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This module is one of a series of 100 performance-based
teacher education (PBTE) learning pack focusing ugon
specific professional competencies of vocational teachers. The
Wh upon which these modules are based were iden-
-t verified through research as being important to suc-
cessful vocational teaching at both the secondary and post-

secondary levels of ingtruction. The fhodules are suitable for
the preparation of teachers in all occupational areas.

Each module provides leaming experiences that integrate
theory and application, each culminates with criterion refer-
enced assessment of the tdacher's performance of the spec-
Jfied competency The materials are designed for'use by indi-
vidual or groups of teachers in training working under the
direction and with the assigtance of teacher educators acting as
resource persons Resource‘persons should be skilled in the
tedcher competenc; being developed and should be thor-
oughly orientéd ,o BTE concepts and procedures in using
these materiais. *

. The design of the matenals provides considerable flexibility for

4 ning and conducting performance- preservice and
, nservice teacher preparation programs to meet a witde variety

. + of individual needs and interests. malerials are intended for
use by universities and colleges, state departments of educa-
tion, post-secondary institutions, local education agencies, and
others responsible for the professional’ development of voca-
tional teachers Further Inforrhation about the use of the mod-
ules in teacher education programs s contained in three re-
lated documentd Student to Using Performance-Based
Teacher Education Materials, Resource Person Guide to
Using Performance-Based Teacher Educatiort Materials and
Guide to Impiementation of Performance-Based Teacher

- — -

*

' The PBTE curniculum pack are produets of a sustained

rch and development effort by The Center's Program for

Professional Development for Vocational Education Many in-

dividuals, institutions, and agencies partictpated with The Cen-

ter and have made contributions to the systematic develop-

ment, testing, revision, and refinement of these very significant

training materials Over 40 teacher educators provided input in

development of nitial versions of the modules, over 2,000

- teachers and 300 resousce persons in 20 universitres, colleges,

N . and post-secondh? institutions used the materials and pro-
. vided feedback to The Ceater for revision and refinement.

o 1
Special recognition for major individual roles in the direction,
development, coordination of testing, revision, and refinement
of these materials 1s extended to the following program staft
o, James B Hamilton. Program Director, Robert E Nerton, As-
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based and also directed the curriculum development effort
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Materials was conducted at Oregon State University, Temple
University, and University of Missouri-Columbia.

Following preliminary testing, major revision of all materials *
was performed by Center Staff with the assistance of numerous
consultants and visiting scholars from throughout the country

Advanced testing of the materials was carried out with assis-
tance of the vocational teacher educators and students of Cen-
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_lege, PE I, Canada; Oklahoma State University, Rutgers Uni-
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THE CENTER FOR VOCATIONAL §DUCATION
. . q T Ols Siote Umvers 40 940 Ry Aoadl Cotonins Ot $370
-

~ .The Conty{ for Vocational Education’s mission 1s to

v increase the ability of diverse agencies. institutions, and

organizations to solve educational problems refating to

. individual caree planning and preparation The Center

. : . ulfills its mmagrlp;?

H ' + " o Generatingknowledge throuih reseatch

N ¢ Déveloping educational programs and products
[~ - ¢ Evatuating meividoat program.nesas and oufcomes .

o Installing educational programs and products

o Opersting information systems and services

¢ Conducting leadership development and training
programs 3;
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AA
VIM

AMERICAN ASSOCIATION '
FOR VOCATIONAL
INSTRUCTIONAL MATERIALS .

Engineering Center
Athens, Georgia 30602

The American Association for Vocational Inatructional
Materials (AAVIM) is an interstate organizason of univer-
sities, colieges and divisions of vocationsl education de-.
voted to the improvement of teaching through better in- P
formation and teaching aids
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'INTRODUCTION -

b ——

Audioevisual equipment and materials are ver-
satile-tools which can be used in a variety of ways

tape recorders, are two audiawisual devices whioh
can be put to good use in the vocational classroom
or laboratory on-a group or individual hstening
basis. .

A4

and which help ensure that your lessons will be
more effective and interesting. Record players and’

There are-a number of advantages to using rec-
ords and .audiotapes: (1) the equipment is porta-
ble, generally simple to operate and readily avail-
able, (2) cassette recorders are quite inexpensive,
(3) records are available through libranes at no
cost, are inexpensive to purchase, and are easy to
store and use;(4) audiotapes are inexpensive, are
ideal for recording classroom activities ‘or special
events, and can be erased and reused., (5) students
can be involved in the classroom activitfes by pro-
ducing student-made audiotapes or operating the
equipment during classroom presentations; and
(6) students can use the equipment and materials
son an individual basis Records and audiotapes
can be used at any point in the lessén (introduc- -
tion, body, summnary), and they can be very effec-
tively used in combination with other types of
media-sgeh. a$ slides and filmstrips.

* This module 1s designed to help you become
competent in operating record players and tape
recorders, and 1n using records and audiotapes to”
present information in the classroom or labora-
tory. It will also help you gain skill i determining
when arecord or an audiotape 1s the best (or one of
the best) audiovisual device to use for a particular
lesson -
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ABOUT THIS MODULE = . ‘

Objectives

Terminel Objective: In ani actuai school situation; pre-
sent information with ‘audio recordings. Your perfor-
mance wijl be assessed by your resource person, using

the Teacher Performince Assessment Form pp- 47-49

{Learning Experience V). .

Enabliing Objectives:

1. After completing the required rehdmg. set up and
operate a récord player (Learning Experience /)

2. ‘After completing the required reading. present In-
formation with.records in a practice situation (Learn-
ing Experience 1)

3.- After completing the required reading, set up and
operate a reel-to-reel tape recorder (Learning Ex-
perience I} ’

4. After completing the required readmg, presenf in-
formation with prerecorded taPes in a practice situa-
tion (Learning Experience IV)

.
b

Prerequisites

To complete this module, yod must have competency In ¢

‘developirfg a lesson plan and in selecting student in-
structional matenals If you do not already have these
competencies, meet with your resource person to de-
termine what method you will use to gain these skills
One option 1s to complete the information and practice
activities in the following modules

e Develop a Lesson Plan. Module B-4,

o Select Student Instrugtional Materials, Module B-5

Resources

A list of the outside resources whych supplement those
contained within the module follows Check with your
resource person (1) to determine the availability and the
location of these resources, (2) to locate additional ref-
erences In your occupationsal specialty, and (3) to get
assistance in setting up activities with peers or observa-
tions of skilled teachers, if necessary Your resource
person may also be contacted if you have any difficulty
with directions, or in assespmg your progress at any
tlme

Loarnlng Experience |
Requurq:l
A record player to set up and operate.
An educational record for use in setting up and
operating the record player
Optional N
An audiovisual expert with whom yOU ¢an discuss
the uses and operation of record players
- An audiovisual equipment dealer whom you can
visitor write to concgrning record playerequipment
and supphes currently available

-

"4

Learning Experience ||
Retuired.
A record player to us9 durlng a lesson

A record with whuch to present information in a
lesson.
A resource person to role-piay a student to whom
‘' you are presenting a lesson and to evaluate your
performance in using records to presert informa-
tion
Optional
A resourcy person to review the adequacy of your
lesson plan.
A teacher skilled in presenting informatiQn with rec-
ords whom you can observe

Learning Experlence iil

.

Required -
" A tape r?corder\(wnh microphone) to set up and
operate

Two audrotapes, one prerecorded and one blank for
use 1n setting up and operatmg the tape recorder

Optional

An audiovisual expert with whom you can discuss
the uses and operation of tape recorders

An audiovisual eguipment dealer whom you can '

visitorwrite to concerning tape recorder equipment
and supplies currently available

¢
Learning Experience IV
Required
A tape recorder to use during a lesson

An abd/orape withwhichto pr’esent informationina
lesson

A resource person to role-play a student to whom
you are presenting a lesson and to evaluate your
performance in using audiotapes to present infor-
, mation
Optional
A resource person to review the adequacy of your
lesson plan

A teacher skiiled in presenting information with au-
diotapes whpom you can observe
Learning Expe)fence v

Required
An actual school situation 1n which you can present

* information with audio recordings
A resource person to assess your competency in
presenting information with audio recordings

v

This module covers pertormance element numpers 128, 131 from Caivin
J Cotreil et a/, Model Curricula for Vocatignal and Technical Education®
Report No V (Columbus, OH The Cénter for Vocational Egucation, The
Ohio State University) The 384 elerments in this document form the
research base for all The Center's PBTE module development

For infoymation about the general organization of each moduie, general
rogedures for their use, and terminology which s conmmon to ail 100
odules. ses About Using The Centers PBTE Modiles on the lnando
ack cover

.
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Learning Experience |

OVERVIEW

Activity ,

After completin'g the required reading, set up and operate a record player.

" You may wish to locate and meet with a person wuth expeftise in the area of ‘

e

v .

. ( : i
., ' T -

1

You will be readlng the information sheet Operathg the Record Player, pp.

6-8.
/

You will be setting up and operatiﬁg a record player by completing the
exercises specified in-the Record Player Worksheet, pp. 9-11.

L " v . & . y

.

. . \ R
You will be evaluating your competency -in setting up and operating a
record player, using the Recprd Player Opergtion Checkhst pp. 13514. -

’
]

. )

¢

audiovisuals for the purpose of discussing further the uses and
of record playd.

,ahon

'Y [y

- Y

may wish either te visit an audiovisual equ;pment dealer or to write
fa dealer for catalogyes describing the'latest types of equipment and
supplies avaiable. ¢

Y

v -
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Activity F

2

r information exp|aiping how to select, set up and operate the equip-
mikn; and matenals necessary for a presentation which uses a record
player, read the following information sheet

p

¥ —

OPERATING THE RECORD PLAYER :

Most people are very familiar with record
players/stereos/phonographs, and have - been
operating various types for most of their lives. The
types of record players you will encounter as a
teacher may vary slightly from what ygu are used
to, but you will still be able to apply what you
already know to the operation of school machines.

' Operation Procedures

First, check to see ifthe record you wish to'play
is monaurat or stereophonic. Monaural records
can be played on either. monaural or stereophanic
record players. Stereophonic records, however,
should not be played on monaural record players
because the record grooves can be damaged
Therefore, the record you are using will determine
the type of machine you must have. Many school
record players and gducational records are mon-
aural. |

Onceyou hale selected and obtained the prop-
er record player, remove its cover For some ma-
. chines, the speaker(s) will be completely separate,
for some the speaker(s) will be built into the cover,
and for some the speaker(s) will be bullt into the
record player. If the speaker(s) is separate, then it
will need to be plugged into the speaker jacks (1.e ,
connector holes) on the record player The record
player and/or speakers should then be placed so
that the audience will be able to hedr well. For most
classroom setups, the speakers need to be at the
ear lgvel of the listeners.

If there is just one speaker (monaural sound),
place the speaker at the front of the room, slightly
off center, and turned so that the sound is directed
(diagonally across the room. If there are two speak-
ers, put them facing the audience about six to
eight feet apart. (Once you have a record playing,
you can properly place the speakers by moving
them apart until the sound seems to come from a
point between the two speakers.) Then, locate the
power cord, plug it in, and turn on the amplifier
and the turntable

Now you are ready to prepare the record player
to accommodate the record you wish to play
Check the record label to determine the recorti
speed. 45 (revolutiqns per minute), 33 ¥3, 16, or 78’
(the latter two speeds are nearly obsolete). Set the
record speed selector on the record player accord- -
ingly. If you are playng a record and it sounds.too
fast ortoo slow, then your record speed selector 1S
probably at the wrong setting.

Next, check your needle setting. A 78 record has
“standard” grooves, 16, 33'5 and 45 records have
“microgrooves " If the school record player has a
needle (or stylus) with two settings, you need to
make sure that it is set for the type of grooves on
the record you will be using. Using the wrong nee-
dle will damage the-grooves on the record The
microgroove needle is sodiny that it will ride the
bottom of a standard groove, a standard néedle
will ride the top edge ef a microgroove Present-
day machines, however, have a needle that is suit-
able for all record speeds )

Most school record players do not have auto-
matic record changers, but should you be using
a record player that does, then record size
becomes important. Records come tn four sizes
7", 10", 12" or 16"~ Most 33% records are 12", most
45 records are 7", and you will probably not be
using 10" or 16" records You must set the record
size selector on the record playerto the proper size
in order for the automatic record changer to oper-
ate correctly If, for example, you are using a 12"
record and you set the selector at 7”, each time a
record drops down, the needle will be placed au-
tomatically five inches in from the outer edge of
the record

‘

/
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If the record you will be using is 45, then jt will

have a larger center hole. Thus, it will not fit .

- properly on the record player spindle without a
special adaptor for the sgyndle. Some rrhtables
have the 45 adaptor built into the tyrntable; by
lifting the adaptor and turning it, the 45 rgcords
can be played; by turning it and lowering it, it
becomes flush with the turntable so 78 and 33
records can be played. Other machines have sepa-
rate adaptors that fit over the regular spindle.
Thqre are also adaptors that fitinside the hole of 45
records so they can be played on any machine
witho(t having to be concerned agto whether the
machine has an adaptor or not. ’

Once all the necessary adjustments have béen,
made to your settings, pick up the record by its
edges only) and place it on the turntable. Release

> the tone arm-

-~ — and pla'ce it

gently on the
record in the
run-in
groove near

i edge. Adjust
the volume
control and
J the tone (or

treble and

bass) con-
|- trol(s).

When the
record is
over (unless the shut-off is automatic), gently and
steadily removeé the tone arm and relock it into
place. Remove the record, and return it to its dust
jacket. Unplug the power cord (and speaker cords
if necessary) and return the cord(s) to their storage

—_ ~ b

area. Never wrap the cord around and/orunder the

turntable as this can damage it. Finally, replace thé
cover on the machine. P

s L ]
Maintenance

Most of the maintenance tasks refated to the
record player need to be done by an expert repair-
person. The primary responsibility of the teacherin
the maintenance area is to treat the record player
carefully. Avoid jarring itor atlowing it to bumpinto
things while 1t is being carried. Do not forcibly lift

- thetone arm while it is locked and do not carry the

record player around by its carrying handle while
the tone arm 1s not locked. It is also important that
you make sure that worn or damaged needles are
replaced; always set the needle onto the record
gently and lift it off the same way; and make sure

.r’

the needle is free of dust by blowing the dust off,

" not by brushing it off with a finger.

N\ '
( o~
/‘ - B . N
You are giso responsible for tending to the con-
ditfbn of the records, Records should always Ui

kept in their dust jackets when they are notin ugs. -

They should never be handled in the area of Yheir
grooves. They should always be stored'vertically,
away from excessive heat or dampness. The rec-
ord syrface 'should be kept clean. Special silicone
ciQths and antistatic sprays are available for this
purpose. If you do not have either of those items,
you can gently, wipe the grooves in a circular mo-

tion using a soft cloth which has been dipped in

cool water and rung out until ifis almost dry.

W'u .“ ‘! 4

Materiais

There are a number of sources available for
locating educational records. These include$-

e Teachers' professional organizations ~

e Colleagues

o Organizations suchas Audio Education, Edu-
cational Recording Services, and the Ameri-
can Library Association

e Curriculum guides

e Libraries and school or university medla cen-
“ters

e Record compames
e Journals and periodicals

e Schwann-2 Catalog
~ W. Schwann Inc.
Boston, Massachusetts (monthly)

e Educators.Guide to Freg Tapes Scnpts and .
Transcriptions
Educators Progress Service
Randolf, Wisconsin

e AV Instructional Materials Manual
James W. Brown & Richard B Lewis, Eds.
McGraw-Hill .
New York, New York

e Bluebook of Audio Visual Materials
Educational Screen and Audiovisual Guide
Chicago, lllinais (annual)

e Teacher's Record Catalog 4
Harrison Catalogs

New York, New York (annual)

.
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The following worksheet is designed to help you bécome competent in
' . operating the record player. No one need see this worksheet uniess you
S choose to stow it to them, so do not be reljictant to record what actually )
- ‘happens, right or wrong. The sheet is not intended to show proof that you

" did everything perfectly the firsttime. It is intended to help you to organize &

Activity your knowledge about thé operation of the record player’to,help you agply

that Knowledge to actual equipment, to point out to you where you have

- gaps in your knowlédge, and to help you determine how to fill those gaps.
. Completed thoughtfully and thoroughly, this sheet should make an excel-

t reference for you in the future. Read the directions carefully and then

complete ‘each of th& 14 exercises. ’

.

. . k ‘ ‘ f
RECORD PLAYER WORKSHEET . .

Directions: Locate arecord player and an educational record. Arrange for the eqyipment and material to _

be placed in the room in which you will be working with them. Complete each of ¥he following exercises -
ng the‘actual equipment and material. Each exgrcise requires a short response. Please respond fully, v

b t briefly, and make sure you respond to all parts of eachitem. Do notanswer §mply YES or NO; €xplain

your responses. Should you have any difficulty with an exercise, make a note of that problem. .

1. What is the make and model of the record playet with which you are working"

h ~ L

, F)
2. Is there an operating manual?-Does it contain any information that 1s different from, or was not
covered in, the information®sheet? If so, briefly describe that information
{ . .
- ‘ §

I\
3. Open the cover of the record player and remove it if necessary. Use the followitrg checklist to check
off the types of controls available on the record player you are working with-

. ~

C Speed Setlings Needle Settings
" . _=33%rpm ____standard (78 rpm)
. —16rpm . " __microgroove ' g
. ____78 rpm '
! —___ 45 rpm .

‘ Automatic Changer 45 rpm Adaptor o .

. ——No - . No
. —_Yes ——Yes : -7 ‘ i
. B , .
10
g

16"
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* 4. Describe howto set the-speed c.ontrol how to change needle settings (if applicable), how to adjust for
different sized records (it qppncable) and what type of 45 adaptor is provndeu for the record player (it
. apphcabte) )

' i ) 1

: ‘ 5. Check the record you will be using. At what speed has it been recorded ? What needle setting does it
- require? What size 18 it? Set the record player controls to fit the characteristics o’t,,the reeord.

.

.

6. Based on the characteristics of the record can it be played on your record player’? Why or why not?
(if not, locate either another record or another record player) . ' , ’

/ ' . s
. . 4 »
7. Describe the type of speak=r(s) one or two speakers? part of the cover, built into the record
player, or separate’7 .

» . .

8. Locate the power cord and plug the record player into an outlet it the speakers aie separate plug
them into the speakerjacks on the record player. Describe the location of the stored power cord and
'of the speaker jacks. .

AN

\ - P ’ »

9 Turn the machine on Describe the type of cgntrol used to turn the machine on What other *
functions, # any, are operatgd with this control? Does this control turn on just the machine, or does
the turntable begin to rotate also? If not. how do you turn the turntable on?

- . - . e
/

10. Place therecord on the turntable, turn the turntable oh, release the tone arm, and place it gently on
the edge of the record Describe the procedure for rgleasing the tone arrg. .
o s

11 Adjust the tone and volume Describe the controls used to make these adjustments, and what each
{ control does
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12. Ifthere are two speakersympve them apart untif the sound seems to come from a point between the
rtwo speakers.‘Desc‘nbd;he%roper location of the speakers and any controls @n the machine which
coritrol the"ar_ﬁouht'bf Soufd coming from each speaker. . . ) ; -

o

P

14 Remove the record and replace the record and the record player in their cases. Then move to the
explanation of Part Il in the Feedback that follows .
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Assume you have-a ofads 4150 stude
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nts Arrange the spatmg, the record player and the speakers as -
you would it you were using the record player to presént information tothat group of 20. Start the,

* record playing and make any necessary adjustments to volume, tone, etc. NOTE. At this point, move - “»
to the explanation of Part | in the Feedback that follows '
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Part |: After you have complgted the first 13 items on the worksheet, use
Part | of the Record Player %peration Checkiist, p 13, to evaluate your .
work Part II: After you have completed item 14, uSe Part Il of the Record  ° -
Player Operation Checklist, pp 13-14, to evalu.qte your work -
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10. if there is one speaker, it. is placed slightly off-center so the sound is directed
«  diagonally across the room:; if the&are two speakers, they are placed so that the D

sound seems to come from betwéen them. ...... ........

. The sound:

11. |s clear and undistorted: . . i
4

12. is loud enough to be heard by all members of the audience. .7.. ...........

- .
Name
. . ~ ' ) * Date .
++ . Diréctions: Place an X-in the YES or NO box to indicate whether each item \
was performed successfully or not. ® Pesource Parson
v . . .
Part! . - : Yes No
When you were handling the record player, you remembered to: [:I D
1. handléth”e machine without jarring it or bumping it into anythnng .......... .
2. release the tone arm before trying to liftit. ...... ..... P S D D
3. make ;sure the tone-arm was locked whenever you were moving the machine D D
+ around. ......... ¢ fovion. . e e e e e
- ;
4. set the peedl_e gently and steadily onto the'record. ......... ........ P [:I D
5. free the needle ot dyst by gentihblowing the dust off. .. .... . [T [:I D
When you were handling'the record, you wmembered to: . ’
6. pick up the record by its edges only. ................ . [:I
7> keep the record surface clean by using a soft damp cloth or silicone cloth. D D
]
‘The record plah}, speakers, and room are adjusted and arranged for the group of
20 so that: - [:_—I D
8. the record player is at the front of the room. ... ....... e e . J
9. the speake"rs are at the ear level of the mémbers of the aydience. ....... ... D D

13. has a pleasant tone ........................................ e

ooO:

(Return to the worksheet and complete item #14) \

Part Il - _ : ' v oa

in returning the record and record player to their cases, you:
1. lifted the tone arm gently from therecord............... .. .... e e /D

2. Iockedthetonearmmplace e e C e e e

3. removed the record, handling onlyiheedges S e

[Kc | o

uiToxt .mmnm

)

ly

0oo
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. returned all controls to their Qrigigy or "off” positions. .....:
- 7"

. unplu.gged'the maching apd speaker cords, if necessary. .
. returrted €ords to their storage areas. . ..

7. did ‘not wrap any cords around or under the turntable .. ..
/

]
LEVEL OF PERFORMANCE: All items should -receive YES responses. If any item receives a NO
response, correct that condition using the actual equipment and materials |f you have trouble correct-
ing the condition‘cheqk with your resource person or someone with expertise in the area of audiovisu-
~4)s. . ,
- ‘ ' .
- ,

P / \\ B 1y
You may wish to contaé‘f your resource person, or someone else you or
OptMnal your resource person may know of with expertise in the area of audiovisu~

‘ Activity ' als. This person could diseliss with you special techniques or helpful hints

that can be df use to you when you work with the record player

LT 4

T ’\ You may wish to check into the latest advances In record players. You may
' also wish to identify educational records that are currently available. If
' there i1s an audiovisual equipment dealership in your vicinity, you may wish
Optional “to visit them arid look over their equipment, or to make arrangements to
Activity have one of their salespersons talk to you. If you cannot make such a visit,
. you could write to one or more of the major manufacturers of educatiofal

~' records ‘and of record players, asking for catalogues.

s
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f
;’A OVERVIEW
r v '

P

v

gg?b'::lge' " After completing the requwed readmg, present information with records in
jec a practice-situation. ] .

w

u o,

Yo w/\bq reading the informaiish sheét, Uslng the record Player as an

Instructcona! Device, pp. 17-19. .,

7
~
’ .

|

.

T speclalty that lends

Jg&wﬂ |be gplecting an objective in your occupatlon
mlf tpz’fhe use of a record. .

i
[ P [ I b e -
N . -
. ] .
- » .
v . .

nplan designed to _

You will be selecting, modifying, or developing a le
achieve that objective using a record(s).

| o

-

{
|
- s . \'
°(ou may wish to have your resource person review th adequacy of your
‘ -~
) %

Yrr
,J\'

You will be obtammg the pecassarry record(s), and makinﬁ‘rangements to s
" secure the necessary equipment.

:"d
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’ ‘MMWe ' “tion

' X You mag wish to arrange through your resource person to visita classroom o
in which a teacher experienceq in the use of records is presenting informa-

lng a record dnd a

| | ) ' . . ' i

Your competency in presenting information with’ record(s) and a record.
player will be avaluated by your resource person, using the Presentation
‘Checklist: Records, pp. 21-22. . ™
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For information describing the general and specific uses of records and
record players In presenting information, and explaining the procedures
for their classroom use, read the following information sheet.

-

USING THE RECORD PLAYER

AS AN INSTRUCTIONAL DEVICE

5

Advantages '

‘The advantages associated with the use of rec-
ords and record players chiefly concern the ready
availability of both equipment and materials Rec-
ord players are common equipment both 3t home
and at schodt, so 1t is usually a simpie task tghave
one available when you-need it. Records, tdo, are
usually readily avarlat’through the school Qr the
local library..

If hot, they

quite inex-
pensive to -
purchase. In
certain fields
or areas,
thére 1s a -
wide variety
of records
available on

RN OIRSANIOS)!

. the market. .

Therefore, it

., should be a

fairly simple -
. task to obtain both equipment and matenal and to
schedule their use at the time they are needed

.The record player IS qurte gasy'to Operate and
the records are easy to store and use Records
* be started or stopped atany point accordmgto the
needs ofthe lesson or the s dents Ifarecord has
more than one program or presentatuon on i, r( IS
easy to Ioeate -the program
g Y

Dtsadvantages” ‘

i spite of the'fact that a large variety of records
is available, nlly many of these relate specifically to
vocatuona.t’edhcatron Perhaps in leadership train-

’

.

-

ing programs arecord containing famous speech- -

-eswould bg helpful; or in business office education,
records contalnmg dictation exercises are often

. uded:; or im any vocational sefvice aréa, filmstrtp/

‘recprd combinations carwbe used, However, since

the appearance of the cassette recorder, cassette -

tapes can~serve those same functions with far
more flexibility and ease. i

-

5

if arecord rs not treated carefully itcan be easrly
damaged.
Placed too
near heat, it
can warp
Stacked ina
pile, it can,
bend. Sat
_upon, 1t can
break.
Should a
needle ship
across its
surface, the
resulting
scratch can
ruin the .
so\und

Al .
-0 -

, Finally, recdrds must be purchased rented, or
borrowed, they are not usually produced locally or
teacher-made Thus, yousmust rely on matenal

wh*ch may or may not meet your specific needs

€lassroom Procedures

_As with any other type of media, the first step in
your classroom procedure for media-use is fo es-
tablish a lesson objective(s). Once you Kave estab-
lished what 1t is that you want to accomplish, you
can then determine what type(s) of media can best
serve that purpose. If you determine that listening
to material on a record will help to meet your ob-
jective(s), then you can attempt to locate sucH a
record. *

Any record you consider r‘ast be evaluated in”
terms of its ability to (1) meet, the lesson objec-
tive(s), (2) reach students at therr own levels, and
(3) rhotivate and interest students-The recorded
material must also be wellorganrzed clear, Iogrcal

. error free, and up to date, and Aave good sound

quahty

If you can locate an appropriate record which
meets those crjteria, you can then begin to plan
ow At will fit into your lésson Your lesson plan, .
needs to answer the following types of questions

718"




At what point in the lesson will the record be
played?

How are you gonng to prepare students.for the
récord? - °

« . through and disqUss:it aftarwards? . ..
periodically for d cus's!’.; /

Is the record designed t

or a filmstrip? . . . will you use it that way?

o What method of summary will youuse? -

¢ How qre you going to evallate what the stu-
dents have learned from the record®?

stop

on the students’. evaluation of the record?

Are there a any follow -up activities you can plan
which grow out of the expenence qf tfstentng
to the record"

/ Some recdrds are accompanced by chers
"gujdes. Before you use such materials, eitheryith
..a ctags’or for indjvidual study purposés you need
to make sure thatthey do, mfact m,eetthe needsof
. your lesson objective’s and; students The wntten
‘ materials ac- - . i
companylng I ) . y ’ Lo
'records can el .
be of value in
helping you
to prepare
your own’
study gundes ..
orwork-, « -
sheets, Yhey -
ean, be used
“n prepanng ‘
students for-
. the hstenin .
| hotivity, asa
basis for

3

class dlscusstonpas a fotl3w -up actwuty, or.for-di-
recting lnd.wtdual hstemng actwmes

v

S In sgme’ cases the record may be accbmpamed«

very helpful to you in lessor&planmng With the
. content avallable to you'in written fotm, you can
easnly determine how to alert .students to key
points or‘what types of questions t6 ask t5 help
them get the most oqt of rhe\ltstenlng session

Before using the record player in the classroom,
~you should have (1) made sure in advancgﬁat you
will have access to the record player and the re¢-"
ord ydbu have selected on the day and at the time
when ygu need them, (2) arranged the physical
. setting g the room $0 that all students willpe able
* . to hear clearly; (3) prechecked the material and
equrpment (adjusted the record player sattings 1o.
htthe record, e g . epeed, needle, etc) and preset

-
L

-In what way(sYare you going to gegteedbapck'

Are you going to play the record straight

used with'slides *

P

. Slo

.by a script 6f the recorded rﬁatenal S¢ripts gan be -
) should be reviewed brieHy before each listening

18 19

. T
TN v

the volume and tone if necesséry; and (4) tried to
eliminate any distracting noises. For example, if
the day is hot, and your wnndows must be open for
the room to be comfortable, and the janitor is mow-
, ing the lawn right under your open window, it is
best either to forget about playing the record or to
move to another room. Trying to compete witha  «
loud noise usually doesn't work very well

»

N

",l

oy,

Whengou reach the point in: yourslesson at
which record 15 to be played, prepare the str-
dentg for the recqrd. You can do this by raisi
questfons potntnn% out kay items to listen for, dIS-
ssing new vocgpulary, indicating errors or omis- *

rrsi:sntarneq on the record, passingtout study

’gu'id atc. Then, play the record according to
your lesson plans

’ Unless the equipment is In the way, it 1s best to

wait until after you have completed the lesson (dis-

Jcussjon, evaluation, summarization, follow-up,

. 8tc )-to put-the equipment away In this wgy, the
operatlon of the equipment does not interferg with
” the flow of the lesson®

3

Atso,me pomntprior to giving your students learn-
Ing activities requiring them to listen, they need to
be grven instruction on how to listen This can be
hand®ed as part of a lesson early i the year, but it

‘activity Ours is a vyorld full of sounds, particularly

- loud sounds Rock bands, live and recorded, blast
away at young people:s ear drums The te‘levusion
and radio and stereo perpetugi§ assault our ears.
Traffic,_planes flying overhead, and other elements
ofour modern technological society create a con-
tmuous undercurrent of nowst -

As a result of this overdose of sound, people
today are much more adgpt at blocking out ex- .
traneoys sounds. Unfortu ately, this results in our
.also blgoking out;sounds that we should be hear-
ing You can probably think of a dozen occasions,

" Just ofthand, in which a person who was viewing

4
.

]
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» television or listening tq the radio (or even reading
" abook)did nothearyou speaking to him/herat all

Therefore, the fact that we haye ears doesn't
mean that the ability to histen 1s already developed.
it must be4aught. Studects must be:made aware
that they need to listen quietly, carefully, and with
an open mind. They need to histen to the words that
arerbeing said, and the tone of voice in which the
waords are being said They need to take' note of
what the speaker says he/she1s going to be talking
about, and then to relate that to what he/she actu-

ally says.

They néed to histen to sections, not justone word
at a time Students sometjmes tend to try to take
notes word forword Doing that can cause them to
miss whole séntences while they are writing In
addition, thesspeaker 1§ not trying to communicate
words: he/she Is trying to communicate ideas As
the speaker talks, they should try to Create merc?ﬂ
pictures of what he/she ls\saymg When they can

-

e
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summarfze a key' point in tHeir own wordsthey

‘should make a written note of that point .

Students need also to be criticai listenérs it is
not enoygh to absorb what the speaker is saying
Students peed to analyze and evaluate what they
hear 1p terms of. what.they already know If a
speakex makes a questionable point or asserts

” something to be true without showing proof, stu-

dents should make a note of those points so they

‘can be discussed or followed L}p on latef

7
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o _ARE AvAiABLE AT A L

It you as a teather work on listening skills with

students, 1f you are familiar enough with the re-

corded material fo prepare students adequately In
terms of what to listen for in & particular listerung
activity, and 1f the recorded information. contr-
butes toward accomphishing the objectives, then
listening to a record can be a valuable learning
experience ' )
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Seleet a student performance objective in your occupational specialty * ¢
which could be achieved, at least partially, by using a record (In,a real

Activity world situation, you start with an-gbjective and then select the most
appropriate materials and/or teaching methods In this practice.situation,
. however, you need to select an objective that lendsitself tousingarecord )
’ . '
L
Prepare a detailed lesson plan which includes the use of a record In your
Activity plan, explain what record(s) will be needed, how it will bé used, and when

Instead of developing a lesson plan, you may select a lesson plan that you
have developed previously, and adapt that plan sethatitincludes the use of
a record . ' .

. +
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You may wish to.have your resburce person review the adequacy of your
plan. He/she could use the Teacher Performance’ Assessment Form in
Module B-4, Develop a.Lesson Plan, as a guide. -

> .- . <

Based en your lesson plan, select and obtain the record(s) you will need to
make your presentation. Also, arrange to have the approprlate type of
record player (based on the type of record you will be using) available.when
you make your presentation.

Béfore presenting your lesson, you may wish to arrange through your
Tesource person to obserye a lesson involving the use of a record which is
being presented by a vocational teacher m your service area who is experi-
enced in using this techmque

0

' «

\

In a simulated classroom situation, present your lesson to your resource
persop. Your resource person will serve two functions (1) he/she will
role-play a student to whom you are preseriting the lesson, and 12) he/she
will evaluate your performance

Give your resource person the Presentation Checklist Records, pp 21-22,
before making your presentation in order to ensure that he/she knows
what to look for in your lesson.

.
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PRESENT"AT]ON'CHECKLIST: RECORDS

-

each of the following performance components was not accomplished,
partially accomplished, or fully accomplished. If, because of special cir-
cumstances, a performance component was not applicable, or impossible
-to exocyte. place an X in the N/A box.

leoctlons: Place an X in the NO, PARTIAL, or FULL box to indicate that -

-

LEVEL OF PERFORMANCE

»

The teacher: . )
. arranged the physical setting in advance ina way that would ensure
that all students could hear the presentation clearly i
. 13
. had equipment and matenals assembled in advance

. set up equipment and placed record on the turntable according to
manyfacturer's recommendations - . .

prechecked the equipment and preset>tone, volume, etc.

adjusted the sound so that it met the following criteria
«*efoar and undistorted . .

b loud enough to be heard by all the class'.
¢. pleasant tone

. 6. used a record which met the following criteria

. content was at students’ comprehension level .
. i
record aided in meeting the objective(s) of the lesson

content was motivational and interesting

. content was of good quality (e g , well organized, Clear, logical,
error free, and up to date)’ . .

. recorded sound was of good quality

record was in good condition .

. reviewed listening skills wnth students before playing the record

. prepared students adequately for the record (eg. raised key ques-,
tions, defined terms, etc) . o

. presenteb the record at a logteal point in the |esson .

\

. placéd the needle at the proper pointon the record on the first try
without allowing the needle to scratch the record

21 2¢-
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11. remaved the tone arm from ‘the record as soon as the record (or

record selection) was finished without allowmg the needle to -
scratch the record . o D D D D

12 summanze&(orhadclassmemberssummarlze)merecordcontent [___l D D D‘

sy

13. obtained student feedback on students’ und\erstandmg of the rec-
od B Rk O 00o.d

14. obtained student feedback on students’ evaluation of the record. D D D D i

Y
i

LEVEL OF PERFORMANCE: All items must receive FULL, or N/A responses. If anyitem receives a NO,
or PARTIAL response, the teacher and r&source person should meet to detefmine what additional
actlvmes the te‘her needs to complete in order to reach competency in the weak area(s).

«

»
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Learnlng Experlence L

OVERVIE“

-~

‘. . F

~

Enabling After” oompletingthe required reading, set up end operate a reel-to-reel -
tape recorder ;- )

/
/

L 3

You will be reading the informetion sheet Operetlng the Tape Recorder
4-29. *

. . 7

You will Be setting up and operating a reel'-to-reel tape recorder by com-
-pletingtheexercieesspecrﬁed inthe Tape ReoorderWorksheet pp. 31-34.

~

. »

will be evaluating your competency in setting and operating a
pel-to-reel tape recorder usmﬂ the Tape Racorder ration Checklist,
‘Pp. 35-38. .

You may wish to locate end meet with a person with expertise in the area of
eudlovieuels for the purpose of diecueslng further the uses and operation
of tdpe recdrders ' . )

-

You may wish to efther visit an udiovisual equipment dealer or write Yo a
dealer for catalogues describing the latest types of equipment and educa-
, tional audiotapes available.

™~

)

o3 <4
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FIGURE2 , -~ -
~ AUDIQTAPE EQUIPMENT: -
~ REEL-TO-REEL TAPE RECORDER = ' -
‘ _ T_Au-urn'i;l., .
—— AUTOMATIC SHUT-OFF ]
__ REWIND FAST-FORWARD

r—

PLAY CONTRQL- .
, RECORD INTERLOCK "~
.... " CONTROL -
CONNECT
POWER CORD
»
POWER
CORD ~~=.
PROGRAM INDICATOR | ’ ‘
RECORDING LEVEL METER
FIGURE 3

| ‘{\U/DIOTAPE EQUIPMENT: CASSETTE TAPE RECORDER
% o

INPUT

" PLAY, STOP, FAST FORWARD

\ RECORD INTERLOCK . " &gﬂﬂvmb CONTROLS
p -» : - -
24
29




For information explaining how to select, set op and operate,tﬁe ‘equip-
ment and materials necessary for a presentation which uses a tape re-
corder, read the following intormation sheet: .

‘\

\

' " v

- LS

T T v

You are probably familiar ‘with three types of
tape recorders: reel-to-reel, cassette, and car-
tridge. The eight-track tapesrecorders which are
made for use in automobiles are an example of the
cartridge type. Since you will probably
working with the cartridge type in a schobd

tion because of its limitations,! the cartridge re-
corder will not be discussed directly in this infor-
mation sheet; however, the principles dis®ssed
here will generally apply to cartridge recorders.
The two tape recorders pictured in Figures 2and 3,
the reel-to-reel and the cassette, are the machines
which you will most likely be using in your class-
room or laboratory :

Operating Prlnclpqu

Tape recorders use a plastic-base tape coated
on one side (the dull side) with iron oxide. When
set to record, the recorder translates the sounds
being picked up by the microphone into.magnetic
impulses, These impulses are then recerded onto
the magnetic tape; the actual process involves the
rearrangement of the iron oxide particles into pat-
terns: When the tape is played back, the recorder
reads the magnetic patterns on the tape, and trans-
lates these back into recognizable sounds

Jape Characteristics . h

A cassette tape is a reel-to-reel.arrangementin a
plastic case. The cassette is merely shipped into the
recorder with the open end facing the recording
head, and you're ready to go Cassette tapes can
be recorded on both sides, and are usually marked
“Side 1" and "Side 2." In the very center of each
side is a little window through which you can see
how niuch tape is on each reel. On the window,
there wil be markings {as on aruler) so that once
you locate a particular program or item on the
tape, you can relocate it (approximately) in ‘the
future.

-

'ThaDiayback and recording equipment ara often separate Thetapeisa
continuous loop plisyed on equipment with-no Fast Forward or Rewind
controls, thus, when you turn on the machine, you have no control over
whers the tape will start playing

'OPERATING THE TAPE RECORDER -

Since cassette recorders operate at only. one
speed, the retording time a particular tape will give
you can be determined by the length of the tape in
feet. You can buy cassette tapes-which will give
you 15 minutes of playing time on each side, 30
minutes each side, 45 minutes each side, 60 min-
utes_each side, or more. However, because the@
plastic case is always the same size, the longer the
tape, the thinner it must be (after a point) to fit in
the case. Generally speaking, the thinner the tape,
the poorer the quality of the ?eproduced sound.

The tape for a reel-to-reel recorder comes, obvi-
ously, on a reel. Unkke the cassette, placing this
reel onto therecorder properly gnd threading it
accurately involves a little know-how. This will bé
discussed later in the Operating Procedures sec-
tion.

Since reel-to-reef recorders allow you to record
at‘more than-one speed, the recording time you
wjll have will be determined by two factors: the
lerigth of the tape in feet, and the recording speed.
Light-weight, portable reel-to-reel recorders may
give you a choice of only two speeds. Expensive,
high quality recorders may give you five.8speeds or
more Mast school recorders will have three
speeds: 17 inches per second (ips), 3% ips and 7'2

- 7
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ording time:
REEL TAPE MINUTES Of RECORDING TIME
SIZE _LENGTH, 1% 1p8 3%ips  TVatps
" 150’ 15 7V 3%
. & - 300 30 15 v
5 a 600P. 60 30 15
-5 900’ 90 45 222
_T e 12000 120 60 * 30
7. 1800 180 90 . 45
10%2" - 2400° 240 120° 60
.Y 102" 36007

n

rl

ips. "Ips,” or Tiches b‘er second, refersto the speed’
“at which the tape travels past the recerding head.

The following chart represents the relationship be-

tween reel size, tape length, tape speed, a&g rec<

360 . 180‘ 90

Knowmg these relatlonshlps will hgyp you know

what size tape you will need to have in order to
record a lesson or program of a particular length.

Recorder Characteristics

Difterent recorders are equipped to record and
play different numbers of tracks: single or full

track, dualor half-track, and quarter track. Asingle .

track machine records on the full width of the tape.
A dual track machine records two tracks side by
side. This gives yot more tape space since you can
record through on ane track, flip‘the tape to the
other side, and record back an the other track A
quarter track has two sets of dual tracks for record-
ing stereo. The number of tracks is important if you
are working with a prerecorded tape. If the tape
was recorded on a machine with a different
number of tracks than the one you are now’using,

the tape will not play back properly For example, if .

you try to play a tape which was recorded on adual
track machine on a machine for single track, you
will hear both tracks simultaneously.

- All tape recorders have a number of controls,
Bither separate buttons, or knobs or dials with mul-"
tiple functions combined. Both cassette and reel-
to-reel recorders will have some control for playing:
the tape (PLAY), some control for rapidly rewind-
ing the tape back to its original reel (REW or RW).
somg control’for rapidly advancing the tape
locate a particular program or lesson (FAST FOR-
WARD or FF), some control for stopping the tape
(STO®), some control for recording (RECORD),
and some control for adjustlng the volume (VOL-
UME or VOL).

\SSome machines may have acontrol to adjust the

NE, also. The operation of these controls is pret-
ty straightforward, but there are two cedures
that need- special mention; (1) when "tape IS
moving, before you.change operations fe.g., from
REWIND to PLAY) you must, first use the STOP

B

LA

3

‘from the

. . <
control to stop the tape ofyou can damage it; and
(2) to record, you have to engage two controls
simultaneously (RECORD and PLAY). Cassette
recorders
will usually ,
have an addi- -

_ tional con-
- trol marked

EJECT for
removing the
cassette tape,

machine.

There are
alsoa
number of lit-
tle holes in
the recorder,
usually on
the side of the machine. These are jacks into which
you plug the power cord (AC INPUT), and the mic-

. +ophone (MIC). Different machines will have addi-

tional jacks for monitoring phone calls, or for re-
cording tapes directly from other recorders or
from record players using a patc'h cord (see sec-.
tion on Recording for.further mformatldﬂ on the
use of patch cords).

y Two additional features found on most larger
reel-to-reel recorders and on some cassette re-
corders are VU (volume units) Meter, and the Pro-
gram Indicator. The VU Meter looks like a tiny
speedometer. its'purpose Is to indicate the sound
level when you are recording. The left side will be
marked “Nommal” or be colored white. The right
side will be marked “Over” or be colored red or
some other color. 3et the volume control sa.that
the needle stays on the left-hand side, withonly an
occasional bounce to the right, when you are ye-
cording. .

» 14

A variation of this device is the Neon Tube Indl-
cator. This 1s a circle divided into two sections,
each of which can light up or glow |g#his case,
when the volume is set correctly, onealf should
be lit up most of the time with oply an occdsional
flicker of hght from the other;lalf. Cassette re-
corders do not normally have ‘either of these de-

vices; however, some cassette recorders will have

an automatic recording level device which self-
adjusts to fit the conditions.

The Program indicator looke Jike the odometer
(mrleage gauge) on a car. When you start a tape,
you can set it at “0” and. it will then gauga how far
the ‘tape runss The advantage of-this is that if you™
put three®ssons on a tape, you can make a note of
the number indicated by the gauge when you start
and finish eachrlesson. Thensif you want to use just
the second 1essor1. you can Jocate it easily using

the gauge. - -
S J
-

’,' ) 26‘ . ’ . S -

o

27. ~



Y

Reel-to-reel recorders will have a Tape Speed-

Indicator. As mengioned earlier, the machines you

"will be working with will prdbably have just three .

speeds’ 1%, 334, and 72 ips The rate of - -speed
determines, 1n part, the quality of the recording
that wilfbe produced [f atape 1s going 7Yz 1ps, that
means that you are using more space to recordg
ten-minute speech than if the tape were going 17
ips. More space used results in better quality Itis
best to use higher speeds to record presentations
which you want to have high quahty (music or a
guest speaker, for example), and lower speeds if
,you must economize on the number of tages you

< use or if you want to get a long lesson on asingle

ta . 4
Operaging Procedures

Whether you are working witha reel-to-reel or
cassette recorder, and whether you are playﬁ\g
back or recordyng. the first task you need to com-
plete Is to locate the powercord and plugitinto the
jack on the recorder Before plugging the other
end of the powercord |nto the wall outlet, you need
to place the recorder n the proper tocation If you
are going to be playing back a tape, the recorder
needs to be placed sohat the speaker(s) are di-
recting the sound toward the hsteners (See the
information sheet, Operating the Record Player, p
7 for information on speaker placement.) If you are
going to be recording,’ the recorder needs to be
placed so that the microphones are located so as
to get.the best sound reception (see the Recording
section for irifformation on microphone place-
ment) - .

Threading the reel-to-rgel recorder.—If you are
working with a néw reel or unused tape, 1t will be

sealed with a piece of tape Remove the seal, un- .

wind, remove and djscard one full turn of tape
" This will en-
- re that the
pe you use
1S not dam-
_ aged at the
lead-in Turn
the machine
on and et it
warm up a
moment
Most
machines
_ thread from
left to right,
but if you
want tomake
sure, turn the machine on so that it i1s running
forward and look to see which of the two tape
spindles 15 not moving Put the fuit tape on that
spindle On the other spindle, place an empty reel
of the same size,as the full one~

’

\

Next, locate the recording head below the two
reels. In some machines, you will have to open a
door at the lower edge of the machine to locate it.
Thread the machine so that the dull side of the tape
Is against- the recording head Some machines
have an automatic shut-off feature which will turn
off the recorder as soon as these is no longer any
pressure on it.from the tape going past If the
machine has such a feature, you will need to make
sure the tape I1s threaded so that it 1s applying
pressure properly to it, or the machine wili not run

Finally, engage the end of the tape In the take-up
(empty) reel Most reels have a slot in the hub Put
the tape into the slot tna position such that the end
of the tape slants upward and sticks up out of the
slot Hold the end of the tape secure and rotate
both reels shghtly by hand until the tape 1s held
flrmly on the reel .

7 R om==== .

A\ Playing a prerecorded tape.—Once you have
threaded the reel-to-re®| tape, or inserted the cas-
"@ette tape into the machine, you need complete’
only afewsimple steps before you are ready toplay
the tape (t) adjust the volume, (2) adjust the tone,
(3) set the speed ceontrol (if there 1s one) to the
proper speed for the tape you are using, (4) use the
FF or RW controls to locate the starting pointofthe ~
program or lesson yoy wish to play, and (5) engage .
the PLAY control

Recording a new program or item.— You do not
need a blank tape to recerd a frogram A tape
which already has been used can bereused When
the recorder Is set on RECORD, the previous pro-
gram wi®be erased as the new program Is being

“recorded There 1s one exception On‘the back
edge of the plastic cassette abe two tabs If these
tabs are removed, when that tape I1s placed in a
réecorder, tjg recorder will not operate on RE-
CORD. ThuS, thatmatenal cannotbeerased Should -

» you destre to prevent a key tape from being acti-
dentally erased, you should renile the tabs If you

/
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decide later that you np longer he’ed-that record-
ing, you can place tape over the holes, and then the
tape can be re-recorded.

The first step in recording is to position theﬁi-
crophone(s) . ot
properly.
Some mi-
crophones
will be sepa-
rate and have
to be plugged
into the MIC
or AUDIO
INPUT jack.
On some

new cassette -
recorders,

the mi-
crophone is
built into" the recorder. There are basically three
kinds of separate mlcrophones: unidirectional,
‘bidirectional, and omnidirectipnal. The unidirec-
tional mike will pick up sound from only one direc-
tion; the bidirectional mike will pick up sounds
from the front and the back (e.g., the speaker and
the audience); the omnidireetional mike picks up
sound from all directions.”You will most likely be
working with the latter type. -

Microphones should be placed at least four to
six feet away from any hard surfaces or corners
since these reflect sound and cause echpes and
reverberations. They should also be used inaroom:
where, there are not a lot of items 'which absorb
sound (drapes, rugs, etc.) since these will cause
the tape to sound as though it was recorded in an
empty barrel. If justa single individual is recording,
the mike should be placed head high and one foot
or less away from the speaker's mouth. Therecord-
ing level can be set at a low level if the person is
placed-near the mike, and that eliminates a lot of
the outside noises that might otherwise be picked

to be recording a group of personss-the mike
should be placed to favor persons ittt weaker
voices. (D

. .

By setting up the room In advance and exper!-
menting with microphone placement for a few
minutes; yop can determine fairly easily the best
placement for the microphone and for the per-
son(s) who will be recording. [@ring your ex-
perimentation, you will also need to be adjusting
the volume (using the Meter), tone, and speed con-
. trols so that you are getting the quality recarding
you need or desire

Once-you are set up, start the machine and ro-
tate the reels at least one full turn. If you do not do
this, sometimes you will lose the first few seconds
of recoyded material. Stop the machine, and then
engage the PLAY dnd RECORD controls simul-
taneously, and you're ready to record. :

It was previously mentioned that it is possible to
use a patch cord to record material directly from
ther audio equipment. The advantage of using
he patch cord is that you can hear the material
being recbrded (and thus can monitor quality), but
there is no exgrnalmikd%perating. Thus, noises
or conversatiohs going on in the same room are
not picked up during the recording process.

The patch cord ‘is simply a cord with jacks or
alligatorclips ateach end. Ohe end is connected to
the machine which will be playing the original
(AUDIO OUTPUT jack). The otherend is connected
to the machine which will be recording the pro-
gram (AUDIO INPUT or MIC jack). If the original is
being played on a stereo machine, but the recotder
is monaural, the patch cord needs a Y-cord at one
end saq that there is a jack or clip for both stereo
output jacks.

When you are through recording or pléying back
the tape, turn the volume to zero, rewind the tape,
disconnect all cords and re@gce the recorderin its
case. "

Maintenance- .

The réeording head should be cleaned periodi-
cally using special head cleaner available in
aerosol cans, or denatured alcohol Dip a swab
stick into the solution, remove any excess liquid
from the swab stick, and gently clean the head. For
cleaning other parts of the recorder, use denatured
alcohol and a clean lintfree cloth=

should a tape you are using break, it can be
repaired fairly easily using a razor blade and a roll
of splicing tape. Simply place the two ends of the
tape, shiny side up, on a cutting surface. Put the
8nds together and place a strip of splicing tape
over the break. The splicing tape is wider than the
magnetic tape so it will overlap. Use a smooth
instrument to rub the tape so itis firmly and evenly
placed. Use the razor blade to remove the excess
tape. Do nat cut the splicing tape so that it is even
with the recording tape. Instead, cut it slightly in
from the edge of the recording tape, creating an
hourglass effect.

Splicing a tape or tapes to produce a continuous
single prograr ftom separately recorded pieces is
more a precision operation than a §imple repair. If
you wish to learrf about splicing, you may wish to
consult with an audiovisuat specialist

29




L

Materials K

As wi‘h the regprd player, the materials (prere-«

\ corded tapes) for the tape recorder can be located
through professional organizations, colleagues,
curriculum guides, libraries, alidiovisual organiza-
tions, journals and periodicals. In addition, the fol-
lowing catalogues contam Ilstmgs of- educatlonal
tapes:

.o National Audio Tapeg Catalog

. Department of Audiovisual Instruction
National Education Association
Washington, D?/ .

o Educators Guide to Free Tapes, Scripts and
TranscFiptions o
Educators Progress Service
Randolph, Wisconsin )

*» Harrison Catalog of Recorded Tfpes
Research, Inc.

i New York, New York ]

e Bluebdok of Audio Visual Materials .
Educational Screen and Auduovtsual Guide
Chicago, lllinois

¢
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~+The following worksbaet 1s designed to.help you become competent in

. operating the reel-t | tape recorder. No one need see this worksheet /
unless you choose to show it to them, so do not be reluctant to record what
actually happens. rught or wrong. The sheet IS not intended as proof that
you did everything,perfectly.the first time. It is intended tothelp you to
organize your knowledge about the operation of the tape recoraer to help, -
you apply the knowleﬁge to actual equipment, to point out to you where
you have gaps in your knowledge, and to help you determine how to fill

. those gaps. Completed thoughtfully and thoroughly, this sheet should
make an excellent reference for yourin the future. Read the directions
carefully and then complete each of the 18 exercises.

. .
e

. M : . “ . 4
- TAPE RECORDER. WORKSHEET
Directions: Locaté a reel to- reel tape recorder a blank audiotape, and a prerecorded educatignal .
audiotape. Arrange iorthe equipment and material to be placed n the room 1n which you will be working
with them. Complete each of the following exercises using the actual equipment and material Each
exergise requires a'short response Please respond-fully, but briefly, and make sure you respond to all

parts-of each item Do not answer.simply YES or NO, explain your responses Should you have any:
difficutty with an exercise, make a note of that problem

—
L

t.

~_"1. What is the make and model of the tape recocde}:with which you are working.?

-
.

[ ; ' ' ) .
> .

- . . E

2. Is there an operating manual" Does 1t contain any information that is d|fferent from, or was not
COVered In, the information sheet? If so. bnefly describe that mformatron
. » - ’ ~

. o ’ . '
3. 'Open the cover of the tape recorder and remove it if necessary Use the following checklist to check
- .+ off the types of controls available on the tape recorder you are wosking with

-

-Speed Settings “Sound Controls

_ 17ps —__Volume

—3%ps —__Tone (Treble/Bass)
___TV2ips " VYU Meter

__15ps - ____Neon Tube 17

~
N '

‘Movement Controls Tracks

_ _Play . .__Single
—Rewind | — _Dualt
—Fast Forward — Quarter

v

E Stop




4 4 ’ ‘- ,

‘ /

. {
4. Describe how the controls are operated (buttons, knobs, levers, etc.). Is there a separate control for
each function or are several functions (e.g., play, rewind, stop) on the same control knob?

t

* ’

5. What button® or devices must be operateci (and how) in ordgrcto set the machine to record?

-

v . .
. 14
L S

.6. Is a program indicator provided? Where is 1t located and how do you.reset it to zero? ~_

S 7. What input/output jacks are provided?

S

8. Check the prerecorded tape,you will be using What spéed has 1t been recorded at? How many
tracks are recorded? Set the tape recorder controls to fit the characterist\ncs of the tape

-

9. Based on the characteristics of the tape, can it be played on your tape recorder? Why {W (i
not, locate either another tape or another tape recorder)

.
Al

10 Describe the type of speaker(s) one or two 9peakers’7 part of the cover, built into the tape
_recorder, or separate? ‘

“.

-3
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p .
11. Locate the power cord and plug the-tape recorder ifito an outlet If the speakers are separate, plug

* them into the speakerjacks on the tape recorder Descrube the location qf the stored | power cord and.
the speaker jacks

-
P
7

- - - r
3 .
L] ” . J

12. Turn the machine on and. thread the prerecorded'tape ontd t
threading procedure, the controls involved, and the location of

.

e tape recorder Describe the
ese controls. ¢

..
\
/

~p

13. Turn the machine to "Play” ahd adjust the volume and tone Describe the controls used to make
these adjustments and what each control does * .

. »>
.

14 If there are two speakers, move them apart until the sound seems to come from a point between the

two speakers Describe the proper locatior of the speakers and any controls on the machine which
control the amount of sound coming from each speaker

N

-

+

15. .Assume you have a class of 20 students Arrange the seating, the tape recorder and the speakers as
you would4f you were using the tape recorder to present mformation to that group of 20 Start the
tape playing and make any necessary adjustments to volume, tone, etc NOTE: Atthis pomt move to
the expianation of Part | in the Feedback that follows

}

.
"

16 Rewind the tape..remove it from the tape recorder, thread the unrecorded tape onto the machine,
and attach the mlcrophone to the tape recorder Describe the procedure for attaching the mi-
crophone

.

33
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17 Expenment with using the machine to record, ysing your own voice Try placing the' mike igdifferent
- locations, adjusting tﬁmspeea control, speaking into the mike from various distances, adjusting the
volume and tone, and speaking into the mike loudly and softly Watch the VU Meter or Neon Tube
Ingicator if there is one Rewind and play back your recordmgé frequently to get feedback on the
qﬂahty Document the results of your expenmentatuon in wntmg (e g , what caused the best sound
reproducuon etc.?). . , |

Pl

18 Rewind the jape. removerit, and replace the tape and the tape recorder in their cases Then move to
the explanawon of Part Il in the Feedback that follows

Pant |: Aftér you have completed the first 15 items on the worksheet, use
Part | of the Tape Recorder Operation Checklist, p 35, to evaluate your
work Partil: After you have completed items 16-18, use Part Il of the Tape
Recorder Operation-Checklist, p 36, to evaluate your work

Feedback

I3
’




TAPE RECORDER OPERATION CHECKLIST .

AN

Directions: Place an X in the YES or NO box te mdacate whether each |tem

Name

was pel’fo’rmed successfully or not.

Resource Person

Partl R

When you were handling the tape recorder, you remembered to:
1. handle the mdchine without jarring it or-bumping 1t into anything .

When you were threading the tape onto the reel-to-reel recorder, you.:
2 useda take-up reel that was as big or bigger than the feéder reei

. made sure the dull S|de of the tape was against the recording head

. made sure the tape was firmly against the automatic shut-off feature, if the
recorder has such a feature . . *

. made sure the tape was firmly secured around the take-up reel by rotating the

take-up reel by hand
. mad'e sure the reels were locked Into place on the spindies through whatever
"methﬁ provided with the machine .
When ‘you were operating the recorder, you remembered to:
7. usethe stop control whenever you were changing functions{e g, movmg from

“play” to “rewind")

" The tape recorder, sPeakers and room are ad]usted and arrangéd for the group of

> 20 so that:

8. the tape tecorder is at the front ofpthe room
9. the speakers are at the ear level of the members of the class

10. if there is orle speaker, it is placed slightly off-center so the sound Is directed
diagonaly across the room; If there are two speakers, they are placed so that the
sound seems to come from between them . a e

The sound: v - r
11. 1s clear ahd undistorted . \

,

12 S loud enough to se-heard by all members of the class

13. has a pleasant tone .

-
.

(Return to the worksheet and complete items 16-18)

’

»
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. Yes No
Part Il
In threading and recording the unrecprded tape, you:
- 14: unwound and discarded a full turn §f tape if the tape you were using was new and
Still 88aled . ... .. e e e e

. 15. were able to get good sound reproduction through experimenting. (If you were
unable—tege%good sound at all, check with your resource person.) .

og:

In returning the tape and tape recordér to thelr cases, you:
. 16. stopped the machine as soon as the tape was rewound, so that the end of the tape
didn't get damaget by hitting against the machine ....7.. ...7..

+ -+ 17. returned all controls to their onginal or “off” positions ...

HiEn
oo o g

; | Tg. unﬂygged the machine, the speaker cords. and the microphone ..
4 19. returned all cords and the microphone to their storage areas .. . . .. D D

2 ek

LEVEL OF PERFORMANCE: All items shouid -receive YES responses. If any item receives a NO
response, correclthat condition using the actuaLequnpment and'materials If you have trouble oorrect-
ing the condition, check with your resource person or someone with expertise in the area of audiovisu-
als.

You may wish #0 contact your resource person, or someone eise you or

I your resource person may know of with expertise 1n the area of audiovisu-

. Optional als. This person could discuss with youspecial techniques or helpful hints
\ Activity ' that can be of use to you when you work with the tape recorder.

4
.- ,

-

v

You may wish to check into the latest advances in tape recorders You may .
@ I alsowish to identify educational audiotapes that are currently available If
v Optlonal there Is an audiovisual equipment dealership in your vicinity, you may wish
* - Actwny to visit them and look over their equipgment, or to make arrangements to
have one of their salespersons talk to you. If you cannot make such awvisit,”
you could write to one or more of the major manufacturers of educational
Aapes and tape recorders, asking for catalogue; *

/
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Learnlng Experlence \Y;

OVERVIEW

»

-

Enabling After completing Atheaxrequired reading, present ihformatton with prere-
Objective corded tapes in a practice situation.

-
. k)

‘

You will be reading the information sheet Using the Tape Recorderas an
lnstructional Device, pp. 39-41.

~

1]
You will be selecting an objective in your occupational specialty that lends
) itself to the use of an audiotape. /

.
>
b4 4
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You wulk sﬁ'lec.tmg. modtfying, or developing a'lesson plan designed to
achteve that objective using a prerecorded audvotape(s)

v
/

I4

@
-You'may wish to have your resource person review the adequacy of your
plan. :

2

?

AN

2

Yoy will be obtainirg or recording the noﬁary tape(s), and makmg
arrangements to secure the necessary equipment.

frie




*

. . _ -
You may wish to arrange through your res@urce person to visit a classroom .

in which a teacher experienced in the use of audiotapes-is presenting’
information using an audiotape and a tape recorder.
P

3
-

v’ J ’.. - ‘h- .
' . | o
You will be presenting your lesson to your resource pe;‘gor;.

Ll

- ”
- -

.
’ *
[ 3 . /

Your competency in presenting information with audiotape(s) and a tape

5

recorder will be evaluated by your resource person, using,tﬁe Presentation/

Checklist: Audiotapes, pp. 43-44.

- ’ ]
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Activity

and tape record
dures for their classroom

-

K}

#v,,e ve

-

For information describing the general and specific,uses of audiotapes
iggoresenting information, and explaining the proce-

use, read the following information sheet: -

K

USING THE TAPE RECORDER

AS AN INSTRUCTIONAL DEVICE

The tape recorder, used properly, can be one of
the more versatile pieces of audiovisual eqyipment
&vailable to you. However, befdTe attempting to
use the tape recorder, you should be aware of its
advantages, dfsadvantages, and recommended
procedures for using i1t asTa classroom tool

Advantages

A large variety of tape recorders 1s available
ranging in price from about $30 00 to several
" hundred dolldrs. The
newer cagsette record-
ers are lightweight, por-
table, and reasonable
enough in price that
most schools and many
teachers and students
own cassette recarders.

Such equipment is, -

therefore, readify ac-

cessible, and most

people know how to

operate it. Even without

previous experience,

the cassette recorder is

so simple to operate

that even a.small child

cando it. Since the cas-

sette tapes are en-

closed in a plastic case, . ’
they are easy to store and handle, and difficult to
damage. 1 o

Commercial audiotapes dggned for vocational
education coursework are available on a Iimited
basis. For'example, you can probahly purchase
tapes which contain dictation exercises for busi-
" ness and office education, or which are coordi-

nated with slides or filmstrips. gowever, the real
" advantage of the tape recorder is thatitis so simple

and so inexpensive for the teacher or-the students
to produce their own tapes. With portable cassette
equipment, audiotapes can be produced just
about anywherg, and at anytime. In additiph, once
atape is made, its contentis available for review by
the class, by.another class, or by individuals. When

Q

'd

the content is no longer needed, the tape can be
easily erased &nd reused.

>

Disadvantages

When using a large reel-to-reel recorder, bne
possible disadvantage is that it appears comgli-
cated to operate. In fact, it is not that complicated,
but the appearance can -be deceptive. Another
limitation of the large reel-to-reel recorder is its
size Itis notas versatile as the cassette recorderin
that it 1s not as portable. For instance, assume you
were going to take the class on a field trip. Itwould
-be a simple matter to bring along a cassette re-
corder just in case something comes up thét I1s
worth recording This 1S not-true of the large reel-
to-reel recorder.

-

>

Another potential problem with reel-to-reel re-
corders is that different models vary uathe humber
of tracks and ber ®f speeds available for use.
This mearis that a tapevecorded on one machine
may not play back correctly on another machine.

Thecassette recorder, too, has some disadvan-
tages. The quality of reprogluction is not as high‘”as
with a more expensge regigto-reel recorder, but it
1s adequate for mo$t cla¥Sroomsheads:. Also, un-
less the tape recorddr has some-sort of program ~
Indicator, it is often difficult t6 locate a particular, -
item on a tape. 2

«

=

£y .
Unlike records or slides, tapee-can be accidén-
tally erased. This can generally he avoided If each
' tape 1s-clearly marked as to its contents. In that
way, it wollq be more difficult to start recording
something new on a tape containing a Key presen-
tation. With cassette tapes, this can be easily
avoided{since the plastic case'f:as two places
where holes-can be punched odt to prevent the
tape from being erased iy

v

Classroom Procedures

.

If, as a part of a lesson, you are planing to play
back an audiotape which has been prerecorded
commercially or locally (i.e, taacher-made, stu-
dent-made, etc.), the classroom procedures are

~

~

)
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nearly identical to those described fof the record
player on pp. 17-19. The only critical difference
between the procedures for the tape recorder and
the procedures for therecord player is thag with the
reel-to-reel tape recorder, you should thread the
tape prlo;xo class.

Ifyou are planning to require studentsto operate
the taping equipment or to participate in recording
a tape, you need to explain thoroughly how to

. operate-the equipment and/or how to speak sp as
, 10 get the best quplity of saund reprpductlorf‘

Specmc Appllc?(p L
if students are g&ing to be discussing a critical

subject, if a panel discussion is to be conducted, if

_ a student is to_make a presentatiow, or if a guest

speaker will be visiting the class, a tape recordlx
can be made of these activities. A well-cond ™

ussion - or presentatlon can be reused in

nother class, used as a basis for class discussion,

»* or used on an. individual basis. Taped presenta-

. tions or discussions can also be *played for
" evaluation purposas. The mateyial 6ffthe tape or

expert

with groups.

If a teacher is presenting background or intro-
ductory material which forms the basis for an en-
tire unit of instruction, this presentation can be

.taped so that it is available to students who are

" #hight function well if the printed’matter were ac- .

. +th¥ performance_and competency of the pre- .

‘sentér(s) car?:e evaluated by the teacher or other
* students or the presenters themselves.

Audiotapes can be made of significant events.
which would not otherwise be accesdibletd-

sludents You could have a studentwho is attefid-

ing a student vocational organizatiort convention

pe some of the key presentations to share with
other members of ‘the Jocal o tion. You
. could haye individual stulients mterv:ew per
working in occupations releted™¥® their course—
‘work, ahchtape, those interviewsrtoshare with the
class. A person with expertise rélative to a concept
youa
* the school to make a presentation. However, Wis

2

3

rying te teach may notbs.able to come to:

absent or who need review.

Teacher-made tapes can often’give tha teacher
that “third hand” that's always n%eded students.

working on indi-
vidualized aotivities can.
be prepared for,or , -
guided through, those
activites with taped ex-
planatlons or instruc-
tions recorded by the -
teacher. Worksheets or
programrned ingtruc-
tional material

slides or filmstrips can
be paired with '
teacher-made tapes, al-
lowing students towork
with less direct teacher
assiStance. This gives
the teacher more class
time or laboratory time o
to work with other |nd|V|duaIs or small groups in
are'as that require nrore direct teacher assistance._

Audiotapes can be of great assistance to stu-
dents who have reading difficulties. A studentwho-
would ordinarily have dlfflCdlty describing in writ-
ing the' progress he/she is making with a project,
might be able to axplain his/her progress ¢learly
on tape. Likewise, a studentwhaodhas trouble work-

inY independently because so much of the indi- -

vidualized instruction relies on the prmted word,

companied by a tape.

could a tapeq presentation .instead.
Again, t ntage of suc 1S that they oan

be stored andWeused both)mth mdwud%als and

S
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Thg; is not to say that the student should be. then allowmgthe student to work with atapels an
allowed to- avoid reading and writing completely. -excellent device.,

The student should get practtee and ass&t?e in Finally, audiotapes are a valuable tool for stu-

dent self-evaluation or for- -group evaluationduring
-Ieadershlp training activities ‘(e.g, public speak-
ing,'conducting meetings, presentmg reasons for’
placings in judgmg contests, preparing to present
awardsnx recognitions, prep'anng for degree
« ceremo etc)

" . that area. The point is that it is not entirelyYair to
rate astudent’s performance ina pa*tlculara eaon
the basis of his/her inability to write coherently,
rfor is it fair to allow him/her to muss information
completely because it was given in written form
onlyf a competency volves the ability to write,
then it is fair t that ability Mowever, if the -
competénfy i > f dces not involve writing skills,

~ +_ . “‘ .
Sélect a student performance objective In your occupational specialty
which could be achieved, at least partially, by using a audiotape. (In a real
world situation, you start with an .objective and then selegt the most
appropriate materials and/or teachlng methods. In this practice situation,
wowevar, you, need to seléct an’objective that lends itself to uSmg an
audmotape) o .

& T R .= ~ }
- Prepare a detatled lessorgglan which includes the use of an audlo!jpe In ‘
ydur plan, explam what tape(s) will be needed, how-t will be used, and

~ when Instead of developing a lesson plan, you may select a lesson plan
that you hatie developed previousty, and adapt tgat plarso thatt mclgd_es .

;

the use ‘'of an audiotape . -

ACfl\;lfy

v (Y ) S ¢
You may wnsh to have your'resouri:e person review the adequacy of. your
pltan He/she could use the Teach‘l?erformance Assessment Form in
Module. B-4, Deveiop a Lesson Plan, as a guide

D ‘ S

~Based on your lessom plan, select and obtain the tape(s) you will need to
. make your presemation Also, arrange to have the appropriate type of tape
recorder (based on the type of tape you will be using) available when you
make your presentgtlon i.

/\\ . ' . ! . _—
i ‘I . Before presenting your Jesson, yommay wish to atrange through‘your .
Optional resource ‘person to observe a les qvolvmg the use of anr audiotape -
Activity . which 1s being presented by a vocauona teacher in your service area who
' IS experlen&ed in usmg{thls techmque )

4 ' 4 \.\ .'. "”l -
. ? S LR P L
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Feedback

-
>

F B ad

In a simulated classroom situation, present your lesson to your resource
person. Your resource person will serve two functipns: (1) he/she will .
role-play a student to whom you are presenting theTebson, and (2) he/she ”
wnII evaluate your performarnce\‘ » ' )

43-44, before making/your presentation in order to ensure that he/sh
knows:what to look for in your lesson.

- -
2

, V
¢ B

- Giveyour resource Qrson the Presentation Checklist: Audiotapes, pp x

!

»
L
L 4]
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PRESENIKTION CHECKLIST AUDIOTAPES L N\

9

* Directions: Place an X in the NO, PARTIAL, or FULL box to indicate that "™
- each of the following performance components was not accomplished,

partially accomplished, or fully accomplished. If, because of spegial Cir- s
cumstances, a performance component was not applucable orimpossible

to execute, place an X in the N/A box. . Resource Person

N

LEVEL OF PERFORMANCE

-

vy
o

9,

. 'p oy
“uy

The teacher: ol

- o
1. arranged the physical settingin advance,in‘a way that would ensure
that all students could hear the presentation ciearly ............

2. had equipment and mater|aISvas§embled in advance .. .... .

3. set up equipment and threaded the tapé according to manufac-
turer's recommendationg ........... ... e ..

4. prechecked the equipment and preset tope, volumb, etc. ....... )
- A *qu
5. adjusted the sound so that it met the foltowmg cntgna
a. clear andundistorted . ..... ...

b. Ioud enough to be heard by all memb¥rs Q,I the class
c. pleasanttone .. ......... oo Ty

- 6. used a tape which met the following criteria; . ﬁ“
" "a. content was at s}udents‘, comprehensu)n Ievel .

-

o b. tape aided In meétmg the objectlve s) of theLsson
c. content was mo"hvatfonal and interesting ...02............ .

' . d. content was of good qualuty (e.g..gvell orgamzed Clear, Ioglcal
error free, and up to date) ..... B A

'e. recorded sound was of gqo&uallty C e R .

4

o f. tape wa lﬂgoodcondltlon ." ...... T «'.T.,,.
j\_ £

7. revuewed listening skills with students before playung the tape -,

P

0000 DDD,DDD OO0 00

.

8. prepared students

tely for_ the tage (e.g., raisad key ques-
t@ns, defined termg, s e D

0. 0000 000 000 00 OO
0 0000 000 0oo oo og

0 CO0o.000 000 oo g

¢
&
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&
10. had the tape set so that it started at the right place when tu rned to D

11. stopped™he tape as soon as the selection had ended ..........

" 12, summanzed (or had class members summarlze) the tape content D

. 14. obtained student feedback on students’ evaluation of the tape .. D

Yoy

] Ly

o

4

00080 O

-9. presented the tape ata Iogucal ‘point in the lesson .. ... N
-

i
l
{

-

play during the 1@SSON . ..........couierieieeiaiiainnnn.

Ooooa-

13’ obtained student feedback on students’ understanding of the tape D

Ooogog O

¢

EL OF PERFORMANCE: All items must receive FULL, or N/A responses. |f any item receives a Nb or
PARTIAL response, the teacher and resource person should meet to determine what additional activities
the teacher needs to complete in order to reach competency in the weak area(s).

R

y




Terrminal
Objective

As you plan your,lessons, decide when records and audlotapes could be
used aflectively to aid you in meetifig the lesson objectives. Based on those
decisiong, present information with audio recordings. This will include— ﬁ
° decidmgifyouwishtoteachadndobmnwhichinwrporatesme .
use of both records and audiotapes; or if you wish to teach two

* lossons, oneusmgarooordandoneuslng audiotape

o selecting, modifying, or developing a lesson plan(s) wh»ch includes

the use. of these tochniquee
e selecting, obtai‘mng, or-preparing the necessary materials
e securing the necessary equipment 4

.prewningthelesaon(s)tottnclass L .

NOTE: Your resource person may want you to submit your written lesson
- plan(s) to him/her for evaluation before you present your lesson(s). it may

- be helpful for your resource person to use the TPAF from Module B—4,
Develop a Lesson Plan to guide his/her evaluation.

Arrange in advance to hdve your resource pomon observe your Iesson,
prasantatlon(s) .

) Your total competaney will be assessed by your-resource person, using the .
Teacher Performance Assessment Form, pp. 47-49. L,

Based upon the criteria spegified irf this assessment instrument your
resource person will determine whether you are competem in presentmg
information wtm audio recordings.

-

* For a definition of “actual school situation,’ ‘360 the inside back cover
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,.TEACHER PERFORMANCE ASSESSMENT FORM . ° .

Present information with Audio Recordmgs (C 26) '

Name

Directions: Indicate the Ievel of the teacher's accomplishment by placing
an X in the appropriate box under the LEVEL OF PERFORMANCE heading. ®»e

if, because of special circumstarces, a performance component was not
applic,able.i?r impossible to execute, place an X in the N/A box. Resource Person

LEVEL OF PERFORMANCE

&
N
® IS 'y
g & & (4]
Records PSS . s & o.°° I ie°°b <&
The teacher: )

1. arranged the physical setting in advance in a way that
would ensure that all students ¢ould hear the presenta-
tion clearly .

,

000 OO0 @O oo
ooo oo oo WM

«
2. had equipment and materlamgssembled tn advance

1

OO0 O 00 4o odo od go
OO0 O OO ougd gobyug ao
OO0 .0 O odd odd gdd oo

oo o g
000 O

3. set up equipment and pl@ﬁ record on the turntable
according to manufacturer’ recommendations

5

v o
4. prechecked thé equupment and preset tone, volume, etc

\
5. zdjusted the sound so that it met the following cnteria.
) . clear and undssforted

- b. loud enough to be heard by‘the class
c. pleasant tone

.

6. used a record which met the follgwing criteria
a. coment was at students’ comptehension level .

b record aided in meeting the objective(s) of the lesson
¢. content was motivational and interesting

-d. content was of good quality (e g., well organized,
clear, logical, error free, and up to date)

:

e recorded sqund was of good quality

f. record was In good condition
7. reviewed hstenmg skills with students before playing the
record . e

8. prepared students adequately for the record (e g ransed
key question, defined terms, etc )

00 0 0OE 000 000 00O OO

9. presented the record at a logical point in the lesson
f [ 3
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» v g 3 Y

S & &
. 10. . placed the needle at the proper pointon therecord on the

first trywithout allowing the needle to scratch the record

11. removed the tone arm from the record as ‘soon as the
record (or record section) was finished without allowing
the needle to scratch the record N

12. summarized (or had class members summarize) the rec-
ordcontent . ... ... ..., ... . ..

13. obtained student feedack on students’ understancfng
of the record e e e e e e

-

O 000 O
[]
0
L]

14. obtained student feedback on students’ evaluation of the
record e . C e

U o
o g
O O

Audiotapes

The Teacher:.

15. arranged the physical setting in advance in‘a way that
would ensure that all students couchxear the presenta-
tion clearly . ; .

16. had equipment and materials assembled Il advance
~

17'Jset up equipment and threaded the tape accordmg to
manufacturers recommendations ~ . .....

18. prechecked the equipment a reset tone, volume, etc

LOOo DD’DD
000 go.od
000 OO0 OO

19. adjusted the sound so that it mel\the followmg criteria
a. clear and undistorted * . \

b. loud enough to be heard by alt members of the class

€

c. pleasgnttone .. . . ...a .. .t

OO0 0o gy

.

S
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20. used a tape which met the following criteria

a.

b.

C.

content was at students’ comprehension level
tape aided in meeting the objective(s) of the lesson

content was motivational and interesting .

.

d. content was of good quahty (e.g., well organized,
clear, logical, error free; and up to date)

OO U, »

e. recorded sound was of good quality . .. ... .

f. tape was in good condition.

00 00 O OO0 OO0 %,
00 00 O OO0 000 4,
00 oo o 0o ood

00 OO0 00 000
00 QO O OO0 000 S,

21. reviewed listening skills with students before playung the ’D
tape ............. ...... e e e -
22. prepared students adequately for the tape (e g., raised D -
key questions, defined terms, etc.) .
23. presented tr)e tape at’a logical point in the lesson . ' D
24, had the tape set so that 1t started at the nght place when D
turned to play during the lesson . .. ..
25. stopped the tape as soon as the selection had ended D A
26. summarized (or had class members sﬁmanze) the tape ‘
content, ... .... e e e D D D D DD .
27. obtained student feedback on students’ understanding [:]‘
.ofthetape ...... .. .. . ... D D D D D
. -~ Ve .
28. obtained student feedback on students’ evaluatvon of the
t@pe. ......... onspeebestone™ O OGO O OO

LEVEL OF PERFORMANCE: All items must receive N/A, GOOD, or EXCELLENT responses. If any item
receives a NONE, POOR, or FAIR response, the teacher and resource person should meet to-determine
what additional activities the teacher needs to complete in order to reach competency in the weak
area(s). AR .
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ABOUT USING THE CENTER'’S PgTE

+ o'

MODULES

O(ganlzaﬂon
Each module is designed to help you gain competency
in a particular skiff area constdered important to teach-
ing success. A module is made up of aseries of learning
experiences, some providing background information,
some providing practice experiences, and others com-
bining these two functions Completing these exper:-
ences should enable you to achieve the terminal objec-
tive In the final learning experience The finalexperiepice
ih each module always requires you to demonstrateithe
skilt in an actual school situation whenyeu are an intern,
a student teacher, or an inservice teacher

Procedures

Modules are designed to allow you to individualize your
teacher edutation program You need to take only those
modules covering skills which you do not already pos-
sess Similarly, you need not complete any learning ex-
perience within a module If you already have the skill
needed to complete it Therefore, before taking any
module, you should carefully review (1) the Introduction,
(2) the Objectives listed on p 4, (3) the Overviews pre-
ceding each leatning experience, and (4) the Final Ex-
perience. After comparing your present needs and com-
petencies with the information you have read in these
sections, you should be ready to make one of the follow-
ing decisions
~ ¢ that you do not have the competencies indicated,
and should complete the entire module
e that you are competent in one or more of the en-
abhng objectives leading to the final learning ex-
perience, and gheus can omit that (those) learning

»

experience(s)

e that you are alfeady competent in this area, and
ready to complete the final learning experience in

« order to “test out”

e that the module 1s inappropriate to your needs at
this time

When you areready to take the final learning experience
and have access to an actual schodl| situatron. make the
necessary arrangements with your resource person If
you do not complete the final experience successfutly,
meet wit resource person and arrange (1) to re-
xperience or {2) complete (orreview) previous
‘ of the module or other related activities
your resource person before attemptingto
repeat the final experience

Options for recycling are also "available 1n each of the
learning experiences preceding the final experience
Any time you do not meet the minimum level of perfdr:
mance required to meet an objective, you.and your re-
source persbn may meet to select activities to help you
reach competency This could involve (1) completing
parts of the module previously skipped. {2) repeating
activities, (3) reading supplementary resources or com-
pleting d4dditional activities suggested by the resource
person, (4) designing your own learning experience, or
(5) completing some other activity suggested by you or
_ your resource person

ERIC

Aruitoxt provided by Eic:

Terminology

Actual School Situation .refers to a situation In
which you are actually working with, and responsible
for, secondary or post-secondary vocational students In
a real school An intern, a student teacher, or an in-
serviceteacher would be functioning in an actual school
situation If you do not have access to an actual school
situation when you are taking the module, you can com-
plete the module up to the final learning experience You
would then do the final learning experience later, 1 e,
when you have access to an actual school situation

Alternate Actlvity or Feedback refers to an item or
feedback device which may substitute for required
items which, due to special circumstances, you are un-
able to complete -

Occupational Specialty refers to a specific area of
preparation within a vocational service area (e g, the
service area Trade and industnal Education includes
occugational speciaities such as automobile me-
chanics, welding, and electricity)

Optional Activity or Feedback refers to an 1tem
which 1s not required, but which is designed to supple-
ment and enrich the required items in a learning experi-
ence

Resource Person . . refers to the person in charge ‘of
your educational program, the professor, instructor,
administrator, supervisor, or cooperating/supervising/
classroom teacher who is guiding you in taking this
module '

Student  refers to the person who is enrolied .and
receiving instruction In a secondary or post-secondary
educational institution ! -

Vocational Service Area refersto amajor vocational
tield. agricultural education, business and office educa-
tion, distributive education, health occupations educa-
tion, home economics education, industrial arts edu-
cation, technical education, or tradé and industrial edu-
cation -

You or the Teacher refers to the person who is tak-

ing the module )

Levels of Per!ormant.:e for Final Assessment

N/A The criterion was not met because 1t was not
applicable to the situation N

None  No attempt was made to meet the criterion,
although 1t was relevent

Poor The teacher 1s unable to perform this skill or
has only very iimited abllity to perform it

Fair  The teacher is unable to perform this skill in an
acceptable manner, but has some ability to perform it
Good The teacher Is able to perform this skill in an.
effective manner ; .
Excelient The teacher s able to perfdrm this skill ina
very_effective manner -

7
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PAFullToxt Provided by ERIC

Tltles of The Center's -

Performance-Based Teacher Education Modules =~ -

A-1  Prepere for a Community Survey

A-2 Conduct a Community Survey

A-3  Report the Findings of a Community Survey
A-4 Organize an Occupational Advisery Committee
A-5  Maintain an Occupational Advisory Comm ittee
A-8 Develop Program Goals and Objectives ~ ~ -
A-7 Conduct an Occupetional Analysis

A-8 Devolop s Caurse gl Study

A-9 Program Plans

A-10 ConductaStudemmmUp Study

‘A-11  Evaluate Your Vocational Program

Category B: instructional Planning

B-1 Determine Needs and interesiplof Students

B-2 Develop Student Performance Objectives

B-3 Develop a Untt of Instruction

B-4 Develop s Lesson Plan

B-5 Student Instructional Matenals f

B-8 ° Teacher-Madg instructional Materiais :

. C: inestructional Execution !
Direct Fieid Tnps
- uct Group Discussions. Panel Discusiions, and

posIUMS -
0—3 Empioy Brainstorming, Buzz Group, and Question Box

Techhiques
C—4 Direct Students in instructing Other Students
C-5 Employ Simulation Techniques
C-8 Guxde Student Study
C-7 Direct Student Laboratory Expenence
C-8 Direct Students in Applying Probiern—Soivlng Techniques «
C-9 Empioy the Project Method
Introduce a Lauon
Summarize a Lesson ' )
Empioy Oral Questioning Techniques
Employ Reinforcement Techniques
Provide Instruction for, Slower and More Capable Leamers
Present an lllustrated Talk N
Demonstrats a Manipulative Skill
Demonstrate a Coneept or Principle
individualize instruction
Empioy the Team Teaching Approach
Use Subject Matter Experts to Present Information
Prepare Bulletin Boards and Exhibits ™
Present Information with Models, Real Objects, and Flonnol

Boards

Present infoapation with Overhéad and Opaque Mabnaiu
Present information with Filmstrips and Shides
Present information with Films A
Present information with Audio Recordings
Present information with Televised and Videotaped Matérials
Empioy Programmed instruction

‘Fresent Intormation with the Chd‘kboard and Fiip Chart
Category D: instructional Evaluetion
D-1  Establish Student Performance Critena
D-2 Assess Student Performance Knowiedge
D=3  Aseess Student Performance Attitudes -
D-4  Assess Student Performance Skills
D-§ Determing Student Grades
D-6 Evsluate Your Instructional Effectiveness

Calegory E: inetructionsl Mansgement .

E-1  Project instructional Resource Needs

E-2 Manage Your Budgeting and Reporting Responsibiiities
E-3  Armrange for improvement of Your Vocational Facdities
€-4  Maintain a Filing System

e

-

«

E-5 Provide for Student Safety

E-6 Provide for the First Aid Needs of Students
E-7  Asmist Students in Developing Self-Discipline |
E-8 Organze the Vocational Laboratory |
E-9 Manage the Vocationai Laboratory |

Category F: Guidance . .

F-1 Gather Student Data Using Formal Data-Collection Techn'qm
#-2  Gather Student Data Through Personal Contacts

F-3  Use Conferencesjo Help Meet Student Needs

F—4~ Prowvide Information on Educational and Career"Opportunites
F-5  Assist Students in Applyrfig for Ermployment or Further Education

cmgory G: School-Community Reiations
Develop a Schoo-Communny Relations Pian for Your Vocational
Program
G-2 Give Presentationsto Promote Your Vocationsl Program
G-3 Develop Brochures to Promote Your Vocationai Program

G-4 Prepare Dispiays to Promote Your Vocational Program

G-5 Prepare News Releases and Articles Concemugﬁour vocational
Program

G-6  Arrange for Television and Radio Pmontahons Concerning Your
Vocational Program

G-7 Conduct an Open House

G-8 Work with Membesd of the Community

G-9 Work with State and Local Educators

G-10 Obtan Fesdback aboyt Your Vocatiohs#Program

Category H: Student Vocational Organization

H-1 Develop a Personal Philosophy Concerning Student Vocational
Organizations

H-2  Establish a Student Vocational Organization

H-3  Prepare Studem Vocational Orgamutnon Motnberi for
Leadership

H-4  Assmst Studom Vocational Organization Members in Developing
and Financing & Yearty Program of Activities

H-5 Supervise Actrvities of the Student Yocational Organization

H-8  Guide Participation in Student Vocational Organization Contests *

Category |: Professionsl Role and Development !

1-1 Keep Up-to-Date Professionally

-2 Serve Yowr Teaching Profession . .
-3 Develop an Active Personsi Philosophy of Education

-4 Serve the School aad Community -

I-5  Obtain a Suitable Teaching Position -

+8 Provide Laborstory Expenences for Prospective Teachers

=7 Pian the Student Teaching Experience .

-8 Superytse Student Teachers

Category J: Coordination of Cooperative Educats e

J-1  Establish Guidelines ¥or Your wve Vocational Program
J-2  Manage the Attendances. Tran . and Terminations of Co-Op

Students,
J-3  Enroll Students in Your Co-Op Program -
J-4  Secure Training Stations tor Your Co-Op Program
J-5  Place Co-Op Students on the Job
J-6  Develop the Training Abilify of On-the~Job instructors
7 Coordinate On-the~Job instruction B
J-8  Evaluste Co-Op Students’ On-the-Job Portormnnce
J-9  Prepare for Students’ Related instruction
J-10 Supervise an Empioyer-Employee Approcmioﬁ vom
RELATED PUBLICA | m 55 e :%N s
Student Guide to Using Performance-Based Teacher Education o *
Magterials -
Resource Person Guide to Using Performance-Based Teacher
Education Materials
Guide to the lmpbmomaﬁon of Podormnnco—Buod Teacher Education

L 2 ‘

0 o

For information regarding avallabiiity and prices of these materials contact—

i

AAVIR :
American Association for Vocational instructional Materials . *
- 120 Engineering Center e Athens, Georgia 30602 o (404) 542-2586

52




