to:

a. Present
b. Future

1. Stores
2, Cooperatives

Discuss:various times to buy item_
the advantages and disadvantages of

_each.
,

'182



.._ivagjiTOt,s_I_ALmmt_2:,_L4gizaiembdrt9do-o
Sales
a. End.'Of ti _ ieason
b, Overttck
put (2) 63111-

ShoW movie "Consumer r

Discuss.how impor ant adverti ing
affe s the consumer.-

tress the need'of The product
ibeing:considered: 18 the
item needed'or just wanted?
'Discuss how s\lometimes a used
.prOduct can be used'on h
temporary basis.
a. New,

b. Used f,

Quality
Bargain

Shdw films
of Labels".
EdUcatibn. (

kit listed in
(1) 1\intrition

(2; Labeling ,

Give out handout
-That label". (She
for addreSs
(I) Fad
(2) Functi-
(3) Fashion
Discuss advantages and dis-
advantages of all.types of
housing.

(1) Rent
(2) Own
(3) Build
Discuss transportation
(1) Public 4

(2) Private
Filmstr,ip "Regular Health

c. Housing

. Transportation

Teacher's, Kit

"Quacks and Medi ai Frauds
Teacher'sKit.'1
(I) Hospital
(2) Doctor



Home Furnishings ,..

g. Insurance

h. Investments

i. Recreation

How to Buy
I. Determine need
2. -Determine cost
4..a. Opportunity

b. Monetary
Examine. for quality

Discuss necessary Insurance
for faraily protec-ion.
.(1) SafetyA'

(2) Quality.
Discuss insurance
(1) Types
(2) Returns
(3), Protection
Discuss investments
(1) Types
(2) .Returns
Discuss recreation
(1) Free time
(2) Vacations
-(3) 11,0tirement

DIscuss how to:buy
1. Needs
2. Costs

Seasonal buy n

Refer 'to,transparency 2):-61T1-
a. JJse.

(1)

(2) _ Sheri-rtermp

Ask:- How can :Ybu determine the -
quality of a produet-,:_

LiSt resPonses on the board:
8. Sq-IPtY0
C. -.Resale value

Diseuss Seasonal buyin
a. Pl'aresin stores
b. Quality stores
c. "Shopping"

heck for financial 3 Discugs differeni fnancial
alternatives ternative6

a. Savings
b. ,-On-time
c. Loans'

Define Warranty,
advantages.
Define guara tce.

4x/talit en
#, 1. -Handout (2) 63H2

Determine iarranty

-Determine gurantee

Intelligent Buyer:

Bales.

Buyingby,evalnatinv
advertlseMents
Researehing a pryduct
before buYing.

21 Handout k2) 63H3

Handout (2) 63114.



). APPLICATiq

Discuss he case study'which
\

wila` do as a test- ,Give
.students directions concernin, .xpectations'.

1

'Have students complete the case study.

ave students pi ame, "Madaging Your Money.
Have students discuss ampter 9,="Buyin Goods and Services"
in Succeed n In The Wor .6f Wark-

.

EXT LsSaEciirrerit Issues n Industry:

-



DETRMI'N'E. NE

DETERMINE LIST



Furs, dresses shoes drug
lingerie, hou ecoats, hosi
handblgs, pportswear, mill
men4s'shirts and accessor s,,
men's and boys' suits; men's
coats, cosMetics,p,floor,cover-

gs

TO FIND DARGAINSt

MARCH

Laundry appliances,_ luggage,
houSewares, china, silver, winier
Sportswear and equipment, spring

.and'Easter ,specials, garden supplj.es

FEBRUARY

FUrniture, housewares, chin
glassware,' rugs, bedding,

drapes; curtains, seat covers,
men's shirts, sportswear,
Washington's pirthday specials

ATRIL

259

Women's coats, children's coats,
dresses, millinery, cleanint supplies,
post Easter clearances, men's and
boy's suits, infant's weay, fabric,
lingerie, paint

Lingerie, housecoats TV,sets,
tires, rugs, carpets,;garde
supplies, fans, ai<5cOnditi.
outdoor furnitare;-;snmmer spO'rts-
wear, white goods, Mother''s tidy
specials

Dresse$ fihric 'TV seta; turnitute,
%

,xampini clotti and equipment, build-
,

ab:a bo . wear WomerAtshoes, Father's
at. ,jals



WHEN TO FIND BA

JULY

Lingerie, housecoats, hosiery,
handbags, sportswear, millinery,
,chijdren's wear, men's shirts and,
accessories, shoes, air condition
ers, swimwear, radios and stereos,

/fuel oil,- major appliances

'SEPTENBER

Fabric, fall fashions Tugs and
carpets, china, sillp,,hosiery,
garden equipment, ears '; home, .

fUrnishings, auto acd sories,
men:s and.boys' wear,'hack-tO-
school promotions

Wmmen'.s coats, children' coats,'

furniture, men's shifts, suits 'and
coats, womeWs ypter-clothing,
china, glassware, liners, Christmas
toys and gifts, white goods, Elec-
tio Day and Thanksgiving Day
spe als

AUGUST

Women's coa _,. Children's,
furs, men's coatk, tire
goods,:64edding, fUrnieu
:equipm#4i lamps, house

schelot promotions

261

lor appliances3 furniture,
furnishings,eskiing supPlies,
d.arlpets', fall and.winter spo

SnowAlres, wpmen's coatp and s
Columbus Day and- Veterans,.Day
specials

' DECEMBER

Ummen's coats, children's coats,-
resor and cruise wear, Christmas

.... toys andifts, furniture, men's
suits an _ats, us'ed$ars, end
trionth reduc'tion on Christmas carcls-
and wrapping -e

0



THE INTELLIGENT BdYER

ntbnyer will be most skeptical when dealkig with out-
, --

tate firms. He will before buying o

he firin is,a reputable one by

a the fr.

ordering a oroduc

contacting the Bet

is located. -Ifth

)f the applicable out-of-state

buyer doesn't know the name a ,d ad
0

Better Business Buraraff4 I

I Better Business Bureau for the correct name

an 'outrof-state firm is representd by a aalesman makingS a home ,

lat the silts--
-

he i4111,-,n = let the

dd

e can call

solicita-ion sale the intelligent -buyer will determine

man is selling,_and if he doesn't want to buy

son come into his home.

.salesman.ia el

..man and the company

The intelligent

4

what the -proVisions of the ,contra

he

If

e represents'

buyer will ne

poduct the

of the- -sal

er sign a contract when he.doesn t. know

are. af the buyr is in doubt, he

oul- spy "no:' If he is sattsfi

uct, he can sign the contract..
.<

blicitation s-lb -4nd the c

pany never to the salesman. ,

The buyer should keep

to cancel the. contrac

ith the- contract and wants-. t bu. the
4

11Y3

hduld never pay leash for a pr dudt in

shdulitlwayibe ritten to the dom--,

lie'



The Home SolicitatienSales Act was amend d in 1973 by the Ge eral

265

embly. The amendmdnts are: (1) The contract-can be cancelled in a home

on sale within seventy-two'hours of the ti_ f sale, the seller

_y not keep .a cancellation fee And fie must ick up the merchandise within

-twenty .days ef he sale, and (2)- Itis 61e responsibility 9f the buyer, to

the 'product in gbod: order until it is picked.uch.by the ebmpany.

c.w



Each stude will write a report on at.leas advertise-

ments for valious products in local n

-advertisement in terms of,the

spapers. Evaluate the

ess givpn to quality,

quantity, best time 4uying or a-combine ion of these. Based
d

on this 1nformaton, each student should state whether or nut

he would huy-each product and why.

,

63H3



,Fach student

esearching Product-Before Buying-

'0

Vill be responsible researching

product' sold in local stores'. The object of'the

dkermine the types of thi

where they are abld the price

studen

belo

'should

produet which or

range, guarantees

gn he geAer 1 quality

picks the product he

Once the student has gath

_te it in

which,the product

and the overall q

report form

a

of

1,to

ered

the et.
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on type of

T _earch is

available,

and service

esearch fro 'the 1

iie info n'-g

indicating the_type' Of stbre'

the se ce offered,

gfhould

d price4ronge

y.of the product. ,:,,,,The:studefft

make'sfinal recàmmendatjon
-4,

what he wonid loak

e buying he:prcid4t. 'report .is

.i
other students and di -sed,

ist roducts t

P a
Car tape deck
A 5year old use
yortablel,"0.7.

'Hair dryeir.'

'Stereo

10 spped bike ..

Tent;for campin
'Fishing reel
Shot 'gun
Engagement ring

Researc

car

for if'

e. presented t9

Handout (2 6 4
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i

( J .,)i t-1,14 .g,, , . . . .4',
vatvm 0, -tcc-Lye_----m . . . i

Ildi-eat .eal-re:. . 6 0 6 0 = 0 0 I

iff=mt E-311t loh., . . . . . . . f _ #
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10 U. 8

t °. 20.40
t t 0 ( i 680
. 6 4 80

ItIttle211a 1 'a 0 . . . . . . 5.44
;J,f t;53.. um(' Coratr llitalitorit3 . . . ., .

1

. . . 6 6 0 i 0 0

, 4.08
i_fe, in rItir ort&-e, . . . , .. . . .. . . . 5.44

Sin 0 t4-7-46 .buflgelt coy Ts one lel(' ti expenno, multiply eaeh tLm by ,

1/:3 ,f c:tt tli-nra yoT..i vili have awitlable every inonth Pot example-, could
ymi ve hy py vi th ,856-5. annually for clothing yourself and yotn- huSband , or
comjel yott be -., hapy- only spending $6.80 a week for entertainment?

Go ti lnLAIi- ever-) -I, teta in this, t1udget to determine j wit; what it, can
, 6-de .,,, 1)o yoti cieslta ,a higher st. n,dard of living? Why?

On,,c11-to yio-Jr, bud ge. t ae eording to 'the -'80.andnrd of:' 1iing you 'would
de, iii L -11:e1Ald cli ail ocpensc i terns and income. A

(2) 6-;3115

tC, on



SUPPLENEWAL
TEACHING HATEUALS FOR ICT
GENtRALY REMIT: LESS(NS

Warmke, Wyllie, WIlson, Ester, con umcr Economic_Problens.
South-Wentoro Publishing Co., Cincinnati,.0hio, 1971.

Wilh lms; I rrncr, Jelley and Herbert. Consu
Gregg DiVisioU, McCrav-Hill, 330 West 42hd
'York, New Yerk 10001, 1966.

,

BOOKLETS, MIPHLETS

Unit
son 3

it and s_Witch P±Averrinin-. VIrgInia Department of Aricu1ture
and Commerce4 P.O. Box 1163, Richmond, Virginia 23209.

TlieStck SwindlerG. National Researc1i 4ureau, Inc.r
242 florth Thirci Street, Burlington, Iowa 52601. .

F

Everjbody' Credit Union National Association .Box 4A;
Nadison, Wiscoiin 53701. Autumn 1973, Vol. 13, Number-
3.

aide;DajEkaalclea_aallinE. Council on consumer inforntaton,
Edward J. Natsen, Epcutive Secretary, 15 Cuynn
University of Mrpsouri, Columbia, Missouri 65201.

' Avoid AutojRepair Rackets.. Informs you of frauds by
_chanics,a1csmncn and truck operators.f National

Research Bureau, Inc., 424 North' Third Burling
Iowa 526.01..'

Income dnd Expense itecrd. Anerican Telepho and

ompahy, Comptroll=r7s Department.

Lo ok 1'or That Rebel. Federal liade Commjssiori, 6ti St. and
naylvania AvQ. , N.W, Washington, D.C. 205,

Cuna International, Inc.
Madison, Wiscodsiu 53701.

Box 4

Personal Money NanagtOt.- American Banke tld'n, Banking
Education Commission, 12 East 36th St., Ne w York, N.Y. 10001.

:idProinotlo-L Schemes. Virginia Department of Agriculture
and Comnerce, P.O. B1163 Richmond, Virginia 23209.

Keepingyour Money.U alrhy. 'Federal Reserve'Eank ot NOV York,
( 33 Liberty St.; New York N.Y. 10045.
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]c Of MQ Pt
ginia Department

of Agi1turc atd Commerce, P,O. Box.1,163, Rittmond, Virginia
32

will ft
424

FILMS

A Dr al,: Boa Notional Reenrcli
1 ThLrd Street, _u tot-1,141%4a 52601.

rtA

sin 22 inin,ut(n, color,1971.
Co, Media Center Falls Church, Wa

R KIT

ax
22001.

complet derrionsuner education limit consisting of Leaelers
manual, f1]tripi1 cassette tapes, student uorkbooks; etc., 1970,.
-Grolier Eduoati 1 6rporation, 845 Third Ave., Nev York, N.Y.
10022.
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-INMTUCTOR'S EESSON PLAN
Generally ,Relatuc Informaton

SU

ONEcr

Les s

;Elle 'student wIll iden e causes and ef -c
absentteism in industry t day

r

TEACR1NG AIDS: Overhead 'p 16mm film projector-
.

MATERIALS:. Transparencies ( ) 71T1-6, magazine art:Ines, booklets.
from Police Departtoknt and Social Education Agencies,
file "Alcohol. ond You

-CES: v j,ithanlcobolic Al-,Anon- Family Croup,
Vashington,,D.C.
I4ar uara R ono dered' ha rd, University Pre
Cam d ass.

'SPL1KERS Forrner drug 'tidier., former alcoholic; poiiee official

ARATI

Have clasa di cu
out' (2) 71H1f,

e learme

of "Ason company' case study. .Refr to hand-

A.. Nba do oo'-see,as.p. current-4roblera where you ar e ployed?
B. 'Why Should you -pare gboi4 asenteeism?

.

vC, What iii wr g With.takin"g things m the company?
Where and ld-ypu seek helP you or a frie had a

,
.

' problem?

Causes of Absenteeism

Drugs

Alcohbl

Boredom

Joh Conflic

ThIs erionidentlfies a d discusses
'the:c uses pf bsenreeism
1. D seu8s a7e: sons _aken, symptono

o 'usage, stress,Aanger and:cost,
ow (2)71T1.,1711m

, A
onsidered.":

usS:th4 reidsonaalcohol is
ed are:simeas drug usage and
imptoms. Show:film "Living
Lth Eamdkit

71112 _

Discuss' and define job re elition
dead-end positions,'folge ge
of reality, -Low job reclui nts
are less thonfempioyee's ca

Rdfer td (2). 71T2.
\

Role ploy conflicts 4tb superio
aad'co-workera. .Disouss fear ok
faiTulre, employee not suited for

johq
0



RE SENTMpl)N____(_son4 inued

STRUCTIONAL TOPICS'

port-ation

Accidents and
flliksses

7. Yesoraal reasons

Etfect of Absentee

1. Row company is affected

ROW' employer
affected

LI-CAI-101V

1. Studen will write their reacti
2. Students will role-play and disc

pzoblen affects him on the job.

279

JC,EY POINT thinso_jt_gEpomber

5. Show' 7173. Ocimprirc. connutin

Lime find duscanco to vatlous jobs,
discuss public trAnsportation,
private transportation.

6. -List/discuss health habits,
environmen.t, lack of safety
precautions (job/home)-, mehtal
and physical strain.
What are sone reasons? list
illness linfamily, deat_ child
related problems, emotional
problemq,c Show (2) 7114;

This section Illustrates effects oh
employer and employee of:absenteeism.'
1. Show (2) 71T5. DiscUss increased

productioncosts, quality, '4=141-air3'
decreases low morale, increased
consumer costs, increased-hiring
neeas S.

2. ShoV (2) 717:6. Give exanpids of
loss of benefits,,losa oagMs.
Discuss how promotion'nay.be

c restricted. Show how los.s of
benefit-Scan cose fau4l.y disTup
tion,:fillAtal ruin, dO/eleparks.
of criminal ativities, ultimitt
loss of job, andloss of 'self`'
estpem. z

to "self control" 2 71H
absentec,ism and how he

TEST

1. Student groups to do researth and oral
(a) drugs, alcohol and bbredom
(b) job Fonflict
(c) t-raYsgprtation in area,'_accidents
(d) personale absenteeism problems

k

reports on

and

SUGGESTED kCTIVITIES:

1. Role Playing (Alcoholic on the job)
2, Have speakers discuss drugg and alcohol

NEXT LESSON: Theft on the Job,

19-9



AU ES OF' ABSENTEEISM

2 8 1

ra prirt fl ry 1 T 1



CIWSES OF,. ABSENTEEISML,

WISH
.1. WAS I-VDME

0

BORED M

1 I
I 111 MI MN I

WI MI III NMI III

LBOE CONFLICT



CAUSES 'Of toBSENTEEISNI,

2 1-3'$-

TRANSPORTATION-
PROBLEMS

ACCIDENTS
2 C)

`Tr = arency 711:3

=



PERSONA
ABSENTEE
REASONS

BABY

AD,N ES DAY
CATC

HANG OVE R

2 3

CAR_ .PROLEMS

T -ra pa ency 7 1T4



_H W. :COMPANY CAN
.AF-FECTED

FULL PRODUCTIOM WrII FU LL STAFF

R EDUCED PRO6UcTIPN QUE TO
ABpENTE El SM

SOFRv!
PjOCE LNCReASE

t IN COsEOFPRODiJCT

T rrin spar Cm y 71:15



HOW E P 'EE IS AF ECTED

1,1

WiOTION

YES 0
NO

PRONDTION

Y E 5

NO

DmciAECK A 00

PAN(c1-1CK too

Trans pa rota: y ( 2 _) I 1:11-)
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GAS

A.Non Company

Jo _n Public works for Xxon and Comparr whe:re he is forklifc operator.
John has uorked for Axon and ConTany for the past ten years md his
work has been very productive. Irr-the past month John's production

creased 25Z and he was invnlved in r:wo accidents which kept him (rem
rking for four days. Also, John has been loco for work five. timel,

in the past month.

Whon'John was caught taking Ii legal barbitur:_es on the job,
fired and vas forced to seek 'work somewhere else

How much time and mortsy did John cost Axon and

Lat iventeuce did hn' s accident* c the Lompam

How Will Joha':---i lem affect his ob ing an-

Fs'Jti

What method:..i could h dye beeu the company t P i p Jbku
solve his problen0

g

11:- 11(1+,1 ./ It I
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cp,st_ sr ury,-
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=at I 1 ck.9 on vo 71kEi a t " a tv---nt t r[ pt 1g e.s ab s :=1lite
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N
n 7

i'SELF-00117-ROL

o ten b df4"' f -Lilt to th ihk st t a g,1 when ,tiorn=o-ilo bU.Ti

c,ut get:. i__ (Thrt.Qt iona Ty upse ttl Tag rind .:oniTr.equen t 1 5! we.F

c=7.,1t.,11 oio,- some th-f_j_ng we regr-.L._ Lat.:2r. -eontro is rt ant

y arc-7? wi 1111 others and noW |x a r,00d t_trie to make,

t ea'-ro 1 -eon L r0 1,ollowlxx a ome n t tOVI ,

0.*!

or ov.1r> ALA mic Ant t. -et :

tritko t ime to and zoinpoii

1 ys31,1 rotriA cl 1 11,, t he 011 perNon w 1 1 bo morre ikely
to t.A 1m (10',-qh Have you y01 ling ot rorson

=%01c.) =-1 .21e..alt n, n o so lt vo

t -:sen =don t ol.al and yoo yo1,1 -ar
g Ho s ay "Le hh °or t 1-11.3 .a wk. le

cl a non t Lc o bit lot

ay 1fri bet to juaL Liruteriw 1.tt LItc oLliot
Tur-scrri I7 1mq of t s team and get t coit t 0 1 h o yi.

1 1 th, oil 1 1y nc I bud get_ up I k t 11c,

c.1,1; cusi:; chL, t omor row whol. ..re 11.11ye hoJ 11101
to ink- about |t obl ec t ivoky

;,= t dist (ogu she:--a 111,1 tt iwc:1,/

i,t.11_=. fi, laugh.

r ;lb,. )(Ilk) t

C-01,1:i0 ts.' 1 0 L

At- t honito-

t.,:111;7ahr 11,11 011 1 CI y IA I iArt ,t) p !'01-',1 Lk,

t lillt77/ 1411V.. it e ,111tt At.. 01 II Witt,: ttloi

y cir,=.-2 bo I) t 111.s t- t- a you an dove 1 op |t by rryl 1.0

h o rM:m(,xi' to look the I tim' de' C't ^ xUo.,

w n.

y ou rci len to this in,, r ell ihr you

2
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SUPPLEMENra
'H1NGMArERtALS FO_ ICT

GENERULK RELATED LESSONS

Cr-LnApoon, Lester,
,Press, Cambridgo.', Kass.,

WiSh aa Alco ax. Al-Anon FitniiI
quartern, Wash gtq, D.C. 11373.

N1111, Gary and s -ff
1973.

Grout),

-)9

-4.15

Unit 2

- Leeson

a_d Univers:Lty

on Iaad -

Polluticn. Arco Press, N Voik,

ric1a17, Upton, L.71,11_aLLIty_x, The. Chamel Prass Aanhasaat
New 'or, 12tn edition, 1967.

FILNS,

Alcohol_ and iou 28 tuJouto 1970. 6t LL

Fo us on Irt wum, 13 mi (t)/X4, 1971, st ile
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SUBJECT: Th?:E

.M.SrRUCTOR'S SSON PLAN
CenerLtly 'Related Inf.orratiow

Unit 7

VCW; son 2

OBJECT: The :,r3t1- denc: will_ know thd cuuti uy arid e f f cc t2=-J t

in tnd tc day .

TEACHT,NG ALP.c3 erh ead projeczo r

MATERIALS :

.REFERENCES,.

S PENXERS

arenctEs (2) 7211-3, Pfamph let froul local police
a ar,d ClIambe,r o f Comerce.

sl-Prevention,,H. W. Wlsoa Co., e8

ew r1(

7 rl.me aad. C rimiaal Cc-ireOrs. Preat Lca I all,
, Eng _Avood C lif f s) New Jer sey

police Cftfc2ial

_ _

2

EPAP f !learner)

:lave -ludent8 rnlit,2 and discuRs' their vlevs 'oh eif t Role
play (Sit,r,Jatian;.. F.Teptoy4x! ;.4rktlh Land la " tt ")

A.

ENTAT
NSTRUCT

o ti-tnfomatio
AL TOP IC S KlY POtmrs thin-29 to rexember_ _ _

_ s es of t (4it

B2/ i4Qcompony a t ect ,0

Aow oraployoe Lo afii-2-rtet

AVM, 1CATLON

d o sa

0it4duss T ca9 Qi18 f6t- Oef t,.'need A=or
poi-samal use , obtatp mow-, -suppoxt
drug hakt, company "owit.s you,
pnthoi,pWal proble-4, show .(2)/2T1.

R, flEitnc. 72T2 , poLpt out higher'
Icrochtdtion coots , of. seoloity,
ditfAtrUot of employeos , higher con
LIMOT cou ts , Ler,al coot o, loss of

profit:

C. . Ustog (2) 7273, -olote the-

vonsu conzlequenOes of crime, loss
of.0,(wil-esteom , los:=-1 o[ reputaC on,
loon, of elaploymot f irieta or I m-

prii-;oomelt t, 17=1W hardship

Studonto up] dlLica!-a _rmledIcs tor anft anti how tho prohlom affoot!;
hio! on Hilt! :job.

1C)



TEST

Objective quiz cove ing the problem,
theft in indus

and effe of

Role-play (emp1oyee caught sten1ing from companN)

SUGGESTED ACTIVITIES11,

A. ViBir local poLice statton

Have ex-con-speak on how crime doe-en'

Nr 4
LESS411: Environment:41 ?rob1m s- to Idusft

%

Pt)

r
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. WIrrAT ARE _THE' RE4S01\15?

AS1CALLY
DLiHOr ES'

N 1A1TS

..... rot
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1 I. E umrAH( --0\A/L5



THE9 AFFEcfl.S

0,-,

THEFT U)L1ALS LOSS TO THE COMPANY

SECURFIY COSTS

PROD LK 110hi
COSTS

NAIO IS T0 &A.:1n_ ?!

MARY?, J11-17 511`ION'

AQE Au_ OF r11\i'

PLOYEt S cgoope

trtuz lor &ucy 2 ) 7212



HOikI THEFT AFFEC'S E WYEE

YOuR FATHER wONIT BE
Ho NC& FT-coR A FEW yEARS,

t

%A-
S

)it 1(11, 1:).1

3 :17



SUPELMENTAL
EACHING HATERIALS FOR ICT

ERALLY RELATED -LESSONS

Uni,p. 7

Lesson

Ba es, Harry, Elmer and Tekters NegleY K., New Horizons
Criminology. Prentice-Hall, Inc., Englewood Cliffs,
New Jersey, 190.

Gibbons, Don (7,

Prentice-Hall, Inc.)-Englewood Cliffs, New _Jersey, 1968

Levin, Stephen -ime and it'-_ evention The W
Wilson,Eo., New York. N.Y., 1968.

PIENS

Foc us ana, 15 minutes bh state, 19

0
, 30 minutes,
7-03 East Grace

Pree loan, C&P Tolei.hon_
Richmond, Vtrginia 23219,

lmncntu 20 minute, ç ol FTec Loan, C&F Telephnile Co
703 East Grace t. , R chmond, VirgInta 23210_
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INSTRUCTOR ' S LESSON PLAN
Genera 1 I y Re la red InTorma Lion

Unit

lesson 3
SIDBJECT; E,nv ir menta 1 Pi-oh lems in Industry

OBJECTIVE:' The scudent w describe causes and et fects of
environmental problems i n tdusl ry and' who :6 Lail L't."

done co prevent problems

0

TEAGUIN6 A IDS Over head pro jeer or lm projector

MATER[ALS: Pransparenc es (2) 73T1-b, Handout (2) 3H1

REFERCNCES t.s We Live tid Bretteh,e, National Geo6topbm= :-,e,t(-u.y,
Washington, D.C.
GaiLlat_ Saturday Rev Press, New York N,Y.

SP2AKER3 State Air and t.41tr Pollution Contr()1 Board represtut-
ta t ; local i ndustry represents Ci ve

PRERNRATION (of Cie learner)

A, Discuss case study, "The Braxton Bottlin,g COilip0HV, (2) /Mit
B. ''Discuss loCa 1 problems

Discuss whet hiIr or not ,ue cut pet employet ,,,,otrthoteb
pollution,

2 PRESENTA T ION o f (1-21-J11-11
TNSTRIICTIONAL TOIICS KEY POINTS LLIILED11 o reuemher o do or s7i

rolLiLtoht A se,iion discusses cun,,,, uud
effeets of pollution.

causes Show (2) di,

CLIS6 ttunspotta
tion, governmental and home.
Effects List/discuss health
hazards, financial burden,
degradation of surroundings
Causes Show t2) 7212. dim-
cosu solidiliquid industrial
home, and y:,,Tvernmental waste

h. Effects -.Discuss local sevail,e,
water systemS, r vers, lakes
that have he'en tiffected
pollution

a. Causes Refer (2) /.113

Discuss student's personal
experiences uith noise on
the loh, in totin, and cif- home.
Discuss loss of hearin.
car protection. decl-ctie in
worker ()Id ic ienev mont n I hop 1 11

ha zard



PRESENTIJOIN___L2131J/WSAL____-.

I_NSTN,ICT I ONA1 TO PIC S KEY )0EN-PILLIIi;-iLo remember to do or say)

Prev--tior of PAlntion 13 Thi S S (2C 1. OT1 d i scusses i odustr ia 1 .

goverrnrie nt a 1 . snd home pollut ion
pre ven t i on.

ilidu.._ L 1 al Pollution I, Prevention Fo int out problems
of industry as compared L o non

po 11.W,Ling nit thnds shown in ,

:,2 ) 7214. Nscuss ant ipo 1 lot ion

- dev ises research on pol lo-

t:Loll, personal pollution
protection.

nm o t,-_t 1 Poi_ 1 ut, 1 L Prevention - Discu stiff r eI
ulaticiffb and penatAties, long

q
ra-nge p ld nn ing , publ ic educa'.'

tion, ptd lic' facilities _for
pr event if-ni. ( i ,e. land f il Is,

i=r,,Asli col lect ion. re-cvel ing

cellr ors )

Shuw ( 2 1 ) 3T '-)

Lull uL I a' 3 Provention'- Show (2) /21 0, point
,_.)u t wha t -SL udeot s can do 1_ o help

priwent polintion at home use

i fers whih eau he _recv,:1cd
proper disposal of .1,7sm I k was I

111:11( C-TallS -solid 1405 1 LI,O up!) ot L

aiii-pollu L liii 4k, \der I lllIL tad I.

XII IP I l 0 115

3 Appl ArrioN

todt,

pplIntiou
tI Have cla6ii

TEST

(:tve ohJcctive u I 1 ko oil r

lud ,olid waste polint-ion

ls liv u 5 ticit.111 Aroups d iZACUS5 atld p4 t 01,A 1 1v1'1 b on preveti

lvc meaStAres aga ins( no 1 la t iou V:1. one of tour I lit!. ton

a ir , wa ter, no i se or sol id Isal i, ',!

t r tt,L A I," I

It pi t.h i210:1

uGcESTED ACTiVITIEs:

Field trip t s tor t mnei p 1,111i

C omp I Ic 1 t 0 f 10(7,11 nder s iid inT,Ao!; I 1 inl' I. or rcmied

Have tudent piir (it ill col OAS I eel( They report,

overvfhinA which they di.d AS iddividilals, within th;it
to prevciIt or st I itc r o n
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AIR
.POLLUTIONz

2

Transparency ( 73T1



WATER- ppuirrION

OILY INDUSTRIAL
WAS:TE

315

NO 5'1, MM

NONG

22.0
Transparepey (2 ) 73T2



NOISE POLLUTION

2 1

I

Transparency 2 73T3



STACK CLEANERS

POLLUTION CONTROLS IN
INDUSTRIES

UQUID WASTE
CLEANERS

2
Transpa ency 2 73T4
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POLLUTION PREVENTION UV 0.

GOVERNMENT

KE
ovca

cl -,1/

CLEAN

2c'3
Transparency (2 ) 73T5



,

a

tr

. .POLUTION: PREVENTIQN'- AT HOME.

2 4
Transparency (2) 731(



CA STUDY
"L'lI Braxton t3ott ling Co pany"

32')

On January 1st, the Braxton Bottling Company was told that no mo
non-returnabl Iottles would be legally sold in the City of Braxton, and
that effluent _stes that the Company had been dumping into "Ripple Greek"
would have to be disposed of in another manner.

Claxton, the President of the Company was really upset, especially
since Braxton Bottling-was a community-minded companywhichwas always spon-
soring et:immunity projects and providing free sodas. Now Mr. Claxton was
forced with having to move the company to another city, close the oompany'
down completely. (which would mean laying off 123 employees), or coming up
with a, new solution to sell his products.

(It should be noted that in .1974, the Braxton Company.hq conveyfed tb
non-returnable bottling machines and bottles to meet competition )rhe
Company still owed $75,009.00 on a bank loan'for the machine

Since'the creation of the 'rno non-re'turnable bottle law" and the "water
pollution law" was largely the product of the 106a1 high school's Industrial

.Gooperative -Training students campaign at City Hall, Mr. Claxton decided
to go to the UT class and confront them ith his Company's dilemna,hoping
to find a solution from the clas5.

What suggestions does the class have?

.2. Do you think the -class was right in having the law passed by ,the Braxton
City Connell? Why ,or why, not:'

What might the City Coundil do to help the Braxton,Bottling CompahNE

, Handout 73111

2



. SUPPLEMENTAL
.TEACUING MATERIALS FOR ICT
GENERALLY RELATED LESSONS

327

Unit q
Lesson

-No and B 'National Geographic Society, 17th and
M St. N.W Washington, D.C. 20015, 1971
(Note: This book alone,.could cover entire Subject; -out=

_ending photographs,)-

0
CoTmoner; Barry, gNatt,aLianandTvehrClosin2Circletillolo:.

Alfred A. Knopf- Publishing Company, New"York, New York, 1971.

K 1 Ketie, actiL3ay,e:ThellitureofGarbaein
America. Saturday Review Press, New York, New York, 1973.

,

Control of the Environmant Congressional Quarterly
Publishers, 1414 22nd D.C. 20015.

ILMS

0(7z.11.L-p_o_EK212ALT-2, 16 minute, color, state 1973.

Refuse Problem, 14 minute, black and white, stat 1971.

2 6
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ICT 2

UNIT 8

How Lo Se ect and 'Evaluate a
,ampany for Permanent Employment

Lesson 1. How. to Select a Company
for Permanent Employment

Lesson 2. How to Evaluate a, Co ehny.

2 '7



INsawcrows LESSON PJN
Gepetal RelacAd Infermation

liUBJKT: how to SO1C01: a Company t

OBJECTIVE: Thestudent will become
selecting a company for p rmanent emplo]ment.

Unit
f".501'1

nmanent Emph

iliat with erfteria used in

TEACHING AIDS: Overhead Projector

cMATERIALSL Handout (2) 81111

Transpa encics (2) 81T1-3

REFERENCES Secceedin 'al the. orld if Work McKnLght and McKnight
Publishing Company, Bloomington, Illinois, 1970.
Makin-_-the Must of Your Job interview, distributed by the
New York Life Insurance Company, 51 Madison Avenue, New York,
New York 10010, 1971.

329

PREPARATION the learner

A. Give examples of how haphazard selection.of a company might lead
to Unhappiness on the part.of an employee.

B. Ask the class how this employee might have gone about selecting
a place to work where he would .have been happier and more successful.

INSTRUCTIONAL TOPICS KEY' POINTS thin rememher oor say)

The Necessity of Being Selective A. Must Select Right Cbmpany

1. tEnployers seldom came
looking for you.

Investigate many companies
before making a choice.

Inquire about available job
opportunities with employment
agencies..

228

1. Refer to (2) 81T1., Invite
class discussion on recruiting.

Z. a. Refer to (2) 81T2.
b. The more firms on your list

the better chance of finding
the right one.

c. Visit with people from
companies that show promise.

d. Refer to (2) 81T3

Discuss advantages and disad7
vantages of public and private
employment services.



INSTRUCTIONAL TOPICS KEY POINTS tHin s to remember to do or say)

4. Employment permanency Ls 4. Discuss advantages of staying w tb
desirable, a company.

Benefits accrue with sbniority
When you change employers you,
start.at the bottom.
With experience you increase in
value tp your employer.

APPLICATION

. Ask students to complete emplo-Aent-survey (2) 81111.

TEST

Students will be asked to wrl-
ployment survey they made.

brief report on the results of cm-

SUGGESTED ACTIVITIES:

A. Invite a speaker from The Virginia Employment Servi
B. Invite a speaker from a private elimployment,ageney

NEXT LESSON: -How to Evaluate a Company,

23'19



0 YOU GRADUATED ...

BIG DEAL-1

DON'T SIT ON YOUR LAURELS ...
AND EXPECT.' ThIE RIGHT- -COMPANY TO
COME TO YOU!

230

Tr sparency (2) 81T1
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LOOkj AT. MANY

'BEF()Fi, CHOOSING

YOUR cOMPANY 1

sparency (2) 81:12



YJSIT IDEOPLE

FOR A FIRST HAND- IMPRESSION

335

Trinsparency 2 1T3



Exployment Survey

1. Liatten companies or institutions which you would like to work
for in your community.

A. E.

F. F.

C. G.

D. H.

E. I.

2. Select five of the above companies and rate them one thru five.

A.

B.

C.

D.

E.

Using the yellow pages of the:phone book, write do
and phone number of the five companies.

337

address a

Contact these companies and wr te down their responses conce rang
job opportunities.

5. Contact the Virginia Dmployment Service and a k them
jobs in your career choice area.

List five private np1oyment agencies.

A.

B.

C.

D.

/ E.

ilabl

7. Contact the five listed private employment agencies and ask them about
the av ilable jobs in your career choice area.

ndout (2 ) 81111



SUPPLEMENTAL'
TEACHING MATERIALS FOR ICT
GENERALLY RELATED LESSONS

BOOKS

Unit
LesSon

339

Hdw_Not_.to Blow a Job Interview. Any Opportunities, P.O. Box 5510,
Phi.ladelphia Pa. 1914= Free, 1-973-.

Ki-ball, Grady and Vineyard, Ben, Suc_ceedinB in the Woxld of Work McKnight
and McKnight Publishing Company, Bloomington, Illinois 1970.

1,1.2kADg the_Most of:tour Joh In No. P. 10334, New York Life In-
surance Company, Public Re _ ionS Department, 51 Madison Avenu
New York, New York 10010, 1971.

FILMS

triaPromot.ian, n, 16mm - 14 mini eeolor 16 minute s_

You.r JOb Findin the Riht 0
1969.

16mm, 14 minute, black and white, state,
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INSTRUCTOR'S LESSON PLAN
Related Technical Information

Unit 8

_on 2

SUBJECT: How to Evaluate a Company

OBJECTIVE: ,The student will be able to ev4luate a gompany of his choice-
-in terms of permanent employment.

TEACHING AIDS: .0verhead projector

MATERIALS: Handouts (2) 82111, transparencies (2) 82T1-8

REFERENCES: Kimbrell Grady and Vineyard, Ben, Succeedin in. the World
of Work, McKntght and McKnight Publishing Company, Bloomington',
Illinois, 1970.

PREPARATION the 1 arner)

A. Give examples of,the worth of fringe benefits
B. Compare beneftts of Owo local companies

NSTRUCTIONAL TOPICS

A. Employment Consideratio s

1. Personal values

2. Working --inditions

3. Employee stabil ty

4. Discrimination

5. Location

L ok at all possibilities

a. Refer to (2) 8211
b. Ask "Are your personal

values likely to be sac
by this job?"

a. [)icuss whatmakes good
working conditions; Ref
to (2) 82T2

Refer to (2) 82T3
h. A high turnover ra e tells

you "Something Ls wrong here"

4. a. Refer to (2) 82T4
b. Are employees treated fai ly?

ay)

9. Wou d transpe-Lation be a
problei0

b, is appropria housing avail-.
able?

Would you be conven -.lit to

school, shopping, ei Thment,
and spiritual needs?
Refer to (2) 82T5.



PRESENTATION Ccontinyed)
INSTRUCTIONAL TOPICS

. Salary

-7. Fringe benefi-s

8. Training facilit Os

Advancement opportunities

10. Other const -rations

341

KEY POINTS things to _emember LO do or say

a. Can this company pay you what
you are worth?

b. Refer to (2) 82T(
C. Can You live in that lieat ion

, on that salary?

7. a. Cood fringe benefits can add
considera ly to your total.
earnings.
Does your company of (list
and discuss)
1) Retirement
2) Paid holidays
3) -Paid vacations

Medical and hospital
insurante

5) Life insYrance
6) Sick pay
7) Credit union
8) Stock buYing options
9) Others

c. Refer to (2) 82T7

8. a. Js there an adequate company
training program?

b. Are there special training
coltrses.availallie elsewhere?

a. Refer to (2) 82T8
b. Would this be a "dead

position for .you?

10. a. Ask for . and list mny,other
considerations that students
suxgest.

3..= APPLICATION

A. Proc'ure an outside spe-Ver, such as the personned off i er of a
a large local firm.

B. Ask students to evaluate a local firm and give their implessions
of the industry. (2) 82111

C. Have students investigate and brin n port on their present
employer,basea on criteria discussed LII this lesson. Compite and
di,seuss the eonsensus of information.

TEST

Students will be asked to evaluate a compan a prpspecLive TiployOr
in terms of the criteria discussed -.01 this lesson.
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'SUGGESTED ACTIVITIES

A. Kele playing of an intcrvtcwer and an applicant discussini, 71mpany
benetits.

B. Bring in firm publications listing benefi and describe.

NEXT LESSON: Post High School Edeca ion and TrainIng.



--DOES YOUR JO

GIVE You PERSONAL

SATISFACTION ?-

343

WHAT ARE YOUR PERS NAL VALUES ?

Transparency (2) 82T1



ARE YOUR WORKING

C9NDITIONS

a

J'#

SATISFACTO Y

239
'rran:3parency (2) 82T2

4





DISCRIMINAT1

pass WHICH SECRET Y
GETS THE JO

T r ans parency

349
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WILL JUNIOR E CLOSE
TO A GOOD SCHOOL ?

.tnsiht r(muy ( 21 T5



S LARY

WILL. yOun EARNINGS E -AS 171IG

AT ONE- COMPANY AS.AT ANOTHER 2

--nsparency (2) 8216



FRINGE ENFHTS

a

:455

4 Tr 11 -11"1-eney 82T7
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-.ADVANCEMENT OPPORTUNITI S

E SURE THERE 'ARE 'G ALS
_YOU CAN REACH FOR

Trans --)a rency (2



Evaluati an Industry For Employm

359

_lch student is nsked to pursue the stu4. of one industry.. The study
uit in a paper turned in on oi before (, The purpose is

do a basis for understanding industries in eniral and evaluating
-ompany kor cmnloyment.

c>re peNons may choose the same industry and they may do their
together. 'Each student is expected to submit a complete,report.

industry chosen should be one that you may be interested in employ-
rnunt now or at some futUre date

The following plan is only sugge8tive oi what may be included in t_e
study.

rit Into n-

a. What are the working conditions?
b. What is' the employee turnover or_what is the stability of plOyT

ment?
What evidence is there of discrimina -2

What are the wage and salary scales?
What'fringe benefits are available?
What training i available?
What are poss ble advancement opportunities?g

Origins and Development of the Industr:

a. Tithe and place. If 4t evolved from plimitive times through what
stages did it pass to become a mature industry?

b. What scientific developments underlie the industry? What persons
wer_e responsible for these developments?

c. If this industry is one in a chain of developing industries, what
other "links" are in\tue chain?

ci in what way is th' indtistry affected by t ansportatioi and co un-
ication?

e. What have been the recent technical developmet s?,

Products of the Indus

a. What is the producr(s ) by name? By function or purpose?
b. Who uses the product?
c. How many are produced in a_ day? Month? Year? (Units: yards,

tons, pounds, etc.)
d. What is the production trend?
e. What Is the _dollar value of the product?
f. What part of this value is added by the Industry?

handout (2 ) 82111



The Manufae:_uri_pg Yrpcer

a. How is the prciduet made?
b. Wbat machines ary peculiar to the 'industry?
c. What is the nature of "nlass.prodnction° in Oits
d. What is the trend in terms of output per worke
e. Has the process been changed significautly'in.t

What is the power source?

Tho Working Force

161

ind stry?

paSt 30 years.

a. How many are employed di ctly? Indirectly?
b. What scope of occupation is represented?
c. What -is the distribution of the w6rking force among skilled, emi-

,

Med, unskilled? What is the trend?
d. What is the wago picture in representative occupation?
e. What type of enginee,ring underlies the induStry? Approxiniatoly, what

is the engineering percen age?
f. How does a,person obtain employment in this industry?

Location of the Industry
: _ _ _

a. Whore are the pr mary manufacturing industries located?
b. Why are the industries so located? (Consider transportation,

sources of raw materials, sources of labor, market, etc.)
t. Is the trend toward centralization or decentralization?
d.' Is the gebgraphical location shifting? If so, a e the reasons

apparent?.

Labor Monia;ernent Relationahi

1 What are Ole names of the largesNcompaTiies in the industry?
b.. Wbat agreements now prevail between labor and mallagement?
t. What have been the issues in negotiations?
d. What has been the work record over a period o y ars.?

Handout (2 ) 82E11 tont )



SUPPLNENTAL
TEACHING MATERIALS FOR ICI:
GENERALLY RELATED LESSONS

BOORS
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KLmball, Grady and Vineyard, Ben, Succeeding in rho Uorld of Work,
McKnight and McKnight Publishing COimpany, Bloomington, Illinods, 1970.

oody's Investors Service, 99 Church Street, New York, New York 10007

Occu ational Outlook Handbook Bulletin. No . 1785 Bureau of Labor Statigt cs,
1515 Broadway, New York, New York 10001.

Cnc clo.edia of Cdreers and Vocational Guidance, Ooubleday Publishing
Company, 501 Franklin Avenue, Garden City, New York 11530,1971.

FL-1MS

Nour Job - Getting Ahead, 16111m, Color, 16 minute state, 1969.

Job GodWorkHaba1ts, 16mm, 14 minute, color, state, 1969.

218
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Icr 2

UNIT 9

Post HIGH SCHOOL EDUCATION AND TRAINING

-:: Importance and
and Training

gh School Education

Lasgon Z: Factors in Selecting Foot MighLS
Training

249

ool gducation and



INSTRUCTOR'S LESSON PLAN
Generally Related Information

SUBJECT: linportane and Sources Poet High School
Education And Training

365

Unit 9

csson
1_

B ECTIVE: Studentyill be able discuss importance and ware
post'high- school cdaestioU and training programs.

rENRIING'AIPS'v Ov-Aead pxojector, trainaparenel

nATERIALS:

TUFERENCES

Transparencies, (2) 91T1-5

Succeedin in the World of Work, McKnight and Manig
Publishing Company, Bloomington, Illinois, 1974.

An'armed forces recruiter ,guidance cotinelor, local
apprenticeship or labor,repiesentative, Virginia Empl

_Commission rep esentative
,

ent

A. What are Your future plans?
B. Will your plans require additional, education?
C." Can additional education help You earn more money and

better job.security?

A.

KESENTATION f the lin ormatio
PISTRUCTIONAL TO ICS KE

Education and Job Security

Education and Your
Earning Potential'

ye you

P INTS thiii ber to or say)

High unemployment of high school
dropouts
High percentage of persons
without high school diplomas
the /Quest paying jot!ti.

Jobs requiring very little or
no training are' vanishing
Example: Over 3 million agricul-
tural jobs requiring little or
io training have been lost in
the.past 10 years.

4. Workers with more education.
employed in better jobs.
Show (2) 9171. .

A
B. Disc the digerence b- wenthe

4orn1ng potenrial_oE each group:
,schoOL dropout

2 High school graduate
,3. Colldge graduate

Show transp cy (2) 9112.

2 0
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C. Sources of Post High
'School Educ tion

Compare different p igh school
education sources
1. Community colleges, junior colleges,

four year colleges and univer-
sities
Explain: The difference between
community college and junior
college.

Refer to ICT 2-91T3
2. Adult Education Classes: List

your county's (city's) offerings.
3. Technical schools: Make a survey

of technical schools in your area
and the course selections..

Refer to (2) 9).74
4. List area industries and their

training programs.
Refer to (2) 9125
5. Apprenticeship programs:

a. Review uhat wag covered,to T-I
b.:. List apprenticeship programs

available in your area
(1) Point out requirements

for enrollnent
(2) Give necessary inf rmation

6. Correspondence courses:
a. List different schools(and

addresses)offering this type
of program
Discuss the good and bad
points of such programs

litary service and schools:
List some of the choices:
pass out materials

b. Compare the educational,

offerings to lhose availab e
at civ.ilian'schools. List
the pros and oons of military
training

a.

Have the atudenc investigate each area of post-high sehool'eduCation
and explain hoW each can possibly help him achieve his career goals.

Divide the class into several groups.- Each group will invite
persons from the Community representing various occupations. These
people will talk tO the entire class.about their individual jobs,
money they earn, future outlook of their job, and how much'
training or education is required for their jobs.
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TESTS

J,ist and discuss post-high chool education progratn whc1i
available.

Seledt one educational program that 4Ll1 help you to aclileve
your career goals. Explain how th s program will-a d you.
Discuss why you selected this program over the other p.oraw

SUGGESTED ACTIVITIES

Invite outside people to the classroom such as an Armed Service
.recruiter, vocational school representatIve, or local apprentic
ship or labor representative.
Have the students read and discuss Iticg1.12_02.
Wear Chap. 17.

C. Have students research two occupations. Have them report what
the jobs involve, the earning potentials of the job, the
employment outlook, the production and advanceMent which can be
expected, and type an-d (mount of education neeessary.

NEkT LESSON: Factors in'Selecting Post High School Education and

25



WORKERS WITH MOIRE EDUCATION
ARE EMPLOYED IN BETTER JOBS

MEDIAN *EARS OF SCHOOL COMPLETED
BY MAJOR OCCUPATIONAL GROUP

Professional,
echnical, and

kindred woekers

anagets officials and 6toprietors, exc.
elcricA and kindrcd workers,

les workers

Craftsmen, for d k ndred workers

Servie w:rkers, exe. private hous aold

Operatives and kindred workers

LabererS: exc. farm and min6
Yernlersand farm managers
:Privatehousehold workees
Farm laborers and foremen

Source: U.S. Departm- t of Labor, Bureau ef La rir Statistici, 102.

Transpn ncy 91T1



INCREASING 'YPOR EARNIKS,

371

THE EDUCATION -.YOU .HAVE,ANQ THE SKILLS
.YOU LEARN-ARE .CLOSELY REATED TO-THE
MONEY YOU WILL-EARN OURING YQUR LIFE.

254



LIST THE COMMUNITY COLLEG S IN

YOUR AREA

373

.'11$7r: THE TRA6E SOPJECTS. TALiplIT

:IN THE COMMUNITWC.OLLEGE

255 Transparency Z) 91T3



LIST TI-IE TECHNICAL
YOUR AREA.

375

'CHOOLS, IN

Le THE OCCUPATIONS TAUGHT IN
THE TECHNICAL SCHOOLS.

ansparericy (7 9134Tr



LIST THE INDUSTRIES IN YOUR AREA;

TRAINING PROGRAMS
THE INDUSTRIESi.

T;arency §1T5



SUPPLENENIA
TgACHING MATERLALSJORICT
GFVERALLY RELATtLYLESSONS'-

BO

ld of Work. McKnighl nd McKnigh

loOmipgton, Illlnois 21701, 1974.

eship Training in VI.rginia. teparttent
sian,of Apprenticeship Training, P.O. Box 18

rginia 23219, 1969. ,

379

Unit 9 ,

Lesson

-T?ub1ishiig

bo r andndu t
4: R.icaond,

A Co tive Workin A:reement Jerweeñ IndustiaL Cooeratite Irsihin
:111n0AnPrenticeship Training. Department à IAboand Indtstry,
'DiNtision of- ApprenticeshivT aining, P.O. Box 4 Richmond,

li1gini.4 23219,:1969..

10 minutes,

king-Afleacr arid -"Can t.he an Apprentice." These
in 4 packeCof'matefia1s:-when yOu-Order the aboy
0e-partmnt of Labor en4-4(.11-1s -'1)1001gnrA

.40k 1814, RiEhm?f,4, 21 L9 ?.

258

inphiets will be incladed
bOoklets from. the

7
icpah4lOcraining,



380

TR CTOR'
ed Technl a

STAJECT: Fact in Selecting FostRt h School
Educton and Training'

OBJECTIVE: St'

sel

Unit
Lesson-

will'he able to da factors involved in
post high school education and training.-

TEACHIN6' AIDS Oerhead 'i)rojector

MATERIALS: naarencies (2) 92T1-7 .9281 and Handout (2) 92

REFERENCES: ICinbrell, Grady And Viney0
d of Wo k, McKniAht

Ben, STAcceeding
d McKnight Publishing

he learner

Pass out handoldt (2) 9281 and dismiss ators in slthcting post hschool educational training. _Then have students answer three.questions at Oe bottom orbandca.At-efteOpicking an occupationin which they are interestpd:

Loostio4

E hics.

Locat_on.c

-
.

E. Marrowing te occtpa-
tjonal training field

-Aown to meet your needs.

and compare cost
muninity college

Vocational schools
Private schools
Correspondence courde
Apprentice programs

ary service and
/

chools

Diciiss how location might affect
he individual and h s efforts to
ach h a goils.

any ethical questions stu-.
might have toward an in itu-

pragrom.

aveling cost and being
Y from home.

E. QuesUonawbichneed to he investigated
before occupatIonal training
1. La the ,occupational training

Ole lenging?



SEYTAT ION contiji

INSTRUCTIONAL TOPICS:
Narrow the ocáupation
training field dawn t
meet your needs (con

PINTS thiri:a x em to dc 0 8
a. -Is occtiatoi interestimg

and will di interest Izat
over the ye ra?_

Refe -K2) 92T 40

Can t sacced. in thds edicatLon
ov tr

Aefer to 92T2

,
flow rou oh
training?

e thL s

amf ,to; T

t'd_s the a oopkere inth t'
ehlaitional iasti tutien-b,T

Lniitg fittua ttom?-

ef er to C2)' 43ZT4

,

san Ton ijaice ofter t
-7-e
--educatioil or training?

1svc enough b Amic traimirg?

Ifcr to (2) '9E161-,

chat is the futtre .outlyok f_oc
emplopment dh this oc cupat ion?

Refet:izo (2) 9217

PLICATI

.HaVe gtudent aelecr au .tnstirutiori Iptice of
someoneltoo isju a traintrig.program, Prepare
'factors discut4ed in-this unit. '

,

athirt and' imterview
repolt bised crn,

Tes

List and discuss factors which Thjj

conernirig post high school educat
consjdered ir nut Lo g
d tro

sLo

SUGGESTED ACTIVITIES

Have the Students read and d scusa
Chapter 19.

T LESSON: Values

s
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HOW MUCH CA kEARN AFTER
TH S MAIMNP.

Tranmvarency (t) 9213
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WHAT OS THE.-FLT RE OUTL
FOR PAPLOYMENT IN THIS
OCCUPATION ?
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FACTORS IN SELECTiNG POST HIGH SCHOOL
EDUCATION AND TRAENING

You and you alone, must choose your vocational f_ ure. Adults can
suggest: buc the choice must be yours. Not every adult is qualified to
give assistance in vocational planning. If you ieel you are in need of
individual assistance, see your $ehool guidance counselor or a rained,
impartial vocational counselor.

A career should b'e planned on the basis of occupational information,
aot on the basis of 61e glamour of the occupation. There are a number oi
geed .sources for such informacjon which you can utilize. Ke6p ih mind
that one car\ be successful in'imore than one occupation.

Many factors are involved in meeting the requirements of ail)/ given
uLctjpation. Ail audit of (\ne's intellectual, physical, vychotogical,
soc l, emotional, education_ arid Einaucial resourcs are 4 necessary in
L-tLal step in career planning.

If the career you choue requires college !or tcchnrcl traiaiL, it is
wise to maintain good study habits and good at tittide toward work. Then
you apply for a job, all of you ia,heing evaluated, not just your grades in
school.,

lecting an occupation is net like selecting an iLc m of clo hiag. Our
practiCally all of our lives, t,Ict do not dis-

aion, nor do we discard thvm because they have
selection, based on careful and patient inves-

tigation, will help to insure job satisfaction and future happiness.

jobs are something we vent
mard them with a change in
grOWn t00 small for us. Wi

4
wHAT ARt -- INtE-Rhst AND AntLITiEs

1.1\ 1. utuu Lu, kik-IA.)1->A 1 ti)N g QU tR1 FoK k

wi-LA i tFP(i)1[f1_1r AKt. ci IN I 1":1.1,.

92p
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35_),9

Kimbrell, Grady and -Ben Vineyard, Succeeding in the World of_Wprjs.
McKnight and McKnight Publi.shing Co.,_Bloomington, Illinois
21701, 1974.

Pielle, Hal, Personalit- and Success.
No. 4, Superintendent of DocuMen
Office, Washington, D.C. 20402,

BOOKLETS

1965,

Business Repea
Government Pr

Price 31c.

Handbook For Young Workers, Bulletin 271, U.S. Department' bor
Bureau of labor Standards, for aale, Superintendent of Do-cumen s,
J.S. Government Printing Office, Was ington, D.-C. 20402, 1965,
?rice 20,

'FILMS

'Caren-

1972.

Techniç&an For You minutes, co:1(pr, state, 1971

An The Health Services Foi u? 14 minutes; br, state,
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UNIT 10

V lue C1riflcation

Leso n 1. Factors Infleenein Values

2. Values and Job Success



S B

INSTRUCTOR'S EESSON PLAN.
02WERAL R.ELATED INFORMATION

T: Factorhiluencing Values

VE

401

Unit-

Lessfin

The student will be able to define vl;rs nd di.oss factors
influ4ng values.

TEACHING AIDES':.. Ov head projector

M1cNTERIALS:

I

ittEFERENCES:.

Transparencids (2) 101T1-4, Handouts (2 )' 101111-3.

oe
Kimbrell, Grady and Vineywed 4,en drn In The
of Work. MOC.nighe & t.ii0(night Pub lihing Co Bloom ington

1974.
Simon, Sidney B. Howe, Liland W.,and Kirsehenbaum, Howard..
Values Clarification Hart PuhlihLnh :0111pk-Eu,y, Inc New York
New York 1072

Pretfst; Refet
Give handoits

ncielat (2) 11-11

101H2-3 and discuss

A, ,Valcms A Stud _Ls Will looK up and w-'
al dictionary definitions.

.;s5 how students interpret
these d'fi
l. Val c imporranco: give eX

afaplos of personal values.
rresont transparency (2)10lTL
L(st responses on board.
Values ot peers an* others:
preson( (2)101T-2, dglacuss

peer ptosnro and its psycho-
WLi effectg on people,.

J. V,Alucs under pressure: dis-
uss ..,tress situations whero

valu(26 f'.u.a'cllanges i.e. war',

naturol d[so.scer, when
orc robbed,' et.
(2).101T3



f"

402Th,

Factors influencIn vaiUes

APPLICATION

B.

society

Fatetts: sk and discuss
the quesfi "Are parentiAl-
values old ashioned?"
Friends: s.cus peer pressurQ.
.,entlonthat adults have sitItt-
tat,preSsure also.
Schools and training!= Discuss
eAncational and occupa

Society.and cuLture Discuss
briefly churches, democracy,
QUS CMS and taw5 4s they
offoct values.

k: Discuss work as
OS to values. Fres At,

jOIT4.

acquirjtng values in Our

Have students Vtrito nd act out a_short
s6udied in this it.

TEST

Have studentc dojinc values and dtscus, tiv.

NEXT LESSON: Value,s

ont Co valouS
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SUCCESS AS A VALUE
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Transparency.



WHAT DO YOU VALUE?

'Pre-Test,

Vilüe Ciariflca

4

Values are the basis upon which peOple decide 'whab they are for and
againdt'or where they hre-going an4 wni. In othey, Worils they -give di-

etton t6 life. The following dx&reine ca0pbC6M6d tc4 help you detdrmine
what is impbrtant to you. W1iii0do yon-411.u0 '

As quickly as, you can lint 20 things in life which;you really like
Th'ere are nel:ight or wrong.answors'abont, what you should like'.

0sing the suggested co,de 'given, the ext s op is to dodo the 20 ieemS

tie

Place 41,e' $ sign by allY item which costs more than ,$5 eab time

I

an R by any item which invoTves some risk. -The risk might
"physical",,intellectual, 'or emotional, (Which thlngs in your

.

Own life that you.love to do require risk?) t

.1.,1Sint the code letterw,Yand Mi recardwhich of the items on your
list yen think ypur father 'apd_mother.might have had on their
lists.Sif they' d been asked 16 make them at your-age. .

, 4
. .

. 0
.4 .'7.-Plaec eiVher the letter P or-the letter,A next to each'item. .The

P'is to be, usedjer items-whith-y0,pre r.doing w1thpLople, the
ck. A-.'for.iCems.which yoU prefer.doing alone.'

. .

x) .
, .

.5. Place a -.number -.5 by ;anY i tem which- -Would no t
. .-:,..!.. ,

five-years ago.
h ve been'o- your list,

Place 4 nnmber +5 by ajiyt item which you think will not 1): on you

list five yearkpfrom now..
4Y-4-44.-

C

Finalliy go down through your list and indicate the-date when you
did' it.last: .

A

Now look back over your list an4, the endings.

What does yonr list look 1

Didy'hu learn soMething about y irself?

.Ar .
there some things you are pleased with?

Can you identity any paltterns in,the things you like o do.?

there. anything. 'that you would like to chan-'

A-re there so!ne things you like to do tiat you have not done lately?

Why? What could you do akout this?



ISHED ENTENCES

413

Purpose': ,Thls strategy helps the individual reveal a nxplo,rc some
of 4.1iattibudes,. elthfs, n n,actions, covictios, intoTo

. ..
spirations,`

likes, dfslikes,p als and purposes; in other ords,1iv ue indicators.
What often emerges from the completed seijiices is a growing awareness of
developing values.

OZE OFHTHE.TLACHER

icher provtdes _he students iCh. a.list -f unfinish d sentences.

Aftet the teAtences arc _given,' the 1600 gpes around the rooM giving
each person a chance to complete 'aloud, any..One Of the sOntencCs: with 'what-
ever words come toAnind. There can be a cnd ci third time 4rouild-if
thete.is time and'.the group seems interest0. Of course, studOnts'maY pass.
A. discussion can follow.with particIpwnts elaborating op t1iir .antwerS, or'
.queStioning others about their answers.

Variation - After completing the sentence,
these sentences in one or more of, the folloyilig ways=

tt,

Place a P in front of those sentences of whic4
which You are willing t,p4bliely:affirm.

ze.. Place a. C in.frolt of Je se tences for
alternp ives.

Place a CF
freely.

.

front of those sen -nces

Place an in front of t ose sentences
willing to act upon.

= sen-ences:

1.1 On-Saturdays, I like

,

-If I had 24 hours to live...

lad my own car...

best when people...

If I had a million dollars I

Secretly I wishL.

won't hav CMy hildren

ch you considered

Olich you have

Tandout



9. If I were prinei:pal 0f my schotl,..

10. The hardes thing for me



Haker Dozen '

VALUE Cl...1RIFICATION
kç'

List thirteen (baker's dozen )kmuch ne de
equire electricity to operate.

1. If there were a decree which said you had to pse less elec city,
draw a line through the three iteMs whichlyou 'eould.really dP
without.

Circle the three which really Mean the-mos
would-hold oncq,unil' tWe V.erl end.

Look back ov r our list and your dec sions. Now consider:

to'by An_ which you.

d d you deci ru dcOwithout he three items?
to keep the. other three?

P
kind of things which you owp are nice but lot nece;sar
hey importan.t?

Why did

What pther possessions do ybu enjoyS Which ones -ould you
give Pp if y -.11.,ad to?

onal.Coat of Arms

VALUE :CLAOPICATION

-"

A coat of arm is a symbol of who you are. In.medieval times this
insignia: was embroidered ere the _light garment worn ,over armor and usually'
tYmbolized ihe status of the individual in terms(of his past achinvements.*,
krsinethis coat of arms or drawing your Own, plade the folio ng in the
appropriate section.7

, I

Draw two.ractures. Oiiè to represent someihing you are.very good,
at and one to show 'something at which you went.to become bttci. .

Make a_picture to hov onece your Talues
never budge. This is one'abbut which you
and which you might never give up.

Opp qhich you would,
feel extrimely strong

_Draw a pieture to show a value by which yr famIly lives._ Choose
one that every one in your family would probably agree is most im-
portent.

In thi_ block, imagine tha't-.,,ypu could achieve anything-You wanted
to and that whateVer-you tried to do would/beta success.-.What

. . .

would You stri.Ve to do?

Handout (2) 101H3



Une.thia block to shclwo
belleve,in.an certainly

-1

, most

what
your

n thivlast:blOck w
say about you

What does you.r.coat of arinstel1you

This exer'Cise-is designed to'help you
strongly held values and to le4rn th
you believe ln. You are literally weari

Out YOU

n. pore aboUt somá o.f your .

-tance of puhlIcly affirming
-your valde'S out front-on

RSONAL.COAT OF S

randout - 101113
ontinued)
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SUPPLEMENTAL
TRA,9qtyp MATERIALS TOR ICT
.aNgRALLY RELATED LESSONS

,

Kimbrell, Gradyi and,Vineya
M8Knight and McKnight
1701

Ben S
ib1ihing Company, Bloomington, Illinois, 1974

421

U TO

Les 1

on, Sidnor B., owe, Leland W. and Kerscheybaum, Howard, Value Cla
fixation, Hart Publishing Inc New York, New York, 1972, ,10001.

FILMS

Valdes_ Being Friends, 8 minus, .color, state, 1969.

..yahits--Titin-To_DoTh, 8 minutes color, state, 1971
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INSTRUCTOR'S LESSON PLAN
Related Technical Information

SUBJECT: Values and Job.Success

OBJECTIVES: Students will'be able to define .le value.of honesty, c-urte
dependabilitY, foresight, neatness and self control
lated tola job situation*

.as re-

TEACHING Aps:, Overhead projector

MATERIALS: Transparencies (2) 102T1-3, Hando

EREnCES: Kimbrell, Grady, and VIneyard, Be
World of ork, McKnight and Mc--1
Illinots 1974 61701.

we,J.eland N arulKerscheffibaum Howard.
Hart Publishing Inc; New York New York,

.Simon, Sidney
_Vane aarifica

lishing Co. Bloomington,

1972.

Pretest_ Refer:to (2) 102H1

GiVe'humorous handout and discuss work value. Refer to (2) 102H2
Give V'ICA questionnai e and discuss values. Refer to (2) 10210

A. Values and-Job Success
r

Discuss students' ideas ofjob success.
1. DiscusW,personality. Ttesent

(2) 102T1. Discuss perso ality

J
and its psychologi.641 imp icati n
to the. total self. Refe o
(2) 102H4*

Discuss careers, hobbies clubs
and civic organizations; Do they
affect valueS? Refer to (2) 1021-15s

DiscusS courtesy; ask question':
. :

"Is tolerance of others and respect
for their rights a usable defini-
tion for-pourtesy?"
Discuss dependability. Present
(2) 102T2. Refer to (2)'102A6
and discus



NTATION of the information
I STRUCT ONAL TOPICS. KEY POINTS thin,

Dipc ss horfesty

humartvalues. k qu

job;--yunctuality, eoff
breakg, theft, .otc.

5cation does honesty have
arld of work. Refer to 102

6. Discue's foreightand 1.:Tork
DiSCUE1-6 the OqFnent "Plan your
work the workhrodr- plap'.'-
Diseuss initiare.4tAs1c 'question:
"Doas initiative always get You,on
advaneenent?"
.Discuss neatness. .Ask questiOn
7How de.,good*,organization work',

,habits.aaect yoq work?".
Discass-sel.epntrel. Present

(2). 102T3. '-.15filbu5ss personal

emper,its soo band bad points.

on6--abou

lu

AP

Form student groups and let ea h grqup prepare and act.nut a short
job situation that re*lates to tach value discussed'in this lesson.

Example; Employer sees a stude t going out of back.door Of the shop at
quitting time with a set of s;ho absorbers.

.
.N.:

lave Audents def eland dtscus,.three values which they

most important fo17-jog sudcess. A,.
,

.
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Boillg 'married
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Dru gs
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MEM A 1111::: OVERWORKED? Perham. th,,q-e

WO _ ' 0:014-, acrosn nomc abnoluLety irtefutabi tattnri
A

oxnct ty why you are tired. And, brothc.r, it'N uo w _wer yoo' rr tired_

'11 le re a ton I n; -many )0opiu aetnaa] uu,r1(110; af; yot! may have" thought,

at- lertst acculfdlng to 1-111-!3 rec cntjf _ompieted :Jurvoy.

hiCh nhow

o
The popularif n'al thiLi countly u .tion, ,hot. U to r are n

(wet -16 yeArs mf age, wilfLch j00V0.74 128 M ill iOn 10 (An Ch work Proplo under

21 totAl 75'lnil I Lou, w1iic leave:; nd.11 I -)n ( o do jiho work;.

ilion .thure are 221 mi=l1lon who

Chat leaven- 29 millif4n tu dp

vhich leaven 16 Mililuu to do
the city and staro offlcun,

, .

cio the work.

Bur 462,000 of Lh000 are ha= ot 1
253,000 to do

enOloyod by the -al Governri
iJ million aro kl the Armcd Forcoo

the work . IThr1ut L4,765,000, the umber la

the 520 0001in -fionnitair;: leavim 715,000

t! who

4cw "it may vatere2L yot! Lo Know that the.rt! nte ?

0-pit 1.C8VLO unt. two .peop1(1 to carry the toad. .Thar

A* DROTTNUI, I'M TIRED QL DOING EVERYTilING

=

wnrk, (hat leav,

,ric! in

juril you a me.

nlont 10:1112
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change you r opin1.

ItI ,ncl! you (11 change your tip In hm

r yLu have tho o.t, dl Hc ul ny TutI ill( I ur to chn nr,t,

.group poinho r Wi. I 1110' 't:() kiNV: 1:1'7A
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10211.-
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HONE5M VALUE

hn Ki hy, ECT utudcat at Podunk High -ic_hoo employed

clert With
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y, a grocery chotn. He hafj on various occasions

nessed o, her oruioyce break open cookie eartous and eat them while

they ked the cookie 1e. Wheu John,queutioOad a tello* empioyee:.

about wl

not!

it was erllh113bJi2

eve yone does

Yen reaction.

II

Ihe cookies ho was told, "Why

R:Ind (2) 102H7
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Unli 10

Lesson .2

K1ntbre11, drady and Vineyard, Ben S., Succ
McKnight and MoKnight Publishing Co., i31oomlngicrn, .I1 . 1974, 51701

.
Simon, Sidney B , Howe Leland W. and Kerschembaum, Howard, Vale Cla

tion,,Hart Publishing Inc New,Yotk, New York 1972, 10001.

FILMS

Values - Unde-qtand -g Others, utes, color, statc,':1969.

Values, Understandi selves, 8 rnrutes, eolot state 1969.
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ICT - 2

UNIT 11

. AWARENESS.

Importance of Soci nd Handling
Introductions

Lcsson Special Situations Involving Social Awarpnese
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ENSTRUCTOR S J.ESSOil PLAN :

G-neraIly Related Informal:Rut

SUBJFCT: tinpoitance of Socthl Awareness and Hand

Introductions

/

TIWS:, -Students *ill be able te discuss the
-/ procedures tn everyday living anc

Auctions.

NG AIDS: ',Overhead projector

MA '11TALS: Transp cies (2) 11,1T14
Randonts (2) II,1H1

11 7

to 1

7

Unit 11
Leason 1

cial
ntro-

REFgRIINCES Kay Corinth and Mary Sargent, MaleM tj: :rhoyo_unte. David McKay Co., 1rn, New York,

New,York, 1969.

Post, Elizabeth, The_Emily_lypst J3ook

Layng2)2_,921f,. Mick anl Wagnalls, New

1967.

lave s_udents take pre-tea
Diveliss with students poin

on soci4 awaren
brough't our on

A. Soja1 A aie Discuss good sc3. habits.
1. Stress the 1niportanc.e of being

competent in ocIai situations.

2. Have students d
awarenesa.

3. Certain socials sitnation demind

right-dress,
Show (2) 11,1T1

4. Temper never heip you in socini

situatioto.

glow (2) 114T2
5. ReAsons for bad

Show (2) 11,1T3
Good manners ar
people feel com
Show (2) 1111T4

social habits

simply making
able.
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-2. PwENTATION (continued)
INSTRUCTIONAL TOPICS KEY POI

Inttoduptions

1. Wokding the
introduction

-2. Introduction of
different sexes

3. Introductions of
rank or degree of
distinction.

4. Introductions df people
of differdnt ages.

(5. Casual Introductions

6. Acknowledging an
Intrdduction

7. Stiakiu hands

'When do yo

a. Soaaily

b. Business

Introductift should be made whenever
you-talk with someone vho does not
know the others with you.
1. The basic rule to reineniter is

that the person yob mention .

first is the one you are honofing

A.man is presented to a woman.
es, this Is Mr. Smith

n introducing the same sex,
gUiding factors are age,
Nor degreeof distinction.

ortored person first)

nt the younger to the older.

5 you are unsure, as to whether
people,have met before, you can
forestall embarafisment by saying:
"Sally, I believe you may have
met Mr. Adams..."

Role play a typical sitsatioo
a, The best ncknowledgment to

an introducn is-"How do'
,

you do.
M6ntion the peLlsoas mame in
your reply if possible. It-

helps-fix it in your mind.
7. Give situation for hand shaking",

a. Man always shakes bands when
introduced to =other mon.-

b.. A. man should not offer hisN.
hand to a woman 6nless she
extends hors first.

woman.is wearing gloves,
t-is not necessary to remove

to shake 'lands. If

possible, it is goodilto
remove the uight glove to

',show sincerity and respect-.
8. talk about standing for intro-

ductions.
a. Man should rise when int o-

duced to an individual.
40man is not exTected to rise
unless Introducad to an
lderly woman ox man

she esto honor.
b. Greeting of busiaess visitors

important e:gitcutives.
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PRE-TEST ICT 2
SOCIAL AWARNESS

How close to the edge of the table should ailver and china be
placedT

How are the knife, fork, soup spoon, salad fork plac'ed at each
setting?

Where does the napkin go?

4. How high should.:a table centerpiece b

5. IS the butter spreader part of the setting or does it go on the
butter plate? ,

6. 'What do you.do with silverware after _e oVing food;from_a serving
dish?

7. What do you use to cut lettuce?

How do you handle pitted fruits like cooked prunes and_peaches?

9. When the plate is passed for a second helping, what ip d ne with ,

the silver?

10'. Is the buttericnifeused for spreading butter or vegetables?

U. Is there a special wAy to upe thespoon when -eating soilp?

12.- How much solid food shotild bP taken ona teaspoon?

Should,food ever,be che ed with the lips open?

14. Is there any excuse for playing with:food?

15. What do you do if You swaIlow,something the wrong way and begin to
choke or cough violently?

16. Where are knife and fork placed after the meal is f nished?

17. Is the napkin'folded when the meal is over?

r Who melees the first move to leave the table

19. What is the rule for serVing food and removing dishes?

20. What is the seating arrangement fer the following: host, hostess,
lady guest, man guest?

21. You are served pie a la' mode. Both a spoon and a forkae beside
your plate. Which would you, use? .

3 ,5
Handout 11,2H1
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22. A,man or lady who jo a terrible dancer askS you to dance. What
do.you say.to hiM?

23. Haw should you eat the follOwing foods: C cken Cripp bacon
Olives?;Jialf an avocado?'

24. -How much,should:JATAip an airline stewardess after a two hou

25. Is it proper to tip your soup,howl to allow you to finish all your
soup7

.
;

26. When you buy'a cup of coffee at the drugstore, how much tip should
you leave?

27. Should'a man ex end his hand to a woman whom he is meeting for the
jirst timer

28. is the best acknowledgement to an introduction?

29. How much should you tip the waiter on a $10 bill?

Handout 2 1,2H1

0-



1- dinner fork

salad fork

- salad plate

butter-plate

5- butter.knife

TABLE SETTING

dinnar plate

7- soup bowl

water glass

9- wine glass

10- meat knife

477

dinne

12- soup. oon

Jiandout (2) 11 2112
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'ROPER E TING T CHNIQUES

*ARTIOOKES Use your fingera, Take off one or Cwo leavea at a time, dip in the
aoft end into the sauce, and serape off about a third of the leaf. Don't

allow Che whole leaf; it won't' digest weil. 'Place all leaves on the
de of your plate. When alf ledves are removed, cut.away the thistfe

part with your knife and fork and eat j4ie heart with your fork.

.

ASPARAyUS Break off the'tender part with our fork, eating it An several
spetiona. Eat only what can be eut h your-fork.

1

AV IADOS No problem if served,cut up.in a se_ When they a e split in
half aad the seed cavity is filled, scoop he frdit out of the shell

. your spoon.

BACON If it is criap, eat it wl h your fin
fork.

A
CAKE When dry cake is'served, eat this ylth your fingefs. A layes, cake or

pt cake should be.eaten with 4 fàrk. -Cake Or pie a la rgode is eaten
with a fork rather than a spoon, ilthpugh a spoon may he'used to come
to your rescue ifthe ice creamAs runny.

CANDY When a box la offered to you, take the frilled Paper cup as well as
candy;

-ise use a knIfe and

CHICKENS Use a knife and fork in public. At home-or at,a picnic,ye4 might
want to pick ip the bones, but you should always get as much meat otf
as possible first.

CORN ON THE COB Eat it with your fingers. Butter only a few rows at drime.

OLIVES Eat with the fingers. Pits go into your hand and then onto your plate.,

.PICKLES Whole pickles and pickles serVed with sandwiches are eaten With
the fingera. Sliced pickles served with meals are eaten with.a fork.

PINEAPPLE RINGS ,Fresh: Use a knife and fork. Stewed: U e spoon.
-

SHRIMP COCTAIL: Eat with oyster fork. Sauce may be served on shrimp or in
separate small cup. If shrimp.is too big to eat in one bite, bite off
a part, redip the remaining'portion in the sauce and eat it.

FRIED FANTAIL SHRIMP Using your:fingers pick it_ up,by the tail, dip it in
the sauce and eat it, but leave out the tail.,

UNSHELLED SHRIMP Shell with your fingers and eat.

SPAGHETTI If, you've acquired the knack of rolling your awn, good. To do.
this, hold the spoon in your left hand, take a few strands with the fork
in your right hand and wind the fork, keeping the prongs against the
spoon. The result should be a neatly wound mouthful. If you can'e
do thie expertly, cut your spagUetti with a fork.

318
Handout ( 11,2113
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"TIPP1Nc

How you Lip is almost as important as how much you tip. Let your
mann as well as your money express your thanks for the v e that has
boen given to you.

0

When should you tip? You tip only employees who have served you p
sonally. The owner or manager is generally not tipped, even if'he does
the same work as the employees.

serv
As an average you would tip about 15% of the bill...more fer,sp

The amounts suggested below aie approximate standards:

TAXI: 15% or more, never less than 10c for a ninIni

LUNCH COUNTER: 10-15%. N- tip necessary for Just coff-_ sundae, or Boda.

WAITER: Generally 15%, but at Least 25-50C per per on.'

Weadwaiter: No tip for seating. you. If he performs sOecial services,
.such ab making advance arrangements, $1-$5 (alwaya paper
money) is sufficient. If the location of the table is
important, tip before dinner. Otherwise a tip for special
services is given after the dinner.

'HATCHECK GIRL: 25-50C per person.

RESTROOM MATRON:

ShOESHINE BOY:

towel and soap, 10-25C. More for special service.

50C $1

/BEAUTY PARLOR: For permanent, 15% or $1,
,n
Whichever is high _ a set

not less'than $1 (generally 15%).

IARKiNG LOT ATTENDANT: If he parks and retrives your car, 25-50C.

MESSENGERS, STORE DELIVERY BOYS: 25-50C

REDCAR: Usually 50C for each piece of lUggage regardless.of sIze or dis-
;41tance carried..

AI- N one on board the plane is tipped. Skycaps usually get 50c per
kag

HOTEL ROOM SERVICE WAITER: .15% of check, but n less than 500.

HOTEL CHAMBERMAID: No.tip for very short stay; prOably $2 for four or
five days; at a resort hotel, usnally.50c,per day.

Handout 2) 11,2114
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HOTEL. 'BELLHOP:: 50C per piece of luggage.

DOORMAN': 50C if he callo n taxi for you; more If _eAelpo yoU emoVe
luggage,from your ear.

TENN Locker room teudant; 2 50c at public cou

GOLF: $2-$4 per round. Cos u t the starter or pro9 as Sometimen the
tip is included in the caddy f

'Handout 2 cont.)
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TEACHING MATERIALS FOR 1CT
_GLTIERALLY RELATED LESSONS-

BOOKS

Corinth, Kny, Sargent Mary, Male ManneraILIS_A21-114_nn'llui4L, David
McKay Company, Inc. New York, New York 1169.

Pos , Elizabeth, The Mmil Post Book _LatftigwcU_Lf:zr_y2ELpcole, Nick
and Wagnalls, New York, New York, 1967

FILMS

.Everyday Cour_teax, 11 luinutes, black and white, sttc, 1967.

You and Your Family, 8 minu e7 black and white, state 1951.-

3
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ICT - 2

UNIT 12

HOW TO INV_

Succesaful Inventing

Questions for Inventing

Aida in'Inveating

4. Fotce That Affect Inven ing.

Lenaon 5. Patents

3c)2



STRUCTOR'S LESSO
Gene ally Related Informati

SUBJECT Suc essful Invent ng (How To Inv
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Unit 12
Lesson -1

BJECTIVE' The student wil be able to create U change. in a device
en out).condition. (Wr

TEACHING.AIDS: Overhead pr

..MATERIALS1. Transparencies (2) 12.

chalkboard

REFERENCES: Shlesinger,:B. Edward, The Ar
Hafner Associates, Inc., 1

Washington, D. C. 20007.

-esful _Inventi
sconaln Avenue, N.W.

PREPARATION f the le ner

Have you ever wanted to-inVent something? (Ask students fi

Discuss all aspects of present and past inventions. Cetaft idea of

what the class knows about inventing. Haveistudents divide into
equal groups.and choose one article within the claasrourn'that they
would change and how they would change it. (Also discuss why). Have

you ever bad the desire to invent, bat only thought about it?

SENTATION of the Lnforrnatlon

STRUCT L TOPICS PO

".

A. Definition of an invention
1. An invention is created

when existing conditions
or devices are changed.

There are bwo types of
ventions.
1. Utility - involves a

change in functibn,
whether appearance is
altered'Or not.'

ormeinber to do or say

A. Ask class. for definition of- invention.
1. Show,.(2) 121T1. Make a list of

paSt rand present inventions and
put on chalkboard.

in- B. Show (2) 121T2

Two conditions neeessary
for utility inventions.

1. Example of utility inventions.-
) Add eraser tojend of wooden

Peneil.
'Add dimples togolf ball for
greater distance.

2. Decide from list on board which
would .be ut±lty inventi"'
a) Difference must exiSt between

what existed before and what
was created.
The difference must create
an advantage over the original
invention.
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Desig4 - design i_-
ventio,n Involves a changrt
in appearance and not
function.

C. An example of inventing
shows that it'is a step pror
cess.

,l. What are the disad-
vantages of a simple
blackboard eraser?

2. What are some solup-io

We should contitu
viewing untilwe feel
reasonably sure that all
possibilities have been
exhausted.

There are twd initial step
to inventing.
1. Tracing the history of

a specific area of
interest.

2. Studying the classifle
tion of that area of
interest and also it's
related areas.

D.

Examples of design invention
a. Pattern on piece of silVer-

ware or carpet does not
affect function:

b. From list on board deeide
which are design inventions.
Show (2) 121T3.''

Show. (2) 121T4; discUss specific
inventions; for example, a blackboard

eraser.
1. Disadvantages

a. Becomes dusty and gets c alk
on hands and clothes.

b; When dusty does not wipe
properly.

c. Must, be cleaned regularly.

d. Doesrit wipe a large area.

2. Solutions
0. Wet type,of eraser.

b. Changeable wiping surface.
c, Clean eraser with miniature

vacuum cleaner at blackboard.
d. Increase size of eraser
Stress.considering the disadvantages
of an article is but one of the
many ways of inventing.

Refer,to table on pages 26-27, The
Art of Successful Inventing.
1. Tracing history

a. Tells'where we have been.

b, Tells where we are going.
ca Greatest invention strides can

be predicted in five areas.
1) Health
2) Transportat n

3) Food
4) Clothing
5) Culture

2. Refer to U. S. Manual of Classifi-
cationi U. S. Government Printing
Office, Washington, D. C. .

a. Three primary divisions of
classifications.
1) Mechanical
2) Chemical

) Electrical

4



b. Have the jcudents construct a
hist ry of their assigned projects,
e.g. haume acrewdri'ver, etc.

c Have stude s.prepare classifica-
tion tables on those items':
) Saw

2) Handle.
3) : Te'eth

4) Round or jagged
5) Rip
6) Cross 'cut

7) Jig

in for the class a
into groups and imp

wdrAver; pliers,
ve the tool.

and wr,nch. Div de

Have the students ceate a change in a device or a

(Invent something

ndition.

TED READING: The Ar o

Chapters 1 and
Success ui In Edward Shies nger, Jr.

SUGGESThD AcTrvIT S. Cuestspeaker frOM c9mmuiiity. Someone who invents

a craftsman'.

NEXT LESSON: gyesti ns for Inventin'
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Transparency (2) 121T1 '



A CHANGE IN FUNCTION.

49'3

Transpa ency ( 121T2
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A CHANGE IN APKARI

Tran paretic), (2) 1273,
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STEP PROCESS DEVELOPMENT

Trnpzrency (2) 121T4 .
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Unit -12

Lesson

-hiesinger, Jr B. Edward, IIA_Asl_g_Inyallina, Kelly, Hafner Associates,
Inc., Washington, D. C., 1973, 20007

U.:S.Manual of Classilication, U. S. Goverrnient Printing Office
. Washington, D. C., 1975 20402

BOOKLET§

Do You Know Your Economic ABC's? Pateh to American Pro Eels.
prepared under,supervision of Office of Public Affairs, US
Department of Commerce, Washington, D. C., revised 1969, GPO code
1969-0-363-723.

General Information Concernth Pate U. S. Department-of Commerce

Publication Washington, D. revised June 1974, GPO code: 1974-
,

0-550-030.

Patezts and Inventions: ani -Itformation Aid for_ Inventors, U. S. Department
of Commerce Publication, Washington D. C., revised April 1974,
CPO code: 1974-0-534-185.

e Stor of the United State- Pa t Office, U. S. Depart-ent of Commerce
blication, Washington D. C., January 1972; GPO Code: 1971-0-429-170.

FILMS

WhyMan Creates 25 minutes, color, State, 1970.

PAMPHLETS

and A about Patents, U. S. Departm of Commerce Publication,

Washington D. C., 1974, 20402

Q andA about Manta, U. S. Department of Commerce Publication, Washington
D., C., 20402 GPO Code: 1969-0-339-227.

g and A about Tradtmarks, U. S. Department of Commerce Publication Washington

D. C GPO Code: 1971-481-325/59.

JOURNALS

Offeidl Gazette of t_ UnIted States Patent .Office U. S. Dcpartme

Commerce Publication, Wi,hington D C 20402, published weekly by

autherity of Congress
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INSTRUCTOR'S LESSON FLAN
Generally Related Information

Unit 12
Lesson_ 2

SUBJECT: Questions for inventing

OBJECTIVES: The student will be able to discuss and describe three basic
questions asked by-Anventors when inventing.

,TEACHING AIDS Transparencies 122T1-7, Handouts (2) 122H1-3

REFERENCES: Shlesinger, Jr. B. Edward, The Att of Successful Invent_ing,
Kelly, Hafner Associates, Inc., 17 8 Wisconsin Avenue, N.W.
Washington, D. C. 20007, J973.

PREPARATION the learner

Area covered by lesson 2: Chaptets 3,4,5, and 6

A. From the list of inventions dn the board from Lesson 1, think of
how these inventions came-about. What process was-,used?

B. Ask: "What caused most inventions to come about?"
C. Discuss: "Is dlere any invention that would make your job easie ?"

P_ SE_ TION _ the inforiration
INSTRUCTIONAL TOPICS

A. Questioning is a vital part
of inventing.
1. Problem

a. Abnormal situation
b. Recurring breakdown

_POINTS (thing_a_to rem= er to do or say)

A. Inventor should always be on guard

1. Show (2) 122T1.
a. Pass out (2) 122111

b. Look for the unuSual. Find

examples of abnormal situations
on the Joh, at school, at home.
Refer to (2) 122T2-3.
In reference to injuries, show
(2) 122T4.

An inventor should study a B.

subject in detail as to
quality and quantity.
1. Composi ion of each part

2. 'Appearance freqUently
results in'new inventions.
a. Size,

' b. Shape
c. Color

tor complaints.

Stress (ask what it is Show 122T5.

331

Consider the packaging of a book
of matches.
Think how the packaging could be
made mere functional.'



PRESENTATION of the infàrmation

Weight is an important
aspect of invention.
Other qualities or char-
acteristics,

Explore objects through th0-
"Tree System".
1. Can I improve the

advantage?
a. Use five sensea

2. Can I correct the disad-

501

Use flight or boating as example.

Example: Give an example of hbw
your project can be made
a. radioactive
b. :magnetic

Refer _ (2) 122H2

1. Stress why it exists. S 2)

122T6.

Refer to (2) 122113

vantage?

D. Understand the related op- D.

erating functione and principles?

Stress how and why it works; Show (2)
122T7.

1. ; Ask: "When it is used?" 1. Use chalkboard an example.

2. When can't it be used? 2. 1Jse chalkboard eraSers as example.

3. The question, "Is it used?" 3. Use determined by:

poses the question, "Where a. Climate

can't it be used?" b. geographical area

4. $,T knowing how it is used, 4. Stress: Be familiar with each
improvements can be made and new development project knowing

applied to other fields. . in detail the hows, whys, and
whens as they relate to functions,
principles, and use.

3. APPLICATION

1. Have students describe a IzCw inven ion [h1t has made their job
safer or easier.

_a a development a device.2. Each student will hand

TEST

1. Make a list of questions that inventors should use in -reatin
device or condition. (3 questions)

2. Discuss or describe the reasons for :he questions in

SUGGESTED R ING: The Art of Successful Inventing, B. Edwa d Shiesinge
Jr., Chapters 3,4,5, and 6

NEXT N; Aida in_InventinEk



7

COMPLAINTS RESULT

503

IN IMR*OVEKNIS

Transparency (2) 122T1



ORMAL S1TUATIO S

505

'Pranoparency 122T2



RECURRING FEAKDO NS'

Tr par cy (2) 122T3



INJURIES

S 174- TY GUA

509

Transparen- (2) 122T4



WHAT IS IT 7

511

'Era sparency (2) 122T



Y OE T E ST r)

513

anspa ency (2 ) 122T6



HO

e

e

Tran4pqrency (2) 122T7

515



rNVENTING

1CT 2

COMPIA_ S

517

xample 1: Suppose a student constantly drops the blackboard erscr and
complains that he cannot hold on to it. Obvioly a problem
exists.

Example 2: A brand of book ma.tches frequently fails to light. Analysis
shoes that the match head is damp from humidity in the air.

. So ut_ on:

310

Handout -(2) 122111



Ultra
=

Infra

violet red

"THIE TREE SYST_

White Laser
light light

light Light

I

Pressure Light Electrically Heat Dust

Release able Erasable Erasable Erasable

Surface Surface. Surface Surface Surface

Chalkb
or

Blackboard

__d

Stone Tablet Hewn Log Papyrus Scroll

311 (lout (2) -122112



Advantages - Disadvantages

- Can you reduce the weight of a match book?

d.rantage would this produce7v

521

i.ihat ways can you develop for using the match book

adVertising medium?

D sadvan'Eages - The r

nite accidently.
,J

InN:rent

atches in a match book frequently'

4.. Disadvantages The o dinar)? match book has no built-in ma ch dis-

posal system.

In

Handout(2) 122H3



SUPFL NTAL
TEACHING MATERIALS FOR ICT

GENERALLY B4ATED LESSORS

BOOKS

'Sh1esinger, Jr. B. Edward, The Art of InvtraiRg, elly,
In aslaington, p :c . 1073, 20007

U. S. Mattel Classific tion,. U. S. Governmen
Te.lasbington, D. C., 1975 20402

BOOKLETS

You Knord Your Econonic AB P

prepared uridr oupervisLon of Office, of ublle Affairs, U. S

Depart:rent of Commerce Washington, revised 1969, GPO cotle:
1969-0-36 3-723 .

523

UnLt 12_
Lesson 2

-inting Office,

soda taB,

Publictatton, Washington, D.
0-550-1030.

Patents antd
men
GPO de:

ns: an Inform
eree Bti'itc

1974w0-534-185.

U. S. Department of Commerce
-vised June 1974, GPO code: 1974- .

ion Aid
hingto

or Inventors, U. S Depar t
D. revise41 April 1974,

The Stor f the United States Patent 0 ic U. S. Department of Conunerce
Pith1tctLon, Washington, D. January 1972,_ PO Code: 1971-0-429-170.

FILMS

Inventions tn America '_s Growth, ----1750\-1850, .10

PAMPHLETS

anc2... U. S. Department of Commerce Publication, Washing-

eS, state, 1956.

. ton D. 1974, 2040

and A abmt Plants, U.
D. C., 20402 GPO code:

Department of Conrnrce Publication, Washington
1969-0-339-227.

2_121.1.E1 1.2,L..41,43ut TrELls_marics, U. S. Depar tnent of Cottniierce Publica tion, ash-
dngton D.. C., GPO code: 1971-481-325159.
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cial Gazett the United Stet
Commeme IubLictiou, Washington
,authority.of ComgreaS.

face,'11. S. Department of
C., 20402, publishe4 weekly by

3 1 4
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INSTRUCTOR'S LESSON PLAN0'
G nerally Related Information

ds in Inventing

CTIVE: The student wil

TEACHING AIDS: Opaque p

521

Unit 12
Lesson 3

di cuss and use the steps in inventing.
,

k

verhead projec_

MATERIALS: Transparencies ( -23T1-3

REFERENCES: Shlesingei, B. Edward, The Art of Suc6essful_Invent1ng
1(elly, Hefner Associates,-Ine:, 1738 Wisconsin Avenue, N.W.
:Washington, D. C. 20007., 1973. 1 ,

Do definitions of coneepavary from person to pe n?

Show (2) 123T1 . Use a siMple example, e,g. cap and see d

thoughts.
aJ.:beer cap
h. hat, etc.

2. ENTATION of the
sr:cvOtAL TOPICS

A. Word image
1. Define _d image.

B. Defini ion Amage

Cotnbthatios

1. Try every po

Substitution

Add

Deletion

a

ible -ay

Use'of synonymS
1. Broadens inventive per_pective;

show (2) 123T2.

'Define subject.to_ bmprove it.

1.- Permits you'Ob interrelate combi-
nations of,words to.produce new.
ideas.

C. Take two or rnor e inventions. Produce

a new invention.
1. Place them together 123T3

O. Replacing- one part of the u
system for another to develop a new
invention.

The jorning of similar units to one
unit.

The elimination of a part or portion
to make a new :invention.

3 5
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PRESENTATIO
INSTRUCTIONAL TOPICS _

'Rearrangement

'Adijustabil

S (things to rementher to do or Ha

ShAIting, reversing, or otherwise
rearranging parts.

Fixing setting or holding'a related
pesl.tion.

APPLICATION

1. Have students deseribe a new inv
a. Substitution
b. Addition
c. Combination
d. Deletion
e. Rearrange

2. Have students disco. s word and definit ion hmages to aid,them in

creating an'-inventidn.

using.

4'. TEST

Have students list Live stoparelatinglto parts or an aid t

venting.
Define an.object or item (such as a pencil) and substitute
for terms to create a nev inv ma.

SU GiED D G: Shlesinger, B.. Eftard, Jx. , Tlhe_Art o f.Successful

rwventing, Chapters 7,8, and 9.

NENT LESSON: Forces'i



.1118. MEVAL- IMAGE

317



THE WORD IMAGE

(ALL ..RECEPTACIM)

Tramp/I Tenc

529

2) 123T2



Transpare 2 123T3
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SUPPLEMENTAL
TEACYINC MATERIALS FOR ICU
GENERALLY RELATED LESSONS

;Unit IZ
Lesson . 3

esing B. Edward,. The Art of Invent11g. Kelly, Hafiler. Associates,,

gnc., Washington, D. C.,,1973, 20007.

nual ation U. S. Government Printing

1975 20402

.155ETS

ou Know Your Elonomie-ABC1 9 Pa

prepared under supervisibn of Office of Public A
Department of Commerce, Washingtoni'D. C., revis d

1969-0-363-723..

al Information COncerni Patneflts, U. S. Departrneil

Publication, Washington, D. revised June 1974,

0-550-030.

ts d Inve inna: an In n Aid n Inv

u U. S.
69, GPO code:

of Commerce
code: 1974°

Pat s, U. S. Depar

Commerce Publication, Wdshington D. C., revised April 1974;

GPO.code: 1974-0--534-185,

TheStOr-OftliteiPatentOffice, U. S. Department of Commerce
Publication, Washington, D. C., January 1972, GPO cede; 1971-0-429-170.

FILMS

Inventi ns _in AMeric s Gowth, 1850-1910, 10 minote,"black and white,

state,

PAMMETS'

And A abotii Patents U. S'. Depa 1;ment of Commerce Fublicatfon,

Washington B. C.; 1974, 20402

and A abOut Plants, U. S. Department of Commerce_ZAlication, Washington

D. C., 20402 GPO code: 1969-0-339-227.

and A about Trademarks, U. S. Department of Commerce Publication,

B. C GPO code: 1971-481325/59.



534

. JOURNALS

'OfLc1fli Gaz
Commerce Publicaeion,
oauthoxity ofifongtpas,

the United Sta e Patent Office, 131.. S. Department of
ashingwn D, 20402, publishied weckly by



INSTRUCTOR'S IEISON PLAN
Generally Related Information

SUBJECT: Forces That E

OBJECTIVE: The strudent

and ePects

TEACHING AIDS:

MATERIALS!

et-Inventions

.5: 5

ill be-able to define or discuss the pi
n the development of inventions.

Overhead projecto

Handouts, (2) 1241-117.23 Transparencies

Shlesinger, B. Edward, Jr
Kdlly, Bafner Associates, Inc. 1738 Wisconsin Ave

,

124T1-4

. Washington, D. C. 20.007

N.W..

PA TI ea-- er

Ha e students'obts
or create new invent

list of the phsical fo that might change

e home.ons from materials ftitirld in'

EXAMPLE: Pressure ce. Write small letters'on, simulated blackboard,
of stretchable-material. -Then str;tch material 4cl Watch -fetter enlargt.

.

sENTATI0
flSTR1JC

he fo t on
Th iemb

0

say

Change Can effest inventj change in'the
subject.-,

1. Used-in fields 4 chemistry'or
eleg.tricity.

2. 'Shoxj (2).124T1

Temperature, gray,ty,

other forces and charac
"istics.

Limiting factors
1. 'Laws

2. Controls
3. Restrictions
4. Regulations
5. ReqUirements
6. Restraints

Ways in which pressure produces
inventions. -Refer to,(2)-J24H1

Used principallyjn areas of
electricity and chemistry.
(2) 124T2.

OW

Stress: Be aware of the.parameter,



536

ed
-INSTEDCTIONAL TOPICS

erial
Charae_eri CS

Equipmnt]bor ara.

Space.

H. Storage

I. -As embly and d

Use

Transpo

Safety

Freci

E, Availab

Availability td

C. May neoess
tool. Show

desig
T3

Handout (2)

Have students dis uss the forces that ffe

STJGGESTED READING: H. Edwa'rd Shlesinger-,- Jr. The Ar
.Cbaptets 10,11,12, and,13 -

1

NEXT LEpON: Patents

:CesS fu Invent"



PHySIQAL FORCE

-CAN, PR 1)UCE CHANGE-.

Trattsp ency 124T1







PR TE JNG THE WORKER

514 3

It

pcirency (:?,) 1241'4



flvert±ng By U g Physical For _

PRESSUM

Uhe ways in which the ap ina on of pressure produces inventi-.

ELAKTLES:

'Abrading Fluiddzing

Absorbing Forcing

Batlng Fortting

Bending Gazing

Blowing_ Grasping

Bonding Gripping

Cauterizing Hydraullcking,

Centrifuging

Split

Sp4ngirrg

Sluirting

545

Che..ing SweatKneading

Tearing

Clinching Peeaing Ten.sio

Comminn:ing PJLshthg Turning

Comprnc:iing Pounding Twisting

Cr _.:hinu Pressing Vacuuming

Deeoraicating Pualing TAipping

Deflating,- Rippimg Wrenching

1:10. lag Rubhig Vticani-lng

Rotating

Ro tlag

Standing

She ring

Shooting

Shredaing

Sque,24ing Handout 124111

Exhausting

Expmnding

Exploding

Extruding

Flex:lug



Reqtiirerne a.n
onditions Imposed on Invct=lons

Spa e Requirements Inven _els:

Use

Stora

Paekaging

Shipping

Assembly

Disassembly

Safety

Conditions ,Impo

Time

1:mnpera t tire

Light Exposure

on an Item in Stora-- Which Effec -Enve-_ ions:

EffecCive Electrical

Fields or Magnets

Size of Storage Facility

Explosive Cond

Hantdity

Ccymposition

Prossore Changes

Hrindc.nt-.

547

L2-:41t2



SUPPIMMEN2.11

TEACHING MATERIALS FOR ICT
GE1ERALLY REIATED, LESSONS

BOOKS

?4 549

Un.J.4. 12 .

Lesson 4

Shlesinger, Jr. B. Diwnrd,', The Art of Inventing, Kelly, Hafner' ssocia tes, 4

Inc., Washington, D. C:, 1973; 20007

anualof CLass1f2cat1on
Washington, D. C., l975t

'A

1
BOOK1ETS

Government PrintingOffice,

Do You Know E onomio ABC's _Patents! ur to American Progress,

prepared un supervipion of Officerof.yoblic Affairs, U. S. Department.

of Commerce, WashingtOn, D.C.,' revised. I9i9, GPO code: 1969-0-363-723.-

Genetal InforTnatlo Conee- njr Paton-a, 13,4,!..iYIP.:fletittipf. Commerce Publi-

cation, Washington I C;, revt4d,Jilne 1974-0-550-03O.

The S

' and Inventions:. an lnfoxmatiom_Aid for Inventors, U. S Department

Commerce .Pidb.lication, Washfngton,D C., revised April 1974, Gpo
code: 1974-D-534-185.

of the U ited States Patent_ frice, U. S. Departmenr of Commerce
blicat ion, Washjngton, C. C., Januarr 1972, .CP0 code: 1971-0-429-170.

FILM

Forces, 23 minutes, s tate, 1963

f=2:311LE-t4_ , 19 tramtos color , state, 1972

num itLETS
A

Pa tents , V - S. Department of Commerce 13iib11c1t1on,
ington, D. C 1974.

Q_ and Atibont :Planta, U. S. beparelno:nt of tommerce Publication,

Washington, D. C.,-'20402, GPO,codo: 1969-0-339-227.

qLL4TLI-Jt i1 about Trademarks, U. S. Doper unent of Cutmnerto Publ Ica t ion ,

Washington, D. C., GPO code: I971481-325/59.

/1)



550

JOUPNATS

Offieal Gaz.ette of the _United States_ Patent Office, U. S. Denarunent of
Conxidrce Pnblication, Washington, D. C., 20402 publi:Ahod weekly hy

. authority of Congress.

361

A
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ITRUCTOK'S LESSON MA
Generally Related Inf rmation

SUBJECT: Patents

OBJECTIVE: The student w
inventions.

Lesson

I be able to dLcuss and describe plotect ion of

TkACEING AID": Overhead projector

MAIS#IALS: Handou 1251-11-2, Transparer .(2) 125T1-2

RETERENCES: B. Edward Shilesinger. Jr.
Kelly, Hafnar AsseciaLes,.,
Washington, D. C. 20007

Tf Art of Successful Inventing.
738 Wisconsln

Two diffe ent men have invented a new hut sane nachine that should be

patented. Their applications have jest been received at the u. S.
,

Patent Office. Who is entitled to ttle patent rizlits?

Pptents
I. Foundation scones

most industrial cor-
porations of the world

, today.

Comprises a description of
the invention, draxangs
where applicable, and a
Clalm or claims defAping
the invention.
Keep careful and detailed
notes of research.

A. De

1.

Date each antry and have
them witnessed and dated
by someone who understands
project.
Should consider a search in
order to determine whether
idea is novel.

v

of Patent
ntract agreement with the
-,rrIment whereby the inventor
granted a patent ia return for

public release of his invention
in the tom of a printed document.
Show (2) 125111.

-aiOn establishes a da-
.tlea'which may be km-portant

determining uho was the EfTst
entor whom two or more inven-

come up with the same idea.
bles Iiim to hotter evaluate his

tnvenlioll'with rospect to others.

cons Acr hirt e patent lawyer or
pa tent acmt to do search.



Praci1t y aa
hood of succ-ss.

Piot tndiiridual in-
became successful

e they have a good
g approach.

C6pyrigh
1. Goes to the form of

evreosion rather than
subject matter of the
writihg.

2. Registered In the Copyrig
Office in the Library of

hgress.

Tradema k
1. To'

using a co=ifusing s
lar

others from

What can be patented?

sz,Abjci. mattc!c

and conditions,
Vat offic:e

the litw.

peeifies the general field
subject matter.

fies the subject
muSt be "useful".

Y POINTS remember r_ do_or_IK)

B. Most patented aevelopments are commer-
cially successful either because they -

are actually manufactured oribecause they
serve as a defense mechanism for a
corporation.
1. Show (2) 125T1.

Purpose of oopyrighcs
1. Protects the viitt7_ t an author

against copying itterary, dramatic,
musical and artistic works.

D. Definition
1. Refers to any work, name; Symbol

.or device which is used In trade
with goods to indicate the source
of goods and distinguish them from
go da of others.

Offic

1. AdmniTThter the paiu

Rxanilaes
iaws

aPplicditoas.
GranCE.t. patertts.

'5 Issued patents
and vurious publications.

S. Maintains a search room for
put lic use .

(71 .4ippites copies of records

and paper-.

Study Law of January I 1953, to
Art of Tnivei Irg by ShlsiageL,
'pp. 123-124.
1, Show (2) 125U2

njo,w ki) 11 L

Ditsc,labzi



J. PRESENTATION Continued
rNSTRUCTIONAL TOPICSELLF1)JM_Uhiala_j(rtembe

G. Interferences
When rwo or mor
applications aro tiled
by different inventors
claiming basically the
same patentable inven-
tion,.

G.

R. Nature' of patent'and patent H.

rights.
1. Issued in the name of

the United States under
the seal of the Patent
Office.

i. Exact nature of the right
conferred must be carefully
distinguished.

3. After patent has exp
anyone may make, tioe, or
sell uhe invent.ion without
perm ssion of thepaentee'..

. Inf ing ent of pat

10 Consists in the unau-
thorized making, using,
or selling of the pat-
ented invention.

I.

553

. Purpose of an "laterforencen T
1. Instituted by tho'patent 0

ty determine wbo,is 'the first in-

ventor and' wilt:it:Led te the patent.

ed _ng

Leugth of patent

1. Contains a grant to
term of 17 years.

for

Only grants the right to,o_ -115de
others from making, using, or
selling the iiiveritjoi

Patentc_ may sue
1. Show 2) 125T2,

jet

APPLICATION

I. Rave students make a list

which have:
a. patents
b. trademarks
c. eopyriOts

ten itt_tms that a C in the cia --Om

TEST

Have studer patents

Have students desc ncitou:i

SUGGESTED.READING B. Edward Shlesingei. Th, Aru ii
Chapters 14 aid 15

I I I L



S ?
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-

Tr4nswireficy (2) 125T1



TECT
61741)

ke:1) 1NVE 110N

557

Transparency (2) 125T2



PTE1TS

559

A patent is a contract agreient with the gvenuiient whereby the in-
^,

ventor is granted a patent in return for public release of his invention

in the fotm of a prin ed doe The patent limited -onopoly'

0 period of yea,rs depending upon the counlry in which the patent .is granted.

It does not give the inventor the right to manufkuture, use, or sell but

rathe gives the patentee the right to pr 'eat thers from doing so.

inventor has the right to nilfacture use and sell only, if he is
0-

not infringing a live patent. All Patented invefltions fall into t e puhlle

domain upon termination of the life of the patent.

d ut 129111



T

eCons itution of the United Stes gives Congress the power to
t.enact laws relating to.patents, in Article 1, section 8, which reads ,

i "Congress ihaLl have power... tc prtnote the progress'of science and
useful arts, by secuqgg:Sfor limited times to Authors and inventorp tite
exclusive right to their'tespec ve writings vid dfscoveries." Under this
power Congress has fram-ttme to time enacted various laws.relacing to
patents. The first patent-law was enacted in,1790, . The law now in effect
is a general revision which Was en ced July 1.9 i952, and which camelinto
effect January 1, 1953.. This law is reprinted in A pamphlet enritled Taterit
Laws, which is solcCby th trperfntondent of Docum6nts, U.S. Government
Printing Office, Wash1rntn, T),C, 20402..

The patent law,specifies the subject matter br which a patent may be ob-
-tained and the Conditions for p4ten.tability. The law esthblishes the
"patent.Offiee for administering the law-rela'-ting to the granting of pat-
nts, and contains various other provi,sions relating to patents.

VniAT CAN BE PATENTED

The patent law specifies the ecal f'eld ot s,ubject matLer that can be
patented, and the conditions urnier which a patent may be obt,ined.

In the language of the ,:atute, any person who "invents or discovers any
new arid useful lirocess, maChine, tufacture; or compogition of matter, or
any new and-useful . nts, thereof, may obtain a patent," subject to--
the condirionrid f ts of the law. By the word "process",is meant
a process oN-1-4-tho primarily industrlal or technical
processes, 'Tay b machine" used in the statute needs
no explanation. term " " refers to articles. The term
"c0mposition.of matter" rel. atc to hevical compositions and may include
mixtures.of ingTedicnts.,as oil as ne w chemical compounds. These classes 01
Abject Matter taken toget or tude prcti/1 crything which is madepCp
by man' and the processes for tm Ng them.

The Atomic Energy Act of 1954 ucludes the patenting of inventions useikd
solely in the utilization of special
atomic weapons

mateuial ot atomic eneq4y tot

statute spocifii that_ the iuhc t muLLer must .3e ''usettil tlk, 4vii,

"useful" in this co$1cct ion re s t the condition that the soLlect mattei
has a useful purpos and also- gs operativeness, that i,-J, a machine
which will nor operate to periormri the intended purpose would -not be called
useful. Alleged inventions of perpetual motion machines are refused patents.

Interpretations of the '-'statuto by the courts have def. ined the limits of'

the fiA10Atthlev-I__mor-l_ex-wItill-0113-4.e-pax,eazedi-ChAs----- abeen-held _-

that methods of doing business Mod printed matter cannot be patented'.
In the case of mixture-- of ingredients, such as medicines,. a patent cannot_
be granted unless there is more to the mixture than the cf(ec't of itS
components. (so-called patent medicines are ordinariTy not Pa ented;,

Handout 125H2



e phrase "patent medicine" in thi' eannec.tion do
ing that the medicine is patented.) it is joTten said Ikat a patent
cannot be obtained upon a mere idea or suggestion. The patent is granted
upon theneW rn,achinc, manufacture, etc., as has been said, and not upo
the idea o snggeation of the new machine. As will be stated later, a
complete dription of the actual machine or other subject matter--soug-
to be patented is required.

o_ have the mean-e

In order for an
in the stat.ote,
ented if--

NOVELrI PND OTHER,GONDITIONq FOR
OBTAINING A ENTEN7

enrior. to be patentable ic most be new as define4
e statite provides that an invention cannot be pat-

'(a) invent on was Xilown or used by utithrs in this, country, or
patented or described Lei a pritte publication in this or a foreign coun-
try, before the invention thereo by the applicant for patent, or

'(b) The invention was nate t d or desoribed in a printed publica-
tion in thiS or a foreign connury or in publjc use or on sale in this
country more than one year prior to the date of the application ta.;
patent in the United Statea......

If the invtt has been descr-ibed in a printed publication anywhere
in tha worW ot if it has been in public use or on sale in this country
before the dr that tho.applieant made bis invention, a patent cannot
he obtaine& It the invention has been described in a piinred publication
anywhere, ot has been in public use or on sale in this country mot-
one year-befo- ale date on which an application tor patent i fi

this country, 4 valid patent cannot be obtained.. In this _connect is
Li-material when the invetion was made, or whethrt thc pr ed publicatIon
or public use was by the inventoi himselfoi by so,,Leoue else. It the
inventor defactibes the invention iu a printed pobli,_ation UI ,Ises the
invention publicly, or placea it oh sJle, he must cipply t.i pdl LIE etece
one year has gone by, U!iLCLWISe any LiOit to a paleut will he 10:3

en if
by t1u pr

-C L IILOIcL ouAti L. be paleft
, and involves onct,ot houlc ditfeLeoLcs ,ve the most

nearly similar thing already known, a pateht may still be refused if
differences would be obvious. The subject matter sought co be patent_
must be sufficiently' diffrent from what has been used or deseribed be-.
fore so that it may be said to amount to invention civet the prior art.
Small advnens that would be obViOum Lo a person baying ordinary :Atli
Cia the art re no,c considered inventions
Fur example, the substitution of one mat

size, are ordinarily nut patentable.

capable of being patented.
Pal ter another, or chage6
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Office as a distinct bureau
a separate official in the'
'SuPerintendent of Patents"
sion of the patent laws ena

'.be said to date year L802 1,7hem

nt oi State-t'he be..tane lulo-wm as

ced thch1rxe of viremts_ rhe revi-
n 1836 rer gaol:zed rne 7atene Office and

designated the officiaWn charge as)Cemm tssioer of Ts,tents. Me Paten:
Office remained in the 'Department of State unttl 1,849 1in Ei cai 4rams.-
ferred to the,Departmenc of 'the Interior, and in 1925 it was tramsferrod
to the Department of Commerce, in which Department it is toaay.

The chief functions of the Patent Officc
laws as they relate to the granting of
to perform other duties- relating to pat
patents to ascertain if the applicants A
law, and grants the patents when they
patents and various publications Cone
assignments of-patents, maintains a s

examine issued patents and records, suppit
papers, and the like. Analogous and similar inn
respect to the rgistration of trademarks. The patent Office ham mo juttis-

,

diction over/questions, of infringement and the eriforchemt c:)f-qaatents, MOr
over matters relating to the promotion or utilimtion ot patemcs or ienfio

admifflinter Lbi paient,
patent Ealr invehtionsand
tt examies applicatioIN for

entitled to patemts umder'ihe
entitled; it ptabli_shes isamed
pabmta=ne Extent laws, reoards
-oom foe Cla use of the ptilotic iTo

records, amd cater
s afe peffoznedvi.Cm

The:head of the Office i5 the Corrrjsjuer ot ?at'otbs rod 11-29 stmff tlrjd.a ,-
seysiral assistant commissioners of patents and other officials. ks bead of
the'Office, ohe.Commissidner superintends or p fonns allthaties resfiectimg
the granting and issuing of patents and t
exer'cises general supervision overthe' er
prescribes t,he rules, subject to the approval
for the conduct of proceedings in the Patent 0
attorneys apd agents; decides various questions broutl- beftne bin by
petition aa prescribed hy the rules, arid perfotass dulai!s, iweessay
and -required for the administ- ration of the Patnt Office o,iid tNL ettor-mam

of its functions.

Ekc ration o-,f tradeftarks;

of the Patent CDfftce;
ecaetstr-y of Connerce,

',17-162 for r ecogmitiort (of

The examination ef applicattou tul Pat.etilo ij Lrc Lti 1,Lt mmd itte I 1111p0S

cant function ot the Patent Office: 19n, w03k LS' ctivid cLwoll 3 aur3Ler e)C
ft

examining groups, eat,t1 roup having juriadietn.>0 ovem

fields of invention. t.:ach grouvn headed by a group (1-,1actsor ani statt-tE'

by a namber of exainin ri The examiners perforv,th6 ctc eLf 4narrits5ag

applications for patents aad deter-Mine whether patents can be granAed,
appeal can he taken to the Board of kppeals froo theil dceoisiomq refttsinlg
patents and a review by the Comndssioner OV Pt-ents may- be hmd om other
mAtteUS by petition. The-examiners also deCeitutno whcom an ttitlfmtunre.
exiats between pending applications, jr ca pending 3pp1icatton rand a p4Low1L,
institute interference prOceedingS in a uuh cases andemt and dectd, ccl tairi
preliminary questions, ttised by colaJ,

-4Adittotto-rhe ocanhifltuf 'g'f oops,-tlle itetmL OFfic ,e has m lunb6i1 of

sectiolv, divisions, and branchehich p riotu vat Lntr uthem scririces, s
an-receiving abd distributing mail, rroL4 spplicaticalis, handlimg



of printed copies ,of patents, makingcoieuofcorc1a, insp
ings, recording' assignments, and so on.

At the present time the Patent' Office hap about 2,700 employees ho
about half are examinera and othet's with technical, and legal trinifl.
Patent applications ,ere received at the rate of °Vet' 90,000' .?er year,.

The Patent OffieeiiiteiVes ov'er three million pieces of mail each-year.
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