INSTRUCTION OF COMMUNITY RESQURCE TRAINERS
(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

T~ o~ 3
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[

necessary information that will enable them to convey thelr sk:
knowledge to others.
There are several state CCOE personnel wito are available to travel

to a local district for the purpose of providing a training progran fer

Pt

CRTs. Such training prograns can be accomplished in three or four clock
hours.

Another plan for sclving th: problem of providing CRTs with effective
instructional methods will find the CRT coordinator himself.providing
instruction to his CETs :in 1 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 vertainly other strategies, not the least of which might be developnent
of an individualized, programmec instructional package designed for thesc
purposes. Regardless of the strategy selected, however, it must be remen-
bered that most CRETs hold down full-time jobs in 2 ldition to this new
venture into the realm of education. Thelr cooperation must bhe nurtured
and their desire to be of community service reinforced from the beginning.
Acquisition ot etffective techrniques of instructing other” will be scupht
by most, hut the coordinator may be inviting sudden waning interest ir

he attempts to require too many tedious heurs of “learning how to tell

wwople about the thing 1 know boest™,
I
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In any event, an inservice instructional program should be offered
som€time during the second or third week of the school term. After some
ten or tweive days of coping with the problem of conveying to others
"that which one knows best", many CKkTs will have reached a learning-
readiness stage.

To assist 1n this instruction the following pages are provided for
the CRT coordinator. The theory of vocational education is critical to
any Vvocational instructional program. That theory is well summarized in
"PrCsser's 16 Theorems of Vocational Education'. (The 16 Thecrems are
worthy of review by all vccational educators as well as by those who are
new Lo the business.)

. More educational information that will be useful to a coordinator in
providing instruction to his CRTs will be fourd in the accompanying item
entitled ”Sdme Fécts Thzt 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 a2s useful to the coordinator in training the CRT.
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PROSSER'S SIXTEEN THEQOREMS 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 without which ome may not reasonably
expect to operate a program of vocational education and be effective
generally in programs of ecither 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 ure being quoted with a short interpreta-
tion supplementing each theorern.

1. "Vocational education wili be ¢fficient 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 that the type, kinds, amount, use and
arrangement of space, materials, equipment and supplies for
a preparatory program <hould be a replica of those in
employment. It has a bearing upon the length of time devoted
to skill devclopment necessary to approich industrial practice.
- It has implications for quality and yuantity production ex-
pected. It has direct implications for teacher-learner ratios.
It relates directly to the officiency with which a student
transfers frem schoel to empioyment,

2. "Effective vocational training can only be given where the trasin-
ing johs cre 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 are that instructors must
have recent employment experience in order to be skillful in
the use or the latest equipment and must make use of the same
types of tools and equipment as would be currently fourd in
empleyment; and, use live work or work identical to that pro-
vided in enployment for instructional experience rather than
pscudo or so-called projecct work. Emphasized here is that the
skills taught should follow the same hasic practices as in-
dustrial employers would cexpect, and learners should be able
to move from the training situation to employment situation
with little nced for adjustment.

3. "Vocational cducation will be efrective in proportion as it trains
the individual directly and specifically in the thinking habits
and the manipulative habits required in the occupation itself.'" |

Two tmportant cducation factors are raplicd in this statcment,
First - thinking habits, which implic. that the scientific or
91
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The implication in this cuse is tha® a tueacher cannot teach
that wiiich they do not know; und, since the subject matter for

- & vocational teacher is composed of the skills and knowledge

. of the occupation, it woeuld follow thut teachers who are recog-

rized as highly competent workers themscelves through actual
successful emploiment cxpericnce wouald he most desirable for a
vocational program, The recency of uny such experience is also
of utmost importance if lewrners are to be prepared for current ©
expectations of employers: und thus, the recency eof work ex-
perience of the potential vocutional teacher is implied in this

0

- theoremn,
8. "For cvery occupation tnere i+ s nminisim of productive ability
which an individual must posscocs in order to secure or retain
. employment in that occupation. If vocational education is not

carried to that point with that individeal, 1t is neither person-
ally nor socially c¢ffective.”

We see an the above statement a direct bearing upon the pro-
ficiency expected of fearners who wish te find their place in
the world of wori. Vocational cducation must prepare the in-
dividual to neet the ennlovment requirements of employvers.,
Again, to meet these employment requirciants requires con-
siderable preparation which relates to the length of the
period, day or yenr reguired for the particular offering.

a. "Vocational education must - osnize conditions as they are and
must train individuals to meet the derands of the "market" even
though it may be true that mere officient. ways of conducting the
occupation may be hnown and that hetter working conditions are
highly desirable."

Vocational cducation progrmes can never exist as merely
courses in 1t school <vsten, hat pust be considered a
community-wide pooject. dherofore, this ctatement implies
the dire neced for the use of craft committees; for instruc-
tors with recent emplosuent expericnce; and for a piogram
that is geared to cexisting opportunitics in the community,
the arca or the state.  instruction bevond immediate necds
is encouraged, but not at the cost of basic current needs
of emplovers,

16. "The effective ertablishiment of process habits in any learner will
be sccured in proportion as the training is given on actual jobs
and not on vrercises or preado joba v

This theorem emphasizes aonin the need for practical, 1ive
work on which learners nay practice developing the shills
casential to an occupation,  Learncr. cannot obtain the feel
for the hind of work that will b done in crploynent when
worbing on opuende ol e cosenl bed o iect o0 The wort per-

[
1
!

formed minot e ndentical ard anonp to dute as possible
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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 hasic method for curriculum development. It also emphasizes
the importance of effective involvement of representative occu-
pational advisory committees in assisting im curriculum plan-
ning. The occupationally competent instructor must uviNize

both these resources in the construction of his detailed course
content.

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

This statement has direct implication to the close coordinated
instructional progrdm between the rclated 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
scgregated subject matter-courses which may or may not have
dire ¢ relationship to the need®yof the student. So-called
broad or general arecas of instruction in the subject matter
unrelated to the problems at hand will have little benefit to
the development of a competent worker. .

"Vocational cducation 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.” I

This statement emphasizes the desire on the part of an indi-
vidual to lcarn, in that vocational cducation should provide
what the learner wants at the time he wants it, and in rela-
tion to his own rccognized needs.  This theorem has particular
emphasis to the extension programs for emploved workers since
they will not use their own time to attend courses unless they
are reaping direct benefits of immediate use from such
attendance. '

"Vocational cducation will be socially cfficient in proportion as
in its methods of instruction and its pers<onal relations with
learners it tahes into consideration the particular characteristics
of any particular group which it scrves.”

This theoren implics that there is no single set of general
characteristics such as school grades, IQs or other such
characteristics that should be used a= a basis for projecting
vocational success; but rather by hnowing the individoal
student's interests, aptitudes and abilitics, he can usually
he guided into successful vocational expericnces or guided
away from enrolling in occupations for which he 1s unsuited.

102

85



O

ERIC

Aruitoxt provided by Eic:

,
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 vocatironal 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 reduce per capita
cost, there is a2 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, eﬁuip—
ment, materials, -and the necessity for smaller rlass size

than would be true of normal academic programs of instruction.

Hlowever, 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 $f instruction
would only maintain this 1i:t of sixteen theorems in front of them znd
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 statcments:

Prosser, C. A. § Quigley, T. H. -"Vocational Lducation
in a Democracy" American Technical Society, ¢hicago,

Illinois, 1949 Pp. 217-232
&g
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SOME FACTORS THAT AFFECT THE TEACHING PROCESS

TEACHING IS A PROCESS IN WHICH:

The teacher plans; présents, 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. g

2. Men learn faster by secing and hearing than by hearing alone.

TP 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

« 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
learn.

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

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 iearns. A
teaching approach that works with one person may not work with
another. That is why it is important to make frequent checks
to sec 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 know 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.

b. Are usually active learners and need a chance to apply what
they are learning.

C. Arec scrious, almost always seeking a specific goal. '

d. -Arec less inclined to be impulsive and need time to. think
processes and problems through. .’

You

-
-

w
.
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THE FOUR-STER PLAN QF INSTRUCTION FACTORS THAT APPLY OR MIGHT
(With Teaching Points) BE USED TO MAKE-TEACHING
: i MOST EFFECTIVE

STéP’I. PREéARATION OF THE LEARNER , @a

a. Put the learner at ease.. ‘
b. Find out what he alrecady

knows. 2
¢. Get him interested in
learning.
STEP II. PRESENTATION 2b

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. )

STEP II1. APPLICATION
{PERFORMANCE TRYOUT)

a., Have learner perform the
operation,

b. Ask questions -beginning
with "Why", "How", '"Who',
HWhCI'l", ll‘\f}]ercll’ or
"What''.

¢. 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 ocwn.

¢. Check frequently and be
sure he follows instruc-
tions. Taper off extra
follow-up until he is
qualified to work with
normal supervision,
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COMPLIMENTING AND CORRECTING 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 suggestlons will help the 1nstructor hand}e both correc-
tions and compliments. .

1. Avoid criticism. Nobody likes to be. 6}iticized and most
men want to learn; therefore, avoid criticism in the sense of "bawling
out" a man for hav1ng dcne sdmct}lng wroqg Instead, show him how he
cquld have done it better. . B

»

2. Compliment before you correct. . Aluays 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
pgrformance better. If he can'tSthink of anything, you will have to
~ maKe a suggestion. . -

Z, . - .
4. Don't overdo correcting. Good instructors exercise restraint
when correcting. They know that if they correct every- little thing a

" man doesn't do quite rlght they'}l make him nervous, damage his self-

confidence, and instead of being a help, their corrcctlons will be:
harmful and annoying.

5. 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 may lic in your methods of teaching.

7. Encourage the trainee. Compliments are an ¢ssential part of
tecaching. They- encourage learning. Use judgment and. do not overdo
complimcnts They can be spaced to serve as a steady supbport for the
trainee's morale. There should be a good basis for all cojupliments,
but a man doesn't have to do a perfect job to deserve A compliment.
Improvement or progress, even though slight, is a bdsis 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. [t-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, : N
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YOU GAN INSTRUCT
IF YOU WILL:

). PREPARE THE LEARNER
2. PRESENT THE LESSON

3. APPLY THE LESSON
4. EVALUATE YOUR TEAGHING

“tf: the Iearner hasn’t learned,
‘the teacher hasn't taught.”

1()7
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 PREFARE. THE LEARNER

I. PUT HM AT EASE
2. FIND OUT WHAT HE
- ALREADY " KNOWS
3. SHOW HIM HOW AND
' WHERE IT WILL ‘HELP
4, CREATE A DESIRE TO
LEARN

ERIC



PRESENT THE LESSON .

l. PLACE THE LEARNER
IN CORRECT POSITION

2. TELL, SHOW, DEMONSTRATE
QUESTION

3. PRESENT, STEP, BY STEP.
PROGRESSIVELY

4. STRESS KEY POINTS _
5. EMPHASIZE SAFETY FACTORS

1uy
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 APPLY THE LESSON |,

S /¥
A 7o

|. HAVE LEARNER PUT THE IN—-
FORMATION OR SKILL TO USE

2. LEARNERS MUST PARTICIPATE
3. PREVENT OR CORRECT ERRORS

4. INSIST ON PERFORMANCE TO
. MATGH INDUSTRIAL PRACTICES

°
5. COMMEND GOOD WORK

110
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|. CHECK OR TEST PERFORMANGE
2. BE SURE HE KNOWS
3. RE—TEACH IF NECESSARY

4. FOLLOW—UP

S. EVALUATE AND IMPROVE
YOUR TEACHING TECHNIQUE

Q
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TEACHER CLRTIFICATION

In order to assist in the maintenance of the vocational inteprity
of the CRT program, planners and developers of the strategy have been in
complete agreement that, amony other safeguards alluded to throughout
this Mmanual, the CRT coordinator would hold a current, valid, Washington
State V\ocational Certificate. In addition to holding a current certif-
icate, the potential coordinator must also enroll in an instructional
progrim that spcaks to techniques of coordination of a cooperative voca-
tional education vffering, and which deals specifically with the techniques
of ¢onducting a4 CRT program along the 1¢ es of the model described within
this Manual.

Furthermore, 1n order tor a local school district teo be eligible for
state and federal reimbursement under any vocational education program,
the résponsibility ot that program must lie with a vocationally certif-
teated individual.  Standards for certification of vocational teacners
arc aviilable through the Certification Office of the Coordinating Council
tor OCCupational bducation or through the Assistant Superintendent ot
Veratlionad tducation an the dtfice of the State Superintendent of Pubilic

Instruction,
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COMMUNITY ENDORSEMENT AND SUPPORT

During the two ycars in which the 2 Program was being pilotnd,
many unsolicited and solicited endorsements und testimonials were
received by the Coordinating Council for Occupational Education and
by the three school districts in which the program operited., These
endorsements came in several forms., Many were oral, but a large
number were supplied in written forw., 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 cpinions of the
program in connection with the preparation of a slide-tape documentary
developed by CCCE 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 establish at least some small exposure
to the potential implications that the program has, nct only for

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

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

In the first place it 1s a voluntary cholce by the student, with
the advice and help of a qualified 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 hils students which would demand his
best efforts., ‘

The other asset to this vital program 1s the fact of job realization -
quite often thinking about a specific jub, skill, or position can be mis-
represented easlly. The personal contact of the particular situation will
elther increase or decrease the students inclination for the situation.
There agaln, saving everyones time and effort - especially the the student's
and a future employer.

T still find 1t very hard to hire people qualified for my business
needs and I am convinced the program could help very much.

S g
c/ L("”//b

Eldene Jchnson

General Contracter

Methow General Service Co., Inc.
Twisp, Washington $88%6
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RARTIN MARIETTA ALUMINUM REDUCTION DIVISION

STAR ROUTE 677, BOX 45
GOLDENDALE, WASHINGTON 08620
TELEPHONE (509) 773-5811%

May 8, 1974

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

Dear Mr. Stearns:

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 Golderdale High School, has
been engaged in a program of training as a laboratory technician 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 become 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 | 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; | 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.

Very truly yours,

(,’fdﬁ’im" 05/__

C. E. Browning

" Spectrographic Supervisor
CEB :kw
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Student Evaluation

of the CRT Program

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

In my Course as a Nurses' Aide, T 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 nopeful 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 cxpericnced 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 filied with P. E. and lome Ec. but after 3 tri-
mesters of one 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.

T'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
yQ! might also need in your future. ot

Overall T 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
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Reference Materials

Edi-~
Title of Book tion | Year Publisher & Address Author No
Electronic Communication 2nd 1967 | McGraw Hill Shrader
Illustrated Pocket Medical
Dictionary 2nd 1960 | McGraw H{l1l Hoerr & Osol
The Dental Assistant 4th 1970 | McGraw Hill Richardson
Basic Television Jrd 1964 | McGraw Hill Crob
Instructor's Manual for
Basic Radio & Basic T.V. Ind 1971 | McGraw Hill Zbar
The Nurse's Aide . 1968 | McGraw Hill Donovan
HGQ}FEJ;§£$££Eﬁiiﬂlwff352ﬂyf°5 5th 1966 | McGraw Hill Bredow .
rBasic Laboratory Techniques
| for the Medical Lab. Technician lst ] 1970 | McGraw Hill Ringsrud
Unit
Concrete Form Construc:ion 12-T20 Delmar
- Portland
Concrete Technology 2nd_ | 19635 | Delmar Cement Assoc | |
AN Structural
Bricklaying 1 . _lst 11952 | Delmar Clay Prod Insti
Instructor's Manual for Structural
Bricklaying T & 11 _ |_Yst ]1952{ Delmar __ e Clay Prod Inst
' ’ i Caldwell !
SGerlatric Ngrsxng o ~) . _j1972 | Delmar & Hegner |
Instructor's Guiae for Caldwell |
| Ceriatric Nursing {1972 | Delmar & Hepner
{ Manual for the Nurse's Alde 1948 | Dclmar -] Knoedler ]
Instructor's Guide for tle - )
| Nurse's Afde _ 1968 | Delmar Knoedler
t Dental Asslfsipt o _2nd 11970 | Peluar _ __|Anderson_
Instructor’s Guide [~r tho .
| Dental Assistant . Ll _jbelmar
Physician’s Record Co.
fedical Record Mapagerent 8th 1972 | 3000 S. Ridgeland Ave.
e | Berwvn, 1L 60402 .
! Basic Television - Theory
and Servictng 0 l2nd_ 'vo7riMcCGrawminy________ lzbar i
Plumbing - 1 1958 | Delmar Slater -I 1
Teacher's Ancwer Bonk 11958 | Duelmar L Slater _!_ I
| Plymbing = 2 S S 1962 | Delmar .. _jSlater __,i ~’
’ -
Teacher's Answer Bock __La____wl?§° Delmar - Slater I ‘
| TInterstate Tiiiters & ) Thomas ! )
The Meat We Eat l79th 1968 | Publi_hers, Danville IL | Zicgler _ : “l
| University of vexas fgcnd for | ;
! Industrial Educatinsn bublication<) | 1_at Austin ! Brochure ' |
| Listributive tducation f I Unx*ursxty of Tuexas ! Send for i
[.Ppbl_i.ca_t.i_o_fzs_ - L lat_ Austin { Brechere o
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School Nawme (Goldendale .

BEHAVIORAL OBILCTIVE TRAINING PLAN
and -
STUBENT PROGRLSS REPORYT

COURSE TITLL Clerh/Typist LOT CODE
DATI. Ma 6, 1973
INSTRUCTOR L AGE OF STUNEN _
i w ‘ SEX: M o
’ ' STUDENT . N YR. IN SCH: 11 12

- .
TEmT T vTmmmws s b s St e et ot e e v mee o om = i e = e e e amtra i e - e e e a e

Overall Hchd\ioral Uh)octxvc- The student hlll sat15factor11v
demonstrate the below mentioned skxllq upon completion of this
training.

, _ . [ DATL OF |
BEHAVIORAL OBJECTIVE COMPLTENCIES NEEDED " COMPETENCY
TO_ACHIEVE THI. OVERALL OBJECTIVE ACHIEVEMENT

—— - — - e e e

The stucent will be gblc to:

Report for training on a punctual basis; -
Give propcr notification of absenses from training;
I stablish a proper, busingss-like relationship with
thc supervisor and other office personnel; -
Demonstrate the ability to file numerically;
Demonstrate the ability to file alphabetically;

6. Demonstrate incrcased proficiency in typing skills
4. Using a manual typewriter:

b. Using an clectric typewriter;

I'vpe ccorrectly the forms used by the office;

8. Type the documents used ba the office;

T T

[V PN
. .

~3

Y. Tvpe correspondence correctly; o .

10. tise the 10-kev adding mac hxne
11. ‘Conmpile. information using files and other records; .
12, VJoest financial information;

13 Use correct follow-up procedures; .
14. bevelop correct telephone technique when:

a. Answering the phone;
h. Taking messages;

¢. Obtaining information by telephone; s

15. fireet the office guests and give them basic N
information;

16. Develop the correct handling skills for recording P

-tncoming and outgoing mail;
17, Dress properly for the office situation,

-

o Form CRT A-74 ' . 12
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Schoo) Name

BEHAVIORAE OBILECTIVE TRAINLNG PLAN
and
STUDENT PROGRESS REPORT

COURSL TITLE __ Nurses' Assistant DOT CODE 7 g2q3
. " DATE 1973
INSTRUCTOR AGE OF STUDE%T
T T T T SEX: M ¥
STUDENT ] YR. IN SCH: ll_n_llm__
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-

o ———— - ——— - "~ o A e w4+ m -

[ TDATL OF

BEHAVIORAL OBJECTIVE COMPLTENCIES NEEDED COMPETENCY
TO ACHIEVE THIL OVERALL OBJECTIVE ~ ACHIEVEMENT

-

The student will be able to:

-Direct patients to exam room - basic hx of illness;

I.

2. Take temperature, pulse, and blood pressure;
3. Know hypodermic injection technique; «

4. Set up for minor surgery;

5. Know initial care of accident victim;

6. Assist in minor surgeries;

7.

o

Use tic techniques;
ggjz;KZESsurgical~instruments - including steriliza-
ion; '

Care for the central supply area, x-ray department,

and maintenance room;

10. Develop x-rays;

1. File x-rays; '

12. Take the followbng x-rays: chest, hand, finger,
arm, ankle, foot, toes, knee, KUB, skull series,
and elbows; '

13. Do laboratory work: ure of cell connter et
hemoglobin meter, hematocrit determmo:ion;

14. Do routine urinalysis; -

15. "Care for lab instruments.

o]
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Form CRT A-74
O

" 14. Develop correct telephone techniques

School Name

BALAWTORAL OBALCTIVE TRAINING PLAN
and :
STUDENT PROGRESS REPORT

COURSL TITLE  Clerk, Gemeral DOT CODE

DATE October 2, 1973
INSTRUCTOR - L : AGL OF STUDENT "7 -
: B SEX: M F XX -
STUNENT YR. IN SCH: 11 12

T T T T T e e e e e i = - = e e & e e e n e s o— e~ et e o~ p——

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

. ‘ DATL OF
GBEHAVIORAL OBJECTIVE COMPLTENCIES NEEDED COMPETENCY
L TO ACHIEVE THE OVERALL OBJECTIVE ACHIEVEMENT

The student will be able to:

Report for training on a punctual basis;

Give rroper notification of absences from training;

'stablish a proper, business-like relationship with

the supervisor and other office personnel;

File numerically;

5. File alphabetically; i

6. Demonstrate increased proficiency in tvping skills

a. Using a manual typewriter;

b. Using an eclectric typewriter; .\ )

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 rescarch;

12. Post information properly;

-

15. Use correct follow-up procedures;

2 S

F oS

~J

a. Answering the phone;
b. Taking messages;
c. Obtaining information by telephone;
15. Grect the office guests and give them basic
information;
16. Record incoming and outgoing mail;
17. Dress properly for the office situation.

26
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SV IORAL 01 CH VT Tivt,\lf\l-.‘il'. PLAN
and
STUDF..\"T‘ PROCKLSS RLPORT

LY

\ DATE _
ENSTRUCTOR ; AGE-OF STUDENT
T - SEX: M F
STUDENT } YR.OIN SCH: 1L 17

Overall Behavioral Objcciivr: The student will know the general
operations of a grocery store.
1
: S o T DATL Gi
BEHAVIORAL OBJECTIVE (OMPLTENCIES NEEDED COMPETENCY
TO ACHIEVE THi OVERALL OBJECTIVE - ACHIEVEMENT

The studenf will be able to: -

»

Receive incoming stock; -

Order stock; T

Stock shelves;

Price articles;. | )

Keep daily inventory control;

Stock refrigerated food cases; L
Tally customers purchases in cash register;

Make change;

Bag groceries,

TS0 N U e ity e

27
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Form CRT A-74
Q R .

COURSL T1itl  Radiator Remair T CODE  17.0101
T UATE i}
INSTRUCTOR WL OF STUDINT
T ) SEX: M 2
SfuptNT YR.OIN SO T 17
Overall Kehavioral Objective:  Learning experiences specifically

Scbool Name

BEUAVEORAML CBILCTIVE TRAINING PLAN
. - Jnd
STUDENT TROGKESS RLPOR]

concerned with the installation, operation, testing, and trounle
shooting of various types of air cooling equipment 2~d of the controls
needed for operation.

BEHAVIORAL CBJECTIVE COMPLTFNCIES %EEDED
TO ACHIEVE THL OVERALL OBJECTIVE

T e B e e e et 4 e b ey

| TOATL UF
COMPETENCY
ACHIEVEMERT

The student will be able to:

1.

o

o

~3

8.

Repair cooling systems, in automotive vehicles;

Test radiators for obstructions or leaks by pumping
water or compressed air through them; -

Flush radiators with cleaning compound to remove
vbstructions;

Remove radiator core from automobile and clean it
by poking rod through it or by boiling it in water,
inmersing it in solvent, or by a combination of
boiling out and rodding out; '

solder leaks in core or tanks using soldering iron;
llisassemble, repair, or replace defective water
pump ; ' }

kReplaze faulty thermostats and leaky head gaskets:
Install new cores, hosesand pumps,

" o

16
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School Namy

BEHAVTORAL CBH.OCPIVE TRAININ,
’ and
STUDEXNT IPROCGKLSS REPORT

COURSL 1ITLL ___Sales Clerk

INSTRUCTOR

-

STUDENT

- .
- —— e et = o —

—_— Ll ETTTL

Overall Behavioral Objective:

BEHAVIORAL OCJECTIVE COMPLTENCIES NEEDED

TO ACHIEVE 7L OVERALL OBJECTIVE

PLAN

bOT CODE 290,478

DATL

M
IN SCH:

SEX:
YR.

I

DATE OF
COMPETENCY
ACHIEVEMENT

The student will be able to:

1. Order merchandise;

2. Kcep shelves stocked with merchandise;

3. Price articles;

4., Prepare inventory of stock;

S. Tally customers purchases in cash register;
6. Make change;

7. Wrap or bag merchandise. .

17




School Namce

- —— e —

BEHMWTORAL CRILCTIVE TRAINING PLAMN
and
STUDENT PROCRESS KRLEPORT

COURSE TITLL _ Meat Cutting _ BOT CODE  17.2903
. DATE
INSTRUCTOR AGE OF STUDENT
- SEX: M F
STUDENT YR. IN SCH: 11 17

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

——— - — i b . o

DATE OF
BEHAVIORAL CBJECT.VE COMPLTFENCIES NEEDED COMPETENCY
— TO ACHIEVE THL OVERALL OBJECTIVE ACHIEVEMENT
The student will be able to:
!
— , 1., keep. 3 s;}nitary and safe training station; R
' <. Accept instructior and criticism from a supervisor;
3. Dress appropriately for the job;
4. Get along with the public;
5. Sell over-the-counter;
6. Take orders sn beef and pork;
7. Order beef aid pork from supplier in the right
quantity and number for the busines.;
8. Bone meat;
- Y. Breakh front quarter for retail cuts;
10, Break hind quarters for retail cuts;
l11. Mix meat to grind;
12. Wrap meat;
13. Do basic cuts with hand saw;
14. Cut meat with power saw;
15. De the display case: selling and advertising.
, '
- ¥ “
30
]
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, COURSL TITLL Bookkeeping _ DOT CODE
: | DATE July 12, 1972
INSTRUCTOR i AGE OF STUDENT
SEX: M ¥ -
STUDENT YR. IN SCH: 11 12

Overall Behavioral Objective:

schocl Name

BEHAVIORAL OBILCTIVE TRAINIMG PLAN
and
STUDENT PROGRESS REPORT

emplovable bookkeeper.

1.

ht IRl 72 B SR VIR N1

The student will be a capable and

DATL OF
BEHAVIORAL OBJECTIVE COMPLETENCIES NEEDFED COMPETENCY
TO ACHIEVE THE OVERALL OBJECTIVE _ ACHIEVEMENT
The student will be able to:
Manipulate the various machines in the officer - -
l0-key adding machine, 106-key calculator, tvpewriter;
photo copicr, and telephone;
Journalize the cash journal; |
Add and balance the cash journals;
Post the ¢ .neral ledger;
Compute the payroll,
Inter the rayroll into the gencral journal;
Balance the general ledger;
Journalize the monthly miscellaneous adjusting
entrics; '
Compute financial statements;
lompute closing entries,
g
0
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School Nuame

——————— e .

. BEHAVIORAL OBJLCTIVE TRAINING PLAN
) and
STUDENT PROGRLESS "RLPORT

COURSE TITLL Leather Goods VOT CODE 17.3400
- DATE August 28, 1972
INSTRUCTOR . . AGE OF STUDENT 18
SEX: M XX F
STUDENT . YR. IN SCH: 11 17

m—o — —— s T T T T L T e e e e e e e ey e e e -

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

DATL OF
BEHAVIORAL OBJECTIVE COMPLTENCIES NEEDED COMPETENCY
TO ACHIEVE THL OVERALL OBJECTIVE ACHIEVE“ENT

The student will be able to:

~--d. . Sew.on four.different sewing machines: long arm
Singer flat top, Champ harness stitcher, Singer
patch machine and Pfaff upholster;

Grade leather;

‘Cut leather;

Hand sew ieather;

Hand stitch leather;

6. Treat leather;

Die leather..

e & S e e L e @

LVARR IR VI N
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September, 18, 1

IN SCit: 11 7

17.0301

72

AGE OF STUDENT

|8

DATL OF
COMPETENCY
ACHIEVEMEN]

/~//_’
.-
- School Name o .
BEHAVIORAL ORILUTIVE TRAINING PLAN
and
STUDENT PROCRESS RLPOR1
COURSE TiTLL __Body § Fender Reiwa_ir DOT CODE
DATE
INSTRUCTOR . .
SEX:
STUPINT YR.
Overall Kehavioral Objective: The student- hlll be able tO dO aIl tvpes
of body work refinishing and regonstructxng.
BEHAVIORAL OBJECTIVE COMPLTFNCIES NEEDED
L TO ACHIEVE THI. OVERALL OBJECTIVE
The student will be able to:
1. Remove dents using the proper tools for a specific
Job;
-. Lxpand metal using proper carce and judgment;
3. ull dcn;s usinyg the proper tools;
4. Mix, apply and smooth out putty;
5. bo light shee¢t metal welding;
t. bPrime, repaint and teouch up automobile tinishes.
35
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School Name

BEHAVIORAL ©BJ1LCTIVE TRAINING PLAN
and
STUDENT PROGRLESS RLPORT

LCOURSL TITLL Log Scaler _ v DOT CODE _
’ . DATE
INSTRUCTOR AGE OF STUDINT =~ "~
SEX: M P
STUDENT _ YR. IN SCH: 11___13_~
Overall Behavioral Objective:  The student will be able to aperate on

a beginning level as a log scaler,

T DATL OF
BEHAVIORAL OBJECTIVE COMPLTENCIES NEEDED ~ | COMPETENCY
10 ACHIEVE THI. OVERALL OBJECTIVE ACHIEVEMENT

The student will be able to:

1 Recognize Jdifferent species of logs; :

2. Use the scaling stick correctly to measure diameter;

5. Use the scalers tape correctly in determining |

accurate lengths of logs including trim;

Use the proper scaling arrangement of every log;

>. Use the cedes for defects and fill out a scaling
ticket properly;

6. Determine the vurious defects in a log and how (hey
apply to volume and grade by species;

7. Scale logs within the allowable limits of the + or -
5% net scale; :

8. Use the Scribner Decima] 'C” Scale Rule;

9. Use safety procedure in scaling;

10.  Pass written scalers test.

e

34
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_ School Name

BIHIAVIORAL CBJLCTIVE TRAINING PLAN
and
STUDENT PROGRLSS RLPORT

COUKSE TITLL  Retail SaleS_EEELL_ DOT CODE
DATE September 7, 1973
INSTRUCTOR ~ E ACE OF STUDENT
SEX: M F XX
STUDENT . YR. IN SCH: 11 12

Overall Behavioral Oh)eLtlv( Ihe student hlll demonstrate those
skills necessary for a person to become an assistant manager in a
retail store.

—— —_— . e e —— e s e e e G

. . DATE OF
BEHAVIORAL OBJECTIVE COMPETENCIES NEEDED COMPETENCY
TO ACIHIEVE THL OVERALL OBJECTIVE ACHIEVEMENT

The student will be able to:

bevelop signs for in-store advertising;

bevelop newspaper advertisements consistent with the

policy of the store:

Make sales;

4. Use skill in using the following forms: refunds,
receipts, 1.C.A., return registers, order forms,
red-line adjustments, guarantees for tires and
batteries, gun registration forms, electronic
equipment and tire registrations;

5. Show skill in handling all freight procedures:
chech-in, returns, and freight claims:

6. inventory;

7. Develop a skill in hunan relations,; telephone

. cdnversations, and handling complalnts;

§. 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;

16. Calculate the pavroll taxes;

1. Compute the business taxes;

12. Write checks; '

13, Determine when merchandise must be paid. for to take
advantage of discounts;

14. Understand the business expenses called overhcad;

to =

(72}
.

’
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The student will be able to:

15.
16.
17.

Uress properly; :

Report for training on a punctual basis;
Make arrangements for absences from training
before the reporting time. (4-hour advance
notification of absence)

24



School Name

HlH\YiORAL OBJLCTIVE TRNINING PLAN
and
STUDERT PROGRESS REPORT

COURSL TITLE __Retail Sales. - o DOT CODE i
, - DATE  oOctober 2, 1973
INSTRUCTOR L _ ' AGE OF STUDENT '
) i SEX: M xyx F
STUDENT _ YR, IN SCH: 11 12

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. :

g B DATE OF
BEHAVIORAL OBJECTIVE COMPETENCIES NEEDLD COMPETENCY .
TO ACHIEVE THI. OVERALL OBJECTIVE ACHIEVEMENT

The student will be able to:

Dress properly; . '

Report for training on a punctual basis;

Giive proper notification of absences in advance of

training time;

4. bemonstrate a proper, business-like relationship
with the trainer and other personnel;

5. Make change;

6. Close the daily journal;

7. Dbevelop correct telephone technique;

8. Use correct sclling techniques;

9. Perform accurate inventory;

10. Develop correct storc 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;

15, Ability to rccommend items in the following craft

aveas: mod-podge, oil painting, tole painting,

flower arranging, Chenille craft, bead craft,

stitchery, macrame, foam craft, and candle making.

Vi) —
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School Nanme Z

Bllll»\\"lORAl, OBH.CTIVE TRAINING PLAY
and
STUDENT PROGRLSS REPORT

COURSE TITLE Nurses' Aide - DOT CODE
N ' DATE August 19, 1973
- INSTRUCTOR _ AGE OF STUDENT  ~
- - T SEX: .M~ F
' STUDENT _ - YR. IN SCH: 11 12

Overall Behavioral Objective: The student will be ahle to perform
those skills of a nurses' agide in a convalescent hora.

-

DATE OF

BEHAVIORAL OBJECTIVE COMPLTFENCIES NEEDED COMPETENCY
. TO ACHIEVE THE OVERALL OBJECTIVE _ ACHIEVEMENT
The student will be able to:
1. Dress properly; ‘
2. Usc currect handwashing technique to prevent the
spread of disease from one person to another;
3. llelp-a woman patient take care of her hair;
4. Keep the patient's room in a clean and orderly
" appedrance; : :
5. Know the correct fire procedure;
€. Strip, wash and make a bed;
7. Care for the flowers of 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, ‘.omb his hair, clean his teeth,
.care for his nails, anc¢ Jress 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 proeedures to follow when a patient
-dies;
21. Take the blood pressure of a patient;
22. (Give a patient an enema; _
-

393
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The studeﬁt will be able-to:

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

e
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E-4
School Name ‘ﬁ_‘_~___' .
. ;
BEHAVIORAL OBJCYIVE TRAINING PLAN .
- -
and . -
R STUDENT PROGRESS RLPORT
COURSE TITLE _ Taxidermy 3 DOT CODE _ 17.99
. : v DATE  July 13, 1972
[NSTRUCTOR L - AGE OF STUDINT _
SEX: " M F
STUDENT - YR. IN SCHT 11 13

— - .. —_ ._‘-.._____.-_--_.--.-«.-‘-—-—._-.-.___-__._._..__

Overall Behavioral Objective: The student will have the knowledge ;ﬁm'

1nd skill to mount any, an1ma1 or bird, . A
T T T T T T DATE OF
BEHAVIORAL OBJECTI1VE COMPLTENCIES NEEDED _ { COMPETENCY
. TO ACHIEVE THE OVFLA!L OBIECTIVE ’ ACHIEVEMENT
I'he sfudentAwill be able to: ‘ ' ‘ .,

L. Skin and apply preservatives to small animals and ‘
birds; .
2. Build body form from measurements taken on skinning
of anxmals and bhirds; *
3. Apply the hide to, the finished form; .
4. Do the necessary procedures to mount medlum sized
animals and birds;’ : : :
. 5. Do complete wall head mounts; -
“ 6. Do rug mounts with open mouths;
' 7. Do rug mounts with closed mouths;
8. Do complete body mounts of large animals.

st
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School Name

i y ab—— 05

3
BEIEAVSORAL OB U TEVE TRAINING PEAN
amd
STHIMNT PROGRESS REPDR] .
,
- COImSL T1TLL Drafting - bOT COOE e
UATE August 19, 1972
INSTRUCTUR L _ AGE OF STIDINT
) . SEX: MXX b
STUDENT - ’ YR. IN SOH: 1 12

- e - o p—

o mre — o - e s 4 e - a4 am s
- — e v o Al i~

Overall Rehavioral Objective: The studen®will have developed those
skills of a Jdraftsman at the entry level. '

N I

f
T T DATE OF
BLHAVIORAL OBJECTIVE COMPLTENCIES NEEDED COMPETENCY
_— TO ACHIEVE THL OVERALL OBJECTIVE | ACHIEVEMENT

The student will be able to:

. Same the drafting equipment as it is displaved;

-. I basic exercises with ease using the drafting
cyuipment | ) !

5. show skill using the straight edges and pemcil; -

4. Show skill using the straight edges and ink;

5. Show skill using the curves amd pencil; !

6. Show skill using the curves and ink;

T. Show skiil rsing the straight edges and turves in
1nk on mylar,

K. Show skhill using the leroy Lettering Set

9. Show skill using the rapidograph pen with straight
edges amd curyves oa paper and on mylar;

10, Surnisih on nuabers and patterm sheets;

1. OUDewonstrate the proper handling and care o>f all

k4

\ equipment ;
2. Describe the types of maps used by the Flanning !
Commissiom; i
13, Read steviographic pairs; :
14, - Demons<trute =urvev skiils; i
I5. Demonstrate wan construction and drawing: !
16, Skhow {amiliarity with enginecring drafting; !
T. Show familiarity with design Jdrafting. i
¢
i 4
1 |
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School Same

L ,‘ ) *
HEFEAV TORAL ORI OV 'l'l'\'\lNl."v",,d'Lz\.‘n
- Gind
: . . STURENT DROCRESS ]EPORY
Lonst 111 fental Assistant ot cope.
ST ' DATE  August 19, 1972~
INSTRUCTOR AGE OF STUDIENT
T T e e SEX: M N
SHUDENT " ‘ YROIN ST T T

Overall Behavaioral Ubjective: The student will Jdemonstrate those
shills required of a dental assistant.

T - T T e DATL Of
FEHAVIORAL OBJECTIVE COMPLIFNCIES NEEUED COMPETENCY
oo JO_ACHIEVE THI OVERALL OBJECTIVE o JACHIEVE N

lhe student will be able to:

. Use correct chairside procedures in assisting a !
patient and the dentist during a treatment; e

<. Use correct procedures for taking x-rav exposures of |
the teeth and jaw; i

3. Use correct procedures for making impressiors; ‘

1. Use correct procedures for getting a patient arnd a g
treatment room ready for the dental procedure to he
wmhumjm~medmnn; 5

*. ldentify by name, each tooth of the human mouth;

t.  Identify by name, the boney and tissue <tructures

of the mouth;

Use correct procedure for sterilizing all instrumentsy

1. Use correct procedure for cleaming the treatasent
room;

Y. Maintain correct attitude of a dental assistant;

1. ldentify hv nare, the dental instruments and
Sl pment ;

i1, Use correct procedure for handlirg sterilized
Instruments and equipment ;

12, Dresc rrorerlv,
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Scliov]l Name

BEMAVIORAL OBJECTIVE TRAINING PLAN

and

STUDLNT PROGRi'SS REPORT

COURSE. TITLE DOT CODE L
' DATE_  — T
INSTRUCTOR AGE OF STUDERT
SEX: M F .
STUDINT YR. IN §CIF. T1 17"
Ovcrall Behavioral Objective:
ESTIVATLD 1B.S. DATE o7

REHAVIORAL OBJECTIVE COMPETENCIES
NEEDED 10 ACHILVE THE OVLRALL ORJECTIVE

OF LEARNING
TIME

COMPETLNTY

CHIEVEMI N |

The student wiil be able to:

in
-
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School Name

BLHAVIOLAL OBITLCTIVL TRAINING PLAN
" and
STURLNT PROGRESS REPORT

COURNE TITLE L DOT CODE )
T T DATF T o
INSTRUCTOR AGL OF STUDENT —~ ~
T T SEX: M T F T
STUDEN YR. IN STH: 11 | A
[ gt o e = == s~ U Y SR A% 3 - TR EETEL T Yy & R B T T, ST

Overall HBehavioral Objective:

ESTIMATED HRS. | DATL OF

BEHAVIORAL ORJECTIVI: COMPETcNCIES OF LIARNING “OMPLTENCY
NEYDED 10 ACHIINE THE OVLRALL ORJLCTIVE TIME __PCHIEVEN NT

The student will be able to:

-
*‘

ot
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APPLICATION FOR ADMITTANCE INTO THE
COMMUNITY RESOURCE TRAINING PROGRAM

S :
CRT coordinators who have piloted the program have discovered that
d ) . . & .

there is certain information that is ecssential to some understanding
of a stulent's motivation and desire for enrolling in the program. Such
information may also be useful in working with the CKT who will train
"the student. Information about trainees can be obtained from an arpli-
cation to Le!filled in by the student. .It is recommended that the CRT
coordinator use a formal applicabionlform'as the basis of a pe;sonal
¢ .

intervicw that he would conduct ;}th the student applicant, Furthefmore,
if the demand for enroilment in the program.is heavy and the size of thé
rrogram is limited, the application form may well serve as one compcnent
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 forus is
compatible witm the circumstances that exist in a given district. Some

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

existing conditions.




SCHOUT, NAML DATT ™

APPLICATION FOR ADMITTANCE INTO THE COMMUNITTY RESOURCE TRAININ'G PROGRAM

Name of Student Date
(1ast) {first) .
Age (last birthdav) ate of Birth e, Wt
Physical Condition Remarks
CMdress Telephone Number
Yother's Name Occupation
Father's Name Occupation

VYecupational Plans

URT Offerings:  List Priorities

\

B,

. v

thers:

High School Credits:  (Including ninth grade)
tnplish
Social! Science
“athematics
toreign Languoge
Science
Cormmercial
'istory
Vocational

khat «ubjects (o you need for graduation”

' you intend to go to college? Reason
—_—

In what extra-curricular activities have vou taken part?

List those you wish to take part

tin this vear:

Fist as references three teachers unler whom vou have studied for at least

one =eMester:

10
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School Name DATE

APPLICATION FOR ENROLLMENT

COMMUNITY RESOURCE TRAINING PROGRAM

PLEASE PRINT
NAME

MATLING ADDRESS

TELEPHONL YEAR IN SCIOOL (1973-74)
DATE OF BIRTH GRADE POINT AVERAGF
FATHER®S NAMF MOTHER'S MNaML

EDUCATION:
[lcméntary School From to
Junior High School From | to
Senior High School » From to

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

REFERENCES:
Do Not b ist Relatives,

Name Address Occupation

WHAT TYPL OF TRAINING DO YOU LANT?

l=t Choice

—

nd Choice

[71]
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COMMUNITY RLSOURCE TRAINER CONTRACT

1t is essential that the Community Resource Trainer and the school
understand the nature of the services to be performed by the trainer.
Basic activities at least should 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. 1In 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 samc manner as would ge 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 m3y also cover supplies and equipment
rental that are necessary for the craining 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 scﬁodl
adm: nistration in order to be certain that all local regulations and

policies are included in the contractual agreement.

36




School Name Date

Distribution

CRT

Coord,
Supt.

Principal
COMMUNITY RESOURCE TRAINING PROGRAM

For A1l CRT's v
Training Agrecment

The following Community Resource Trainer

representing

(name of business or firm)
agrees to provide rraining 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 be provided for the following student-learrers:-

n

on a daily basis whil> school is in session.

The Community Resource Trainer realizes that daily instruction and
close supervision of the student-learncr 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 Resource Trainer will consult the Program Coordinator on
any problems that arise concerning the performance of the student-
Icarner(s),

The Program Coordinator will assist the Community Resource Trainer with
training problens pertaining to the objectives of the training. outline.
The Program Coordinator will provide assistance in obtaining instruction-
al materials and supplies, .

The Community Resource Trainer shaii at all times maintzin a student-
trainer rclationship consistent with the provisions of the Department
of Labor and Industries,

Signed - f_ Signed
(Traincer} ’ {Superintendent)

Date ) Jigned
‘ {Principal)

Signed
{Coordinator}

F 4»!’
37
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School Name

COMMUNITY RESOURCE TRAINER CONTRACT

It is hereby agreed, by and betwcen the Directors ¢f School District
No.________, County of , State of Washington, and

-

that the latter shall be
compensated as a Community Resource Trainer and will function in accord-
ance with the Trzining 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 Rasource Trainer)

Approved by the Board of Directors of
School Listrict No. this day of 19 .

v Approved by

School District Superintendent

[rfate: :

o™ CRT D-74 38
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STUDENT TRAINING AGREEMENT

’ b

Although the CRT progiiﬁ is not a traditional vocational cooberative
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 spe{ls out the respon-
sibility that must be assuméd by the student in order to assure not only
that the educational effort is successful for the student, but that the
present and future integrity of the program is protected. |

Prograp 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 :onduct commensurate with the expectations that
employers traditionally have of employees--a standard that attempts to
assure Community Resource Trainers of appropriately motivgfed students
in return for their instructional effort.

Form CRT E-74 has been used to good advantage jn 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 coordiﬁator, and the parent in order tﬁat all are aware of the charac-
teristics and requirements of an educational strategy unique among tradi-

tional high school offerings.

51
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SCHOOL N AME __ DATE

Distribution

Student

Parent

CRT PROGRAM | Twordinator

STUDENT - SCHOOL TRAINING AGREEMENT

High School _ . School District

‘Student's Name - Date

I AGREL TO ABIDE BY THE FOLLOWING CONDITIONS:

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

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

5. 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 cthers.

5. To maintain proper business conduct at all times.

~ 6. To ahide 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 VIOLATION OF ANY PART OF THE ABOVE AGREEMENT MAY
RESULT IN MY BEING DROPPED FROM THE PROGRAM AT THE DISCRETION OF THE
INSTRUCTOR. '

SIGNED

Student

I have read and understand the above agrecement 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 terms of this agrecement. 1 1 wder-
stand that my son or daughter is enrolled in a high school training
program and will receive no financial reward during instructicnal hours.

SIGNED SIGNED
Coordinator Parent of Guardian
DATE

52
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CRT COORDINATOS CALL REPORT

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

school .districts with cooperative vocational education programs. The

CRT coordinator will benefit from keeping a record of coordination

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

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

Chief among these are:

1.

The coordinator h;s a record of conversations with the trainer
that relates to student fraining station problems that might
best-be solved in a school‘or classroom setting.

The coordinator has a record of trainer comments regarding

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

The coordinator may be called upon to justify his time being
spent in the com@ynit&, outside the school plant. The call
report file provides logical documentation on those few occasions
when such justification seems most approbriate. (It is not
uncommon for some school districts that support vocational
coopera%ive programs to require, as a simple matter of course,

regular and periodic submission of cvordinator call reports.)

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

preparing an annual district report on CRT program activities.
The coordinator may use the call report as the basis for
establishing a file for potential community resource training

stations. -

(Wi
Qo
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c

School Name . Date'

CRT Coord;nator's

Call Report

Course Title % Company
CRT Instructor Address u
Student Student
’ [
' Date
I'd
S
| 3
51
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STUDENT ATTENDANCE RECORD

The student attendance record may well vary from one school district
to another in keeping with local attendance poiicy. The sample displayed
on the next page (CRT G-74) has been used effectively ir 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 reimbursement. Here again the
coordinator is well advised to consult with local school

administrators as to local attendance policies and regulations.

43



School Name

-

Date

Student

CRT Program
MONTHLY ATTENDANCE REPORT

D.O.T. Month

Instructor

Course Title

In{ pm

o)
=

am i am
pm |In . pm{ Cut | pm |In ; pm {Out | pm

- -

Bl s e

et
D] O] ~ 1 ] dal ] to] s

f- -4 —4- 44—
-4

A i "

TOTAL ATTENDANCE HOURS

b

Commemts:



- THE COMMUNITY RESQURCE LABGRATORY
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 might 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 rhe student. Such irformation is
valuable tc 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 alse for refer-
ence by any future coordinators who might be employed by the district.

Coordinators of cooperative education programs have learned the
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. Noteworthy attention should be given to the description
of the learning activities, particularly as such activities differ from

the statement of behavioral objectives discussed earlier in this marual.
D7
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g School Name

COMMUNITY RESOURCE LABORATURY

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

Address Fhone

Ms. Jones
Instructor Ms. Johnson

Brief description of instructor®s qualifications:

Ms. Jones - Inservice training plus seminar classes in-: X-ray techniques
for dental assistants, office techniques, and practical management for
dental offices.

Ms. Johnson - Inservice training plus seminar classes in-: practical
management for dental offices, office techniques and x-ray. Also
training 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 laboratory, office space and reception room.

""',‘(

"5 Describe the learning activities that will t:.¢ place:
The following is a partial list of the student's learning.activities:

1. The student will be given assignments related to the study
of 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 involvéd with the doctor/patient rela-
tionship at chairside;

5. The student will be given experiences in the dental laboratory;

6. The student will be given experiences related to x-ray
equipment,

7. The student will be given experiences related to telephone
communication with patients.

58
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School Name

COMMUNITY RESOURCE LABORATORY

Name of Company Owner/Manager
Address Thone
Instructor

Brief description of instructor's qualifications:

Description of laboratory facilities:-

Describe the learning activities that will take place;

47




School Name

COMMUNITY RESOULLCE LA_B_(B_A_]O_R_\_

Name of Company Owner/Manager
Address ' Plione
Instructor

Brief description of instructor's qualifications:

Description of laboratory facilities:

bescribe the Jearning activities that will rake place:

(oA
<
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CRT DOCLMENTATION OF COSTS

The Community Resource Trainer may find it advaritdgeous 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 that-are experienced in the normal operation

of a business enterprise. The form supplied for this purpose is CRT I-74.
Such documentation may be of value in requestingAschool district reim-
burséﬁent for unusual and/or regular additional costs. An accumulation’
of such information from a number of communify resource trainers would

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

program.

61
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School Name Date

CRT Program

Documentation of Course Cost

(Name of Business)

(Date)

. (Name of Trainer)

(Titie of Course)

Expenses

a. Supplies such as:
b. Equipment such as:
c. Loss of time:

d. Others:

(Coordinator) . (Trainer)

\ W
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STUDENT EVALUATION

It is recommended that CRT student's vrogress 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 explénation being
made both at the time the student begins his training and at the tiﬁe
that the evaluation is made. It is suggested that the traingr will £ill
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 vrovided for the periodic evaluation.
There should also be an evaluation of the student upon completion
of the course that describes the competencies that t;e 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 Certiricate that should be awarded to the student. It is
recommended that the awards be made to CRT students in a public or student
body meeting.
For students under 18 wﬁo will enter emplioyment 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
p P, v

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

673
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applying for a job because it spells out the nature of the job training
and the competencies thafuhave been deyeléped;

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 haye given of time hnd effort
to provide local high school students with gob 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 séme other
school official would présent the certificate., (The appreciation banquet
might well be Planned, sponsored and carried off by the students in
honor of their trainers.) Such a céremony might also be the occasion

for awarding of Completion Certificates to the student trainees,

01
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Schocl 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 Ohjectives of the Course:




vL-Z0 LUD wioy

. vs

School Name

Date

Name of Student

CRT Progran
STUDENT EVALUATION SHEET

Quarterly

Rated by

PERSONAL APPEARANCE
Dresses according to the rules

Above

Needs -

Average  Satisfactory  Iprovenent

Grooming is above reproach

- Speaks well and uses a good

choice of words

“Presents a businesslike

appearance

Comment

HUMAY RELATIONS
Cooperates with trainer

Accepts suggest’ i and
instruction

Is courteous and riendly

ATTITUDE TOWARD LEARNING
He is inquisitive

e 1is enthusiastic

Gives Attention to details

IMPROVEMENT IN SKILL
Is gaining good working habits

Is able to think for himself

- Recognizes value of the training

opportunity offered to him

'PUNCTUALITY

Arrives on time

Arranges for lateness or for
tine-off in advance




RT J-74
O

School Name. ._ . -

3

- T \”""\»»’..'.,..‘,, G ~ '
A | COMMUNITY RE%RCE TRAINING,PROG}RAIO\?,

Evaluation for Completion of Course

Name of Student

Date

ky ]
Training Station-

Date

Trainer

4

Course Title

The student has met the entry-level standards in the following competencics:

68 ¢
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COMMUNITY RESOURCE TRAINING PROGRAM
POTENTIAL TRAJNER SURVEY

The form on Page 59, CRT K-74, is recommended for use in developing a
file of information on potential training stations. Information for this
file might be accumulated by the c¢rordinator during a concert.ated effort
to identify possible training statinns either prior to enrollment of
students or after enrollment has been completed and student traihing desires
are specifically known. The best way té obtain data for this form is
through a personal interview; the form may be completed during the initial
interviéw with a potential trainer and made a part of the coordinator's
call report file, CRT F-74 (p. 42).

lt will be noted :Mmat some of the information sought here is also
found on Form CRT H-74 (p. 47). The coordinator may wish to consolidate
selected information from these two forms to establish one form for local
use that provides the necessary data for a complete file on training station

sites.,
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Schvo!l Name

Date

COMMUNITY RESOURCE TRAINING PROGRAM
POTENTIAL TRAINER SURVEY

Company or Firm \ame

CRT Instructor

Phone

Street Address

Sumrher of Training Stations

Student Assignments:

Name Course Title

Tine of Day

VRT ompensation Reguired:

Additional Comments:

Text and Supply Reguirements:

vesCTiption of potential training
ot trainer:

TG
59
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and gyualifications
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INSURANCE

Whenever a student leaves the school premises, insurance coverage
is a factor that must be seriously considered by the school administration,
In the CRT proygram there is a concern for insurance coverage for the
student, for the school, and for the 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 training
of students may take place at any time during or outside of the traditional
school hours. Unless the school insurance agent is maéé aware of this
extension of the school program into the community, the trainer may bhecome
liable for student injurics. It is incumbent upon the coordinator to
impress upon the trainer that the trainer is not liable--that the school
insurance covers the trainece 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 cfforts in the training program. The schuol administration
must make certain that the student, Community Resource Trainer and the
school district are covered with approp;iatc insurance.

For students who are receiving training in "ha:ardous o¢cupations'',
it is important to hnow that this designation does rot apply to a training
situation. “Training" impiies that the student will learn the safe way
to perform a task rather than discovering safe and unsafe practices through
trial and error learning as is too often the case in an actual vmployment

situation. The ceordinator must assume the respenathility of gnalerin
L o
(4
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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

7/
applicable to the specific job for which the student is being trained.

-
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STATE AN") FEDERAL REGULATIONS

There are certain legal constraints that affect cooperative education
and other educational activities that find gtudents in treining stations
outside the school plant.v In the State of Washington the applicable

0
legislation, policies and regulations fall within the purview of the State
Department of Labor and Industries. There is also some fedefal legis-
lation that impinges upon student training outside the actual public school
site. On the follewing pages there will be found lists of applicahle
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 trainerfdualified in the occupation

‘ i
for which instruction is being provided, and 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 pcrsonnei in the Washington State Department of Labor
and Industries. Constant attention to all appropriafe rules and regu-

lations are highly desirable in this regard.

62



O

ERIC

Aruitoxt provided by Eic:

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 employces
who, without any express or implied compensation agreement, may work for
their own advantage on the premises of another. Whether trainces 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 trainecs or
students are not employces 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 henefit of the trainees or
students;

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

(4) the employer that provides the training derives
no immediate advantage from the activities of the
trainces 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 N -

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



Publications School Administrators

f ‘Shoufa Have in }heir_Files-and
Wit} which They Should Be Familiar
N ' ) ~ &
I, "Empioyment Relationship Uhder The Fair-Labor'Standards th"
WHPublication 1297 (Rev) February 1973 ,
2, ""Handy Reference Guide to the Fair Labor' Standards Ac:"
3. "A Guide to Child Labor Pro&isions of the Fair lLabor Standards Act"
" WHPC Publication 1258 Revised Januafy 19§9 | . 9 ‘:

Write to: U. S. Department of Labor
Wage and Hour Division
1821 Smith Tower

; 506 Second Avenue
Seattle, Washington 98104

4. . "E;;ioyment Standards" effective April‘ls,—1§74

For this and other publications related to State Labor Laws:
- Write to: ‘'Lvelyn M. Hylton, Supervisor
Employment Standards Section
_ State of Washington P
Department of Labor and Industries '
General Administration Building )
Olympia, Washington 98504 '

LS )
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| B _ STUDENT TRANSPORTATION

It must be made clear to the student and to the student's parents
. - : . i :

or guard;én that, in the final analysis, the student is responsible for

his own tfansportation to and from the school site and the training sfnkiqﬁ.
There are several transport;tion options that the local district may Qish
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 QZavel. A seconda

option would provide school ‘authorization for students to travel j

\

)

their own automobiles. 2jrd option would see establishment of a

At
'.“-\ .

system whereby parents provide transportation of students., A fourth
option is the,obvious car pool ﬁhich may be provided by either students
or parents.

There are regulations available from 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

S—
possibilities. Again, the student should understand that whe all else
Ve :
fai!s;\}ﬁbaalone is responsible for transportation to and from Mis training
station. i
/
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S0ME POSSIBLE AREAS OF OPERATIONAL CONCERN

* The area of interpersoral communications is a matter oY concern in
nearly every human activity. The CRT projgram does not deyviate from the
norm in this regard. It is essential that communications lines are
open between and among thke CKT ~oordinarnr, CRT students, Community
Rescurce Trainers, scfool district administrative staff and school
facalry.

CRT coordinators huve identified several potential problem zreas
during the course of the pilot project. Those converns that s~emed to
be particularly commen or dirficult are described below. There a-e few
1t any pat solutions, but there are many plausible courses of astiocn that
have been borr of necessity. 7~ svstem of communications among K]
coordinators across the state will do much to identify possible ¢:iv.ctive
solutions to some¢ of the problems mentioned below. The URT coordinator

5 Lurged to record actiom takoen, ard procedures and tochnigues used in
14 » 14 Y

>

allbviating common concerns. [t ogs suggested that such & record be nmade
doparc wt the docal coordiiators vors of this munual for pussible 1 oser-

tien an subceguont edstiony,

Pooooctudent abcsndes cun be g probles i the student faile to call
the o arde ot ang the CHTLD wtenw should be tahen to jampe-
[ r
lr T R gt ree rcartanee o r o al lisgy o owhern ot
(RN
" T T SR S LTk moat o Uhe Cormenaty Mesourae Trasnes [

Fave sooonsd theashte choat the resronsiby ity that b e

whar voo aprec bt bosome g Usoheol tegohart o 0n ouo o o
trocrer o winlo ool cear b tor, anroan. sy that he oy apnang
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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 communicaticn between the stujent
and the trainer, but the problem may -iso reside in a mis-
understanding betweer the traine - and t| - training agreement
with the school.

Another source of difficulty may arise when there are student-
trainer personality conflicts. There are a number of techniques
that 4 coordinator may use to resclve, or at least alleviate
such conflicts.

There is a possibility that a trainer may feel that the coaord;-
nator 1s not coordinating. Such a fecling may be resl in that
the coordinator may irudvertently neglect to call upon a trainer
1f little or no difficulty has been apparent on the part of the
student or s traaning station., The coordinator shoule ostab-
Lish a minirum call calerndar ard make his culend . r hpown to all
trainers.  Provision will be mad for additional calls to e
made ot ooty tame the stulont or Srairer cesire the cosrdinator'-
counsel .

Lavk ot wrudent interest o the CRI progroam way be tro orosult

Yoo hool

...
..

:
i
-
-
-
C

provlem retween the coordinator,

comtise e aint cther acheal wtuft s e et re.pon byt oY

tre oo vdimateor to beor the cour clars, < Leacaan it oand
the Paph kool prarcapat o rormd, cooceurdinater g
cemsadir hb s a vt and et P oauang part of i o0 ey
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personnel, it is unreasonable to expect counselors to inrorm

czudents or to suggest that students inquire about the progra=.

Another potentizl problem area relazes to c¢ne of compensation

for the trainer.

stipend or wages or simple reimbursement of the trainer's

Such compensation may take tne form of a

expenditures for instructional materials ovir and above normal

bus:ness expenses,

the trainer may, at the outsetr, be magnan-

imous to the point of declining any offer of compensation, hu~

during tie cuourse of the vear, may decide that compensation is

a matter for

to resoive the problem before i guc!

real concern.

"
o
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The coordinator and the

schouol

o act anrropriately in oorder

“aining station 1s iost.

There will be occasions when the Community Eesource Trainer will

find 1t necessary to move %0 another community during the course

of 4 o houl term.

lmncdriatesy become uperwtionsi in an attempt to salva, v a

Tre coerdinator shou!l ! have a nlan

that
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9. The CRT coordinator must show and reel the same, personal concern
for student-trairer problems. The coordirator constantly must
assune the counseling rull when cor.ersing with the :tudent
about his relationship with the trainer.

10. A potential preblem area can be side-stepped when the coordinator
makes it absolutely clear to all parties that confidential
inforzation taken “ro- the trainer alout the student {or the
student about the triiner; will rozain confidential. The coor-

dinator and th> <.udent bot* wus* cewgirize the confidential

nature ¢ seme business onooaeri, U are indigenous 1o €ach
Trasning stution Such corar et Laty @ust | - lmpressed upen

the Ltudent i rd2y to case potentiag -onoorss of the trainer.
Lo A progrisn of positive public relaticrs between the coordinator

Ifschooly and CNVs w1l 70 mach tu rexios . sotenrial prublens,

Sods essential that the covrdinater oahe o point te toank all

who Dave purtioapated inosed oo ctated with the precrar at the

i
CThe St TRy year--oiploye =, TTaic . ro, SIpervisers, s .
alaliistrat on, Cectlty, andg parcn o The ThHoporary e <
cortataoate o0l isconore G0 fhis Mangal s 0ne evteltioe Wiy

o Layivg thanks to Ureod sntown Suoallv,

. cfothe R tralsrny couca ot v bound ot Lo Jammieted roriia
T tne GO T iet ol ot d ree s te s Lol tor. The Courdin et mut
SO D o OV S T N R B O BT IE AT Jevetopa when 1l Lrdent
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ADVISORY COMMITTELS

The locai vewawinnal! education comsittee is one of the hallmarks of
vocational education. It has 'uug been recognized that a working repre-
sentative advisory committes van serve as the back-bone for the effective
operation of a well-planned vocaticnal eguéation program, There are
numerous publications that speak to the purpose, establishment and operation
of vocational advisory committees. One such publication is produced by
the Auerican Vocational Association and is available from Publication
Seies, American Vocational Association, 1510 """ Street, N.W., Washington,

o €. 20005, The name of the booklet is The Advisory Committec .nd

sccational Ed cation. [t was published in 1969 and sells for $1..5 -c¢r

copy with a 10% discount on crders of ten or more. In addition to :rnat
booklet, the fo.lowing pages provide the CRT - wordinator with valuatie
Inturmation relative *o the utilization of adviosors committees. (Critical
peints to be considerc. L oworiang with local sdvioory commiltecs are
as follows:
Lo That they be established In ascerdance wath washinpton Stats
regilrenents ror such committeos,

. whenoan advisary Comnit.ee meeting s ocalled, the coordinater

should have tdentarao b o daefir te rurposc 91 the meeting.  The
Varpose ot calion vt tor the o ake of Thaving a omeetan
Joesntt o
Ao ke dv o rs Curilitte raepre ot Tatin o torred oonoa re, L bar
i ool b
Bod re repgl o oy rtal et



b. Provide bulletins, memorandums or other written comsunication
to all menbeors;

¢. Consult with individual members between meetings.

&

o
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Phe term "Advicory Jommittee’ refors to tne Com
appointed by local school authoritices in

State of Washington
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of a local program of vecationil oducation.

PUHRPOSES AND

FUNCTIONS OF

ADVISURY

SRAMITTHLS

conmecTion with

T O committees

the operation

CAdvisory commitTees uare organized for the general purpose of
making the vocational cducation program as eff:cient and effective

as possible so that conmunity and trainces mav i
greatest advantage.
advice
follows
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TYPES OF ADVISORY COMMITTEES: GENERAGL, INDUSTRY, AND OCCUPATIONAL
CorMI TTEE; ’

The rerm "general advisory committee for vocational education” is

used here to designate an overall advisory commiti~e which riay be
? utitized by local scho bl authworities in the voca' ional education
program within the gecgraphical area served tv the school system,
This committee will provide advisory service in determining schoot
system objectives and policy in connectior : .th the types of voca-
tional education services that are needed—-in the community and the
relative emphasis that should be given to .the several phases of
the program. This committee may also provide a desirable rela-
tionship w.th the public. The committee does not becor involved
in the detail's of the specific training functions foi un 1tuss Ty
or occupation and should never be used instea’ of industry or oc-
cupational committees, but may supplement such committees in the
“remotion of tiieir interests and responsibilities,

"Representative advisory committees" are somctimes referred to i
"industry advisery commiteo b5, These comm'tte- s may be usad o in
suggesting or J-tevnining types of Lraining service needed sor an
industry such .arceraft, muchine-t o1, shipluitding, clectrical,
and restaurant, This type of commity e may aino be used to wupple-
mUAt Crart or occupuational committoes within an induscry. It s
not advisable to usce this type of committee in planyng conrves

and facilities for trainiry in specific occupitions. It T b
Lsed, omever, in selecting members T e croft or occupational
committees that do have this respon :hility.

“rraft oor orccupational commitioo M oare those used in Planning
trajuing tor s soecific craft or occupation, and ore involy.d
woth the deto:le of the training Srogram content and length, -
Tecomgeiciod that this tyvpe of committec be u-ed wherever i -
wible in orlannine cour s of instruction sind parvicularly whore

the tradusn. 14 i an apprenticeable crat -,
Portnooe o committoos ame into Seing throus” appointment o th

N O S It MRS &
! mtment o menhoy o Yo the

e by Jocal scbnel pathirit e, . .
ttrees siould beohused apon the recommendations of the orviiic -

e
tions, invuotrics, or zroups which the renreses

COMPOSTTION b Fac TyPL ui covMp

cenerio gy oy TTammitter for Vocation ol o o oy

Sanee the act o es of the cneral oadvi seryocommit e for vocationa
cduvation sre Goraody promot onad, 1t s advisable fo b resoresent
tion from 0 ~anp a0 wible LF the orpanicutions or group: witign
Theocommuniey interested tnoall chases of vocational tueaton.  Tha
Comig Tt ol may cansist of 0 many a5 20 or 70 members, Sl of aTg
Loal cons wath dndustrial wnterests oot mny be covrerented on i
commuttee ncludes Uontral Labor ooouacy i, YMotal drades Caunvil,

Suilding races Conncl, Staze Erplosment o so 0 mplayer asogeig-
trons, Poderal and State apprentoc g o trainiy avencice ., Chanber o

Jt
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Commery e,
organized croups which may b

program may be included. Th

ot four or six members who can meet ws froquently us necossary on call
of the vehool authuoritices to consider matters of argency pertaining to
the vocational projp-am.

veterans' orcanisationy, and servics ol Any other
¢ helprul in e sromotion of the oL erall
12 commirtee TV ave an executive boord

Represontative Advisory Cobm ttees Bor Indoasg: a0 Eduear 1. »

Kepresentative advisory committees for industria!l clacarion or in-
dustey advisory conmitrees shodd be composcd of cqual representa-
tion from indu-trial managesent and iaber,  “Yembers sionltd be selectod
hy the 1ndustric o or organizations they represent,  lic<e committees
will be most errective 1f their membership 1 confinea to sia or
cight, %ith dlternates ror cach position,

Craft or Oecnnaticeal Advisoery Committe.

frafr or occup. jonal acdvisery committees should also consisct of
. .

causl o rosrenentation Cromodng o vl montoand Ietor toemplovor-
ey sovee s, anpernted by Therr et v lovers oo Litor organizo-

tilonse AL menrbers, bowey o r, cheuld s qualified cither as workors
arosapervisors o the occurntion thet the cormittee roapeents, A\
coamittee of oo oar gt v its o adrternates poomosat cprective, n

Proos recomme . b o the Case o aonvent icey ] accnpettons whore
}

§ " .

SREDT MG crmente D aTar apprest lce comartt oo Y s vrcar i ed B
Foderal Brocau of Cpprenticeshng or Srate approntaeeslhap aoen . des,
cive been estahlg oAt sawhocommiittee s Lot o od by sotien]

aathori ces g~ cratt oA Dsory amndttees, dowe v, their otar v as

Wheol destrrct commitroes <hoald beocotabb o hed o o ntuent o
Thre capacitye Mrilis g a ornt apprentooosd baocomnitton in o duel
Capavity et et hivher deoree e Coopdiinat o e co-
oot ! CodLved Ihotootoe rartty o ahie carmle, nree
SOPITTONT L, et ey R G R I B R T N L VP A TN N SR
areoespeciaile o b antase e oa vl sl P TenTERr o preparatory
trarites o Tt gyt otivesnar. Hhr o comhaner o 0 s s iainates the
contuspon wh hoorten oar oo nhien sore than one onoaittec cwoutilis
ortranin s Uy oa s g Fle ettt ookt irean vhen o Gt ap-
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Bistinction Eotween School Advisory Committees and Local Joint
Apprenticeship Committecs

.
1

Alirke it 1s recormended that local juint appreaticeshilp committees
also be used as craft advi wory committees to the schools on ll school
training pertaining to thelr rospective crafts, it shoull be Lept i
mind that the functions .l resnonsibilreics of the comuittens in
their two capucitics are entirel s d

Joint apprenticeship com ttecs arg wWdmini=trative in nature
Ol matters pertaining to appreatice.. | soeadards. They are advisory,

iy, wher heing ntatized by the schools,

ctte sl proco dure for using these committecs in o dual Cuapis ity 1s to
have zhem merr as joint apprenticeshidp o mittees, compicting thoir

agenda for this progran, and then become o cart »UVESOry committees
acting on the agenda prozented by - chool adioritics on ~etool toain-
ing problems e rinicing to thelr or fts. This elininates the necessity
for calling the commitree out op to- sendardate occastons and also
drvolds the contusion and misunders: ading woach mas prevarl n the
Ainds of menbers wihen adninistrative matters percainmg o Co-the-job
trainine and those relatic o to school traming are being cons tdered,

WETIONS ON Geo s ANTTNTLON VO CUNCLUONING OF GENERAL AND CROVET
O T I I H Rt

When o crars ad. s ory committoe s fiest erwaised, ot o advisable
To redguest the respective firms or orearizations to osubmit the, r
CGORILNGATIonE of vembers for staspered ferms of tenure, o, canmple, :
inothe s of 4 three-three craft corvlitter, one senber Prom cach
e serves for o oonceyear term, of o FOT a4 twoevear Lerm, and ons
for i three-y ar tern, AL subscguo ot appointoent. e for o tiree-

1 +° +

Soar o term Fres climnates the posaihitity of o conpleto change of

Ve

Sommttee penbers, thoes providing e chioots with o el of ox- s

perrenced members oo toe coradtree o Al vomes, FU s well to stress
ALTh the respost oo emplover md craft oreapicoc pons the soportance

of pomiaating the o oreoresentatives who have an i9le roeet in t e ocCuUpa-
tron and e mome and wailingneas 1o carry cat thocir peaponsihilities
incluling atrendance at mectings,  When g committee member

15 i abers,

boeoaros grrecular Gnocftendance ar eeeting o, i sebsol o authoritices
s hd el s o At an for s rep i acemend L L s ar rag-
coreh e Sor veasher s s ay be arraces bon Che cogominat o of e

seneral odavecors o carmitroe Tor vaoars mad e tae st e nnd tor Wustry
advi el comeortreen,

\tothe tarr meotii of an odvi Lory Comna e o e co tat iy of
the vorational departoent of the locn? cchool Sy oten shol-b erve

fo Terporary chareman, o P Vit order of bine o ohordd e g e
vieeston o the soarnesies amd Fuse ot of te et el 1l el o
tian of o izt aad secretary 0 serve tor oo Jdoefinite pestods 0
Peonzaestod that one of the s of s oo vrom e oo

Topre oo tatvee s o the cace of indhet ey e eraft o aen e,



The ageada should be prepared prior to cach ieeting and sent to cach
member far enough in advanc¢ to permit consideration of the problems
ard topics to bhe discussed by committee members. Attendance 57 com-
mittee meeting: is considerably better when members are remince® by
telephone jusz herore the meeting. Where possible, it Qs well, at
least once a vear, to hold a general mecting of all advisory cou-
mittees where an open discussion of the total proyram of vocational
education may be cenducted.  Through such 2 meeting, members of all
committees become better acqiinted with the total program and the
accomplishments and progress of the specific activities and services,
All recommendations and suggestions of a commitiee sheuld he formal
and made a matter of record in the committee minute~, It should
alse be a part of the committece's responsihility te foilow up all
recommendat idns, : -

UTTLTIING THE SERVICES OF ADVISORY COMMITTESRS IN PUBLIC RELATIONS

Wdvisory committees are an excellent medium for poblicizing the
vocational program and the building of strong pubtic relations.
Yach member of an advisory committee si ould be enconraged te SHrry
bace to his organization complete intfornation on the objectives and
accomplishments of the whole vocutional progre s well as those of
his own specific field. Memberw of the genvral committec, asywell
45 of craft committees, are extremeil: helptal in galning proper
recognition and support for financing vocutional programs through
their aprearance at mecet ings of the board of wation, communtty
srgantsations, and other groups whose support is cssential to the
vifectiveness of the program.,

Pnoowome comminitices, it has been foun' to be aiite benelicial to

conduct an "open house” where sionifioant activities and serv oo

of fhe vocativnal cducation program e be exhibited to the ¢ orald
rublics  This rvpe of public relations bocomes coprecinlly clirvective
when an open bouse” committer composcd of represceritagives trom the
veneral aod eratft advisory committees assists school andoritic . un
ploning cnd sablicizing the progrom,  tommittees soy also be o lo-
Yul on osecuring newspaper and radi, ublicity for the vocational

srocram, Ttobs adeisable oo utilice cemmittee merbors in connect ion
¢ their coapera-

with woestal propram activities oad meetines o whao
tion and participatior will be o interest, Accivities of tias
aatur o by committee mente Love oo tendoney to rouse their

eothrciiasm wnl support tor the poosperan,

school authoritic. ~hebd not Losatate to s e their problems 1o
the advisory committees, P b s o the comritt v wid beoren e and
willing to an 10 1 every way o bronging woont o osomnd dng

Structive trialnliyg proyran,

IMPORTN T FOTNIS [0y BE REMEMS 8D WIS a0 NG W 5 ADY IS0y Cosr i s
Experience v worring with advisory e ttees lnes emplin o ced coctann
working paincaples anl o metholds cigt aoid e best dn mind as oo gatde

to success. fhe foll avin are procogeed Poeocns idoration:

I

O
O
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1. Committees are not administrative in their functions, but are
organized for the purposc of advising anl counseling with the
school authorities on matters concerning the program and
making suggestions .and recommendations for the guidance of
local school authorities with respect tu 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 voiuntary basis, they

‘ - should not be cxpected 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.

: 1. Informational material in the program should be put in the
hands of each o¢ 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. Offic. of Education.

5. Regularly scheduled meetings shbuld be held and special ]
meetings may be called at the request of school authorities,
the chairman or the committee, or any threc members of the
committee.

6, Insofar as possible, committee mectings should be held at the
ouilding ir which the training program is conducted.

T Comr. ttees working in connecticn with new programs or courses
should meer at least once a month during the first vear of
operation ur until such time as the prograrm is functioning
smoothly. '

g, All commitrees sheuld meet not less than four times during
the year.

0. ALl facts pertaining *o (.. phase of the program rfor whiich
they are particularly responsible should be made available
to ther.

4. Consultants frem industrial organicat:oens ang apencies
should be made availlable to the cor ‘tteen in providing
specific information that may he neoded.

1. A representative of the vovcational coparteent of the local
school sy=rea should be in attern-ance at al; .ectings.
12, [n programs where supervisors and/or coordinators arce emploved,

the :mervisor and/or coordinator respoasible for the particular
program for which the committee is responsible sh gld be in
attendance at all mecsipoes,

E]{[C ' . A :
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\ 15. . Instructors should attend committee meetings when-requested.,

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

is, Information on existing and pending vocational legislatic should
be provided to all committees and the aid of camnittees should be
soligited in support of constructive new legislation.

16.  Schooi officials should -maintain a complete file of the minutes
of all committee meetings. Copies of minutes should be dis-
tributed .to all cemmittee members and alternates.

PITFALLS TO BE AVOIDED IN WORKING WITH ADVISORY COMMITTEES

! The skill with which the organi-zation and work of advisory committees
is managed by the local school authorities will, in a large measure,
detérmine the benefits that may be derived from their use. In this
codnection, 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: :

1. Hand-pick committce members.

2, ZPermit committves to become administrative in their functions.

3. Canceal Tacts pertaining to a program from a committec.
N 4. Enter into laber-management centroversics.,

5.0 Fail to kecp d copy of the mirates of cach meeting on file,

63 Tarhe astion within the realm of a committee's advisory function
withont first consulting with the committeo.
Y4

s start programs before meeting with and consulting the comnittee
involved.,

8. 7 Start production projects within the training program before
conferring with the intercsted commitree.

THIGH 'POINTS LN THE INTEREST OF EFFECTIVE INSTRUCTION

I.  The objectives of a vocational education program zan best bhe
teeomplished when the training offered is planned in cooperiation
with managment and labor represcentatives or the industries
servid,

2. The full cooperation and support of locas indistee and it
workers can be expected wiren, and only when, their represent -
tives have had a part 1vodorermining Crainine needs, planning,
an¢ operating the program through recommendations and
suguestions,

95
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3. Committee members will be truly representative_of their respec-
tive organizations only when they have been selected by such

organizations, -
\\ ' 4. When more than one committee becomes involved with'frainiyg tor
a specific craft or cccuphition, the overlupping of functtons

tends to disrupt the efficient operation of the training program,
S Q\§;§' - and it is, therefore; advisable to utilize existing Comaittee
) acmbers whenever possible for advisory PUTrposes In connection
with the school program. '
; ‘ N
5. " Any vocational program which atterpts properly to serve indus-
try amd trainees must have the respect and confidence of the
industry served; and the degree to which this re.pect and con-

. fidenrce exists is a"measure of the value of the program,
o . . . .
. 6. Local advisory committeces should be fully intormed of theirt
. fupcticns and resposibilitics at their first meeting in order

that thyy may understand clearly the purposes and limitations
of tiefr service to the schools.

7. Advisory com ttees should b informed that training offere.l
through the preparatory or pre-apprentice courses is desipn !
, not to prepare finished workien ™ut to prepire students for
’ - ’ entrance into their jobs as appr itices or learners; and, un
’ ' . (Zhis basis, credit for this preliminary training may be
i , o arranged, - S .
3. Instructors of vocational subjects should be aveeptable to
e the m:m:lgl::.‘{:nr and labor representatives on TAVESOTrY cnnml tees
’ from the standpoint of both occupationa] comprtence aad Lpersonn ]
qualitics, _ ’ '
’ ’ - . \ - B PN
o, Craft (or occupational) advisory committecs can be inied in
planming training and courses and al<o in revising prosron.
and courses to meet the shanging conditions o industry an!
requirements of industria!l workers.
10,7 The ;oopcrAti(nl and sapport of industry and industrial wortors
cannot he scecured through the meve apporntrent of o comrittoc,
The comuittee mist be active and functional jn the deseloprant
and maintoiance of the program,
. - . N n 2
Y. Lxperience proves that vocational OGHCJIHHS\HH);hVﬂwtb'{‘

highest degree of service to hoth indi .t ry amd tralnec. tinls
when the trooning prog<rans dare planmned and anaped wion 1
advisory assistance of monncement and worbere . i
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