
iNsTRUCTTON OF CO!.1MUNITY RESOURCE TRAINLRS
(Training the Trainer)

"If the learner hasn't learned, the teacher hasn't taught." The

CRT coordinator has the responsibility for providing his CRTs with the

necessary information that will enable them to convey their skill:, and

knowledge to others..

There are several state CCOE personnel who are available to travel

to a local district for the rurpose of providing a training program for

CRT's. Such training programs can be accomplished in three or four clock

hours.

Another plan for solving th) problem of providing CRTs with eft-ective

instructional methods will find the CRT coordinator himself.providing

instruction to his CRTs in a short series of hard-hitting group sessions.

A third, but time-consuming option, for training the trainer is a

process of individualized instruction provided by the coordinator. There

are certainly other strategies, not the least of which might be development

of an individualize0, programmetl instructional package designed for these

purposes. Regardless of the strategy selected, however, it must be remem-

bered that most CSTs hold down full-time jobs in blition to this new

venture into the realm of education. Their cooperation must be nurtured

and their desire to be of community service reinforced from the beginning.

Acquisition uf effective techniques of instructin other- will be ,Jul;ht

by most, hut the coordinator may he invitini; sudden waning intere!:t if

he attempts to require too man,v tedious hours of "learning how to tell

people about tn.: Thin4 I i,now hest".



Tn nny PvPnr, nn inservice instructional prr,gr-.T1 sho"la be offere-'

sometime during the second or third week of the school term. After some

ten or twelve days of coping with the problem of conveying to others

"that which one knows best", many CRTs will have reached a learning-

readiness stage.

To assist in this instruction the following pages are Provided for

the CRT coordinator. The theory of vocational education is critical to

any vocational instructional program. That theory is well summarized in

"Prosser's 16 Theorems of Vocational Education". (The 16 Theorems are

worthy of review by all vocational educators as well as by those who are

new to the business.)

More educational information that will be useful to a coordinator in

providing instruction to his CRTs will be found in the accompanying item

entitled "Some Facts That Affect the Teaching Process".

The five "stick figure" pages that complete this section of the

manual may be useful to the CRT in the actual instruction of his student

trainee as well as useful to the coordinator in training the CRT.

81



PROSSER'S SIXTEEN THEOREMS ON VOCATIONAL EDUCATION
a Basis for Vocational Philosophy

Dr. Charles A. Prosser, first National Director of Vocational Education,
developed and Publicized the following sixteen theorems in the early days
of vocational education development in this country as a basis for sound
and successful programs. Many attempts have been made throughout sub-
sequent years to re-phrase or update these statements, without success.
There are certain minimum standards withotit which one may not reasonably
expect to operate a program of vocational education and be effective
generally in programs of either preparatory or_extension education.
There is little reason to believe that these basic standards have
changed materially since the early development of the program. For this
reason, these sixteen theorems zire being quoted with a short interpreta-
tion supplementing each theorem.

1. "Vocational education will be efficient in proportion as the environ-
ment in which the learner is trained is a replica of the environment
in which he must subsequently work."

This theorem dictates freit the type, kinds, amount, use and
arrangement of space, mterials, equipment and supplies for
a preparatory program s-aould be a rcplica of those in
employment. It has a bearing upon the length of time devoted
to skill development necessary to approlch industrial practice.
It has implications for quality and quantity productiOn ex-
pected. It Ivas direct impE:cations for teacher-learner ratios.
It relates directly to the efficiency with which a student
transfers frcm school to emp:oyment.

"Effective vocational training can only be given where the tritwin-
ing jobs 2re carried on in the same way with the same operations,
the same tools and the same machines as in the occupation itself."

The implications of this statement arc that instructors must
have recent employment experience in order to be skillful in
the use of the latest equipment and must make use of the same
types of tools and equipment as would be currently found in
empleyment; and, use live work or work identical to that pro-
vided in employment for instructional experience rather than
pseudo or so-called project work. Emphasized here is that the
skills taught should follow the same basic practices as in-
dustrial employers would expect, and learners shouLd be able
to move from the training situation to employment situation
with little need for adjustment.

3. "Vocational cducation will he effective in proportion as it trains
the individual directly and specifically in the thinking hahts
and the manipulative hahit required in the occupation itself." ,

fwo 11rtInt yducJt ion fnctor,-; art: 17:1 1 cd ii t1u statcnItmt
Fi rst - thin}, ing hhts, hicli irpi ,, that the scientific or
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The implication in this cul,,e is tha. a teacher cannot teach
that which they do not i\not.:: zind, the subject matter for
a vocatonal teacher is composed of the skills and knowledge
of the occupation, it would follow that teachers who are recog-
nized as highly competent workerc themselves .through actual
succesSfpl employment experience would he mo:;t desirable for a
vocational program. The rce,Icy of any such experience is also
of utmost imor:ance if learner!. to he prepared for current-
expectations of employers; and tlhi:;, the recency of work ex-
perience of the potential vocational teacher is implied in this
theorem.

S. "For every occupation there of productive ability
which an indivi.dual must posse!..s in order to secure or retain
employment in that occupation. If vocational education is not
carried to that point with that individual, it is neither person-
ally nor socially effective."

We see in the above ::tatement a direct bearing upon the pro-
ficiency expected of le;!rners who wish to find their place in
the world of wori. ..cicatiohal education must prepare the in-
dividual to meet thh em!do\Tmit requiremonts of employers-
Again, to meet these employmnt requirents requires con-
siderable preparation which relates to the length Of the
period, day or ye-ir re,iuired for the particular offering.

"Vocational education mut cow.Htions as they are and
must train individuals to me,.I the demands of the "marl;ct" even
though it mav true riory efficient_.ways of conducting the
occupation may he known and :nal hetter working conditions are

dusirahle."

Vocational cdu:ation prorams can ncver exist as merely
courses 111 N ''Cl1001 hot mn.:t be con!--.idered a

community-wide p)ject. ihercfore, this r:tatement implies
the dire need for the use of cra!-t committees; for instruc-
tors t,ith recent employment everien,:e; and for a piogram
that is geared to exi--.tin opportunities in the community,
the area or the state, lnstruction beyond immediate needs
is encouraged, hut not at the cost of basic current needs
of timployer:;.

10. "The rff,criv, c.taliliHhrient of procc,;., in any learner will
he secured in proportion as the tr:iini.lu; 011 actual jobs
and not 011 or iii:yudo jo1;,;."

Thi.; th,...orem thy nee,i for practical, live
1.ork on hich 1c:irneri; Hay pr:Icticy dYicelopin the skills
essenti:t1 to an occupation. Learner., cnnot ohtain tlw feel
for the kind of tsork that he'doi:e in employment when
worl. j;p2, p,;,11(1;-, ,-c:1114..(! 'the wort pyr-
formed mh H :irk! AA lip t() Witt: as po!,sihle
with curr.int iirAytice in yi..iplo.rftlit
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11. "The only reliable source of content for specific training in an
occupation is in the experiences of masters of that occupation."

This statement reaffirms the need for occupational analysis as
the basic method for curriculum development. It also emphasizes
the importance of effective involvement of representative occu-
pational advisory committees in assisting in curriculum plan-
ning. The occupationally competent instructor must uti.ze
both these resources in the construction of his detailed course
content.

12. "For every occupation -there'is a-body of content which is peculiar
to that 'occupation and which practically has no functioning value
in any other occupation."

-71is statement has direct implieation to the close coordinated
instructional program between the related technical construc-
tion and the skill development phase of the program. The ap-
plication of mathematics and 'scientific principles to problems
of the Vocation should be the emphasis rather than teaching
segregated subject matter-couzses which may or may not have
direct relationship to the needof the student. So-called
broad or general areas of instruction in the subject matter
unrelated to the problems at hand will have little benefit to
the development of a competent worker..

13. "Vocational education will render efficient social service in pro-
portion as it meets the specific training needs of any group at
the time that they need it and in such a way that they can most
effectively profit by the instruction."

This statement emphasizes the desire on the part of an indi-
vidual to learn, in that vocational education should provide
what the learner wants at the time he wants it, and in rela-
tion to his own recognized needs. Fhi theorem has particular
emphasis to the extension programs for employed workers since
they will not use their owi; time to att(2nd courses unless they
are reaping direct benefits of immediate us from such
attendance.

"Vocational education will he socially efficient in proportion as
in its methods of instruction and its personal relations with
learners it takes into consideration the particular characteristics
of any particular group which it serves."

This theorem implies that there is no sinFle set of general
charateristici; such ;15 school grades, IQs or other such
characteristics that should he used a basis for projecting
vocational success; hut rather hy knowing thc individual
student's interests, aptitudes ;Ind abilities, he can usually
he guided into successful vocational experiences or guided
away from enrolling in occupations For which ii is unsuited.

1 0 2
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15. "The administration of vocational education will be efficient in
proportion as it is elastic and- fluid rather than rigid and
standardized."

Here the implication is for flexibility within the framework of
sound standards which support good vocational education rather
than maintaining a rigid and .inflexible plan. Vocational educa-
tors should be always alert to possible improvement and willing
to work toward continually adjusting the programs in light of
changing employment requirements.

\
16. "While every reasonable effort should be made to retluce per capita

cost,, there is a minimum below which effective vocational education
cannot-be given, and if the course does not permit of this minimum
of per capita cost, vocational education should not be attempted."

Preparation for employment is generally more costly than
general education, whether it be at the skilled, para-
professional (technical), or professional level. This
additional cost is usually dependent upon the space, epuip-
ment, materials, and the necessity for smallv (-.1ass size
than would be true of normal academic programs of instruction.
However, this statement directly implies that it is better
not to attempt a vocational program than to operate it below
the economic level that would lead to success. Vocational
education is not cheap education, but it, is economically
sound to provide it.

If every vocational'educator responsible for programs tf instruction
would only maintain this li;t of sixteen theorems in front of them and
make a serious effort to meet these goals, the result would, in almost
every instance, be sound, quality vocational education. The more nearly_
a vocational program can approach the full realization of these theorems
in its operation, the higher the quality program will be. Any attempt
to disregard any one of these basic and fundamental concepts can only
result in undermining and destroying the program of vocational education
for the citizens of the community.

Source of original statements:

Prosser, C. A. & Quigley, T. H. -"Vocational Education
in a Democracy" American Technical Society, Chicago,
Illinois, 1949 Pp. 217-232
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SOME FACTORS THAT AFFECT THE TEACHING PROCESS

TEACHING IS-A PROCESS IN WHICH:

The teacher plans, presents, tests, and thereby helps learner to under-
stand information or develop a skill.

The learner develops new knowledge, new qualities, and new abilities and
is able to apply them to a trade situation.

Even though the learner will not learn unless he takes an active part,
the instructor is primarily responsible for success. "If the
learner hasn't learned, the instructor hasn't taught."

1. The good instructor makes the most effective possible use of the
learner's senses.
a. Men learn faster by seeing and hearing than by hearing alone.
b../ Men learn still faster when doing or saying.is added to seeing

and hearing. It is doing which makes learning permanent.
2. The good instructor designs his lesson and course to take advantage

of the three principles of learning.
a. Readiness. You learn a thing when you feel.a need for it. You

, must be interested. Conditions must be right.
b. Effect. You must get satisfaction out of learning. Satisfac-

tion comes from'the success you have in learning the job. The
more certain you are of success, the greater the desire to
lea-rn.

c. Practice. You like to repeat those things you have learned to
doyen, so practice becomes a pleasure rather than drudgery.
The more you do a thing, the better you are able to do it.

3 People differ in many ways, and these differences affect:
a. The reasons they have for wanting to learn ,something. An

argument that convinCes one person of the need for a lesson
may not convince another.

b. The speed and thoroughness at which each person learns. A
teaching approach that works with one person may not work with
another. That is why it is important to make frequent checks
to see if individuals are learning, re-teaching as needed,
using varied approaches.to get the job done.

4. .The instructor must remember that adults:
a. Usually'can see relationships between what they knbw and what

they are studying. If an instructor knows a learner's back-
ground, he may be able to discuss the lesson in terms the
learner already understands..

t. Are usually active learners and need a chance to apply what
they arc learning.

c. Are serious, almost always seeking a specific goal.
d. -Are less inclined to be impulsive.and need time to.think

processes and problems through. .._

10
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THE FOUR-STEP PLAN OF INSTRUCTION
(With Teaching Points)

FACTORS-THAT APPLY OR MIGHT
BE USED TO MAKE-TEACHING

MOST EFFECTIVE
, .

STEP I. PREPARATION OF THE LEARNER

a. put the lerner at ease..
b. Find out what he already

knows.
c. Get him intereted in

learning.

.
.

-

STEP II. PRESENTATION

a. Tell, show, demonstrate,
illustrate, and question
-in order to put over
knowledge or operation.

b. Instruct slowly, clearly,
completely; and patiently
one point at a time.

c. Check, question, and repeat.
d. Make sure the learner

really learns.

/h
.

,

.

STEP III. APPLICATION
(PERFORMANCE TRYOUT)

a, Have learner perform the
. operation.

b. Ask questions 'beginning
with "Why", "How", "Who",
"When", "Where", or
"What".

c. Observe performances,
correct errors, repeat.

d. Make sure the learner
really learns.

STEP IV. TEST (FOLLOW-UP)

a. Test to determine if he
. has learned.
b. Put him on his own.
c. Check frequently and be

sure he follows instruc-
tions. Taper off extra
follow-up until he is
qualified to work with
normal supervision.

.

0 5
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COMPLIMENTING AND CORRECTfNG LEARNERS

A sincere compliment can help make learning more effective.
Correction, on the other hand, can,block progress if it-is not done
properly.

These sugges.tions will help the instructor handle both correc-
tions and compliments.

1. Avoid criticism. Nobody .likes to beCriticized, and most
men want to learn; therefore, avoid criticism in the sense of "bawling

- out" a man for having .dcne.sOmething wrons. Instead, show him how he
could have dOne.it better.

2. Compliment before you correct. Always find something on
which to compliment a man before you correct him. It will make him
more receptive to your correction. Make sure the compliment is sincere.

3. Let the trainee correct himself. When the trainee is in-
duced to correct himself, the factor of unpleasantness is almost
entirely eliminated. First compliment, then ask the trainee if he
can think of anything he could have done that would have made his
pyformance better'. If he.can'tqthink of anything, you will have to
mare a suggestion.

4. Dorr't overdo correcting. Good instructors ekercise restraint
when correcting. They know that if they correct every-little thing a
man doesn't do quite right, they'll make him nervous, damage his self-
confidence, and instead of being a help, their corrections will be
harmful and annoying.

S. Don't_correct in front of others. This, the worst kind of
criticism, is embarrassing and demoralizing.

6. Don't be too quick to blame the trainee. If he doesn't do
something right, the fault maj, lie- in your methods of teaching.

7. Encourage the traipee. Compliments are an-2:ssential part of
teaching. They-encourage learning. USe judgment and,do not overdo
compldments. They can be spaced to serve as a steady sup ort for the
trainee's morale. There should be a good basis for all cojripliments,
but a man doesn't have to do a perfect job to deserve compliment.
Improvement or progress, even though slight, is a basis for a sincere
compliment.

8. Be prompt with your compliments or corrections. Make, them
immediately following the trainee's performance. Don't do it an hour .
later or the next day. It-is especially important to .compliment a
person at the.end of the day--it sends him home with the feeling of
success, makes him feel that you were of help, and that working with
you is worthwhile.

1 06
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YOU CAN INSTRUCT-
IF yyou WILL :

I. PREPARE THE LEARNER

2. NT THE LESSON

3. APPLY THE LESSON

4. EVALUATE YOUR TEACHING
401-'

Ifi the learner hasn't learned,
107 the teacher hasn't taught.*



PREPARE THE. LEARNER
C.

1. PUT HIM AT EASE

2. FIND OUT WHAT HE
ALREADY \ KNOWS

3. SH0144 HIM HOW AND
WHERE IT WILL -HELP

4. CREATE A DESIRE TO
LEARN 108



THE liscal

I. PLACE THE LEARNER
IN CORRECT POSITION

2. TELL, SHOW, DEMONSTRATE,
QUESTION

3. PRESENT, STEP, BY STER
PROGRESSIVELY

4. S KEY POINTS

5. EMPHASIZE SAFETY FACTORS



APPLY THE LESSON

I . HAVE LEARNER PUT THE IN
FORMATION OR SKILL TO USE

2. LEARNERS MUST PARTICIPATE

3. PREVENT OR CORRECT ERRORS

4. INSIST ON PERFORMANCE TO
MATCH INDUSTRIAL PRACTICES

5. COMMEND GOOD WORK



EVAWATE YOUR TEACHING

I. CHECK OR TEST "'ORMANCE

2. OE SURE HE KNOWS

3. RE--TEACH IF NECESSARY

4. FOLLOW-- UP

S. EVALUATE AND IMPROVE
YOUR TE CHIrifp HNIQUE



TEACHER URTIF1CATION

In order to assist In the maintenance of the vocational integrity

of the CRT program, planner; and developers of the strategy have been in

complete agreement that, among other safeguards alluded to throughout

this manual, the CRT coordinator would hold a current, valid, Washington

State 1ocational Certificate. In addition to holding a current certif-

icate, the potential coordinator must also enroll in an instructional

program that speaks to techniques of coordination of a cooperative voca-

tional education offering, and which deals srecifically with the teaniques

of conducting a CRT program along the l es of the model described within

this manual.

Furthermore, in order for a local school district to be eligible for

state and federal reimbursement under any vocational education program,

the responsibility of that proo-am must lie with a vocationally certif-

icated individual. Standards for certification of vocational teachurs

avcilable through the Certification Office of the Coordinating Council

for Occupational Lducation or through the Assistant Superintendent ot

Vocational iducation in the Office of the State Superintendent of Public

Instruction.

I I 2
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COMMUNITY ENDORSEMENT AND SUPPORT

During the two years in which the L).1- Program was being pilot,:sd,

many unsolicited and solicited endorsements and testimonials werc.

received by the Coordilating Council for Occupational Fducation and

by the three school districts in which the program operated. These

endorsements came in several forms. Many were oral, but a large

number were supplied in written forN. A representative sample from

community trainers, school administrators ard students is provided

on the following pages.

The first four endorsements were taken from tape recordings of

local school officials who were asked to express their opinions of the

program in connection with the preparation of a slide-tape documentary

developed hy CCOE staff for public information purposes. The tapes

were used in the documentary with permission of the speakers and are

quoted here in an attempt to estahlish at least some small exposure

to the potential implications that the program has, not only for

better education, but also for improved school-co-,munity relations.
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SUBJECT: Community Resource Training
Methow Valley Schools - 1973

As a small business operator I am very impressed with the need for
this type of a training program for high school students.

In the first place it is a voluntary choice by the student, with
the advice and help of a quallfied person to further his education in
the direction he most likely would put forth his best effort. This,
of course, makes everyones time and effort well spent.

I feel also this approach helps all students attitudes. The
student on the C.R.T..program would no doubt put forth his best effort.
The other students desiring further education would not be held back or
restricted. This also can make the instructor's do a better job by
realizing the receptiveness of his students which would demand his
best efforts.

The other asset to this vital program is the fact of job realization -
quite often thinking about a specific ob, skill, or position can be mis-
represented easily. The.personal contact of the particular situation will
either increase or decrease the students inclination for the situation.
There again, saving everyones time and effort - especially the the student's
and a future employer.

I still find it very hard to hire 'people qualified for my business
needs and I am convinced the program could help very much.
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Eldene Johnson
General Contractor
Methow Ceneral Service Co., Inc.
Twisp, Washington 98856



NARTIN MARIETTA ALUMINUM

J. D. Stearns, Principal
Goldendale High School
Goldendale, Wash. 98620

Dear Mr. Stearns:

bEDuCTION DIVISION
STAR ROUTE 677, BOX 46
DOLDENDALE, WASHINTON 08620
TELEPHONE (50D) 773-5611

May 8, 1974

The purpose of this letter is to relate to you the success of the
Community Resource Training (CRT) Program in my view as an industrial
laboratory supervisor.

In brief review, Jeff Pangle, a student at Goldendale High School, has
been engaged in a program of trainirg as a laboratory technicin in
our laboratory for this school year. During this time he has gained
experience in the unique analytical procedures of the aluminum industry
and has 6,3.come quite able in general laboratory skills. At this point
he has a level of competence which might be expected of a trained
junior laboratory technician.

As proof of this competency
I am pleased to relate that effective

May 6, 1974 Mr. Pangle has been hired as a laboratory technician in
this laboratory on a part-time basis until the end of the school year.
During the summer he may be employed full time.

While it !s impossible to speak for all potential employers; I feel
that Mr. Pangle would, if he desired, be able to obtain full time,
permanent employment as a laboratory technician upon graduation from
High School,. and immediately upon employment would be able to give to
any employer a good measure of his salary dollar.

We are quite pleased with the outcome of this specific case of the CRT
program and will be more than happy to take part in such programs in
the future.

CEB:kw

1 1 7
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Very truly yours,

Z.7 Agee 1$1

C. E. Browning
Spectrographic Supervisor



Student Evaluation

of the CRT Program

I feel that thd CRT Program is adding a great deal to my high school
education. I believe that it's a program that is finally helping
prepare students for their future lives.

In my Course as a Nurses' Aide, I am learning what my future as a
Nurse is going to hold. You learn about the fun and the not-so-fun
sides of your hopeful career before you throw away all the money it
would take to further your education only to find out you just weren't
suited for it.

Already I have experienced some rather trying moments that have al-
most caused me to change my mind. Such as at my first surgery I
fainted and when I woke up I was almost ready to give up and go back
to six hours of school filled with P. E. and Home Ec. but after 3 tri-
mesters of and one half hours of CRT a day I've not only definitely
planned on becoming a Nurse but I also feel what I've learned while in
the CRT Program will help me in furthering my education.

I've also found that CRT is not only good for helping you plan your
future but also for finding employment. After your trainer has spent
nine months training you to do a job it is more profitable for some-
one to hire you to do the job than to hire someone without training.

I can only see one drawback to the program. It does take time from
your time at school that could be used to take other classes that
yqp might also need in your future.

Overall r feel the CRT Program is very rewarding and worthwhile to
the student participating in the program and also to the trainer that
is training him.

Becky Biram

Student

1 1 8
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Community Resource Training Program

Reference Materials

Title of Book tion Year Publisher & Address Author No.

Electronic Communication 2nd 1967 McCraw Hill Shrader
Illustrated Pocket Medical
Dictionary 2nd 1960 McCraw Hill Hoerr & Osol

The Dental Assistant 4th 1970 McCrnw Hill Richardson

BASic Television 3rd 1964 McCraw Hill Grob
Instructor's Manual for
Basic Radio & Basic T.V. 2nd 1971 McCraw Hill Zbar

The Nurse's Aide. 1968 McCraw Hill Donovan

,Yedical Secretarial Procedures 5th 1966 McCraw Hill Bredow
lia-SiC Laboratory Techniques
for the Medical Lab. Technician 1st 1970 McCraw Hill JRIrlasrud

Concrete Form Construcrion
Unit
1:-T20 Delmar

Concrete Technology ', 2ne 1965 Delmar
Portland
Cement Assoc

Bricklaying 1 1st 1952 Delmar
Structural 7-1
Cl_Ay Prod Inst
Structural
Clay ProdIns_t_
Caldwell
& He-ner

Instructor's Manual for
Bricklayinz I & II 1st 1952

1972

19t.,8

Delmar_
.

Geriatric Nursin _p972 Delmar
TrisTructor's Guiue for
Ceriatric Nursi_nE Delmar

Caldwell
& He-ner

for the Nurse's Aide Delmar Knoedler[Manual
Instructor's Guide ior the
Nurse's Aide 1968 Delmar Knoedler

1

Dental Assistant 2nd 1970

1972

Delmar Anderson
'-frTstructor's Cuid for the
Dental Assistant Delmar

Medical Record Maiiiigement 8th
Physician's Record Go.'
3000 S. Ridgeland Ave.
Berwyt% IL 60402

Basic Television - Theory
_and Servicin-

1. PlumbinG - 1

4__2nd 1971

1958

McCraw Hill Zbar
-1

Delmar Slater

Teacher's Ancwer , _41953

1

1_1962

11962

1968

,at

Delmar_ Slater 1

Delmar 5later 1
P1umbirea_:2

Teacher's Answer B.,c4(
.--

Delmar
Interstate Plii,t_er; & .

Puhii hers Danville IL ilieEler

Slater 1

The Meat We Eat 1 9th
Thomas

I

Industrial Education Publicationsl
Distributive Education

a onsPublicti..._

Univrsity of Texas I Send for
it Austin Brochure
Vnivorsity of T,xas Send for

Austin Brochure

1 1 9
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School Name Goldendale

VIIIAIORAL OBALCTIkI TRAININ(; PLAN
and

STUDENT PROGRESS RLPORT

COURSE F ITLE Clerk/Typist

NSTRUCtoit

7 7 -7

Overall Behavioral Objective: The student will satisfactorily
demonstrate the below mentioned skills upon completion of this
training.

DOT CODE
DATE May ÔjL 1973
AGE OF STUDENT
SEX: 'M

YR. IN SCH: 11

4HAVIORAL OBJECTIVE COMPETENCIES NEEDED .

DATE OF
COMPETENC1'

TO,ACHIEVE THE OVERALL OBJECTIVE AMIEVEaNT

The stuLe.nt will be able to:

I. RePort for training on a punctual basis;
Give.prour notification of absenses from training;

1. lstablish a proper, business-like relationship with
tise supervisor and other office personnel;

4. Demonstrate the ability to file numerically;
S. Demonstrate the ability to file alphabetically;
6. Demonstrate increased proficiency in typing skills

a. Using a manual typewriter:
.h, Using an electric typewriter;

7. Type-correctly the forms used by the office;
Type the documents used by the office;

9. Type correspondence correctly;
10. Ike the 10-key adding machine;
41. Compile. information using files and other records;
12. rost financial iqformation;
13. Use correct follow-up procedures;
14. Develop correct telephone technique when:

a. Answering the phone;
I. Taking messiges;
c. Obtaining information by telephone;

15. I;reet the office guests and give them basic
information;

16. Develop the coriect handling skills for recording
-incoming and outgoing mail;

17. Dr.ss properly.for officv s.ituatio

.)

2,4

Form CRT A-74 12



School Name

BEHAVIORAI, OBACJIti FRAIN G PLAN
and

STUDINT PROGRESS REPORT

COURSE TITLE Nurses* Ass1.5Saut_

INSTRUCTOR

40 STDDENT

DOT CODE 07 0/01
DATE
AGE OF STUD!: T
SEX: M
YR. IN SCH: 11 12

Overall Behavioral Objective: The student will be able to perform
those skills of a nurses' assistant. These skills include: taking
x-rays, preparing for exams, and taking blood counts-.

BEHAVIORAL OBJECTIVE COMPETENCIES NEEDED
TO ACHIEVE THE OVERALL OBJECTIVE

The student will be able to:

I. Direct patients to exam room - basic hx of illness;
2. Take temperature, pulse, and blood pressure;
3. Know hypodermic injection technique; ,

4. Set up for minor surgery;
S. Know initial care of accident victim;
6. Assist in minor surgeries;
7. Use tic techniques;
8. Ca for surgical,instruments - including steriliza-

ion;
9. Care for the central supply arca, x-ray department,

and maintenance rocim;
10. Develop x-rays;
11. File x-rays;
12. Take the followilig, x-rays: chest, haild, finger,

arm, ankle, foot, toes, knee, KUB, skull series
and elbows;

13. Do laboratory work: ure of cell colinter et
hemoglobin meter, hematocrit determmoZion;

14. Do routine urinalysis;
15. "Care for lab instruments.

CRT A-74 13

DATE OF
COMPETENCY
ACHIEVEMENT



School Name

BiiIAVIORAE OBJECTIVE TRAINING PIAN
and

STUDENT PROGRESS REPORT

COUR% 1 IT4 Clerk _General

INSTRUCTOR-

STUDENT

DOT CODE

DATE October 2, 1973
AGE OF STUDENT ,

SEX: M F XX
YR. IN SCH: 11

Overall Behavoral Objective: The student will be able to demonstrate
to the satisfaction of the trainer those skills required of a clerk/
typist in this office.

BEHAVIORAL OBJECTIVE COMPETENCIES NEEDED
TO ACHIEVE-THE OVERALL OBJECTIVE

The student will be able to:

DATL OF
COMPETENCY
ACHIEVEMENT

1. Report for training on a punctual basis;
2. Give rroper notification of absences from training;
3. Establish a proper, business-like relationship with

the supervisor and other office personnel;
4. File numerically;
5. rile alphabetically;
6. Demonstrate increased proficiency in typing skills

a. Using a manual typewriter;
I. Using an electric typewriter;

7. Type correctly the forms used by the office;
8. Type the documents used by the uffice;
9. Type correspondence correctly;

10. Use the 10-key adding machine;
11. Compile information correctly using files and other

records for this research;
14. Post information properly.;
13. Use correct follow-up procedures;
14. Develop correct telephone techniques

a. Answering the phone;
b. Taking messages;
c. Obtaining information by telephone;

15. Greet the office guests and give them basic
information;

16. Record incoming and outgoing mail;
.17. Dress properlY for the office situation.

Form CRT A-74 14



School Name

ill WA lalttl. 01011-11ti. TVAININ4: PLAN

and
STUDENT rRociass RITORT

COORSE luLl Cenei-al Stare Qperation

INSTRLETOR

- STIMINT

DOT CODE 790.468
DATE
AGE-OF STUDENT
SEX: H
YR."IN SCH: 11 12

Overall Kehavioral Objective: The student will know the general
operations of a grocery store.

BEHAVIORAL OBJECTIVE LUMPLTFNCIES NEEDED
TO ACHIEVE THL OVERALL OBJECTIVE

The student will be able to:- s

1. Receive incoming stock;
2. Order stock;
3. Stock shelves;
4. Price articles;-
S. Keep daily inventory control;
6. Stock refrigerated foodcases;
7: Tally customers purchases in cash register;
8. Make change;
9. Rag groceries.

2

MT A-74 I S

DAIL 0;-

COMPETENCY
ACIIEVE!1NT



Pons 'A774

".-;claool %amt.

WilAlORAL OB.H1-1 TVNININ PLAN
and

4->TU1I NT PROW SS kLPORI

CODRSL MEE Radiator Pe-)air

INSTRUCTOR

STUDINT

!Kir CODE 17.0101
DATE
Ail OF STLIDI NT
SEX:

11 1 _-'

7

Overall Hehavioral Objective: Learning experiences specifically
concerned with the installation, operation, testing, and trouble
shooting of various types of air cooling equipment r177d of the controls
needed for operation.

DATE OF
BEHAVIORAL OBJECTIVE COMPETENCIES NEEDED TOMPETENCY

TO ACHIEVE 1111. OVERALL OBJECTIVE AC4IEV14ENT

The student will be able to:

I. Repair cooling systemsin automotive vehicles;
Test radiators for obstructions or leaks by pumping
water or compressed air through them; -

3. flush radiators with cleaning compound to remove
obstructions;

4. Remove radiator core from automobile and clean it
by poking rod ttirough it or by boiling it in water,
Immersing it in solvent, or by a combination of
boiling out and rodding out;

,. Solder leaks in core or tanks using soldering iron;
6. Disassemble, repair, or replace defective water

pump;
7. Replaze fault/ thermostats and leaky head gaskets;
8. Install new cores, hosesand pumps.

28
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a am A-74

S.chool Name

OKILCIILE TRAININI; PLAN
and

STUDENT PROCRLSS REPORT

COMSL 11TLL Slles Clerk

INSTRUCTOR

STIMENT

Overall Behavioral Objective:

DOT CODE 290.478

DATE
AGE OF STUDENT
SEX: M
YR. IN SCH: fl

BEHAVIORAL 02JECTIVE COMPETFNCIES NEEDED
TO ACHIEVE THL OVERALL OBJECTIVE

The student will be able to:

1. Order merchan4lis4; _

2. Keep shelves stocked with merchandise;
3. Price articles;
4. Prepare inventory of stock;
5. Tally customers purchases in cash register;
6. Make change;
7. Wrap or bag merchandise.

17

1

DATE OF
COMPETENCY
ACHIEVE9IENT



Form CRT A-74

_School Name

11111\tIORAL tItILC1ILL TRAININI; PLAN

and
STUD! NT Pitocki.ss REPOR1

COURSE TITLE Meat Cutting

INSTRUCTOR

STUDENT

DOT CCCE 17.2903
DATE
AGE OF STUD1NT
SEX: M
YR. IN SCH: 11

_

Overall Behavioral Objective: The student will have the knowledge and
the skill to become a meat cutter.

BEHAVIORAL OBJECTIVE COMPETENCIES NEEDED
T6 ACHIEVE THL OVERALL OBJECTIVE

The student will be able to:

DATE OF
COMPETENCY
AM I EVE.MENT

1. keep_a spitary and safe training station; - -

2. Accept instrUction and criticism.from a supervisor;
3. Dress appropriately for the job;
4. Get along with the public;
5. Sell over-the-counter;
b. Take orders in beef and pork;
' Order 5eef ald pork from supplier in the right

quantity and number for the busines:;
8. Bone meat;
9. Break front quarter for retail cuts;

10. Break hind quarters for retail cuts;
II. Mix meat to grind;
12. Wrap meat;
13. Do basic cuts with hand saw;
14. Cut meat with power saw;
15. Dr. the display case: selling and advertising.

30
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CRT A -74

- School Name

B111A1,10RAL OBJECTI1E TRAININi: PLAN
and

STUDENT PROGRESS REPORT

,comsi, TITLE. Bookkeeping

INSTRUCTOR

STUDENT

DOT LODE

DATE July 12, 1972
AGE OF STUDENT
SEX: M
YR. IN SCH: 11 12

Overall Behavioral Objective: The student will be 4 capable and
employable bookkeeper.

BEHAVIORAL OBJECTIVE COMPETENCIES NEEDED
TO ACHIEVF. THE OVERALL OBJECTIVE

DATE 01-

COMPETENCY
AMIEVEMENT

The student will be able to:

1. Manipulate the various machines in the office:
10-key adding machine, 10-key calculator, typewriter;
photo copier, and telephone;

2. Journalize the cash journal;
3. Add and balance the cash journals;
4. Post the g-,,neral ledger;
S. Compute the payroll;
b. Enter the rayroll into the general journal;
7. Balance the general ledger;
S. Journalize the monthly miscellaneous adjusting

entries;
9. Compute financial statements;

10. Compute closing entries.

19



School Name

BEHA't1ORAE OBJECTIVE TRAINING PLAN
and

STUDENT PROGRESS.REPORT

COORSE TITLE Leather Goods

INSTRUCTOR

STUDENT

DOT CODE 17.3400
DATE AugtiTi-N, 1972--
AGE OF STUDEN1 18
SEX: M XX
YR. IN SCH: 11

Overall Behavioral Objective: The student will be able to do all
phases of building and repairing of leather goods.

BEHAVIORAL OBJECTIVE COMPETENCIES NEEDED
TO ACHtEVE THE OVERALL OBJECTIVE

DATE OF
COMPETENCY
ACH1EVE9ENT

The student will be able to:

Saw_on four-different sewing machines: long arm
Singer flat top, Champ harness stitcher, Singer
patch machine and Pfaff upholster;

2. Grade leather;
3. 'Cut leather;
4. Hand sew leather;
5. Hand stitch leather;
6. Treat leather;
7. Die leather..

3 2
Form CRT A-74 20
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School Name

BIU1'1,10RAl 0SALCT1U TRAIN1N6 PLAN
and

STUDFNT rgocia.ss klyokl

COURSE tiru Body fi Fender Rer4ir

INSTRUCTOR

STUDENT

DOT CODE 17.0301

DATE 5eptember,28, 1972
AGE OF STUDENT
SEX: M F

YR. IN SCH:Tl 12

Ovcrall Behavioral Objective: The student will be able to do all types
of body work refinishing and reconstructing.

BEHAVIORAL OBJECTIVE COMPETENCIES NEEDED
TO ACHIEVE 1111 OURAEL OBJECTIVE

The student will be able to:

DATE OF
COMPETENC.Y

ACHIEVE'INI

1. Remove dents using the proper tools for a specific
job;

'. Expand metal using proper care and judgment;
3. eull dents using the proper tools;
4. Mix, apply and smooth out putty;
5. Do light sheet metal weldin;
6. Prime, repaint and touch up automobile finishes.

")

CRT A-74 21



School Name

BIHAVIORAL IBJECTIVE TRAININf: PLAN
and

STUDENT PROCRLSS REPORT

OORSL lITLL Log Scaler DOT CODE
DATE

INSTRULTOR ACE OF STUDINT
SEX: M

STUDENT
YR. IN SCH: 11 T2

Overall Behavioral Objective: The student will be able to operate ona beginning level as a log scaler.

^ BEHAVIORAL OBJECTIVE COMPLTFNCIES NEEDED
TO ACHIEVE THL OVERALL OBJECTIVE

-1- DATE OF
COMPETENCY
ACHIEVEMENT

The student will be able to:

I. Recognize different species of logs;
2. Use the scaling stick corr:!ctly to measure diameter;
3. Use the scalers tape correctly in determining

accurate lengths of logs inc!ading trim;
4. Use the proper scaling arrangement of every log;
S. Use the cedes for defects and fill out a scaling

ticket properly;
6. Determine the various defects in a log and how Oley

apply to volume and grade by species;
7. Scale logs within the allowable limits of the + or -5', net scale;
S. Use the Scribner Decimal "C" Scale Rule;
Q. Use safety procedure in scaling;

10. Pass written scalers test.

Form CRT A-74
0

k3 ft
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CRT A-74

School Name

BICMIORAL 013ALCTI1E TRAINING PLAN
and

STUDENT PROGRESS RLPORT

COURSE TITLE Retail Sales,Mgmt. DOT CODE
DATE SepfeTEUT&F-7, 1973

INSTRUClgR AGE OF STUDENT
SEX: M F XX

STUDENT YR. IN SCH: 11 12

---
Overall Behavioral Objective: The student will demonstrate those
skills necessary for a person to become an assistant manager in a
retail store.

BEHAVIORAL OBJECTIVE COMPETENCIES NEEDED
TO ACHIEVE THL OVERALL OBJECTIVE

The student hill be able to:

I. Develop signs for in-store advertising;
2. Develop newspaper,advertisements consistent with the

policy of the store;
3. Make sales;
4. Use skill in using the following forms: refunds,

receipts, I.C.A., return registers, order forms,
red-line adjustments, guarantees for tires and
batteries, gun registration forms, electronic
equipment and tire registrations;

S. Show skill in handling all freight procedures:
check-in, returns, and freight claims:

6. inventory;
7. Develop a skill in human relations; telephone

ciSnversations, and handling complaints;
8. Develop skill in the following cash procedures:

making change, making the bank deposit, counting the
house bank, ordering change, accepting checks,
handling credit applications, handling credit
approvals, and handling credit ratings;

9. Compute hourly earnings;
10. Calculate the payroll taxes;
11. Compute the business taxes;
12. Write checks;
13. Determine whcli merchandise must De paid for to take

advantage of discounts;
14. Understand the business expenses called overhead;

23

DATL OF
COMPETENCY
ACMIEVE!!LNT



The student will be able to:

15. Dress properly;
16. Report fOr training on a punctual basis;
17. Make arrangements for absences from training

beforo the reporting time. (4-hour advance
notification of absence)



tT 74

School Namc

Hi 61; WRAL OB.111:11111 TIZA is ItifPLAN
and

STUDF.NT PROGRI.SS RLPOWI

COOR'SL, T1TL4 Retail Sales

INSTRUCTOR

STUDENT

DOT CODE
DATE October 2., 1924_
AGE OF STUDENT
SEX: M xx F

YR: IN SCH: 11 1 _
-----

Overall Behavioral Objective: Upon completion of this training the
- student will have developed the skills necessary for a person to

enter this career with entry level ability.

BEHAVIORAL OBJECTIVE COMPUENCIES NEEDED
TO ACHIEVE THL OVERALL OBJECTIVE

The student will be able to:

DATE OF
COMPETENCY.
ACHIEVPINIT

1. Dress properly;
2. Report for training on a punctual basis;
3. Give proper notification of absences in advance of

training time;
4.- Demonstrate a proper, busincss-like relationship

with the trainer and other personnel;
S. Make change;
b: Close the daily journal;
7. Develop correct telephone technique;
S. Use correct selling techniques;
9. Perform accurate inventory;

10. Develop correct store opening procedures;
11. Prepare ceramics for firing, firing the kiln,

painting, staining and glazing;
12. Show artistic skill in the proper development of

mod-podge, flower'arrangement, and gift wrapping;
13. Ability to recommend items in the following craft

mod-podgc, oil painting, tulc painting,
flower arranging, Chenille craft, bead craft,
stitchery, macrame, foam craft, and candle making.

25



School Name

BEHAVIORAL OBJECTIVE TRAINING PLA
and

STUDENT PROGRESS REPORT

COURSE TITLE Nurses' Aide

INSTRUCTOR

STUDENT

DOT CODE
DATE August 19, 1973
AGE OF STUDENT
SEX: _f4.-

YR. IN SCH: 11 12

Overall Behavioral Objective: The student will be &Ile to perform
those skills of a nurseS aide in a convalescent hone.

BEHAVIORAL OBJECTIVE COMPETENCIES NEEDED
TO ACHIEVE THL OVERALL OBJECTIVE

DATE OF
COMPETENCY
ACHIEVEMENT

The stUdent will be able to:

1. Dress properly;
?. Use currect handwashing technique to prevent the

Spread of disease from one person to another;
3. Help a woman patient take care of her hair;
4. Keep the patient's room in a clean and orderly

appearance;
5. Know the correct fire procedure;
6. Strip, wash and make a bed;
7. Care for the flowersof a patient;
8. Serve food to a patient;
9. Move a patient;

10. Help an ill person walk;
11. Sterilize bed, pans and urinals;
12. Give a back rub;
13. Give a person a bed bath;
14. Help a patient shave,'olmb his hair, clean his teeth,

care for his nails, and rqss and undress.
15. Assist a patient during a tub bath;
16. Assist a patient during a shower;
17. install a foot board and rails on a patient's bed;
18. Admit a patient to the convaleScent home;
-19. Discharge a patient from the convalescent home;
20. Describe the proaedures to follow when a patient

-dies;
21. Take the blood pressure of a patient;
22. Give a patient an enema;

MN,

3 8
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The student will be able to:

23. Describe those situations where heat therapy may be used;
24. Describe those situations where -1 therapy may be_used.



School Name

BEIMIORAL OBAi.C"YIVE 1AIN1Nt; PLAN
and

STUDENT PROGRESS REPORT ,

COURSE TITLE Taxidermy

INSTRUCTOR

STUDENT

DOT CODE 17.99
DATE July 13, 1972
AGE OF STUDENT
SEX:. M F

yR. IN SCH: 11 12

Overall Behavioral Objective: The student will have the knowledge
and skill to mount any, animal or bird.

,

BEHAVIORAL OBJECTIVE COMPETENCIES NEEDED
TO ACHIEVE THE OVERALL OBJECTIVE

Me student-will be able to:

DATE OF
COMPETENCY
ACAIEVEMENT

1. Skin and apply preservatives to small animals and
birds;,

2. Build body form from measurements taken on skinning
of animals and b4.rds;

.

3. Apply the hide to.the finished form;
4. Do.the necessary procedures to mount medium sczed

animals and birds;
5. Do complete wall head mounts;-
6. Do rug mounts with open mouths;
7. Do rug mounts With closed mouths;
S. Do complete body mounts of large animals.

.40
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School %amt.
- - - - -

BIIMIORAI 010i-1W TRNININ'ITAN
and

siDDENE 1140CRI SS 10.E0R1

COORSL Ti ILL Draft i ng

INSTRUCItiti

SISWUNT ,

DOT LODE
DATE August 19, i972
AGE OF STDDINT_
SEX: 14 XX

YR. IN SCII:TI

Overall gehavioral,Objective: The studenelwill have developed those
skill; o( a draftsman at the entry level.

.111=1.10.1...

aLtiAVIORAL OILIKTIVE commuscas NUM)
TO ACHIEVE THE OVERALL OWECTIVE

The student will be able to:

^"T
DATE OF

COMPETENCY
ACIIEVEtIENT

1. Name the drafting twipment as it is displayed;
Do basic exercises with ease using. the drafting
equipment;

3. Show skill using the straight edges and pencil;
4. Show skill using the straight edges and ink;
S. Show skill using the curves and pencil;
h. Show skill using the curves and ink;

show skill -iing the itraight edges and 'curves in
ink on mylar;

01. Show skill using the Leroy Lettering Set;
9. Show skill using the rapidograph pen with straight

edges and curves OR paper and on mylar;
10. %Amish on numbers and pattern sheets;
11. Devionstrate the proper handling and care af all

equipment;
U. Describe ths.' tyres of maps used by the Flanning

Commissiom;
l. Read stetriographic pairs;
14. --Doworvtrate survey skills;
IS. Demonstrate xlar construction and drawing;
16. Show limiliarity with engineering drafting;
17. Show tamiliarity with design: drafting.

4 1
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tic hoo 1

biWtloRAI. Ob4IC1 111 1RA1NIN,f,014A'.

crilom PPOCK1'.6 REPokl

1!14.1 Ilental Assistant

I Niti. TRW! 0R

SIMENU

oar COOL
PATE August 19t E97i_
AGE OF STODINT
SEX: PI

IN II

Overall behavioral Objective: The student will demonstrate thoseskills required of a dental assistant.

FEHAVIORAL OBJECTIE comrwscas NEEDED
f0 ACHIEVE 111f. OVERALL OSJECTIVE

lhe student veill be able to:

I. Use correct chairside procedures in assisting a
patient and the dentist during a treatment;
Use correct procedures for taking x-ray exposures
the terth and jaw;
Ose correct procedures for making impiessions,

4. Use correct procedures for getting a patient and a
treatment room ready for the dental procedure to be
conducted by the doctor;
Identify by name, each tooth of the human mouth;
Identify by name, the honey and tissue structuresof the mouth;

Use correct procedure for sie,rilizing all instruments.
Use correct procedure for cleaning the treatmentroom;

9, 4aintain correct attitude of a dental assistant;10. Identify by name, the dental instruments and
eqvipment,
se correct procedure for handl .g ste:i1iced
instruments and equipment;

1: Dress properly.

of
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DATE Of
COWETENO
ACIIEVELNI



Sehoul Name

BEHAVIORn OFULCTIVE TRAINING PLAN
and

STUDLNT PROGRFSS REPORT

ECUA:511. T:TLE DOT CODE
DATE

INSTRUCTOR ACE OF STUDENT
SEX: M

STIMINT YR. IN SCH 11

111001180g4rilAJE,C1111=01191e

Overall Behavioral Objective:

BEIMIORAL OBJECTIVE COMETENCIES
NIMULI3 10 ACIIILVE Thi. OVLRALL OBJECTIVE

The student will be able to:

-74

13

31

ESTWATED
OF LLARNINC

TIME
OMPLTENfY
ClitEviami I



C011. 11ILL

INSTRUCTOR

STUDUNT

School Natne

Bum-101,AI, muLcr .MAINING PLAN
and

STUDI.Nt ITOGIO:SS REPOlzT

Overall behavioral OhJective:

DOr COOL
DATE
AGL OF STUDENT
SEX: M

YR. IN SCH: 11 1T

a 4c4.. =rasa=

bElinIOMC OBJECT-M(1: CO1PE1tNCIESNit itu 10 Aatil.V1 ME OVLRALL ORACTIVE

lho student will he able to:

4

ESTP4ATED NILS.
OF LLARNINO

Tim

DAIL OF
IDIPLIENcY

ACHIEVEMI



APPLICATION 1-OR ADMITTANCE INTO TUE
COMMUNITY RESOURCE TRAINING PROGRAM

CRT coordinators who ham piloted the program have discovered that

there is certain information that is essential to some understanding

of a student's motivation and desire for enrolling in the program. Such

information may also be useful in working with the CRT who will train

the student. Information about trainees can be obtained from an anpli-

cation to be filled in by the student. ,It is recommended that the CRT

coordinator use a formal application formas the basis of a personal
0

interview that he would conduct with the student applicant. Purth,2rmore,

if the demand for enrollment in the program is heavy and the size of the

program is limite d. the application form may well serve as one component

of a selection process.

There are two forms suggested n the following pages (CRT B-74 and

CRT 81-74). The coordinator may find that either one of these forms is

compatible wit the circumstances that exist in a given diStrict. Some

coordinators may choose to redesign one or both of the forms to fit

existing conditions.

I 5
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100I, NANIV PNIT

APPLICATION FOR AIMITTANCI INTO THI COMUNITY RLSOHRCF TRAININI; PRO6RAM

Name of Student

(last)
Age (last birthday)

Physical 1:ondition

1ddress

'Iother's NAme

Father's Name

Dat e

(first)
Pate of Birth Ht.

Renarks

Wt.

Telephone Number

Occupation

Occupation

occupational Plans

CRT Offerings: List Priorities

6.

High School Credits:
Fnglish
Social Science
ktathenatics

foreign Language
science

(Including ninth grade)

Commercial
History
locational

khat subjects L,o you need for graduation?

Pc you intend to go to college? Reason

In what extra-curricular activities have you takeu part?

List those you wish to laiv part

in this year:

Fist a< refert three tea4:her,; ur..!cr you have studied for at lcaSt

nne ,_enc.5ter:

CIO B-74 34



School Name DATE

APPLICATION FOR INROELMENT

COMMUNITY RESOURCE TRAINING PROGRAM

PLEASE PRIN1

NAME

MAILING ADDRESS

TELEPHONE YEAR IN SCHOOL (1973-74)

DATE OF BIRTH GRADE POINT AVERAGE

FATHER'S NAMIT MOTHER'S NAME

EDUCATION:

Elementary School From to

Junior High School From to

Senior High School From to

What do you plan to do upon graduation from high school?

l)o Not ist Relatives.

Name

RIFERENCIS:

Address Occupation

4HAT TYPL OV TRAraNG LC YOU 1,,ANT

lct Choice

2nd Choice

47



COMMUNITY RESOURCE TRAINER CONTRACT

It is esscntial that the Community Resource Trainer and the school

understand the nature of the services to be performed by thc traimvr.

Basic actiities at lc:Act chould he detailed in the form of a training

agreement. It is recommended that all CRTs agree to and sign the form,

CRT C-74, or something very similar. In addition, those Community Resource

Trainers who will receive some form of wage or stipend from the school

district for services rendered, must be under contract with the district

in much the same manner as would be those other lay citizens Of the

community who might be employed to provide services. Form CRT D-74 has

been used successfully. Both forms appear on-the following pages.

Compensation paid a trainer may also cover supplies and equipment

rental that are necessary for the ,:raining program, but that would not

otherwise be necessary for the conduct of the trainer's business. It is

incumbent upon the CRT coordinator to consult with the local school

admnistration in order to be certain that all local regulations and

policies are included in the contractual agreement.

48
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School Name Date

camNITY RESOURCE TRAINING PROGRAM

For All CRT's

Training Agreement

The following Community Resource Trainer

representing

Distribution

tla
Coord.

Supt.

Principal

(name of business or firm)
agrees to provide training in the basic skills, attitudes, and knowledge
deemed necessary for a person to develop a saleable skill at an entry
level as a/an

This training will he proviled for the following student-learners:-

on a daily basis while school is in session.

The Community Resource Trainer realizes that daily instruction and
close supervision of the student-learner is a necessary and essential
part of this training. The students' training may be terminated upon
notification to the Coordinator by the Community Resource Trainer.

The Community Reurce Trainer will consult the Program Coordinator on
a.py problems that arise concerning the performance of the student-
learner(s).

The Program Coordinator will assist the Community Resource Trainer with
training prohZems pertaining to the objectives of the training.outline.
The Program Coordinator will provide assisl:ance in obtaining instruction-
al materials and supplies.

The Community Resource Trainer shail at all times maintain a student-
trainer rc.lationship consistent with the provisions of the Department
of Labor and Industries.

Signed

Date

C-74

(Trainer)
Signed

signed

Signed

4 9

(Superintendent)

(Principal)

. (Coordinator)



School Name

COMMUNITY RESOURCE TRAINER CONTRACT

It is hereby agreed. by and between the Directors of St.hool District,

No , County of State of Washington, and

that the !atter shall be

compensated as a Community Resource Trainer and will function in accord-

ance with the Training Agreement attached hereto.

In consideration of such service, he/she shall be paid by the School

District at the rate of $ per hour.

This agreement shall be in force from , 19

to , 19

Date Signed

(Community Resource Irainer)

Approved by the Board of Directors of
School District No. this elay of 19 .

I Approved by

School District Superintendent

Pate:

5 0
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STUDENT TRAINING AGREEMENT

. -

Although the CRT program is not a traditional vocational cooperative

training strategy, it draws upon some of the techniques that have been

developed over long years of experience in cooperative education. One

of those techniques is the requirement that the student and the school

enter into a training agreement. Such an agreement spells out the respon-

sibility that must be assumed by the student in order to assure not only

that the educational effort is successful fsr the student, but that the

present and future integrity of the program is protected.

Prograli integrity is critical if CRT is to s. needs of future

students. One-way to help establish integrity of a program is to lay out

a standard of reasonable .7.onduct commensurate with the expectations that

employers traditionally have of employees--a standard that attempts to

assure Community Resource Trainers of appropriately motivated students

in return for their instructional effort.

Form CRT E-74 has been used to good advantage in impressing upon

trainees the need for attitudes conducive to an effective learning

atmosphere. It will be noted that the agreement is signed by the student,

the coordinator, and the parent in order that all are aware of the charac-

teristics and requirements of an educational strategy unique among tradi-

tional high school offerings.

5
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SCHOOL NAPE DATE

CRT PROGRAM

Distribution

Student

Parent

Ibtiordinator

STUDENT - SCHOOL TRAINING ACREEMENT

High School School District ,

'Student's Name Date

I AGREE TO ABIDE BY THE FOLLOWING CONDITIONS:

1. To drop all activities which interfere with my sucessful completion
of education and training in the community school program. ,

2. To maintain proper personal appearance requirements of the course in
which enrolled.

3. To be in attendance as required unless excused by the community
resource trainer.

4. To maintain proper behavior required for learning to occur for my-
self and ethers.'

5. To maintain proper business conduct at all times.

6. To abide by any and all rules and regulations, practices and pro-
cedures of the community school program not specifically stated
above.

7. The student has responsibility for providing his or her own
transportation to location.

I UNDERSTAND THAT ANY VIOLATICN OF ANY PART OF THE ABOVE AGREEMENT MAY
RESULT IN MY BEING DROPPED FROM 7niE PROGRAM AT THE DISCRETICN OF THE
INSTRUCTOR.

SIGNED
Student

I have read and understand the above agreement my son or daughter has
entered into as a pre-requisite to acceptance into the community school
program of vocational education and training. I grant permission for my
son or daughter to be enrolled in this program and will assist in helping
my son or daughter to live up to the term3 of this agreement. I 1 ider-
stand that my son or daughter is enrolled in a high school training
program and will receive no financial reward during instructional hours.

SIGNED SIGNED
Coordinator Parent of Guardian

DATE

5 2
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CRT COORDINATORS CALL REPORT

There are probably as many different call report forms as there are

school.districts with cooperative vocational education programs. The

CRT coordinator will benefii from keeping a record of coordination

activities. The next page provides an example of a very simple.format

(CRT F-74). Yhere are several reasons for keeping a call report file.

Chief among these are:

1. The coordinator has a record of conversations with the trainer

that relates to student training station problems that might

best-be solved in a school or classroom setting.

2. The coordinator has a record of trainer comments regarding

the student's progress (or lack of it).

3. The coordinator may bp called upon to justify his time being

spent in the comQunity, outside the school plant. The call

report file provides logical documentation on those few occasions

when such justification seems most appropriate. (It is not

uncommon for some school districts that support vocational

cooperative programs to require, as a simple matter of course,

regular and periodic submission of cuordinator call reports.)

4. The coordinator has a record that may be used as the basis for

prepa.ring an annual district report on CRT program activities.

5. The coordinator may use the call report as the basis for

establishing a file for potential community resource training

stations.

41
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School Name Date

CRT Coord*nator's

Call Report

Course Title Company

CRT Instructor Address

Student Student

Date

5 4
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STUDENT ATTENDANCE RECORD

The student attendance record may well vary fram one school district

to another in keeping with local attendance poiicy. The sample displayed

on the next page (CRT 6-74) has been used effectively in at least one

school district with a CRT program. The purpose of an attendance record

is three-fold:

i. It provides the trainer with a record of the number of hours

that he has devoted to the training of his student.

2. It assists the coordinator with at least one estimate of

progress in terms of hours of training that the student has

devoted toward completion of the behavioral objectives.

3. It may provide the school with an attendance record for

reporting purposes for state reiabursement. Here again the

coordinator is well advised to consult with local school

administrators aS to local attendance policies and regulations.

5 5
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School Name

Student

Date

CRT Program

MONTHLY ATTENDANCE REPORT

Instructor

D.O.T.

Course Title

Month

Dav In

TIME
am
a. Out

am

i

17ME
am

Cut
1 am

. In

TIME
. an

., Out
am

TOTAL
HOURS

1

3

4

s

6
1

7

9
,

10

11

11

13

14

15
11111111.1.11=111.111.1116

1111.111=11.111.111.1.1.1.1.MOM
1,

18

19
11.1=11111111111111111.1

20

21
11111111111122

23
11111

111.111111111111.11.1.11

24 1111.11111111111.111=1=1111111
25 MI
26

11111111M

11111111111=i.

30 ,

1

sl

TOTAL ATTENDANCE HOURS

Comments:

rm CJT c.-74

5 6
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THE COMMUNITY RESOURCE LABORATORY
FACILITY/TRAINER DESCRIPTION

It is entirely possible that in a given community there are certain

training station sites that would be more appropriate than others. On

the occasion that a CRT coordinator mien have for touring and/or observing

a particular training site, it behooves him to record his iupressions of

the instructor's qualifications and the training station or laboratory

facilities that are available to the student. Such information is

valuable to the coordinator in documenting his selection of a particular

site when such documentation becomes necessary.

Information about the facility and instructor are valuable aids in

informing the student about the station in which he will be learning.

Parents may also wish to have some insight into their youngsters'

educational environment. The coordinator may wish to update his information

about instructor and facility qualifications when changes occur on the

training station site. Such records should prove to be invaluable, not

only for future reference by the present coordinator, but also fqr refer-

ence by any future coordinators who might be employed by the district.

Coordinators of cooperative education programs have learned Ow

desirability of setting standards for local training stations that are

in line with community educational philosophy. The suggested form displayed

on the next two pages, CRT H-74, can be useful in serving as the basis

upon which local training station standards can be established. In

addition to a suggested blank form, a sample which has been filled in

will be found. Notet%orthy attention should be given to the description

of the learning activities, particularly as 51101 activities differ from

the statement of behavioral objectives discussed earlier in this marual.

57
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School Name

COMMUNITY RESOURCE LABORATORY

Dental Office of
Name of Company Dr. Smith Owner/Manager Dr. Smith

Address
Phone

Instructor
Ms. Jones
Ms. Johnson

Brief description of instructor's qualifications:
Ms'. Jones - Inservice training plus seminar classes in: x-ray techniquesfor dental assistants, office techniques, and practical management fordental offices.

Ms. Johnson - Inservice training plus seminar classes in: practicalmanagement for dental offices, office techniques and A-ray. Alsotraining courses for dental laboratory assistants-
Description of laboratory facilities:

Dr. Smith has a large, well-equipped office with two patient treat-ment rooms, a dental laboritory, office space and reception room.

Describe the learning activities that will t4t) place:

The following is a partial list of the stUdent's learning.activities:

1. The student will be given assignments related to the studyof anatomy; .

2. The student will be given study assignments related to dental
terminology and will apply such terminology;

3. The student will be given assignments applicable experiences
to patient record keeping;

4. The student will be involved with the doctor/patient rela-
tionship at chairside;

S. The student will be given experiences in the dental laboratory;6. The student will be given experiences related to x-rayequipment.
7. The student will be given experiences related to telephone

cOmmunication with patients.

7)8

m CRT 11-74
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Name of Company

Address

Instructor

School Name

COMUNITY RESOURCE LABORMORY

Owner/Manager

Phone

Brief description of instructor's qualifications:

Description of laboratory facilities:

Describe the learning activities that will take place:

H-74 47



In CRT 1174

Name of Company

Address

Instructor

School Name

COMMUNITY RESOUF.CE LABORATORY

Owner/Manager

Phone

Brief description of instructor's qualifications:

Description of laboratory facilities;

Dcccribe the learning activities that will Zake place:

6 ti
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CRT DOCUMENTATION OF COSTS

The Community Resource Trainer may find it advantheous to identify

the costs that are incurred by his venture into the cause of education.

Some will find that there are materials, supplies and equipment rental

costs over and above those thavare experienced in the normal operation

of a business enterprise. The form supplied for this purpose is CRT 1-74.

Such documentation may be of value in requesting school district reim-

bursement for unusual and/or regular additional costs. An accumulation'

of such information from a number of community resource trainers would

go far in establishing the case for strong community support of the

program.

6 1
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School Name
Date

CRT Program

Documentafion of Course Cost

(Name of Business)

(Date)

(Name of Trainer)

(Title of Course)

Expenses

Supplies such as:

b. Equipment such as:

c. Loss of time:

d. Others:

(Coordinator) (Trainer)

6 2
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STUDENT EVALUATION

It is recommended that CRT student's progress be evaluated by the

trainer and the coordinator on at least a quarterly basis. The evalu-

ation should be based upon the pre-established behavioral objectives. It

is important that the coordinator explain to the Community Resource

Trainer what the basis for evaluation will be with such explanation being

made both at the time the student begins his training and at the time

that the evaluation is made. It is suggested that the trainer will fill

out the evaluation form in the presence of the trainee so that positive

and negative comments can be discussed openly. The completed evaluation

form should be reviewed by the coordinator and the trainer prior to the

coordinator's review with the student. Sample forms, CRT J1-74 and

J2-74, are provided for the periodic evaluation.

There should also be an evaluation of the student upon completion

of the course that describes the competencies that the trainee has

developed. Sample form CRT J-74 is provided for that purpose. On the

page following the sample evaluation forms, there will be found a sample

Completion Certiiicate that should be awarded to the student. It is

recommended that the awards he made to CRT students in a public or student

body meeting.

For students under 18 who will.enter employment in hazardous

occupations, for which the CRT training has been provided, the Certificate

of Completion is absolutely necessary for such students to receive a work

permit from'the State Department of Labor and Industries. The experi-

ence' of those who have piloted the CRT program has shown that the

Completion Certificate is also a valuable tool for the CRT graduate in

6 3
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applying for a job because it spells out the nature of the job training

and the competencies that have been developed.

In addition to the sample Completion Certificate, the reader will

find a sample "Honorary Degree" certificate. This certificate is awarded
to those Community

Resource Trainers who have given of time and effort

to provide local high school students with job entry skills. These

certificates may be awarded in a number of ways, from the simple hand

delivery by the coordinator to the trainer, to an awards ceremony or

appreciation banquet in which the local superintendent or some other
school official would present the certificate. (rhe appreciation banquet
might well be planned, sponsored and carried off by the students in

hOnor of their trainers.) Such a ceremony might also be the occasion

for awarding of Completion Certificates to the student trainees.

6 1
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School Name Date

Community Resource Training Program

Student Quarterly Evaluation Sheet

Name of Student'

Date of Evaluation

Training Station

CRT Trainer

Course Title

The student has achieved the following specific

Behavorial Objectives of the Course:



School Name

Naze of Student

Date

CRT Program

STUDENT EVALUATION SHEET

Rated by

__Quarterly

PERSONAL APPEARANCE

Above

Average, Satisfactory,

Needs

yprovement. Comment

.

Dresses according to the rules

Groomirl is above reproach

Speaks well and uses a good

choice of words

Presents a businesslike

appearance

HUMAN RELATIONS

Cooperates with trainer

Accepts suggest and

instruction__,.."
Is courteous and Etiendl

ATTITUDE TOWARD LEARNING

.

fle is inquisitive

He is enthusiastic

Gives Attention to details

IMPROVEMENT IN ,SKILL

Is gaining good working habits

Is able to think for himself

Recognizes value of the trainini

opportunity offered to him

'PUNCTUILITY

Arrives on time

Arranges for lateness or for

time-off in advance



RT J-74

School Name_

Name oT Student

Date

C9MMIUNITY RE URCE-tRAININGPROGRAM
_

Evaluation for Completion of Course

Tiaining Station.

Trainer

Date
3.

Course Title

The student has met the entry-level standards in the following Competenci;:s:

8 °
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COMMUNITY RESOURCE 11AINING PROGRAM
POTENTIAL T9A;NER SURVEY

The form on Page 59, CRT K-741 is recommended for use in developing a

file of information on potential training stations. Information for this

file might be accumulated by the coordinator during a concert,ated effort

to identify possible training statiAns either prior to enrollment of

students or after enrollment has been completed and student traihing desires

are specifically known. The best way to obtain data for this form is

through a personal interview; the form may be completed during the initial

interview with a potential trainer and made a part of the coordinator's

call report file, CRT F-74 (p. 42).

It will be noted 7ilat sOme of the information sought here is also

founa on Form CRT 11-74 (p. 47). The coordinator may wish to consolidate

!clected information from these two forms to establish one form for local

use that provides the necessary data for a complete file on training station

sltes.

_
I .)
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Scilool Name
Date

COMMUNITY RESOURCE TRAINING PROGRAM
POTENTIAL TRAINFR SURVEY

Company or Firm Name

cm' Instructor

Phone

Street Address

Num!Nor of Training Stations

Student Assignments:

Name

CRT compensation Required:

Course Title Time of Day

Additional Comments:

Text and Supply Requirements:

:iese-iption of rotc.ntial training "iac,oratory" and qualifications
trAiner:

im CRT fk-74
59



INSURANCE

Whenever a student leaves the school premises, insurance coverage

is a factor that must he seriously considered by the school administration.

In the CRT program there is a concern for insurance coverage for the

student, for the school, and for th,.. Community Resource Trainer. Placing

a student with a trainer off campus negates school liability insurance

unless the superintendent contacts the school insurance agent to make

him aware of the fact that students are being trained off campus. It is

critical that the insurance agent understands that off campus trainii4,

of students may take place at any time during or outside of the traditional

school hours. Unless the school insurance agent is made aware of this

extension of the school program into the community, the trainer may become

liable for student injuries. It is incumbent upon the coordinator to

impress upon the trainer that the trainer is not liable--tIlat the school

insurance covers the trainee and that the training situation is, for

insurance purposes, considered to be a school classroom. The Community

Resource Trainer must have this assurance if he is to be expected to

continue his efforts in the training program. The schJol administration

must make certain tha.: the student, Community Resource Trainer and the

school district arc covered with appropriate insurance.

For students who are receiving training in "ha:ardous occupations",

it is important to know that this designation does not apply to a training

situation. "Training' implies that the studcnt will learn the safe way

to perform a task rather than discovering safe and unsafe practies through

trial and error learning as is too often the case in an actual employment

situation. Thc coor% nator 77-1.st asume thc rcspcn ib 1 itv o! anal%.

re 7



every training program for unsafe conditions and potential hazards if

he is to function in the best interest of his students.

In summary, then, with regard to "hazardous occupations", it appears

that students under 18 may train in such occupations under strict super-

vision, but may not be employed in such occupations without evidence

(see section of this manual on Student Evaluation and Completion Certif-

icates) of completion of supervised training in the occupation. The

specific behavioral objectives for the course must include safety training

applicable to the specific job for which the student is being trained.

IP



STATE Av.) FEDERAL REGULATIONS

There are certain legal constraints that affect cooperative education

and other educational activities that find students in training stations

outside the school plant. In the State of Washington the applicable

legislation, policies and regulations fall within the purview of the State

Department of Labor and Industries. There is also some federal legis-

lation that impinges upon student training outside the actual public school

On the following pages there will be found lists of applicnhle

documents, excerpts from legislation, and information about sources of

additional knowledge relative to student concerns.

It must be emphasized that the CRT student on the training station

site is under close supervision of a trainer/qualified in the occupation

for which instruction is being provided, r.nd that the training outline

is developed in such a way that there is good assurance that the student

will not be involved in productive Labor during his training and instruc-

tional period. Furthermore, CRT coordinators are urged to work in close

cooperation with personnel in the Washington State Department of Labor

and Industries. Constant attentOn tO all appropriate rules and regu-

lations are highly desirable in this regard.
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Excerpt from "Employment

Relationship Under the Fair Labor

Standards Act"

United States Department of Labor
Employment Standards Administration
Wage and Hour Division

TRAINEES

The Supreme Court has held that the words "to suffer or permit to work",
as used in the Act to define "employ", do not make all persons employees
who, without any express or implied compensation agreement, may work for
their own advantage on the premises of another. Whether trainees or
students are employees of an employer, under the Act will depend upon all
of the circumstances surrounding their activities on the premises of the
employer. If all of the following criteria apply, the trainees or
students are not employees within the meaning of the Act:

(1) the training, even though it includes actual operation
of the facilities of the employer, is similar to that which
would be given in a vocational school;

(2) the training is for the benefit of the trainees or
students;

(3) the trainees or students do not displace regular
employees, but work under their close observation;

(4) the employer that provides the training derives
no immediate advantage from the activities of the
trainees or students, and on occasion his operations
may actually be impeded;

(5) the trainees or students are'not necessarily
entitled to a job at the conclusion of the training
period; and

(6) the employer and the trainees or students under-
stand that the trainees or students are not entitled
to wages for the time spent in training.

St;
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Publications School Administrators

Should Have in Their Files and

With_WhiCh They Should Be Familiar

Ssi

1. "Employment Folaionship Under The Fair Labor Standards Act"

WHPublication 1297 (Rev) February 1973

2. "Handy Reference Guide to the Fair Laboe Standards Act"

3. "A Guide to Child Labor Provisions of the Fair Labor Standards Act"

WHPC Publication 1258 Revised January 1969

Write to: U. S. Department of Labor
Wage and Hour Division
1821 Smith Tower
506 Second Avenue
Seattle, WaMlington 98104

4. "E;Noyment Standards." effective April 15, -1974
,

For this and other publications related to State Labor Laws:

Write to: 'Evelyn M. Hylton, Supervisor
EmploymentStandards Section

,State of Washington
Department of Labor and Industries
General Administration BuiLding
Olympia, Wa'shington 98504

8 i
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STUDENT TRANSPORTATION

It must be made clear to the student and to the student's parents

or guardian that, in the final analysis, the student is responsible for

his own transportation to and from the school site and the training station.

There are several transportation options that the local district may wish

to consider. First is the possible use of a school bus to transport a

. group of students to and from a common, central location. This option

may be considered in order to.reduce individual student costs and to

retain some measure of school control over student lvel. A second.

option would provide sahool authorization for students to travel

their own automobiles. A tOrd option would see establishment of a

system whereby parents provide transportation of students. A fourth

option is the,obvious car pool klich may be provided by either students

or parents.

There are regulations available frost the Transportation Office of

the State Superintendent of Public Instruction that deal with several of

the options listed above. Such regulations provide, under specified

conditions, for state reimbursement of transportation costs for educa-

tional.purposes. The local school administrator should investigate these

possibilities. Again, the student should understand that whe

faits; -alone is responsible for transportation to and from

station.

/

8 2
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SOME POSSIBLE AREAS OF OPERATIONAL CONCERN

The area of interpersonal communications is a matzer ot" conern in

nearly e'..ery human activity. The CRT proEram does not deviate from the

norm in this regard. It is essential chat communications lines

open between and among tEe CkT -oordinarnr, CRT students, Community

Resource Trainers, sci.00l disrrict administrative staff and school

faculty.

CRT coordinator3 luive identified several potential problem areas

during the course of the pilot project. Those comerns that seemed to

be particularly common or diffiult zo'c described below. There 57e few

if any pat solutions, but there are many plausible coutses of a.7tion that

have been bUrL of necessity. system of communicarions among al

coordinators across the state will do much to identify possible f. ctive

solations to sOMC of the problems mentioned below. The CRT coordinator

Is erg d to re:ord action taken, ard procedures and 1.chniques used in

i(111,latinyi common cunccrns. is suggested ti!at such recorLI ht. nAdc

pr, f thc local coorlitorc, oi this iv,rtual for pus blc

n in ahequcht
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immediately. In order to save the program for a particular

student, the coordinator must act with all due haste- to ward

of uch an action. Frequently the problem will lie in a

misunderstanding or lack of communicaltical between the stujent

and the trainer, but the problem may :Aso reside in a

understanding betweer the trainc- and a training agreement

with the school.

3. Areother source of difficulty may arise whem there are student-

trainer personality conflicts. There are a number of techniques

that a coordinator may use to resolve, or at least alleviate

such conflicts,

4. There is a possibility lhat a trainer may feel that tht c..iordi-

nator is not coordinatin. Such a feeling may he re;:1 in that

the coordinator may iadvertently neglect to call upon a trainer

if little or nu diffic7Alty has been apparent on the part of the

student or his training statin. Th coordiatDr 5houl, ostab-

lih a minimum call calendar and make his calend's kPc',4.1 to all

trainer. Provision will be mad. for additional calls ty ,e

maJe t. ;.;, time the stuli, or 7ra;fler c.t...re the nator'.,

hlte 1.:t ill the CR! pr,:),ArA ILay ht v 1-',:!,At

a 77.- ,tion prolen -,:twe(n thc coorJinat9r, H-looi

t I r i Tv ,rJn

rJi.t r t (Jul

t frIt: I i;,i - hi.,, 1 p r 1 1',., ip;11 ' )rn.til , t.A..-...Iii.not,.-...f ..+1..-
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personnel, it is unreasonable to expect counselors to inform

5tudents or to suggest that students inquire about the program.

6. Another potential problem area relates to one of compensation

for the trainer. Such compensation may take Lhe form of a

stipend or wages or simple reimbursement of the trainer's

expenditures for instructional materials ovQr and above normal

bus.:ness expenses. lhe trainer may, at the outset, be magnan-

imous to the point of declining any offer of compensation,

during ti;e ck:,urse of the year, may decide that compensation is

a matter real concern. The coordinatr,r and the school

ad7.7.1nistrtion m!..:t be ..repared tc act art,ropriatey 11; order

to resolve the problem it;-fore a -aining station is lost.

There will be occasions when the Comnunity Resource Trainer will

find it necessary to move to another comriunity during the course

of a ho1 ter m. rre COux Jinator shoul I have a plan that can

imn(Jite.y become oper;t xn ai in an attempt to salva as uh

of the training effort as pussible and accommcdate the ne,..d of

tht tunt ilo )!,1-,Qd to train under the 116 in

WhLri the CP :crJ i r.s C' I 1 r t ra iner Jur the

,
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9. The CRT coordinator must show and feel the same, personal concern .

for student-trainer problems. The coordinator constantly must

ass:e the counseling roll when cor,ersing with the ,t.ude:-,t

about his relationship with the trainer.

10. A potential problem area can be side-stepped when te coordinator

makes it absolutely clear to all parties that confidential

information taken ;-1--y;;- the traine:- arout the student (or the

student about th..- r(2ain confidential. The coor-

d nator and th-;:- sludent bot.'4 ..c.J.ilte the confiderAial

nature o sci.t s
.
1(!-L t are indigenes cac

trai Such c. _ity 2,1st impressed upon
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ADVISORY COMMITTEES

The loca vca.Liona education committee is one of the hallmarks of

vocational education. It has %..1.:g been recognized that a working repre-

sentative advisory committee serve as the back-bone for the effective

operation of a well-planned vocational eo:.Lication program. There are

numerous publications that speak to the purpose, establishment and operation

f vocational advisory committees. One such publication is produced by

the Aulerican Vocational Association and is available from Publication

S.Lies, American Vocational Association, 1510 ."" c.treet, N.W., Washington,

O. 2000. The name of the booklet is The Advisory- Committee ,.nd

Ed'....ation. It was published in 1969 and sells for $1.-:5

Lopy with a !Cr discount on orders of ten or more. In addition to that

booklet, the fo.lowing pag( , provide the CRT ,ordinator with valuji:le

iriirmation relative `.' the utilization of ador committees. (ritical

to he coasiderc. wolA,n,,, with ommi.tet

s follos:

1. That they bv c.:..;Lahlish(:(i in a.:ordah,..v hashinAton stat,

rec';ir :lents for suon ,.ommittcys,

an o7.1mitc.e FA:toting caI:('1/41, the o)ordinAtor

hAVQ ::ft-firte ;.urposc f7.)t- the mi.eting. Thv

Jt ii 1 i -haviiy, a ;ttt
d

t t ;! 7 TAt. i on a rt



b. Provide bulletins, memorandums or other written communication

tD all memers;

-. Consult with individual members between meetings.
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State of Washington
::,!r!.;:.INTET OF PBLIC

Division of Vocutional-Technical and Adult ldtion
, Old (:apitol

ia, WA 985!LI

UTILIZATION OF AL:ISORY Cft-1%1.'1-1FL.-

Tlie term "Advi-u.lry Comittee" refer to toy c=:ttee or committees
appointed by local school au'orities in co nneetion with the operation
of a local program of vcatioLAI education.

IMP.POSTS AND FUNCTIONS OF ADVISUR2 .)!.t1ITTLLS

Advisory cornitrees are organized for the general purpose of
making the vocational education program as effient and effective

si) th:et comunity And trairee may served tO the
greatest advantage. lhelr functions include receldation,:, anti
advice to the local sonool authoritv on such matters as thy

r ' I ct n U trAinees.
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TYPES OF ADVISORY COM:.!ITTLES: GENERAL, INDUF.TRY, XND OCCUN.TIONAL
CONN I TTE

The term "general advisory ,:ommittee for vocational education" is
used here to designate an overall advisory committe which may be
utilized by local sch, A auti:orities in the vocal ional education
program within the geographical area served ty the school system.
This committee will provide advisory service_ in determining schooi
system objectives and policy in connectiom

; .th the types o voca-
tional education services that are needed-4-p. the c-ommunity and the
relative emphasis that should be given to Ahe several phases of
the program. This comnittee may also provide a desirable rela-
tionship w..th the public. The committee does not 1)ecor involved
in the detaPs of the specific training functions Poi an itus,-;ry
or occupation and should never be used instea: of industry o.r cc.-
cupational C071Mittees, but may s uppl c.ment such committees in the
:)romotion_of their interests and responsibil i t ie.

"Representat ive advi sory conmi ttees" are some t i me s referred to a
"industry adv isory commi tt 2s These CO= ; may he U-t in
suggest ing or d-tei-miuing types of ',raining service nc'ede . or an
industry such _I rc raft , mach i ne- 1 )1 shipLui 1 di ng, elect ri ea
and restaurant. This type of Committ,V may aLo be used to Lipp!e-
ment rat': or occupat ional commi trees within art indus: ry. It is
not advi cabl e to use this type of commi ttee in pl an7- ng cor

fac i lit i for t ra in in in spec i fic occup-,t. ons. It ma: be
L sec: lowever, in selecting member:: ' r cr:.ft or occopat i ona I
commit t c s that do have this respo bi lt y.

ra ft or :cua t tonal commi t tc, arc thos,, usei in I11mn
t am,: cLi* t; bee i fic raft or occupation, zind aru invol

th 1:: of thts t rain in:: :,rogram c.ntent and 1 cngt
I-ec07,;1-kl that th 1 s t ype of commi ttee u-d wherever

1k' I ( lfl ';1.:171n2.1,, cr)trr of i.ntruct ion int> p;11-r i cularl y
t hc t i!: ; IN di irynt ice:tb; crai
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Commer,, erans ' i -it ions , and s:.-ry . -Any ot:lor
organized ,zroups which nay he helpful in the :,romot ion of tile 1

pro ,.;ram may ho . This commi 7 t ee na an ectit iio;:rd
of four or six 1acoi'vr ho cait meet :Is ly as nec....s,=ary on cal 1
of the s-cl.00l ;tut hor it les to consider matters of :2,r,.,.;ency !Ierr a in ing to
the vocat ional

Rt..")re-42ntat i-;ory t tee:-; r 1 nk!;1- Educat

Vepresentat Vt adv ory committees for Indust rl on ih-
dust-,- side i SOrV :01:11.trees sh. 5.1d Le composed of e:a 1 repri-seilt a-
t ion fr_r1 indo- rial management and iahor. rIcmher- se lect,:d
hy rho is:Just ri, ; or organ i :at ions they ttees
will he most eff..,ctive if their to ix or
eight with alternates for each pos it

iTraft or Occn,71.1- a!: ii Advisory Committi..,

Craft or oc cup. na i .....visoco c ituSO tt ees o cons St
from i ..................

hteil t a .
io7s. i I moz-thers r, kluai fica y-Ithk_sr .ts rs

or superv th t tao CoflOt Met'
i t t o f r y.:tt 1 t rot t C f:,:ct 1 ye

1 I reco7ma -. loa., ry
o jilt ito ni ,yre:it ir io i d h t

!.ode ra 1 of s;i a i r .

Peen vsTli1 i ii .

a;it hor t is ir
scin d ,t .nt :1;
t ty. Hr. I 1 . :tp,,:rtnr t ..: in .1 (10 :1

, 111.1').1.*1* (14, ri.y
CC. ':;rt I 1 . r.-.4 1-1 ; 1.,;;7

t t itt

;,I 'I' t'r rci,:117;f tor,'
- lit it r ,!1' 1 alit. !.H; I itt

',T1t-11H cl S 'r rhan onc i

n t ra f- if; 1 ;Jinn ,t sip
nt c..(I . ;. t }Icy
iii. 1: .ii I it .- n, r 7 1:

...1!:t 'I.'. 1"*.1. 1 -5'''.7: : :: ,1 ,
I -1 L ', I

I! , 'tf, ! illtI.I;1,..,,,l- I -- ',Ili...! :..

.. : ..
i . .1 .,.;-.-- ,'

.,....1::-.:: i--. in ,,... : ; .,:k,' 1, ! ',..L: '1 ,ri',' ....
yt i III 'II'', T*. ni.. ! I ,:n i. -: I....,' ..::,- -- or -1...i. :. :,: .:

I ::.: o r, ft . ,

,,
. l'::...,,:: . .1:-.; :tr-.! '.) . t i i'i -, .,..-,....,-.:, `it ,it ..-

'' 110 ;-,:',, ,,- it , .:1:, , Ii.i.. , .:: ,



i;,..!7wcon School Advi!:or,, Conmattees and Local Joiat
Apprenticeship Committees

While it s recormtended that Iacal joint approntic,..,;hip committees
also he used as craft advi ory i.771mittees to th,_' schools or all school
training pertaining to thir ,:rafts, it :;houlJ he 1.opt in
mind that the funct ions :IL res:lonsib ' of the com.ri i t I i..cs in
their two cai:a:-Ities are d

Joint appront icesh t tee -.: 4thrrinistrative in u:AtAre
c,n matters pertainin4 to appreatio., 7:c,.adard7. They are advi,.:.-)ry,

when he ing Lt i:ed by the schcAs.

:11 proc,. lurk: For i t hes,- commit t ee', in a dual i ty is to
have 7.hem meet as tOint cesli p Tittee': comp ing the ir
agenda for t hi prograr.1, and then he::omc ft -,..(1v; :;ory committees
actinv, on the ::endni ize! yli,)1 ior it ies on 1 t _Ain-
-111g orohlem.:, 10 their eliminate= Ihe necessity
for calling the committee out on separi`e occasions and also
alol,k the con:usion and misunder.;; HI the
Mina': of me:0.)er:: rat i mat tt: r,err III fly
t ra in ihg and t rtI at in, to r.chool t rain 1I1:1 idered.

tt; (1:..r;%?7A-IFO% %;:0 Fir:Hi.oN1Nt; OF C;;.N11 COFT
C7./..%1FliIrS

'vOien a craft. :id ;ory t t ee i ady i le
t re:H,cct lye i rms or t ,tibri t t
.:oninat non:,-. of -1i,mlw r., f or a red t eml . example:,
in the 4If .1 three-throe crniCt tee, 07h- from each

:le for :1 oily-year t erm, or a t 1..o-ye;:r term, arid on...
Co r t liree -v. r t Crn. .11 I arpoi are 11 t 1. rce -

r t rm. :s m!. nat (- v of a isomp I et I
t t pro vidi of ex-

t . t tee Al I. t to ress
th (.)ye craf t ory,..an I 7,1' 1 ,Ir; t : rip rt ;ince

of nom viat :a.g ; rt:;)re:-.ent i who have an '.... I !it OCCUpa-
t. ! 1. 1 111;',-1(--,.:. lo) carry e.lt ti 1 it ies
is nu :51bers in,: 1 I n t .Inn.-e c meet t t ee member

s r J.! I ant hor It i
1 t .at 1)a f.)r re!, i i r

red t :rm . I i.rc,aTi 1"11
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The ageada ',11ould he prepared prior to each :tooting and :-.ent to each
member far enough in advance to permit consideration of the problems
and topics to he discussed by committee members. Attendance r.7 com-
mittee meetin is considerably better when me-mers are remin,...e4 by
telephone just before the meeting. Where possible, it wc11, at
least once a year, to hold a general meeting of all.advisory com-
mittees where an open discussion of the total prorram of vocational
education may he conducted. Through such a meeting, members of all
committees,become better ac(Fiinted with the total program and thc
accomplishments and progress of the specific activities and services.
All recommendations and suggestions of a committee -diould be form:A
and made a matter of, record in the committee minute, It shoul,!:

also he a part of the cdrimittee's responsibility to follow up all
recommendatiàns.

UTILL:ING THE SLUICES OF AUVISORY CONNITTUS r; PUBLIC RELATIONS

Idvisory committees are an excellent medium for ;R1:1..ici:ing the
vocational program and the building of strong pubiic relations.
1:ach mem1-.r of an advisory committee si ould be encotaged te carry
hac"r. to his orani:ation complete infort,ation on the objectives and
accomplishments of the whole vocational progra- as well as those of
his owu ,Tecific field. Member of the general committee, as/well

of craft connittees, are extremei helpfil in gaining prope:.
recognition and support for financing vocational programs through
their apnearance at meetings of the hoard of ,!ication, community
,,rganitttion,-:, And other groups whose support is cs'tontia1 to 1-1.c
effe,ttivene!,,s of the program.

In <one commillic.icn,, it has heen foun,' to 1),.' 1)ene1 ial to

conduct an "open house" where si,nifit_int activities and set.%
of fhe vocational (..ucation he exhihited to thc yraf

rub 1 l'h i t %-pcs puhl i c re 1 :it i ens i,,:conn; y

when an "open nos" committee conpw,cd of represta;.ives frori the
a, d craft adv sory corm' t t ce!,. :choo,1 ii I o

iiti ;,nd the progr!m. Lommittec ri,ay also he

in !securing nespaper and radl .,111,1icity for the vocational
ro:.;ram. It is ad'..isahle CW'IMittei in connectHat

activitie !ad :7!octint,!., tdiich th.cir coopera-
tion :tad participation wi11 he of A,,:v:ties of 11.1s

hv co:mi t t 11:1VC` t r();1::e thci r
enthia:;771 I;)or r the ,itram.

'1choo1 ant hori t I a not it at e their pro1,1em,,

tile ;iftory t-on t ce!!!.. u L., the ci 11 I, And

111n,', to a... 1 n every 1,ay IN brin:..in H.,11

trAiniag prorim.

LI" (7. it,ItH I Ls

Lxporichc,.: r n ith klvi tt ynn:,i -I i n

working pr n. i p 1 (.H 7.:It.st.! ;, H i n mind ;e-, i

to succk:!Hi. 1 fo 1 1 n- p7l' id(.-rat



1. COmmittees are not administrative-in thcir functions, but are
organized for the purpose of advising aEl counseling with the
school authorities on matters,concerning te program and
making suggestions.and recommendations for the guidance of
local school authorities with respect tJ program operation.
They should be given a clear understanding Of their objectives
and, responsibilities at the outset of their service.

2. Since members of committees serve on a voluntary basis, they
should not be e)q)ected to carry out functions ir which con-
siderable detail work is involved.

3. School authorities should acquaint committees with the total -

vocational program including all of the various services.

2. Informational material in the program should be put in the
hands of each of the committee members and. this material
should include pertinent releases and publications of the
local board of education, State Superintendent of Public
Instruction, and the U. S. Office of Education.

S. Regularly scheduled,meetings shbuld be held and special
meetings may be caCfed at the request of school authorities,
the chairman of the committee, or any three members of the
committee.

t ) Insofar as possible, committee meetings should be held at'the
building ir which thOtraining program is conducted.

Corm.ttees working in connection with new programs or courses
mcf,.: at least onc2 a month during the first year of

operation .Jr until such timc as the program is functioning
smoothly.

8, All coaunittees shruld meet not less than four tines during
the year.

All facts pertaHing to phase of the proram which
they are particularly responsible should be mnd'o availiAble
to them.

Cohsaltants from industrial organizat:on.s :igeucies
should be made availoble to the col ttcer, in p...oviding
specific information that may he nevded.

I/. A representative of the vocational ooT.ifent .4 the local
school systcu should be in atteLHAnce-at at; ,:etings.

12. In programs wkere :;upervisors and/or coordinators arc employed,
the ':!',)ervisor and/or coordinator respoasible for the particular
program for s,'Iich the corittee is respow;ible h LI he in
attendance .at all

9



. s;^ 1
\ 13. Instructors should attend committee meetings when.requested.

14. Complete information on the fiiiancing of the vocational education
,.program should be available to all committees.

."

IS. Information on existing and pending.vocational legisIatiol should
be provided to all committees and the aid of' committees should be
solicited in support of constructive new legislation.

16. School officials should.maintain a complete file of the minutes
of all committee meetings. Copies,of minutes should be dis-
tributedto all committee members and alternates.

RITFALLS TO BE AVOIDED IN WORKING WITH ADVISORY COMMITTEES

The skill with which the organization and work of advisory committees
is managed by the local school authorities will, in a large measure,
detdrmine the benefits that may be derived from their use. In this
coinection, it may be well to.keep in mind possible pitfalls that
may be encountered if not avoided through recognizing them in advance.
School authorities should not:

s,

1. Hand-pick committee mecbers.

2, /Permit commitrees to become administrative in their functions.

3. Conceal :acts pertaining to a program from a committee.

4. Enter into labor-management cntroversies.

Fail to kvep a copy of the mi;;uite of each meeting on file.

Take ii:7tion within the realm of a committee's ndvisory fun,:tion
wlthwit fIrst consulting with the committee.

Start provams before meeting with and consulting the committee
involved.

S. Start production projects -,ithin the training program before
conferring with the interested committee.

-11WAITOINTS IN niE INFEREST OF EFFECTIVE INSTETICTION

1. The objectives of a vocational education program :an best he
accomplished when the training offered is planned in cooperation
with manag-2ment and lahor represent.itives of the industries
serv,A.

The ful: cooperation :uid support f loca industry and W,
workers cit he expected en, n( only when, their represent:1-
tive,, have had a part i rtrmiiiing raining needs, planning,
and 6perating the proram reommendations and
suggestions.
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Committee members will he truly representative_of their respec-
tive organi,zations only when they have been selected hy such
organizations.

4. When more than one committee becomes involved 'with 'frainink: for
a specific craft or occupation, the ovorlapping of functtlIns
tends to crisrupt the efficient operation of the training orogram,
and it is,-thereforc-,- advisable to utilize existiug'cOmmittee
7nembers whenever possible for advisory purposes in connectiOn
with the school 'program.

Any vocational program which atteirpts properly to serve indus-
try aud trainees Must have the respect and confence of the
industry served; and the degree to which this re:Tect,ana con-
fidence exists is a"Measure of the value of the program,

b. Local advisory committees should be fully informed of their".
functicns and resposibilitie at-their first meetircg in order
tY,;11- thi-y may understand clearly the purposes and limitations
of ti,etr service to the schools.

7. Advisory coFT .1'tees should 1-)-2 informed that training offeroh
through the prepAratory or pco-apprenti,:c courses is design
not to prepare finished ...;orken "ut to prepare .;tudents for
entrance iDto their jol)s as :.ippr,.Jices or learners; and,.on
this basis, credit for this preliminary training may he

Instructors of vocational snhiects should be A:ceptahle to
the manar.leT.vnt and labor representatives on Adviory sssrii
fror the standpoint of both occupational comp-tenci: a!:C.neronAl
qualities.

Craft (or occuoational) advisory committees can be ii oil in

planniny, tr:iining and courses and al,,o in rc:y.:Hing
and courses to meet the ..-tInning conditions 'a indly.try au!
requirements of industrial worhers.

the cooperation and support of industry and industrial t,or-rs.
canaot he cecared through the mol-c Appointr:ent of A COM!'.itty.
Thc com:Aittee :16st be active and functional ill the
and Maillimicc of the program.

,h.N1perience provcs Una vocational eciucatron cAn pr();Ih
high,est degree of !,;(....rvice to both indii,trs tolv
when the tr;,.ninr, prorAIT: ar,:. planned :Ipd
advi,:ory listance or manariont And


