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This module is one of a series of 100 p}aﬁormancé—ba{éed )

teacher education (PBTE) learning packages focusing upon
specific profesgropal competencies of vocafionai teachets The
competenciesiupon which these modules are based were iden-
tified and verified through research as being important to suc-
cessful vocationa ching at both the secondary and post-
secondary levels of instruction The modules are suitable for
the preparation of teachers in all occupatianal areas

Each module provides learning experiences that integrate
theory and application, each culminates with criterion refer-
enced assessment of the teacher's performance of the spec-
ified competency The materials are designed for use.by indi-

. widual or, groups of teachers in trathing working under the

&4

resource persons Resource personsgshould be skilled in the
teacher competency being develop€d and should be thor-
oughly oriented to PBTE concepts and procedures in using
these materials. .

The design of the materials provides considerable flexibihty for
planning and: conducting performance-based preservice and
inservice teacher preparation programs to meet a wide variety
of individual needs and interests The materials 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 tévelopment of voca-

direction and with the assistance of te{fher educators acting as

. tional teachers Further information about the use of the mod-

ules In teacher education programs 1S contained in three re-
lated documents Student Guide to Using Performance-Based
Teacher Education Materials, Resource Person Guide to
Using Performance-Based Teacher Education Materials and
Quide to Implementation of Performance-Based Teacher
Education.

4

The PBTE curriculum packages are products of a sustained
research and development effpvrt by The Center's Program for
Professional Develop«pent for Vocational Education Many in-
dividuals, institutions,'and agencies participated with The Cen-
ter and have made contribytions to the systematic devejop-
ment, testing, revisiorand refinement of these very significant
training materials Over 40 teacher educators provided input in
development of initial versions of the modules, over 2,000
teac hers and 300 resource persons in 20 universities, colleges,
and post-secondary institutions used the materials and pro-
vided feedback to The Center for revision and refinement

Special recognition for major individual roles in the direction,
development, coordination of testing, revision, and refinement
of these matenials is extended to the following program staff
James B Hamilton /Program Director, Robert E Norton, As-
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soclate Program Director,'Glen E Fard: , Specialist, Lois Har-
rington, Program Assistant, and Karen Quinn, Program Assis-
tant Recognition is also extended to Kristy Ross, Technical
Assistant, Joan Jones, Technical Assistant, and Jean Wisen-
baugh, Artist for their contributions to the final refip@ment of
the materials. Contributions made by former program staff to-
ward developmental versions of these materials are also ac-
knowledged Calvin J. Cotrell directed the vocational teacher
competency research studies upon which these modules are
based and also directed the curriculum development effort
from 1971-1972 Curtis R Finch provided leadership for the
program from 1972-1974,

Appreciation 1s aiso extended to all those outside The Center
{consultants, field site coordinators, teacher educators,
teachers, and others) who contributed so generously in various
phases of the total effort. Early versions of the materials
developed by The Center in cooperation with the vocational
teacher education faculties at Oregon State Unwversity and at
the Universjty of Missouri-Columbia Preliminary testing of the
matehials was conducted at Oregon State University, Temple
Unwversity, and ‘University of Missouri-Columbia.

Foliowing prehmfnary testmg. major revision of all materna]s
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-
tral Washington State College, Colorado State University, Ferris
State College, Michigan, Florida State University, Holtand Col-
lgge, PE I, Canada, Oklahoma State Unwversity, Rutgers Uni-
. versity, State University College at Buffalo, Temple University,
University of Arizona, University of Michigan-Flint; University of
Minnesota~Twin Cities, University of Nebraska-Lincoln, Univer-
sity of Northern Colorado, Umversnty of Pittsburgh, University
of Tennessee, University of Vermont, and Utah State University.

The Center is grateful to the National Institute of Education for
Sponsorship of this PBTE curriculum development effort from
1972 through its completion Appreciation is extended,to the
Bureau of Occupational and Adult Education ofthe U S Office
of Education for their sponsorship of training and advanced
testing of the materials at 10 sites under provisions of EPDA
Part F, Section 553 Recognition of funding support of the
advanced tésting effort is also extended to Fernis State College,
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Director .
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THE CENTER FOR VOCATIONAL EOUCATION
The OneS1ste Unvers 3 140 Renne Roes Comminn Or 4379
s

The Center for Vocational Education’s mission 1s to
increase the ability of diverse agencies. institutions, and
organizations 1o solve educational problems relating to -
individual career planning and preparation The Center
fulfills s mission by

o Generating knowledge through research

o Developing educational programs and products

¢ Evaluating individual program needs and outcomes

¢ Installing educational programs and products

o Operating information systems and services

¢ Conducting leadership development and training
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The American Association for Vocational Instfuctionai
Materials (AAVIM) is an interstate qrganization of univer-
sities, colleges and divisions of vocational education de-
voted to the improvement of teaching through better in-
formation,and teaching aids .




INTRODUCTION

Obviously, the ultimate purpose of all your train-
ing as a teacher is to enable you to effectively
instruct the students who will be ih your classes.
Teachers can be brilliant in their subject areas and
conscientious in following good educationa!
techniques, but if their students are not listening,
all their preparation is wasted. This is where the
concept of discipline comes ih. In order for your
classroom to be a productive place, an environ-
ment conducive to learning must be maintained.

The teacher is responsible for establishing this
environment, either externally or by developing

self-discipline within the students. Because this

responsibility belongs to the 'teacher, some
sources feel that the fault for any disciplinary prob-
lem lies more often with the teacher than with the
students. However, according to Dreikurs, "If a
salesman fails to overcome cusfomer resistance,
he is fired. If a teacher fails to overcome student
resistance, the student i1s faled.”’ In other words,
the faillurg of the teacher to maintain an environ-
ment conducive to learning is transferred, unfairly,
to the students.

1 Rudoif Dreikurs, Psychology in the Classroom A Manual for Teachers

(New York, NY Harper & Row Publmhers? In¢, 1968), pp 36, 37

/

To be successful on the job a/nd to get along well
in sogiety, all students must develop a reasonable
pattern of self-discipline. This module 1s designed
to help you to identify and use classroom proce-
dures which. will serve to develop 1 students the
ability to discipline themselves, and to develop the
type of environment which aliows learning to take

place.
\
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| Objectives

Enabling Objectives: ,

1. After completing the required reading, demonstrate

knowledge of the concepts of, and |mportant con-

. . siderations involved in, classroom discipiine (Learn-
ing Experience 1).

2 After reviewing relevant materais, develop accepta-
ble standards of. behavior for the vocational ciass-
room and laboratory (Learning Experierge 11

3. Given several case studies describing how hypothet-
icalteachers handled classroom discipline problems,
critique the performance of those teachers (Learning

"Experience I1l)

Prerequisites

To complete this module. you must have compétency in
developing a lesson plan If you do not already have this

mine what method you will use to gain this skilf One
option 1s to comiplete the information and practice ac-
tivities In the following module

e Develop a Lesson Plan, Module B-4

Resources

A list of the outside resources which 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 additiohal ref-
erences in your occupational 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 dlrectlons or In assessing your progress at any
time.

’
.

ERIC ~'

.

competency, meet with your resource person to deter--

Learning Experlence | .
Optional

Reference Gray, Jenny The Teachers Survival
" Guide. Belmont, CA Fearon Press, 1974 -

Reference Mager, Robertand Peter Pipe Analyzing
Performance Problems. Belmonf, CA FearonPress,
1970. ‘

Reference. Madsen, Chatles H. Jr and Clifford K
Madsen Teaching/Discipline Boston, MA Allyn
and Qacon Inc, 1970.

Reference Buckley, Nancy K and Hill M Walker
Modifyang Ci¥ssroom Behavior Champaign, IL Re-
search Press Company, 1970,

A resource pérson and., or peers with whom you can
discuss classroom discipline
Learning Experience || .
‘Required .
School and district policy manuals to review

A safety handbook in your occupational spemal}y to
review

A resource person
guidelines

Optional

An experienced teacher whom you can observe de-
veloping classroom pohicies with students

«

to evaluate your wntten

Learning Experience |l|
Required

3peerstoworkwithyou i discussing and criiquing®
case studies (required only if you select this alter-
€ nate activity)

Learning Experience v

Requured .

An actual school situation in*which you can assist
students in developing self-discipline

A resource person to assess your competenc
assisting students in developing self-discipline

A

This module covers performance element numbers 186-191 from-Calvin
J Gotrell et al , Mode! Curricuia for Vocational and Techmgal Education
Report No VTColumbus OH The Center for Vocationai Edu‘&aﬂnon The
Ohio State University, 1972), The 384 elements tn this document form the
research base for all The Center's PBTE module development
Forinformation about the generat organization of each module. general
procedures for thefr use, and términclogy which 1s common to all 100
modules, see About Using The Center's PBTE Modules on the nside-
back cover ’
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“Learning Experience |
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Activity

-4
19\ Kl

For information on disciplinein teaching, preventive measures that éan te’
- -#¥  empidyed to deter problems, and suggestions on how to handle problems
that do arise, read the following information sheet:

'
\

—t—

AN INTRODUCTION,TO DISCIPLINE

Discipline is far more than handing out punish-
ments, however, the word "discipline” has some
negative, limiting connotations generally as-
sociated with it. In the past,"words such”as “re-
straint,” “repression,” and “standardization,” were
considered to be synonymous with discipline This
conception of discipline assumed the existence of
iron-handed teachers representing tradition who
ruled through fear by their rules and artificial stan-
dards. The emphasis was on penaities. The stu-
dents in this situation conformed to these external
restraints with unquestioning obedience—quietly
and passively repressed. e,

The contemporary concept of discipline entails
creating an environment conducive to the de-
velopment of self-control in students. Instead of
repressing students’ interests, the téacher s aware
of individual -differences and guides students’
interests toward constructive ends. Standards in
this environment are understood by the students,
and the emphasis Is on rewards rather than penal-
ties. There 1s concern with developing goad
student-teacher relationships in a spirit of cogpér-
ation and mutuali trust.

i -

Unfortunately, this latter concept can also yieid
negative results if handled improperly. On occa-
sion, teacher$ have interpreted this concept as
meéaning unlimited freedom. Freedom is not un-
limited nor does it imply permissiveness A class-
room is a community of individuals and, as such,

there néed to be some freedoms, some respon-

' u\\/cease to teSt you and-you will probably not be

-~
..
“
\ >
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“ .
sibilities—some open areas and some con-
straints—else there will be chaos toreplace the old
order of repression. ' N

To reach the golden mean between repsession
. and chaos, one conceptwith which you need to be
familiar is preventive discipline: setting up an en-
vironment in which.discipline problems.will not
occur. Don't expect this ideal state to ever mate-
rialize completely, but striving always in that direc-’
tion as if it were possible can only be constructive,;
it can't hurt,

Preventive Measures

Most experienced teachers agree that the first
‘week of school is the most important. If, during
that time, you can establish firmly your expecta-
tions régarding rights and responsibilities, you're
more than halfway there. Once control or order is
established, you can‘always relax your control, if it
is not established initiafly or if it is lost, it is ex-
tremely difficult to reestablish. Students almost
invarjably test new teachers. If you are firm, yet fair
and consist to begin with, they will probably

retested at each new turn in the road.

Knowledge and planging are two keys to a good
learning environment. Before you ever step into
that room full of students, you need to be well
versed in your subject area (and to work to stay
current in your field by readinéor attending meet-
ings). You need to know how learning occurs and
you need to be thoroughly familiar with all school
policies and regulations. You should also be aware
of student peer group standards and behavior pat-
terns. Teachers can easily misunderstand signals
coming from students when they are not “tyned
in” to the peer pressures students may be ex-
periencing. ' .

Not only should you yourself be well prepared; a
well-organized classroom or laboratory is also
needed to promote a good environment for learn-
ing. Have your room, equipment, and supplies
ready and functional, and develop standards or
routines for their use in normal and in emergency
situations—a place for everything and everything
inits place. Plan the laboratory so that students do
not need to disrupt each other's work in order to
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. get tools or supplies. Space out the work stations

so there is sufficient “elbow room." 2 Standardiza-
tion of this sort provides security and minimizes

tensions.

Plan to.provide for physical comfort in your
room. A room which appeals to the senses (attrac-
tive and interesting to look at, uncrowded, well
lighted, well ventilated, not too hot or cold, etc)
will aid you in malntannnng interest You know
you rself that if you'te uncomfortable, your misery
takes up all your thoughts and energies. Work to
keep outside noise and Iaboratory noise as low as
possible.

Have a seating plan prepared You may not want

\ |

\ S

O O

to have assigned seats all year, or your original

4

c

plan may have to be changed as you know your
students and their tendencies better -However,
starting with a temporary seating plan serves two
tmmediate purposes. it aids you in keeping control
before you know your students, and it can aid you
ip learning your students’ names quickly.

Knowing names is.deceptively important As
long as "a stydent knE)\’Ns he’'she Is anonymous,
he/she feels more free to misbehave. Without
names, the classroom is impersonal Learning

“those names Is an important step toward develop-

ing good teacher-student relationships

“ Finally, have your lesson plans prepared and
ready ta go. Pran enough to fill the whole pergpd
One of the easiest ways to encourage problems Is
to create a situation where students are either

bored or idte. Get the class busy and active right -

awayBegin some form of laboratory work on the
second day of thesemester Each day, getthe clads
moving without delay Use your material and your

)

}

2 Togainskillin organizing an effective iaboratory. you may wish to refer i
to Module E-8, Organize the Vocational Laboratory

- ‘
.

¢

and greet students at the door.

- N .
. A . ‘
personahty to mof}vate and involve your students

right from the start." ,\ v

On that first day of c{ass, get to your room early
Begin class
promptly and get students seated quickly accord-
ing to your seating chart Move around your class
and be aware of what's going on, but don't get
hung up on trivia. Keep a sense of humor Find
something pleasant to say to each student Actas
though you are anticipating @ great year Show
enthudsiasm for your subject Tell students about
some of the exciting and mterestlng ;hlngs they
will be doing

Cover school rules and your initial classroomns
standards, make sure students understand them,
and be firm about your intention to uphold those
rules and standards. Then, get moving on content
matters relevant to you? vocationpl service area
(1e, alesson) Remember, beforé you start any-
thing, make sure you have everyone's undivided
attention first, ang be sure any directions you give

are clear If students are not paying attention or”

don’t understand what they are to do, their minds
can turn to other, less constructive ways of filhing
their time

Your knowledge of good teaching techniques
will also help alleviaje any problems which may
tend to occur during those early weeks In plan-
ning your lessons, vary activities, do not rely-on

. just lecture or just discussion or just lab or just

independent study Watch students’ attention
spans, and be prepared to change your pace or
technique If interest is waning Use audiovisual
aids where they are appropriate to enliven lessons
Since people work best at what they want to do,
plan iessons which have students’ interests in
mind 3 This is not {0 say that you should teach only

what they are interested in. Rather, your job is to

relate your subject to student needs and interests
where possible.

Knowing student interests and knowing how to
deal with students isonly possible if you know your
students. Granted, classroom control needs to be
fair and impartial, but you have a class made up of
distinct Jndividuals, and so "fair” and “impartial”
become relative terms Being very firm may be
necessary with one student, another student may
crumple under the same approach.

- P

3 76 gain skill indentifying students neéds and interests and using this |

intormation to guide your instructional planning, you may wish tp refer to
Module B-1 Determine Needs and Interests of Students

Ly
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If you know all your students wall and recognizg
their individual differences, you can use  this
knowledge to give each the motivation and en-
couragement each needs to develop a positive
attitude toward your class. You can allot to all
students the classroom responsibilities they can
handle. You can know who your natural classroom
leaders are and use them to help you accomplish
your goals.* Sharing classgeom responsibilities
and leadership with studefits can make your class-

room a cooperative environment instead ofa place’

where you call the plays, and then prdy that the
students bend to your will.

Knowing your students does not mean being
able to 1abel them. School records ahd fellow
teachers can provide you with helpful information
to orient you to your School and your students, but
beware. It's easy to fall inta.the trap of listening to
some well-meaning teacher who says you should
watch John Jones very carefully as he's likely to be
“tfouble,” or you shouldn't expect much. from
Charley ashe's very “slow " Don’t doom students
from the start by labeling them, by predetermining
their abilities or behavior: This results in the condi-
tion of “self-fulfilling prophecy”- you expect stu-
dents to misbéhave, they know it, and they live up
t\o your expectations. -

' On the gther hand, if you truly do-expect yéur

students t6 cooperate and to produce, your expec-

tations increase the chances of that happening |f
students know you have respect and regard for
them, they will hate to let you down Know your
students with more than just your head Be your-
self. Be human Students are people, you are a

person. People are not perfect Be honest, frank,

and sincere, and patient with their imperfections,
and they'll be patient with yours Again, the key
_concept is cooperation. -

J .

4 To gain skiil 1n using appropriate techmques to gather information
about your students, you may wish to refer to Module F-1., Gather
Studant Data Using Formal Data-Collection Techniques. and Moduie
F-2, Gather Studenf Data Through Personal Contacts

&

»

Self-Discipline .

When you have gottén a good start on knowing
your students and gaining théir cooperation and
confidence, it is time to take another step toward
pceventing discipline problems. You may have
elminated temptations, created a good environ-
ment, and taught only interesting lessons, but the
emphasis is still on you, the authority, and‘on.ex-
ternal control. Discipline is a joint effort. Your job
is to create a situation wherein-students.are self-
disciplined, self-directed as a group and individu-
ally. ' .

One method for helping students learn self-
discjpline is to involve them in modifying or de-

veloping their own class rules. If they understand’

the need for a rule, and are involved in creating it,
they will'be moré inclined to comply with that rule.
Identify, with your students, areas where problems
have been arising or might arise, and develop a
rule’covering that problem Rules.are not just ap-
plicable tosuch conditions as noise and horseplay
A vocational laboratory needs rules covering
£equipment, supplies, cleanliness, etc , and, above
all, safety

€

Start with a few rufes; don't overwhelmi students
with do's and don'ts. Any rule should be specific,
short, and reasonable, and there must be a payeff.
itis preferable to state rules positiyely and to stress
reasons for obeying them (business and industry
have rules—employees must abide by them), but
students must be aware of the fact that there are
consequences for failing to comply These conse-
quences ¢an be decided by the group when they
are preparing the rules. .

These rules, when completed, should be posted
and reviewed occasionally, not just whensomeone
has broken one. If you work with the group to
develep these classroom gwsdelines, chances are
that the group will apply peer pressure to ensure
that the rules are followed Peer pressure can be
much more elfective than adult authority in affect-
ing behavior. )

Developing seif-discipline in an individual stu-
dent s not a clear-cut task with a ready-made for-
mula. If students are Involved in classroom pro-
ceedings and In their own learming, if they are
given responsibllity within the class, if they have
teacher whom they trust and with whom they wish
to cooperate, and if they are encouraged to think
critically and to make decisions, they have a
sound . basis for beginning to develop self-
discipline, :

. 5 To gain skill in dnrectlnb actnvn;Tes in the iaboratory. you may wish to

refer to Module E-9, Manage the Vocational Laboratory
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It does not happen overnnght' You don't teach
self-discipline one day and. expect i1t to exist the

" Aextday If is something which develops continu-

ously and probably slowly as’a result of your at-
titude as a teacher and the environment you
create. Think of your leg muscles If you exercise
them sensibly but ngorqysly every day. they will
slowly de- >

velop If you

coddle those

muscles and

n'ever use

them, they

will atcophy

and become

worthless.

Likewisg, if

you smother

students

with your ex-

ternal €on-

trol, through

fear or iove,

theywill have

torely on .

that external

,control to -
" function.

*They need to ’ -
be slowly given the opportunities necessary to de-
velop their own self-controf
When Problems Occur
In spite of all your positive efforts to prevent

‘dlsmplme problems from ansing, and in spite of

your effarts to enable students to discipline them-
selves, you willencounter problems The following
is a list of do's and don'ts to keep in mind when a
discipline problem.does, 1n fact, occyr -
e DO remember that everyone makes mistakes
¢ Do remember what you know about the individual
you're dealing with
e Do avoid sarcasm and ridicufe
e Do keep your control, don't pypish in the heat of
anger ~
e DC use common sense
e Do find out all the facts from all sides befdre acting,
whenindoubtas tothe facts of asituation. it'sbetter
to do nothing than to inflict an unfafr punishment
(but keep your eyes open for further clues)

DO act as soon as trouble begins to show itself
Do give the student an opportunity to save face

Do use peerpressure to move the student into posi-
tive behavior before he’she seriously misbehaves

)
.

ERI!

Aruitoxt provided by Eic:

©

Do reprimand in private

Do reiect the behavior, not the person |

Do corfsider the students feelings

Do remember that behavior I1s caused. so don tjust

curb the behavior, work on the causes (.e . fear.

resentment nsecurity, or a need for attention or

affection) .

Do focus on students strong points, don t just list

their errors. you cant build on weaknesses, only

strengths !

Do be consistent and*air in your discipline

Do your own disciplining except in exceptional

cases or cases-where the school code requires you

to refer the case to the office (e g . fighting), if a

student 1s sent to the office to bedisciplined. itdoes

not iImprgve your classroom control, only you can

do that .y

Do admitan error when you make one ~ d .

Do drop the subject once itis settled. don thold the

experience up to the student forever after

Do be always on the lookout for new. more effective

ways to handle a particular situation

Don t take poor behavior personally

Don t threaten—a threat can become adare and a
' student may take you up on it

Don t promise anything you can tor won tcarry out

Don 't argue™ argumeénts are not rational’ and not

only will it worsen what'is already a probiem situa-

tion. but you Il lose—maybe not |iterally. but in

terms of control and poise, you will be-the loser

Don t bluff. students may call you on it

Don't make deals or bribes. tirose are tricks not
techniques. and students catch on quickly

Don't giye In just to be populag. you won t be

Dont create Situations, unrealistic demands on
your part force students to defy you

Dont preach, act, repeating what was known but
not obeyed does not change a thing

Don t punish yourself in the process, if you enforce
a punishment which obviously I1s inconyenient for
you, the student may gloat over his ‘her success and
try 1t again

Don't assign school work as a punishment, you re
merely creating or reinforcing the idea that school-
work 1S, In fact, something negative and painful

Don't force apolagies, you:re merely entouraging
the student to lie i )
Don't punish the whole group when you can't find
out who the real culprt was, this 1s unfair and stu-
dents will not.respect you forf, . WY

o Don't resort to corporeal punishmept. its corrective
effect on behavior 1s short-lived, its negative effect
on developing a cooperative student-teacher rela-
tionship can last a long Il:ﬂe :

r * - Al
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Two final points. (1) in spite of the emphasis on  chancgs of attaining those goals Again, be firm,
“punishment” in this last section, remember al- but talr, and try to accentuate the positive ¢:(2)
ways that your ultimate goals are cooperation, Remember that there are district and’or scl,iool
productivity, and self-discipifne. Whenever you pollicies. Your plan of action must always cofmply

are considering what to do 1n-the face of a broken with these policies / .
rule, make sure that your actiondoes not ruinyour : ;

6 To gain skifl In employing a vaniety of reinforcement techniques to
« encourage desirable behaviors and discourage undesirable ones, you
may wish to're!er to Module C-13. Employ Réinforcement Techniques

. o For further information relating to classroom discipline, you may wish to,
read the following references:

e Gray, The Tegther's Survival, Guide, a practical handbook of ideas

v - about managing the learningsituation. It identifies common discipline .
problems and types of students in need of help in developing self-
/ discipline : ,
. Optional e Mager and Pipe, Analyzing Performance Problems, which defines and

Activity examines the cause of “performance discrepancy.”

\’ e Madsen and Madsen, Teaching/Discipline, a teacher's guide in the
, use of behavioral pnnciprl,es-relatmg to classroom discipline and sub-
Ject matter presentatiory : N
e Buckley and Walker, Modifying Classroom Behavior; a semipro-
grammed text which outlines basic principles of behavior nfodifica-

tion, and applies these principles to classroom behavior. '

~ You may wish to meet with your resource pérson and/or peers who are also
/ taking this module. In this meeting, you could (1) discuss the readings, and

I =~ =(2) share disciplie problems and solutions from your personal experi-
; Optional ences—e.g , you might seléct some of the "Do's and Don'ts” on p. 9 which
Activity you know to be true because have been in'a class in which a teacher

.did’or did not follow the advice Then, you could describe what the teacher
" , did and the consequences of that action in terms of student reactions
. *and/or classroom discipline. .

10




"+ SELF-CHECK

N

’

The following essay quesﬁon"ls designed to check your comprehension of
the matenial in the information sheet, An Introduction to Discipline. pp

_6-10. Please respond fully, but concisely.

v

You are sitting in the teacher s lounge, when a
first-year teacher comes storming in, obviously
upset, and announces that his students are 'ani-
mals who belong in cages.” Apparently he has just
spent another class periodg¢rying, withoutsuccess,
to keep some kind of orde¥ in the classroom He
has yelled, threatened, given extra homework as-
signments as punishment, sent students tq the
office—all to-no avail “That's what | get for trying

s ¥

to be friends with them in the bégunnnnd, all they
understand is force From now on anybody who
acts up is going to get kicke® out of class | wash

my hands of them.”

if this teacher asked you'for some ddvice, w'hﬂt
would you say? How do you think this situation
was created? What can the feacher do now;to
improve classroom discipline and ensure that

learning takes place”

—

-

.
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Compare your written response on the Self-Check with the Model Answer
given below. Your response need not exactly duplicate the. model re-
sponse, however, you should have covered the same major points.

‘"MODEL ANSWER

The inconsistencies in this teachet's statements
provide a clue to why discipline broke down in his
classroom. On the one hand, he sounds like a
storm troopér, relying on punishment and force to
bend students to his will. Yet, he says that he tried
“to be friends with” his students. What probably
happened 1s that as a new and inexperienced
teacher he tried, inttially, to be a “good guy,” to be
popular with his students by avoiding the setting
up of necessary rules and constraints. Apparently
he did notestablish, early inthe year, the control or
order within which freedom can be exercised con-
structively. His students took advantage of his
pérmissiveness, and he has now compounded the
problem by behaving inconsistently.”

_His students probably also picked up on his ba-

*sically negative attitude toward them, revealed in
his labeling them “animals.” It sounds as though,
for all his early attempt to be “friends” with them,
he really does not like or trust students, may even
be somewhat afraid of them. He probably ex-
pected misbehavior, and his students sensed It

. and lived down to his expectations. Bhe methods
he used when trouble.arose were bound toturn his

>

classroom into a battle zone. Even If they had
worked in terms of repressing students, they were
certainly not designed to enlist students’ coopera-
tion in creating an environment in which self-
discipline could be developed.

Atthis point, this teacher needs to start over with
his students. it won't be easy, but 1t can be done if
he stops treating his students like “the enemy” and
asks for their cooperation in setting up some basic .
rules, rights, and responsibilities which everyo
understands and accepts He needs to estabh{-\
with them, the limits within which everyone (in-
cluding the teacher) will operate in the classroom,

and he needs to insist firmly, fairly, and consis-
tently that those standards be upheid.

In tirge, if he truly expects his students to behave
like responsible-people and creates an environ-
ment in which this is possible, he will win therr
respect (if not a popularity contest), and their trust.
When problems do arise, they can be hand
swiftly and fairly according to the guidelines stu-
dents themselves were tnvolved in developing, and
the classroom will once again be a place where
learning can occur.

LEVEL OF PERFORMANCE: Your completed Self-Check should have covered the same major points as
“themodel response. If you missed some points or have questions about any additional points you made,
review the material in the information sheet, An Introduction to Discipline, pp. 6-10, or check with your
resource person If necessary ‘

-

-
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Activity

Obtain copies of the school and. or district policy manuals from either (1) a

schoolinyour community, (2) aschool in which you are working, or (3) your

resource person Review these policy manuals

r their guidelines for

acceptable behavior in the classroom and laboratory

6

Reviewthe following Class Rules, and a safety handbook prepared for your

. Activity

occupational specialty ” The sample rules are intended as suggestions for

the kinds of guidelinesyou will be developing, and the safety handbook will
serve as a reference in preparing guidelines for standards of behavior in

the laboratory.

/h~~~‘
\

1.

' CLASS RULES

CLASS—Enter class on time and in an orderly
manner. Take assigned seat and gather to-
gether the papers and materials necessary for
the class. If the teacher s ever detained in get-
ting to class, maintain order until he/she ar-
rives During a normal class period, raise your

“hand and wait to be-called on If you wish to

contribute.

CLASS WORK—In-class work, rough drafts,
and tests are to be done, in most cases. in pen-
cil. Final reports and that type of written as-
signment are double spaced, done in rough
draft first, and then in final form in ink. Obvi-

. ously, youwill be always responsible for having

pencil, paper, and pen In class.

FOLLOWING DIRECTIONS—In doing an as-
signmentor correcting it, listento mydirections
and follow them Points will be taken off for not

7 To gain skill indeveloping your own safety handbook. you may wish to
refer to Module E-5, Provide for Student Safety N

NI

AY t ‘l
following directions. When a corrected paper is
returned to you, check it. You arg responsible
for your own paper. s

HOMEWORK—On the -day an assignment is
due, it 1s to be passed In when | call for 1t. You
either have 1t or you don't. If you think you have
a valid excuse for not having it, see me after
class. If you can't hand it inwhen | ask for it, it1s
an "F " You have one day to make it up. This
does not erase the 'F,” merely counteracts it
People who were absent are responsible for
finding out from me what they need to make up

. Famiharize yourself with the location and

checkout procedures for the materals and
equipment in the room. When you are done

places in good condition.

Y 1

\

‘using these items, return them to thesr proper .



Yoy

I Optional
b‘Actwuty '

. -

Activity

Feedback

L

You may wish to arréﬁ'ﬁe through‘your resource person to observe a
teacher in your occupational specialty who i1s developing classroom
policies with a group of students Pay particular attention to the degree to
which students are involved in establishing the rules (1 e., does the teacher
dominate the session?), and whether the students seem to understand the
need for each rule and the consequences for disobeying them.

>

Prepare, in writing, a tentative list of guidelines you feel are necessary to
maintain acceptable standards of behavior in the vocational classroom
and laboratory Remember that your rules and procedures should be

"+ consistent with the school and,or district policies you reviewed. (In an

actual school situation, you would be reviewing and discussing these
guidelines with students to get their input and acceptance. Thus, you
should consider the guidelines you develop here to be tentative.)

Y

After you have developed your guidelines, arrange to have your resource
person review and evaiuate your guidelines Give him. her the Guidelines
Checklist, p 19, to use in evaluating your work
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GUIDELINES CHECKLIST
)

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 special cir-  Dete
cumstances, a performance component was not applicable, or impossible

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

~

LEVEL OF PERFORMANCE

% \
3 S s
Yy & &

1. Rules were estthshed for standard classroom procedures (e g,
raising hand before speaking)

2. Rules were established for standard laboratory procedures (e g.
responsibility for cleaning up) .

3. Emérgency procedures were established .

4. These rules and procedures were consistent with school and district
policies .... . . . Coee e

The rules were stated in short, specific, positive tgyms .

o o

The rules were reasonable

v

0 OO0 0O O.

'l_\,ﬁ

The completed list of rules was not so extensive that it was over-
whelming... . ... . e e e e

O 000 oo -»
O OO0 og o

LEVEL OF PERFORMANCE: All items mught receive N. A, or FULL responses If anyitem receivesaNQ, or
PARTIAL response, review the material in the information sheet, An Introduction to Discipline, pp 6-10,
and the readings in this learning experience, fevise your guidelines accordmgly or check with your

resource person If necessary -

v
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3 ’
NOTE: The foliowing activities involve critiquing 11 case studies. If you.
prefer, you may work with peers indiscussing and critiquing the situations
described. ‘ -

The foHowing Case Studies describe how several téachers handled prob-

Activity lems arising 1n their classrooms and laboratories. Read each of the case
studies, and critique in writing the performance of the teachers described.
Specifically, you should explain (1) how the problem was created, (2) whéat
errors were made in handling the problem, and (3) what would have been
the proper preventive and/or corrective discipline in each situation.

T

'CASE STUDIES

1. On the first day of class Ms. Gilmore gave her students a detailed rundown of the standards she had
set for her class. One thing she said was that since only advanced students were capable of A of B
work, and since this was an introductory class, no grades higher than C would be given -

During the first few weeks of school, a group of students in this class consistently refused to work
They would not answer when questioned, they turned in no homework assignments, their test
papers were handed in blank. Ms. Gilmore tried all sorts of punishment, but no matter what she
threatened, the students would not participate Finally, she informed them publicly that since they
were only physically in her class anyway, she would recommend that they see the guidance
counselor and drop the course.

. |
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. Mr. Reagan was sick and tired of making assignments which would prepare students for a given
lesson, and then having students coming in unprepared Therefore, the next time this happened, he
gave a surprise test and informed his students that it would count heavily on their final grade
average Some of the students had read the material, but since it was new, they had notdone well on
the test either. They protested vigorously, but Mr Reagan replied that if they d read it carefully. they
could have passed, and that If they kept protesting he # lower their test grades ten more points.

e »
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3 Danny could not sit stiil He was eternally clicking a pen, ordrumming on the metal side of his chair
rhythmically, or kicking the chair in front of hm Ms Harns had told him day after day that she knew
he didn't realize that he was doing it (he really didn't), but that it was distracting to her and to the rest
of the class, and that she wished he'd stop i1t Finally, in desperatton, she had him stand in the aisie,
keep both feet on the floor, and hold his Books for the rgmainder of the period She told the class,
"This 1s a sure way to force him to kéep his hands and feet still, maybe that way we'll get something
done.”
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4. Ms. Lewis knew her students quite well> She knew when something went wrong who were the hikely
candidates tq have been invoived Someone in her first period class had a habit of removing the
typewniter platen before class, whenever the chance arose, and hiding it When the next cla cidme
in, the platen would have to be found before class could begin With everyone sea‘rchmﬁor the
platen, class was chaotic for.@ while Ms Lews was pretty sure that it was Mac that was doing it

One day, she walked into class nght before second period and there was Mac playing with the platen

release buttons He ctaimed he was just fiddling around whiie he waited for a friend who was in her

second period class that he had to talk to She knew better As punishment, Mac had to stay after
.school for one-half hour-each night for a week and do typing speed exercises

- t-4
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5. Mr Wilhite's classroom and(woodworkung lab were right next door to each other with a door
between them The door had a large window. so that when Mr Wilhite was In one rcom. he could
watch what was going on in the other room One day while he was ih the claserorm he happened to

. glance through the window to check the progress of the students in the lab Clyde. a notorious
goof-off, had finished early and was now feeding small wood blocks into the back of the power saw
tosee how farthey'd shootacross the room Mr Wilhite rushed into the lab. grabbed a2 ~ 4 aad let go
with ‘one powetful blow to Clyde s posterior

: : i
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6 Ateverystaff meeting the principal would mention that the grounds outside Mr. Fair s windows were
badly littered What was happening was,that warm weather had begun, the windows of the class-*
room were open, and the row of students nearest the window were amusing themselves by sailing
paper out the window when the teacher's back was turned Mr Fair didnt ike being singled out at
teacher's meetings as being unable to control his students Therefors, he toid his students that the
nexttime litter appeared outside the windowsthe windows would be kept shut for a week, no matter
how hot and stuffy the room got as a.result

’ '
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Mr. Finch had an excellent rapport with his students, and his lessons were well prepared and
interesting. One day, the students were discussing the progress they were making on their 4-H

projects. The members of the group, with Mr. Finch observing, were also bringing up any project
problems and then the group was brainstorming for solutions -

Tommy was really excited about his garden project which had been going perfectly until two days
before when some sort of insect had started to attack. When Tommy was describing the insect, he
inadvertently used a strong four-letter word. This was contrary to room standards which stated that
no vulgar language was to be used In the classroom. He paused and glanced at/Mr Finch who

merely nodded and indicated for Tommy to go on with his explanation. -
- (4

~
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The students in the home economics lab were busily preparing fudge As Sally Ann passed the gas
range she hit the handle of Barah's pan (which was sticking out) and knocked the pan to the floor.
Sally Ann sustained a nasty burn on her shin and the fudge made a rapidly hardening mess on the
floor. The teacher, Mr. Kester, was furious. Several students were scurrying around trying to find

something to clean up the mess, others were trying to butter Sally Ann's leg, others were suggesting
that ice should bée used, and meanwhile, the empty gas burner was still on.

Mr. Kester demanded to know why Sarah had been so dumb as to leave a pan handle extending out
from the range. "Are you totally lacking in common sense? You should know better,” he shouted.

Sarah was close to tears. Sally Ann wasn't far behind. Sarah choked 64Y, "' You never told us not to do.
that.”

At that point Mr. Kester really exploded. Pointing his finger at her he said, “Don't talk backK, and
besides, | shouldn't have to explain such basic things to you.” !

———
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9. Duringthe showing of a movie related to the lesson being taught, Melvin kept up a constantnudging
battle with Dan. It was dark in the auditorium, so it was hard to see, but Mr. Taylor, the teacher, knew
who the troublemakers were However, it was stili early in the year, so he didn't know their names
unless they were in their regular classroom in their assigned seats.

Rather than create a commotion himself by trying to get them to respond to “Hey you's,” Mr. Taylor
waited until the end of the movie and then grabbed them on the way out. He told them that since they ¥
obviously didn't know how to behave during a movie, they would have to sit in the office during the

) _@ne being shown the following week. This meant, he said, that they would have to get the informa-
tion given in the movie some other way on their own. )
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\70. On the day that the home economics students were supposed to practice making French seams on
their sewing machines, two of the machines failed to function The teacher, Ms. Crook, solved the
problem by doubling up two students and had them take turns doing their work The idle students
started chattering, which disrupted the other students )
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11. As partof aunit on the printing process, Mr. James made plans for his printing class to visit the local
newspaper to see their presses inaction. Mr. James told the students they were going and arranged
for transportation. During the field trip, Mr. James stayed up front with the guide so he d besure to

hear everything the guide was saying in order to be able to have a good follow-up discussion when
they returned to school. ‘

After school that day, Mr. James got a call from the newspaper office. The man informed him that
after the field trip, some pieces of type and a portable clock from a desk had suddenly come up
missing. Mr James was partly disappointed that his students would do that to him, and partly angry
that he had been made to look bad. He told his class that they would all stay after school nightly for
an hour until the guilty parties confessedoar someone turned them in




Compare your completed written critiques of the Case Studies with the
Model Critiques given below Your responses need not exactly duplicate
Feedback the model respo?ées, however, you should have covered the same major

points.

MODEL CRITIQUES

1. Ms Gilmore was responsible for the ptoblems
tn her classroom. She set up a situation In
which she represented authority, and students
had no choice but to be in an opposing camp
They were never involved in establishing any
procedures, and her unfair grading system
substantially killed any motivation

Faced with mutiny. she used all negative ac- 3
tions to stifle it She threatered and she pun-
ished Since she wasn t taci?%ghe problem,

but the results of it. this could 9nfy serve to
make students less cooperative than ‘ever

She humtliated the group of mutineers pub-
licly Thisis never agood ided, but considering
the way'she's handled her students thus far. it
\. 1S probable that the class would identify with
Jthemutineers Thus. when she humihated that
group, the class could only dislike her further

She did Aot remedy her error, nor change stu-
dent behavior, she merely removed the group
physically from her class The students who
remained are unlikely to be very cooperative

Finally, she placed the gyidagice counselor in 4
an awkward position She's-giving him adisci-
pline problem and a teacher-student rélations
problem which she should be handling her

self, and she's almost making i1t seem like an
academic problem, whick 1t isn't

2. It's hard to say who created the problem It
could have been that the students did not un-
derstand the purpose of doing the assign-
ments..or that the assignments were boring
Or, it could be that the students were just lazy

However, evidently Mr Reagan smoldered si-
lently He did nctdiscuss the problem with the
class to determine 1ts source, nor did he let
them know that he had reached the end of his
rope His “solution” was not consistent with
his past behavior, and 1t tends toward being
more of a revenge or punishment tactic than a
positive move toward solving the problem His

tactic was also unfair It did not convince stu- 5
dents of the reasons-for doing homework It
, .3
29

-

taught them that a teachers power can be
arbitrary and unpleasant

It punished the students who had complied as
well as those who hadn't It is unlikely that the
students respect Mr Reagan at this point, and
that's not a good basis for a cooperative envi-
ronment

Danny was creating a problem. but he evi-
dently didnt really mean to and could not
discipline himself to stop

Theaction Ms Harris took could be mortifying
to Danny, distracting to the class, harmful to
her relationships with her students, and, in
some school districts, considered to be ‘cruel
and unusual punishment * Most important, it
1s doubtful that her action would have any
lasting effeCt on Danny’s habit

She should have worked with Danny privately
to get him to recognize his habit If the prob-
lem was more deeply rooted In other causes,
perhaps she could have referred Danny to a
guidance counselor or school psychologist

We don't really know who'caused the problem
and therein hes the problem. Ms Lewis does
not have positive proof, and that's not a good
timé to act Her punishment i1s rather severe

- considering her lack of proof It's possibie that

this punishment inconveniences her also, but
we*don't know that for sure However, we do
know that it's not a good idea to assign
schoolwork as punishment

Considering her knowledge of the original
misdeeds, perhaps Ms Lewis should have
monitored her room more closely during the
times when the problems had been happen-
ing Or perhaps, she should have discussed
the problem with her students and asked them
for suggestions However, she shouid have
held off on punishing Mac and looked for
further proof

Mr Wilhite was con?nb’i:)tm,g to the problem by
failing to acdquately monitor his rooms This
may have been a snuat@n caused by schedul-

+
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ing, but if an accident had occurred in the lab
in his absence, his problems could have been
worse. The fact that Clyde was "a notorious
goof-off'" further indicates that he should not
have been left in a lab unattended.

Nr. Wilhite took a big chance acting as he did
If ha has a good relationship with these stu-

dents, it is possible that the class will realize-

the danger which existed and which caused
him to act as he did. Clyde may even realize

-at’he deserved it, ahd the shock of the
“paddlie"” may cure him. However, the hazards
of the.method are numerous and it could be
dangerous. Acting based on an emotjonal re-
sponse is far less desirable than waiting until
you have calmed down. Corporeal punish-
ment is not a good technique, especially notin
public. In this case the student coutd have
been accidentally injured (or could claim to
be). Many school systems and some states
expressly forbid such action. In such cases, a
teacher using corporeal punishment makes
himself/herself subject to legal action by par-
ents.

What Clyde did was potentially dangerous and
needed to be remedied immediately, but it
would have been better to choose a less phys-
ical, more private method. Furthermore, if Mr.
Wilhite's relationship with his students was
not good, or not established, his "paddling”
would probably injure it further. R

. Actually, Mr. Fair is causing the problem by
failing to adequately monitor his students, par-
ticularly since he is aware that the problem
exists. Further, he has obviously not estab-
lished self-control in his students.

Instead of discussing the problem with his
students, he has threatened them. His threat,
furthermore, is physically cruel. By shutting
his windows 4n hot weather, he is punishing
himself and the innocent as well as the guilty

¢

students. It may succeed in “teaching them a_

lesson,” but undoubtedly little learning will
take place in thatuncomfortable environment.
Finally, he is setting up a situation where
another class could throw the litter outside his
window to get his class in trouble. He doesn't
say “If you litter;” he says “If there’ls litter.”

. Essentially, nothing done by the teacher
created the problem, however, the problem is
that Tommy has disobeyed room standards.

Mr. Finch has probably handled the situation
well by not overreacting. Such language does
exist and is used by students among them-
selves, perhaps more often than we'd.care to
admit. Tommy has acknowledged that he
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knows he made a mistake by turning to Mr
Finch. Mr. Finch's class was interested and
involved. To have broken that mood by preach-
ing could easily have done more harm than
good. If, in fact, Mr. Finch does know his stu-
dentsand has a gqod rapport, he cou¥de€onvey
by his look that; “Yes, it was wrong, but we
know it was not intentional.” Thus, Tommy has
not gotten away with anything, the situation
has merely been keptinits proper perspective.

\ N
. Mr. Kester should haveé had classroom stan-

dards covering, such basic things as leaving
pan handles stigking out, and how to treat
burns, ‘and every student should have been
completely familiar with these procedures.
Furthermore, he should have familiarized his
students with emergency procedures to be fol-
lowed. The lack of standards caused the acci-
dent, lack of emergency procedures caused’
the utter chaos which followed the accident

Even with rules, carelessness can still cause
accidents, but once an accident occurs, it is
essential that the victim be treated quickly and
correctly.

Not only was Mr. Kester negligent about estab-
ishing~procedures, he humiliated Sarah pub-
licly, and Pe was not calm atall when caimness
was especially needed. Instead of getting Sally
Ann treated, the messﬁﬁleaned up, and the
class calmed down, hefivas busy shouting at
Sarah. He has tried to teach an important
safety lesson by a highly negative exampie,
and he has hurt his relationship with his stu-
dents. )

. Mr. Tayjor contributed to the problem by not

knowing his students’ names. In addition, the
auditorium should have, been kept light
enough for him to make eye contact, espe-
cially since itwas early in the year and since he
didn't know thetr names.

The nudging battle was Keeping the nudgers
from seeing the movie, and was probably dis-
tracting other students. It should have been
handled promptly. it would be preferable not
to disrupt the continuity of the movie. Eye con-
tact might have been adequate Had he known
their names, it might have been easier to sepa-
rate the students right away.

To punish the students by depriving them of
some necessary piece of learning is not good.
in addition, they would probably get the in-
formation from their fellow students, which
places a further burden on those othér stu-
dents. Finally, it is doubtful that-this punish-
ment will in any way teach the students how to
behave during movies. ,
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10. Indirgctly, Ms. Crook caesed the problem. She

,is re%ponsable for making sure that all equip-
ment 1s kept in good.operating condition

It is possible that hard use by many students
could cause a machine to break down in spite
of ‘good care. Doubling up students 1s not a
bad idea; however, it's not enough. It leaves
-two students.standing around idler and that
created .a problem. She should have given
them some other responsibility such as assist-
ing Rer or other stud®nts in some way.

x Mr. James created the problem by arranging
only transportation. His error, was in not dis-
cussing anything further with his students

ahead of time.Theywe\gn‘tgwenaﬁy prepara-
tion or motivation nor~any guidefines in ad-

~ .

vanceof thetrip, nor was he prepared since he

B
hac ‘o stay with the guide to find out Since he
was up frontpaying such close attentionto the
guide, he was not adequately monitoring his
students. Consequently, 1t 1s not surpnising
that problems arose. e

Once the problem did occur, he should not
have put it on a "why did they do this to me”
basis. For one thing, he has no positive proof
that his students committed the “crime.” He
should not have punished the whole group,
nor tried to force someone to “rat” on the
culprit He needed to rely more on discussion
with students to develop mutual trust and un-
derstanding both before and after the trip.
And, of course, he needs to contact the news-
paper office, after dwsscussion with his stu-
dents, to indicate that the matter is being in-
vestigated

7/
/

A oy
LEVEL OF PERFORMANCE: Your completed critiques should have covered the same major points as
the model responses If you missed some points, or have questions about any additional points you
made, reviéw the material in the infoymationsheet, An Introduction to Discipline, pp 6-10, or check with

-, your resource person If necessary

1
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dfsciplme 2. AL LIRS a3
: ‘V”fﬁ
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“For a defimtion of “actual school situation,’ see the inside back cover,
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TEACHER PERFORMANCE ASSESSMENT FOﬁM\; 'V

Assist Students in Developing Self-Discipline (E-7)

. » -
* - ) e
e - ———'L-Q———‘
s : Name

Directions: Indlcate the level of the teacher’s accomphshment by placing~
an X in the appropriate box under the LEVEL OF PﬁRFORMANCE hedding. Dae
If, because of special circumstances, a performance comgonent was not
applicable, or impossible to execute, place an X in the N/A box. < Resource Person

.
“ v

) 'LEVEL OF PERFORMANCE
. \

° . G g &

. . yFy s g
‘ . . < < ]
: ) LS

1. reviewed schovl policies and student codes of behavior [:l D [:l [:l

* 2. discussed wit

students the standards of expected be-
RVION s ™ 5o s it feers o eet e O aod

3. took necessary steps to ensure comphance, with the
standards of behavior established by sthool po|vcy .. [:l . [:l I:l

4. deveioped programs and techniques to motrvate stu-.
dents to uphold school standards of beha\{ior b E D [:l [:l

'5. discussed with students the needforSpecial standards,of [:l D [:l [—_—l
. behavior in the vocational classroom and Iaboratory .. N .

) ¥
|6 developed a written code of behavidr cooperatlve|y with
SHUAENES .« S [:I D [:I [:I

7. \rﬁvrewed the code of behaVIor r/vrth students -......... [:l D [:l [:l
8. ofganlzed classroom_ and laboratory to encourage ac- [:l [:I B D

ceRtable student behavior . ..o,

9. supérvused learning experlences in the classfoom and - -
Iaboratory .............................. Y [:l [:I [:l [:l

10. reward‘ed accept'able s;udent behavior ........... D [:I [:l [:l
11. idéntified unaccep‘tab’\studmt Behavior ....e........ [:l D [:l [:l

™ @
12. considered alterrtative disciplinary actions ............ [:l [:I [:l [:l

-

13. |mp|eme ted disciplinary action in accordance with
-~ school pollcy ....................................... [:l D [:l [:l

14. obtained the cooperatlon‘ofstudents in developing an [:l [:I [:l I:j

envrronment conducive to self-discipline ....:........

15. encouraged studentse]fdlrectlon and decrsuon maklng [:l [:I [:l [:l

: S %) .
w‘ | (J 3 S

-~ . T . Coe : &

¥
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16. used preventive measures such as seating, physical ar- e
rangement of the room, and motivational lesson plans to D D D
reduce the chance of aggressive behavior ﬂ

17. provided a change of pace In the learning activities to
. reduce tendency toward misbehavior .?.............. D D D D

18. was fair, firm; and consistentin handling discipline prob- .
lems......... e L D D D D

19. analyzed.reasons for any,-aggressive behavior in an ét- D D D

tempt to prevent futlire occurrences :................

-
. » ¢
* ~
+ ~al -
. . .
| B ’
/

.

. e -
.LEVEL OF PERFORMANCE: All items must receive l(l/A, GOOD, ar EXCELLENT responses. if any item

receives'a NONE, POOR, or FAIR response, the teachgr and resource person should meet to determine
what additional activities the teacher needs to co\n?plete in ord/e( to reach competency in the weak
areaf(s). . .

- o

. i e s
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| ’ABOU?LSING THE CENTER'S PBTE

~MODULES .~

~

.

-

’
)

’

h)

Organization

Each module is designed to help you gain competency
in a particular skill area considered important to teach-
ing success. A module is made up of a series of learning

Terminology

Actual School Situation ...gefers to a situation in
which you are actually working with, and responsible
for, secondary or post-secondary vocational students in

experiences, some providing background information, .a real school. An intern, a student teac\her. or an in-

some providing practice experiences, and others com-
bining these two functions. Completing these experi-
ences should enable you to achieve the terminal objec-
tive in the final learning expgrience. The final experience
in each module always requires you to demonstrate the
skill inan actual schgpl situation when yot are anintern,
a student teacher, dr an inservice teacher. * '

Procedt;res

Modules are designed to allow you to imdividualize your
teachereducation program. You need to take onlythose
moduies 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 learning 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:
e that you do not have the competencies indicated,
and should complete the entire module
that you are cbmpetent in one or more of the en-
abling_objectives leading to the final learning ex-
perie?‘%aﬂd thus can omit that (those) learnin&;
experience(s)
o that you are already competent in this area, and
ready to eomplete the final leaming-experience in
order to,‘test out” ’

-
- e

o that the module is inappropriate to your needs at |

this time -

- Whenyou are ready to take the final learning experience

-and have access to an actual school situation, make the
necessary arrangements with your resource person. If
you do not complete the final expeneflce successfully,
meet with your-resburce person and arrange (1) to re-
peat the experience, or (2) complete (or review) previous
sections of the module or other related activities
suggested by your resource person before attempting to
repeat the final experience.

~ Options for recycling are also dvailable in each of the

learning experiences preceding the final experience.
Any time you do not meet the minirgum level of perfor-
mance required to meet an objective, you and your re-
source person 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 additional 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. :

' I
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_module.

service teacher 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 modtie up to the final learning experience. You
would then do the final learning experience later, i.e.,
when you have access to an actual school situation.
Alternate Activity or Feedback . . . refers\to an item or
feedback device which may substitute for required
items which, due to special citcfinstances, 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 Industrial Education includes
occupational specialties such as aytomobile me-
chanics, welding, and electricity).

Optional Activity or Feedback ... refers to an item
which is not required, but which is designed to supple-

‘'ment and enrich the required items in a léarning experi-

ence.

Resource Person . . . refers to the person in charge of
your educational program; the professor, instructor,
administrator, supe ¥, or cooperating/supervising/
classroom teacher'y hoﬁ's guiding you in taking this

Student . . . refers to thé person who is enroiled and
receiving instructipn in a.secondary or post-secondary
educational institution.

Vocatlonal Service Area . . . refersto amajor vocational
field: agricultural education, business and office educa-
tion, distributive education, health occupations educa-
tion, home economics education, industrial arts edu-
cation, teghnical education, of tradé and industrial gdu-
cation.

You or the Teacher . . . refers to the person who is tak-
ing the module’ . -

o

Levels of Performance for Final Assessment

N/A ... The criterion was not met because it was nog,
applicable to the situation. -

None . .. No attempt was made to meet the criterion,
although it was relevent.

Poor . .. The teacher is unable to perform this skill or
has only very limited ability to Jnerform it.

Fair. .. The teacher is unable t® 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. .

Excellent . .. Theteacheris able to perform this skillina
very effective manner.

’

o
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. Titles of The Center’s . .o

. Performance-Based Teacher Education Modules ‘
Category A: Program Planning, Development, and Evnluaﬁon E-5 Prowide for Student Safety
A-1 _ Prepare for a Community Survey E-6 Provide for the First Aid Needs of Students
A-2 ~ Conduct a Community Survey E-7 Assist Students in Developing Self-Discipline
A-3  Report the Findings of a Community Survey . E-8 Organize the Vocational Laboratory
A-4  Orgénize an Occupational Advisory Committee - E-9 'Manage the Vocational Laboratory
A-5 Maintain an Occupational Advisory Committee F:
A-6 Develop Program Goals and Objectives c-togog Glgd'd"“ Data U F <
A-7  Conduct an Occupational Analysis F-1 ather Student Data Using Formal Data-Collection Techmques:

F-2  Gather Student‘Data Through Personal Contacts

F-3 Use Conferences to Help Meet Student Needs

F-4 Provide Information on Educational and Career Opportunities
F-5  Assist Studentsin Applying for Employment or Further Education

A-8 Develop a Course of‘Study

. A-9  Develop Long-Range Program Pians \
A-10 Conduct a Student Fdllow-Up Study
A-11 Evaluate Your Vocationa) Program

) | 4 Category B: instructional Planning - Category G: SchookCommunhy Ralations
B-1 Determine Needs and Interests of Students ‘ G-1 Developa SchooI-Coglmumty Relations Plan forYourVocatlonal\
Deve Program
g B-2 lop Student Parformance Opjectives G-2 Give Presentations to Promote Your Vocationat Prégram
‘B-3 Develop a Unit of instruction
B-4 Develop a Lesson Plan . G-3 Davelop Brochures to Promote Your Vocational Program
? . “ L G-4 Prepare Displays to Promote Your Vocational Program -
B-5 Select Student Instructional Matenals . 5 P
B-6 Prepare Teacher-Made Instructional Matenals G- rgf:gre News Releases and Articles Concerning Your Vocational
Category C: Instructional Execution G-6  Arrange for Television and Radio Presentations Concerning Your
C-1  Direct Field Trips « Vocational Program
. C-2 Conduct Group Discussions, Panel Discussions, and G-7 . Conduct an Open House
,Symposiums N g—B WOrk with hsﬂembers of the Communlty L

C-3  Employ Brainstorming, Buzz Group, and Question B6 -9 Work with State and Local Educato

R '}‘gcf,’,'ﬂq' Is ng. By P uestion Fox G-10 Obtain Feedback about Your Voc&l Program
C-4 Direct Students in Instructing Other Students Cat H: Student Vocatio Sor
C-5 Employ Simulation Techniques — ¢ H- :”g o . P nal Orgm(l)utlon Stud

& BGuide Student Study . eov:gaglga l;%':s?nal hilosophy Conceming Stu ent Vocauonal
Gv —Dirset Stadent taboratory Experience
C-8 Direct Students in Applying Problem-Solving TochmqueS' . hH=2 .sstablishsa 3‘”59'“ Vocatiorgl Organization ¢
C-9 Employ tha Project Method * - H-3 rfgaadr:rs::pggl\e’gcatlonal rganization Members for
g}? ‘s":"‘:g:f&: ;.esso' oS En: n o H-4'  Assist Student Vocational Organization Members in Developing

- C~-12 Employ Oral Questioning Techniques X and Financing a Yearly Program of Activities
C-13' Employ Reinforcement Techmques H-5  Supervise Activities of the Student Vocational Organizatibn
C-14 Provide Instruction for Slower and More Capable Leamers H‘-6 Guide Participation in Studént Vocational Organization Contests
C-15 Present an lilustrated Talk Category |: Professional Role and Devalopment
C-18 Demonstrate a Manipulative Skill ‘-1 Keep Up-to-Date Professionally
’ g}g m'md“ﬂ?z‘: I" c:°"‘iept or Pnnciple -2 Serve Your Teaching Profession
< &9 Emplo:t:t:e Te":":“fe;‘é'r‘“ng Approach ‘ I-i g:velog:n Active Pzrsg)rml Phdosophy of Education
C-20 Use Subject Matter Experts to Present Informatlon ::5 Qbr;:nt a s?fnm; ?r:achir?;";’l:)r:igon
C-21 Prepare Bulletin Boards.andExhibits -6 Provide Laboratory Experiences for Prospective Teachers
9—22 Prgzaarr\é sI'nformatlon with Models, Real Objects, and Flannel -7 g,an the Student Teaching Experience
C-23 Present Information with Overhead and Opaque Materals -8 upervise Student Teachers
C-24 Present Information with Filmstrips and Slides - Category J: Coordination of Cooperative Education o .
C-25 Present Information with Films J-1  Establish Guidelines for Your Cooperative Vocational Program
ggg Presem {n}gx:ﬁgn zn:: ?(;,Ig:zsgdocoglo?df'eotaped Matorials - J-2 Mas?age tthe Attendance, Transfers, and Terminations of Co-Op
Present In nwi a . . udents
C-28 Employ Progtammed Instruction J-3  Enroll Students in Your Co-Op Program
C-29 Present Information with the Chalkboard and Flip Chart J-4 SeCurecg%inmg Stations for Your Co-Op Program 2
D: i Evai J-5 Place p Students on the Job t

Category D: Instruc ud"°"'t ; uation Criteri J-6  Develop the Training Ability of On-the~Job Instructors 3
D-1  Establish St enPel:fe Oﬂ'ﬂﬂnc?( ri ?;Ig . 5 J-7  Coordinate On-the~Job Instruction ~
&2 Assess Student PMormance A?t?t:ld ge J-8  Evaluate Co-Op Students’ On-the-Job Performance

3 Assess Student Po d°"“a"°° s es J-9  Prepare Tor Sfiidents’ Related instruction
g’_‘; m&ug‘:&tjent gg‘:’aegce kills J-10 Supervise an Employer-Employee Appreciation Event
D-8 Evaluate Your Instructional Effectiveness RELATED PUBLICATIONS &
Category E: Instructionat Management , Student Guide to Using Perforfnance-Based Teacher Education’

Materials

E-1 Project instructional Resource Needs oo '
E-2 Manage Your Budgeting and Reporting Responsibilities “?:u"g:go?m,?;;;"e to Using Performance-Based Teacher
E-3 Amrange for improvement of YO{JI’ Voeational Facilities Guide to the Implementation of Performance-Based Teacher Educition

E-4 Maintain a Filing System

2z

For information roqaialng avalilaBility and prices of these materials contact—

. . . \ "AAVIM
American Assoclation for Vocational Instructional Materials
120 Engineering Center o Athens, Georgla 30602 e (404) 542-2586 . °
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ED 189 107 . 08 ' CE 014 343

" Organize the Vocational Laboratcry, Module E=870f
Category E--Instructional Managerxent.

INQ?ITUTION Ohio State UDIVd, Colusbus. National Center for
Research in Vocational Education. v

SPONS AGENCY National Inst. of Educaticn (DHE&), Washington,

TITLE . . . Profe551cnal Teacher Educaticn Mcdule Series.

D. C.
PUB DATE 7
NOTE -  43p.; For related documents see ¢E 011 532, CE 011

534, CE 014 295-355, CE 014 358. (student guide), CE
- 014 588- (resource perscen's guide), CE 014 532~539,
and CE 014 589-591
AVAILABLE FROM American Associaticn fcr Vocaticnal Instructlonal
) Materials (AAVIM), 120 Engineering Ceénter, University..
of Georgia, Athens, Gecrgia 3060% (32.70)

-EDRS PRICE MF-30.83 HC-$2.06 Plus Pcstage.
DESCRIPTORS Classroor Arrangement; Classroos Environaent;
Pacility Expansion; Facility Imgrovement; Facility
Planning; Flexible Classrooss; learping Activities;
Learning Experience; #*Learning. Laboratories; Learning
Modules; *Organization; Post Secondary Education;
#*Program Administration; *School Shops; School Space;
Secondary Education; *Sgace Utlllzatzcn' Teacher
Education Curriculum; Teaching Skills; #*Vocational
Education . T
ABSTRACT . "
This eighth in a series of nine learning modules on
instructional management is de51gned to assist seccndary and
postsecondary vocational teachers .in beco®ing competent in organizing
the vocational laboratory (including planning, designing, arranging,
setting up, remodeling, renovating, and expanding the learning
facility). Introductory sections relate the comgetency dealt with in
this module to others in the program ‘and list koth the enakling
objectives for the three learning experiences and--th€ resources
‘réquired. Materials in the learni'ng experi€nces 1ncluoe reguired
,readlng, a table showing récommended 1ahoratory space for selected
occupational programs, laboratory plan drawings, a self-check gquiz,
model answers, a vocational ' laboratory cbservation checklist, a
‘laboratory planning checklist,, and the tegcher ferfcrmance assessment
fora for use in evaluation of the terminal okjective. (The Eodules on
instructional panagement are part of a larger series of 100
field-tested performance-based teacher educaticn (PETE)
self-contained learning packages for use in preservice or inservice
training of teachers in all.,occupational areas. Materials are "
designed for use by teachers, etther on an individual or group ha51s,
working under the direction of one or lcre resource
persons/instructors.) (BL)
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This module is one of a senes of 100 performance-based
teacher e@ucation (PBTE) I®arning packages focusing upon
specific professional competencies of vocational teachers. The
compétencies upon which these modules are based were iden-
tified and verified through research as being important to suc-
cessful vocational Yeaching at both the secondary angd post-
secondary levels of instruction. The modules are suitable for
the preparation of teachers in all occupfational areas.

Each module provides learning experiences that integrate
theory and application; each culminates with ¢riterion refer-
enced assessment of the teather's performance of the spec-
ified competency. The Materials are designed for use by indi-
vidual-or groups of teachers in training working under the
direction and with the assistance Q§teacher educatorsacting as
resource persons. Resource pe
teacher cpmpetency being developed and should be thor
oughly oriénted fo PBTE concepts and procedures in using
these materials.

The design of the materials provides considerable flexibility for
planning and conducting performance-based preservice and
inservice Yeacher preparation programs to meet a wide vanety
of individual needs and interests The materials are intended for
use by universities and colleges, state departments of educa-
tion, post-secosnidary institutioris, local education agencies, and
others responsible for the proféssional’ development of voca-
tional teachers Further information about the use of the mod-
ules in teacher educatnonézro rams 1s contained in three re-
lated documents. Student Gulde to Using Performance-Based
_Teacher Education Materials, Resource Person Guide to
; "Using Performance-Based Teacher Education Materials and
Guide to Implementation of Rerformance-Based Teacher
Education. - '

The PBTE curniculum packages are produpts of a‘sustaingd
research and development effort by The Center's Program for
Professional Devedopment for Vocationat Education Many in-
" dividuals, institutions, and agencies participated with The Cen-
ter and have made comtributichs to the systematic devetop-
ment, testing, revi®on, and refinement of these very significant
training matenals. Over 40 teacher educators provided input in
development of initial versions of the modules, over 2,000
teachers and 300 resource persons in 20 universities, colleges,
and post-secondary institutions used the materials and pro-
vided feedback to The Center for revision and refinement

Special recognition for major individual roles in the direction,
development, coordination of testing, revision, and refinement
of these matena{s 1s extended to the following program staff.
James B. Hamilton, Program Director, Robert E. Norton, As-

. ! : -

ns should be skilled in the.

consultants and visiting scholars from throughout the country.

-

‘knowledged. Calvin J. Cotrell directed the vocationat teacher

.
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sociate Program Director] Glen E. Fardig, Specialist, Lois Har-
rnington, Program Assistant, and Karen Quinn, Program.Assis-
tant. Recognifion i1s also extended to Knsty Ross, Technical
Assistant, Joan Jones, Technical Assistant, and Jean Wisen-
baugh, Artist for their contributions to the final#finement of
the matenals. Contributions made by former program staff to-
ward developmental versions of these materials are also ac-

competency research studies upon which these modules are
based and also directed the currigulum development effort
from 1971-1972. Curtis R. Finch provided leadership for the
program from 1972-1974.

Appreciation s also extended to all those outside The Center
(consultants, field site coordinators, teacher educators,
teachers, and others) who contnbuted so generously i rious
phases of the total effort. Early versions of the materg® were
developed by The Center in cooperation with the vocational
teacher education faculties at Oregon State University and at
the University of Missouri-Columbia. Preliminary testing of the
materials was conducted at Oregon State University, Temple
University, and University of Missoun-Columbia.

Following preliminary testing, major revision of all matenals
was performed by Center Staff with the assistance of numerous

Advanced testing of the matenals was carned out with assis-
tance of the vocational teacher educators and students of Cen-
tral Washington State College, Colorado State University, Ferris
State College, Michigan; Fionida State University; Holland Col-
lege, P.E.L, Canada, Oklahoma State University, Rutgers Uni-
versity; State University Colkege at Buffaio; Temple University,
University of Anizona; Universitg of Michigan-Fhint; University of
Minne$ota-Twin Cities; University of Nebraska-Lincoln; Univer-
sity of Northern Colorado, University of Pittsburgh, University
of Tennessee, University of vermont, and Utah State University.

The Center is grateful to the National Institute of Education for
sponsorship of this PBTE curriculum development effort from
1972 thTough its completion Appreciation ds extended to the
Bureau of Occupational and Adult Education of the U S. Office
of Education for their sponsorship of training and advanced
testing of the matenals at'10 sites under provisions of EPDA
Part F,Section 553. Recognition of funding suppbrt of the
advanced testing effort is also extended to Ferris State College,
Holland College, Temple Untyersity, and the University of
Michigan-Flint. \1

Robert E. Taylor

. Director '
The Center for Vocationa! Education
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Thé Center for Vocational Education’s mission 18 0
increase the ability of diverse agendcies, institutions, and .
organizations#o solve educational problems relating to
individuat career planning and preparation. The Center
fulfilis its mission by v Py

o Generating knowledge through research.

o Developing educational programs and products.

o-Evaluating individuat program needs and o(itcomes

o Instalting educational programs and products.

o Operating information systems and services

o Conducting leadership development and trairing
programs”
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Vocational education laboratories are often the
teacher's' pride, a showplace for the school, and a
pleasure for the students to work in. In many pro-
grams, the laboratory—and the work that goes on
there—is the very heart of the program. In the
laboratory, students_can experience success,

prove themselves, aﬁd be re)/varded with tangible

restlts.

Laboratories are also expensive to build and
equip, and difficult to maintain. Teachers of labora-
tory subjects typically spend a great deal of their
time and energy in organizing and maintaining the
laboratory for which they are responsible. There-
fore, the vocational laboratory must be carefully
planned and organized if it is to facilitate instruc-
tion, ‘permit teacher and students*te work ef-

-

-

s
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INTRODUCTION

ficiently, provide safety for students and security
for equipment and supplies, and justify its cost. -

As a vocational teacher, you may be involved in
organizing the laboratory in @ number of ways. You
may participate in the desigp of entirely new -
facilities. More often, however, you will need to
réorganize-or modernize an existing laboratory,
Perhaps you may simply need to take stock of your
laboratory at regular intervals to make sure that it
still provides the environment for instruction for
which ityvas intended. In any case, you will need to
know the basic principles common to all labora-
tory planning and be able to apply them in organiz-
ing a laboratory ip your specific vocational educa-
tion area. C

In this module, the term “laboratory” is used for
the facility in-a vocational program where the ac-
tion learning or manipulative activities take place.
In some programs, it may also be called a “shop,”
“workrogm,” or “office.” Whatever the name, the
concept is the same and the same principles of
planning and organizing apply. ¥

This module is designed to help you become
competentin organizing the vocational laboratory.
This broad term includes such things as planning,
designing, arranging, setting up, remodeling, ren-
ovating, and expanding the learning facility Asub-
sequent module (E-9) deals with the day-to-day
management, operation, and maintenance of the
vocdtional laboratory. -

*
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ABOUT THISMODULE = . . *

s .

* Objectives . .

Enabllng Ob]ectlves

1. After completing the required reading, demonstrS&e
knowledge of the principles and procedure; involved
in organizing a vocational Iaboratory (Learning Ex-
perience |).

2. Givenan actual‘vocatlonalIaboratorym our occupa-
tional specidlty, evaluate the organizatiofy of the labo-
ratorytanddevelop plans for its imprd¥ement (Learn-
ing Experience ll). '

&

<
Resources

A list of the outside resources which 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-
etences ih your occupational specialty, and (3) to get
assistance in settingup 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 1n assessing your progress at any -
time.

Learning Experiencel . - '
Required
Reference. Occupational Safety and Health Stan
dards, Code of Federal Regulations, Title 29, Part
1910, Labor, Chapter XVil. Washington, DC: Occu-
pational Safety and Health Administration, latest
edition.

-

e .

‘ 1
. - '

Optional ) . ) ,

Reference: Storm, George Manag/ng the Occupa:
. tional Education Laboratory. Bélmont, CA: Wads-

worth Publishing Co., 1976. v,
The slide/tape, "Orgamzmg and Maintaining the

. Vo¢ational Laboratory,” The Centér Tor Vocational
Education; The Ohio State Unwersnty Columbus,
Ohio. .
A slide projector and’ cassette tape recorder for .
viBwing a slide/tape presentation.

A screen to use with the projector

[}
. v

Léarnlng Experience Il o 3
Requtred : ~ Lo, /
A vocational laboratory in youroccupatlonal spe-
cialty to visit and evaluate.
Aresource person to evaluate your f)lans forimprov-

ing the laboratory. - - N
Léarning Experlence n o RS
Required .o .

An actual school situation an which you can or-
ganize the vocational laboratory -

* A resource person to assess your competency n
organizing the vocational laboratory

‘NOTE: The safety aspects of organizing’ a vocational
Iaboratory require the most up-to-date information
available on goverimental safety regulations and
guidelines. It is recommended that the foHowing re-
cently published document be used as a sapplement to
th|s* module: Wahl, Ray. A Safety and Health Guide for
“Vocational Educators: An Instructional Guide with Em- .
phasis on Cooperative Education and Work-Stydy Pro-
\gr.i ms. Harrls\urg, PA: Pennsylvania Department of
. cation, Bure’au Qf’VocatlonaI Edycation, 1977

\
r ¢ " -,

This module covers performance glement numbers 194, 198 199 from

Caivin J. Cotrell et al., Model Curricula for Vocational and Technical
¢ Education. Report No. V (Columbus, OH' The Cénter for Vocationa!

Education, The Ohio State University, 1972) The 384 elements in this

document form the research base for all The Center's PBTE :module

development . . . . .
Forformation about the general orgamzauon of each module, general
procédures for their use, and terminology which is common to alt 100
modules, see About Usmg The Centers PBTE Modules on the inside
back cover

@
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. hctivity
d - y |

involved in planning and organizi

AR ¢

Read the following information sheet about the principles and procedures -

ng a vocational laboratory. As you read,

.

. f

tiong)-speciaity. .

attempt to relate the information to the laboratories in yourown-occupa-—

i -

.9
v .

Vocational teachers have a great responsibility
thatis virtually unknown to most teachers-of class-
rogm academic subjects, While the typical class-
room teacher may have to care for a féw.desks,

- chairs, a chalkboard, and some books, you, as a
vocational teacher, have a large, complex, and ex-
pensive laboratory for which you are responsible.
TH& room itself may be specially built. It will very
likely contain a number of expensive pieces of
equipment, a great many small tools or instru-
‘ments, and a wide variety of supplies. All of this

.Mmust be taken care of and used efficiently to help
“Yrain students for their chosen occupation.

In spite of the work and the difficulties, you can
derive a great deal of satisfaction from developing
a laboratory that looks good and functions well.

.You know that probably no one single factor is
ore important in capturing and maintaining stu-
‘dent interest. than the quality of the vocational
.laboratory. You also know that a well-planned and
thorayghly organized laboratory makes it much
easier to prepare students for t\e'oécupatlon: .

The essential ‘purpose of a well-planned and
managed. laboratory is, plainly enough, that stu-

-

-

dents should bé able to learn the skills needed in -

the occupation. The vocational Jaboratory should
promote learning rather than rmake it difficult. 1t

+ should make learning a pleasant and satisfying

experience rather than one that is to'be avoided.
By simulating occupational conditions, the labora-
tory prepares students for the real world and, thus,
becomes a learning experience itself. -

‘In addition to the primary quality of instructionaf

.

VE

W

" ORGANIZING THE VOCATIONAL LABORATORY

. ) - .
effectiveness,' there are several other important
characteristics a wel l-organized vocational labora-
tory should possess.

e It should be efficient, Teacher and.students \

should be-able to work with maximum pro-
duclivity and a minimum of wasted time and
energy. The most important factor here is-the
spatig| arrangement of tools and efuipment.

e It should provide a safe and healthful envi-

. fonmentin which to work. Students Shouid be
able to complete the program in at least as

“good a-physical condition as when they en-

. tered. The laboratory must provide good light-

ing, proper ventilation, a minimum of noise,
_and safe equipment. . -

'+ Itshould provide for the psychological needs
of students..The environmant should be one .
that fosters desirable attitudes and promotes
mental well-bging. It should present a feeling

 of order, secu¥ity, and pleasantness so as to

- promote the désirb to learn. Depending on.thig’
needs of the occupation, the laboratory can
suggest the qualities of accuracy and preci-
sion, ghiet afficiency, or stylish beauty.

e Itshould permit the teacher to be in control of
laboratory activities at,all times. This means
the teacher should have lines of sight-to all
parts of the room; should be able to hear the
equipment -in operation, and should have
quick access to all areas.

olt should ptovide securify for the instruments,
tools, equipment, and supplies that are essen-

tial to the laboratory. The laboratory must be

designed to minimize loss or.damage from
vandalism, theft, mishandling, weather, and
othér negative elentents. )

..
*.
o

o It should.be as visually pleasing as the ac-" -

tivities persit. Light, color, texture, pattern,
.and space all contribute to thé effect. A labo-

.

.
-

ratory can be a place of stimulation and ex? o

citement and certainly -need not be one of .

confusion or-tuliness: .

This is quite a‘large order, but a great many '
laboratoriés go manage to meet it, and ‘others
could be brought closer to the ideal the
cooperative efforts of the voeational teacher and
the school administration.: R .

The first f)hase of woﬁ; in achievirig all the %ﬁ.‘;

Lt

»

. /8

ant




ities of aninstructionally effective laboratory is that
of planning and organizing the facility. This in-
-cludes the design or plan of the space itself, and
plans for provision of services such as illumina-
tion, efectrical service, ventitation, and plumbing. ~
* It also’includes arrangement of major equipment
and furniture in the work space, and detailed plan-
nmg of such things’as storage, safety, and color.

“

You may be involved in the planning phase of
laboratory organization in several ways. In sonte
cases, you may be a member of a planning group .
charged with designing an entirely new vocational
education laboratory. The gtoup may be com-
prised of teachers, an educational facilities spe-
cialist,”a school administrator, and an architect.
Together, you would work out the basic require-
ments of a facility-for an expanded vocational pro-

) gram or the vocational wing of a new school bunld-
mg .

You may need »to draw on your technical and
teaching expertise in the process of writing the
educational specifications, designing the floor
plan, specifying tools and equipment, and check-.
'ing the final working drawingg. Because voca-
tional teachers are only Infrequently concerned
with drawing and planning new laboratories, these
skills are not emphasized in this module.

it is more likely, however, for a vocational
teacher to be hired for a teaching position and
assigned to work in an existing laboratory. If this is
the case, dne of the first things to be done is to
make a careful evaluation of the laboratory, docu-
‘ment any deficiencies, and draw up a plan for

|mprovement >
“Depending \
on condi- N 1\\
o

tions, the
needed im-

* provemerfts
may involve_
some re- |

Zmodeling of
the building =
repair or re-

-
.

oo

g sux
7 Dioay

-~

. .furbishing &t -
the facilities, \ . a\
or reg® \ e
rangement - S~

of the major o

components within the laboratpry. If you are mak-
- |ng tentative plans to update your program by add-

|ng a iew technical operation or an important

piece of, equipment, you will also need to go
. through th|s planning process. '

rintervalsof a
aluation of the,

Itis h|ghly desirable that, at regul
yearor two, you makeacomplete

laboratory, and take all p055|ble steps to correct

any poor conditions. This is'not as simple or as,
routine as it may-appear-itisalltoo easy to become -
accustomed to bad ventilation and deteriorating -
lighting, for example, and noteven be aware of it, *
Teacher,and students alike learn to step around a

hole in thé floor and put up with a storage room

with insufficient shelving. A laboratory that was a *
model of excellence ten years ago may be made

woefully inadequate by changes in chnology or .
school population, but the changes may have béen
so gradual that they passed unnoticed. ‘ om0

You will need, therefore, to make the necessary , -

effort to plan for improvemeqt, make the appropsi-
ate people aware of the needs of the laboratory,
and follow up on the request for change. It is
certainly your urgent responsibility (both moral
and legal) to notlfy the school}dmnnn tration of
any conditions in the laboratdry that seriously
hamper instruction or posé a threat to the safety
and well- be|ng of the students.

Even in a sutuatlon in wh|ch your authority is *
limited, there is- still much that can be done to
make the laboratory an efficient place in which to
work and learn. You usually can control the light-
ing, rearrange furniture and tools, and organize
the storage of matz:ials. .

You may find it worthwhile to invest your:per-
sonal time and effort in improving your laboratory.
by installing shelving, constructing tool panels,
painting walls and equipmeént, or making drap-
eries. While such work cannot be considered a
recognized profe55|onal ébligation, it may pay
great dividends in terms_ of teacher and student‘
satisfaction.

The size, shape, content and organizdtion of,
vocational laboratories vary widely. This depends’
to a great extent on the nature of the occupations.
for which _students are being prepared. A home, |
economics cooking laboratory, an office machines
laboratory, a horticulture potting shed, and an air-
craft engine -shop are very different from* each .,
other indeed. Regardless of the area of prepara-
tion, however, there are many. common con-
siderations in the planning and organization of the
laboratory area.

Itis |mportant to remember that in planningand -
organizing any laboratory facility, you must take,
the long-term view. Other teachers will be working

7in the laboratory in years to come, so the design .

must be based on recognized principles and not
personal prefereénces. Chalkbdards should not be
installed near the floor just‘because the present -

" teacher is shorter thayiaverage, and machirés

should notbe painted red and blue simply because
a teac‘hgr wants to display the school colors. - -

i
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Often, students can be of considerable help in

. organizing a laboratory. They work in it daily and
are almost directly affected by jts” benefits or

" deficiencies. By closely observing students at
work, you may be able to see where they-are wast-
ing time or operating inefficiently. Students are
usually quite creative in the art of finding
shortcuts, avoiding unnecessary effort

. coming difficulties. .

"~ Through class discussion, you should beable to
get many specifig complaints abfout‘ the present
LIﬁboratcory~faciliti , and you may also receive
_ some valuable suggestions. If,it is approached as
something that will benefit them, students are-
.often enthusiastic abgut participating in a plan of

. -

Lo “EducatiOnaI!‘Féciar.s‘in Laboratory Pl

\

, and over- .

] - .
. laboratory improvement. They ¢an do such things
as help move equipment, install shelving, reor-
«ganize the storage of materials, or even pgint the
.machines. ‘ :

€

v
.

anning

e

Plans for providing for the students, equipment,
and supplies in the laboratory must be’continually.
tested against some bgsic assumptions, princi-
ples, and practices e vocational program. Not

. only should the laboratory be educatlonaily sound
for the pregent program, it should-be able to.ac-
commodate program changes in the foreseeable
future as smeothly as possible. It is importantthat
as planning and organization Progress, the follow-
‘ing factors be kept constantly in mind..

The laboratory must foster the long-range goals
andspecific objectives of the vocational program.

b4

If.a‘goal is “to provide more access to'vocational *

. education for handicapped students,” the labora-
ot tory.should be planned to avoid obstacles for
wheeldhairs, provide wide aisles, permit operation

of machines while-seated, etc. ,

If a specific objective ‘is “to train students in

. microwave cookjng,” then the proper equipment
and space must be incorporated in the laboratory
*to do the job. Such planning.assumes, of cdurse,
that the goals and objectives;have been clearly

" formdlated.and written down. If this has not been
done, it should be accomplished before any more
planning proceeds. . :

“The units, lessons, and learning activities that
. are the content of the course will help determine
— " the'equipmentto be inctuded in the laboratory and
* the space required. Course outlines and unit plans
thus become important source materials for labo-
_ ratory planning. - ‘
The number of students to be scheduled in the
laboratory at any one)time, their age, and their
grade level are factors in laboratory organization.
A facility planned for 24 beginping students in
electricity may not be suitable.for 15 adults in a
course in color television service.

- “ .

S .

. Probably the most important educational factor
affecting the organization of the vocational labora-
tory is that of the teaching'methods and approach -
to be used. Teaching methods govern the amount
and kinds of space needed, the amount of dupli-
cate equipment required, and the way in which the
facilities ate organized. Asyou examine thelabora- .
tory to determine its adequacy and efficieney, you -
should—have a’ clear idga \of the appropriate

. methods to be used for the subject matter to-be,
taught. Then you can compare the Tacilities with
the methods. Some broad guidéllr‘ies for this
evaluation follow. ' Tt T

Class lectures require either a Separate clads- _
room, or tablet-arm chairs in the laboratory itself °
which take up a, great deal of valuable space. ,
Sometimes folding risers can be used so that aftert ™
lectures the space can be used for project build-\ -
ing. Good acoustic Bnditions for intelligible 3
speéch, are netessary. A demonstratioh table,
chalkboard, and projection screen willusually also
be needed. 3 S A M

L4 -

Small-group .Instruction and demonstration

‘may take place around a conference table, in a

small and comfortable seating -area, or around &
piéce of equipmenti Major pieces of equipment :

. may need more than the usual work space around

them to allowyou tostalk to asmall group of sti»
-dents as some technical process proceeds. For .
example, in a dental auxiliary program, the dental -

\:hairs should be spated for group cobservation

nd instruction. In a drafting program, one large

drafting table’can be'set aside for group instruc-
tion and be provided with generous viewing space

around it. ’ . .

" The project a'pprgacﬁ may need Uinusually large
working and storage space. Building frades pro-

§

4
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grams may need great floor space, free of equip- ‘Indlvidualized vocational programs may negd‘%
ment, in which to construct.building sections. In _fewer duplicate tools and equipment because stu- ’
mild climates, outdoor work areas (perhaps pro——dents-are-lesstikely to be-doing-attthesame things ko
tected by a roof ) previde inexpensive work space.  at the same time."The individualized program, .
Exposure to the weather may provide students however, will probably require individual study
with some realistic occupational conditions. Bulky  facilities in the laboratory- and several filing
»projects that require stgrage while they are under- cabinets for storing the learning packages (mod-
way (e.g., furniture) may present special problems, ules). ° . [«

requiring secure storerooms or balcony areas. Instruction ‘through the use of visual materlals

L the laboratory revolves around live work for  should be planned in most laboratories. A pull-
customers (e.g., cosmetology), there should be a  dowrf screen should be installed it front of the
pleasant and comfortable customer waiting area. instruction seating, and any windows in the area
éomaewhat separate from the laboratory pMper. equipped with opaque curtains so the' room may
Live work involving such things as autorobiles be completely darkened. A cabinet in thelabora- t
~ and television sets-requires seture and protected . tory for storing projectors and filins iiv,ery helpful.
storage of the customers’ property, ) l Coat

Techniqiies of Planning | :

o Sesamars

- . -y

Sooner or later in the laboratory planning pro- ' Another techﬁiqueis to do thedrawing on graph .
cess, you will need to put your ideas down on  paper-that is already ruled in small squares. Yoy
paper in some graphic form. It i ‘easier to vi- _ can let the * z

* sualize what the laboratoryWill looklike ifyou can  side of each -
work from & drawing, sketch, or mo§el than if you ‘square rep- -
just have a vague mental picture of what you want  resent one s
to accomplish.. : ’ “foot, or six

If you are trying to communicate your plans to g:)(ir':gsc':t?\:ai _
others, itis essential that youhave a graphic repre- convenient
sentatioh to show them. Even when you want todo .measure. It is -
some minor tearrangement, it is a lot more conve- relatively'
nient to change some lines on a sketch than itisto easy thegto
move around g large piece of equipment trying to - az‘( the& ¥ i
find a place in which it will fit. . Y e e
A sketch plan is’probably the simplest and best  tures of the - 8raph paper .

to draw to scale «

way to.get your ideas . down on paper. A “Plan  room and without computation

View" is a viéw of a room or 3 buildingdrawn asif ~ equipment
the Toom had been sliced through horizéntally, using heavy pencil lines, either freehand or with a
about four fest above the floor level, and the top  ‘straightedge. ) T '

section lifted away. Looking straight down at a -
plan, you can see the outer walls and inner parti-
tiofd with their windows and doors. You can also*
see low cabinets, machines Qr other equipment
on the floor, and major pieces of furniture. (See
Figure 1.y .

On‘the plan, you can indicate with symbols the
electrical outlets and -plumbing fixtures if this is
important to your planning. Simple bold.lines are
all that are nesded, and even a fairly crude skefch
plan.is better than no drawing at all.

To be most helpful to you, the plan view should
be drawn to'scale; that (s, the drawing on paper
should be in proportion to the actual room. You

* can do this by using a ruler and letting a fraction of
an inch on the drawing represent a foot in the real -

. Inorder to make any scale drawing of an existing
laboratory you will, of coursé, need to know the
dimensions,of the room. A measuring tape (5Q1t. or
100 ft. in length).is very helpful fo have for this
purpose, but a yardstick will do.

Thare are several qther useful devices to help
_you to make good sketch plans. A T square and >

-

T square and {riangle

laboratory (Y2in. equals 1 ft.is a convenient scale).” to help you draw * < oo
. . - - vertical and horizontal lines - . -
2} ~ — e . .t
% -l(/ f H .
9 ‘ -
. . . \) 4
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a

triangle will help you draw vertical and horizontal
lines neatly and accurately. Plastic templates (pat-
T Tterns), available from art supply and book stores;,

) make it easy to draw standard shapes‘such as
' circles,'squares, and rectangles to represent labo-
ratory features and equipment. If you want to ex-

» periment with different machine or furniture ar-
rangements, you can cut pleces of heavy, card-
. board or illustration board in scale to represent
the equipment. You can' then move the pieces

to outline standard
_shapes easily

: . . .
. Instructional Resource Center,

around on the plan to arrive at the best arrange- '
ment. .

-For even _
more fun,
make simple
scale models
of equipment
out of clay or
cut them .
from large
bars of soap,
and use
them to help
you visualize

10U 00T s t st oy ooty v

zation ideas.’ cardboard to represent equipment )

The soap model doesn’t have to look exactly like a
dental chair or prmtlng press,; it just needs to have
the same proportions and general shape. . -, ¢

. T . [}
Cohtemporary vocational curricula are roving
: toward more individualization, greater responsibil-
ity of the student for. hls/her own educatian, and
packaged or modularized instructional materlaJ%
« This means that the vocatiohal laboratory shoul
be planned-and organized | 1o facilitate such ac-
tivities. The |nstruct|onal ‘and~study areas shotid,
thus, be an integral’part of the laboratory, or be in
such clgse proximity that students can move freely!
back and'forth among the study, conference; &nd
" skills areas as learping experiences requrre-

An mstru-ctlonal resource center (or Iearnlng
center) is the place whete’students may conve-

. niently work on the cognitive (knowledge)aspects
"~ of laboratory learning. It is a place'to read; view, or
" listen to instructional media.individually, consult
reference material, solve technical problems;
draw; and write. . . S :

»
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From the resource center, the student can-
) v v - . .

quickly go to the skills area to verify the study by
testing out a process, using an instrument, or,
operating a machine. If a problem arises, or more
knowledge is needed, itis a slmple matter for the
student to move back to the resource center for
further study: B L A

There are some advantages tblbcating the voca-
tional resource center outside the Iaboratory in a

. central location where it may be shared- by several

occupational programs. However, a resource Gen-
ter -right within the laporatory can be of greater
benéfit to students. It is close to laboratory eq
ment, and the teacher is immédiately available
help and direction. Most existing vocatlooal i
laboratories can accommodate a resource cgnter .-, }
by rearraﬁglng the facilities and adding some fur- k

niture suitable for study activities. A re5ourcé.cen- ' .
ter withir the laboratory need ot be’ large or ex-: )
tenslve but.it should be weII planned. * 2.

bz

+




L The following are some recommendations for
organizing and equipping an instructional re-
. source center in a vocational laboratory. -
™~ ¢ The area selected should be out of the main
Iaboratory traffic patterns, reasonably quiet,
. but easily accessible to the teacher to check
2 .on student progress and to answer questions.
It is best to have some kind of semi-divider
(perhaps a countertop cabinet).
. . . e There should be generous general illumina-
: tion and attracjive colors to prowde a
. - stimulating atmosphere. if ossuble a“car-
: ., peted floor should be used hance the
_ appearance and control nOIse
o There should be study space for about 25 per-
. .cent of the class at any one time. =~ |
-« Small study-tables and adjacent bookshelves
should be provided. Better yef are individual
- study carrels wrth a bunlt-m shelf and light.

~

- ] . 4
.

ERIC . - =~ .
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e More and more instructional materials in-
clude media. A fullndeveloped resource cen-
ter should have a cassette tape player with
headphones, filmstrip and/or slide pro]ector
and a videotape player, if possible.

o Storage for the media materials may be in the
form of a lockable storage cabinet or, open
“pigeonhole” boxes. In either case, it needs to
‘be organized to permit easy access-to the
desired material.

The resource center can be a‘specially remod-
eled area of the laboratory, complete with new
furniture and complex media devices, Or,itcanbe
a simple affair made up of standard school equip-
ment begged, borrowed, or bartered for the pur-
pose. Most vocatlonal laboratory teachers should
be able to reorganize their facilities so as to be able
to provide this valuable learning area for their stu-
dents.

v -
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‘Sirr!ulqting Occupational Con'ditio_ns\ *

- R >

Wherever itis possible, itis desirable to make the
school vocational Iaboratory sumu[ar/to occupa-
tional standards and to actual conditions in the
-« working -world. A.realistic school laboratory can

more effectively prepare students for the job,
.minimize the adjustments needed as the stu;dent
enters the occupation,and create positive associa-
tions between working and leatning. To reor-
ganize a . .

v laboratory so
that it more
accurately’
,simulates

Zréal-world
conditions,

on your per-
sonal occu-
pational ex-
perience. '
You can-also
go out into
the field to
observe. ) )
L present qpndltlons and practlces in shops, offices,
- or stores. In addition, your occupational advisory
committee can give you up-to-date information
about how you might reorganize your laboratory.

School laboratories can be made to simulate

" oceupational conditions in'the following ways.
¢ Selectthe same types of efipment asused in
the occupation, in terms of sizeand capability,
function, and mode of operation. Outmoded
equipment or special “school typa" light-duty

2

Laboratory Arrangement

2

. guided by your common sense.
1

machinery make it difficult for students to
learn present occupational practice.

_e Use mb%(lals and supplies comparable with.
those used-in the occupation. In industrial
drafting rooms, for example, use tracing
films; do not have:students do their work on

.manilla paper.
e Arrange machines and\eqmpment in.patterns
similar to those on the job. If cooking, pots
are hung above the range in a commercial
kitchen, the food skrvice laboratory canusea:
similar arrangement, even if it detracts some-
what from a neat appearance.
e ‘Create an atmosphere similar to that in the
occupation by sensitive selection of colof
. schemds, furnishings, and room arrange-
ments. A child care laboratory-can seem like
the best of day care centers, and a food ser-
vice area can simulate an attractive cafe with
tlowers on the tables and piped-in music.

Simulation can, of course, be carried too far.
There is no point in simulating dirty or disor-
ganized worklng conditions, even if such condi-
tions exist in" the occupation. The school labora-
toryis designed for different objectives than shops
in business and industry. The laboratory’s prime
function is that of instruction, while the shop’s
purpose is that of production. A dental assistaht's
laboratory the size of a dentist's office would ac-
commodate* only a few students ... an aircraft

mechanics laboratory designed to duplicate a.ser-

vice bay for a Boeing 747 would be unfeasible to
say the least. You should attempt simuiation,

'Y

v

. Not only must a vo¢at|onal Iaboratonﬂm weII

( equipped, but the equipment must be placed in an

arrangement that will allow work to go on

efficiently, convenlently. safely, and pleasantly.

, Even teachers in existing laboratories have oppor-

turiities to improve the facility by doing some

minor or major reerganization. Though the rec-

ommendations and requirements for laboratory

. arrangements will vary with the.specific occupa-

tional area, there are a number of general princi-
ples that hojd true for any facility.

mOSt laboratories are rectangular in shape, usu-
about twice as long as they are wide. This isan
efficient desugn relatively easy to organize, and
effective in operation, There should-be at least two
doors—for student safety as well as convenience

»

AN §
in accepting service and deljveries. ldeally, there
should be no columns or otherstructural members

. to obstruct the floor area- . _

>

+

There should be an adequateamount ofspace in -

the laboratory to provide for the expected labora-
tory activities and the number of students enrolled.

The definition of “adequate” varies greatly with the
occupational program. Light work confined to a
desk or worktable may require as little as 30 square
feet per student. With a class of 20 students this
would mean about 600 square feet, or a laboratory
space (not including storage) 18 feet wide and 34
feet long. ‘

For laboratories where moderately active work
takes place (e.g.. typewriter repair), about 50

14
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.Square feet per student is required. Heavy work
(e.g., mine equipment maintenance) may need 100
or.more square feet for each student. Some pro-
grams may require additional outdoor space (e.g.,
an outdoor play area for a child care program, a
fenced area for vehicle storage in a automotive

“'services program). (Forsome recommended labo-
“ratory spaces, see Figure 2)) .

_ Studerits and teachers usually move around a -

great deal in a laboratory. They move from one
machine $o another, carry stock, get tools and in-
struments, and move their job to a workbench.
These typical movements create patterns, cailed
traffic patterns, that should be taken into Zon-
sideration in organizing the labogatory. You should

- anticipate the traffic patterns and place tools and

equipment so that— | *

e wide lanes are provided for major traffic

e students can move to get tools or stock with-
Jout disrupting others’ work

' traveJ distances between major work stations
and to supply areas are as short as poSsan\e‘

e you can travel in relatively straighf lines to be
at hazard areas quickly

o the path from danger areas (e.g., metal cast-
ing) to exits is short and clear

e long materials (e.g., Iumber) can be carried
from supply rack to work place without turn-

¢« Well-planned walk space and short traffic pat-
terns, can be significant factors in (1) conserving
yourenergy-asyou move about the'laboratory, (2)
making the work progress efficiently, with as little -

- wasted time as possible, (3) providing a safe work-
N ;mg environment for students, and (4) preventing

unnecessary disruptions and disciplihe problems
* among students. .

Somewhat related to traffic patterns are sight
lines. Ideally, when you are working in the labora-
*tory, you should be able to see all activity areas
from any spot in the room. This permits you to*
.observe every student at work and to take actionto
correct unsafe situations or see Wthh students
need help.

‘It is not always possible, 6f course’to have clear
sight lines to every area of the laberatory. For ex-
ample the teacher of photography will not be able
"to see what is developing in the darkroom from
Hther areas of the laboratory.-In order to nmaintain
sight lines in the laboratory, the followmgplannmg
guidelines §hould be used. '

B

?

ing sharp corners and endangering students _

" improperly .operated should tatch your attention

, work Space fer a partlcular work station or

..gerson will berworking there at the same time, (2) |

~ -~

e Plan the laboratory for a sim51e rectangular
shape; avoid L shapes or separate rooms. _

e Eliminate posts, columns, or other structural
members; if they can’t be eliminated, keep
them as small as possnble

o Do not construct dividers, partitions; ,or tool
panels in places where they will obstruct the
view, though _open dividers may be satisfac-
tory.

e Large plecesJ of equipment or storage cabi-
nets can be placed against a wall where they
will riot be an-obstruction.

Notonly should you be able ta seé what is going
on in all parts of the laboratory, hut you should be
able to hear a3 well. A machine giving. off the -
wrong sound because itis malfunctioning or being

instantly. In some, situations (e.g., role-playing ac-
tivities in distributive education), it is important for
you td hear comments and responses between
students as they work together. Generally, if ex-
traneous noise is controlled and good lines of vis-
ion preva|I you should be able to hear readily
enough. .

The space around each work station should be
adequate for the type of work to be done there.”
Small, close work (e.g., watch repair)requires very
little extra space around the workbench because
the job is basically self-coptained. Other opera-
tions- requiring processing of large-size materials
(eg., cuttmg afull4 x 8 sheet of plywood on a table
saw) require a greatdeal of free space su rroundmg
the machine.

Some operatlons should have an unobstructed
safety zonein a particular areain case of excegsive
heat, sparks, &r malfunctions. For example, the
table saw should have about 20feet of um§ed area
mjmedlately behind the blade in case a piece of
wood is thrown violently backward. As you figure

machine, deterrine (1) whether more than one «

aw much space Is required for the convenient .
and safé movement of the student, and (3) the _
maximum size of the material to.be used atthe |
station. .

The plan drawings in Figu re'3 showa~6asic"allym.
undesirable L-shaped laboratory area with many
built-in problenis. ‘Plan | indicates problems of
traffic flow, lack of security, and difficulty of
.teacher control. Plan Il shows what might be done
with a minimum of effort to improve the situation.

- . i '
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FIGURE 2
MMENDED LABORATORY SPACE

\BECQ E |
@R"SEI;:;EGTED OCCUPATION PROGRAMS!

i ) _‘/‘. RN F T -
A “ Square Feet - - 'Addltlonal - Number of
¢ Per Student . ., SIorage Studgnts
.- ‘8o-85 20-15% oo 1s~fe4
* 130-150 20% - 4 46—22
180-250 10-20% . 16—22 AN
oo 125150 . 20% - 16;22"

a © 50-70 5% |, % 16—223 T
Cab‘inet&c%rpentry ' 125-150 , . 20% Sl N
Child.Gare -+ - b ~ 60-85 15% . . oo - 15-20 M
Gommercial Art . 50-70 15% | . 16-22°
Cosmetology . Bo-125 . ° .10% | Co18-22 - .
Drafting - '\ -55-80 © 5% | w2026,
Elqctricity or Electromcs , 50-70 _ - 10% - 16~22.
Gyaphic Arts - ' 125 15% . 16-22.
Marketing : \4BF75 10-15% 20-24
Machinist - L e 1/2180 5%, 16-22 -
.Medzcal Assistant . .95 15% i~ 16-22
Needle Trades - 70-85. 10%. ~ 15-20 |
Nursing . - 85 20% | | 20-24
Sheet Metal ~ - - 80-115 10% ! 18-22
Typing ’ 0T+ 25-30 10-15% ) 25-60
Waiter-Waitress - " 50-65 « - 20%, 18-22

" Welding/Mefal Fabrication . , 130-160 © 5% v 18-22

1 Adapted from George Storm Managirg the Occupational Egucation Laboratory iBejmont CA Wadsworth Publishing Co Ince 1976,
pp 45 46
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You need to store \many things In your lab-
oratorigs. Student supplies, materials, small tools,
instruments, .speciat equipment, student projects,
instructional materials and devices, and school
records all must have convenient, safe, and ap-
propriate storage. If storage is inadequate or of the
wrong kind, the situation creates problems for you.

teacher should do about storage needs.
1. Determine the type of items that require stor-
age in your occupational program.
2. Identify the special storage requirements for
each of the types of items.
3. Survey the storage facilities available in the
©  existing laboratory for each type of material,
and determine the adequacy of the facilities
4. Prepare plans for improving storage in the
. laboratory.
5. Implement the plans by changing the storage
facilities, ard/or present your needs to the
school administration.

Each vocational education area has its own par-
ticular storage needs and problems. A beginning
teacher will identify these special needs by draw-
ing on his/her knowledge ahd experience in the
occupation, py visiting other successful laboratory
teachersin the area and discussing commorrprob-

- lems, and by reading journals devoted to that

phase of vocational education. Common to all vo-'
cational areas, however, are (1) the need for con-
venient storage tQ minimize the effort needed to
handle and control the material, (2) the need- for
safety in the storage of hazardous substances, (3)
the need for security from damage or dnau-
thorized use, and (4) the need for an adequate
amount of storage for-present and future use. Fol-
lowing are some. specific guidelines for planning
laboratory storage facilities. -

.regulations scrupulously.

N

Materials storage should be corvenient to the
service entrance through which j*.§ delivered, and
close to the point of usein thel
not be necessary to carry large materials through
the working area. It should also be easy for you to
locate the needed supplies quickly and take inven-
tory of the stock accurately and conveniently.

Materials should be visible and organized, ‘not
stacked behind each other on shelves or stored in
difficult to reach places. Storage spaces should be
well lighted. A metals supply rack, for example,
should be located so the long bars can come
straight in the service entrance, andrthe material
sorted by type of metal and size so any desired
piece can be located quickly.

Many vocational areas use materials and
supplies that require spécific safe storage condi-
tions. The materials may'be flammable, explosive,
toxic, corrosive, or have other hazardous charac-
teristics. Examples of these kinds of materials are
tanks of welding gases, acids, paints, and solvents.

Local fire codes involving these kinds of mate-
rials must be complied with. Typically, flammable
liquids should be stored in a concrete storage
room, outside the laboratory proper. The regula-
tions of the Occupational Safety and Health Ad-
ministration (OSHA) describe the required storage
facilities for all such material. Every vocational
teacher should obtain a copy of OSHA regulations
from the agency's regional office and follow the
AT P

Some Iabbrétory maferials need to be .étored in

oratory. It should

controlfed conditions if they are to maintain their.-

quality and perform properly. Food and photo-

graphic film should be stored at fairly low tempera-
tures. Furniture lumber and printing papers need
to be stored in conditions,of controlled humidity.
Cleanliness is a special requirement for storing
office supplies and photographic supplies. .

Certain drugs and chemicals-should be keptina
dark place. Extreme precision tools and equip-
ment (e.g., the gauge blocks used in tool and die
making) must be kept at a uniform temperature if
they are to function accurately. You will need to
determine the materials in your laboratory that re-
quire such special storage.

It.is becoming increasingly important to safe-
guard materials and supplies from theft; loss, or
misuse. Almost all materials in the laboratory are
subject to abuse of some kind, but there are par-
ticular problems in some vocationaltareas.

Gold and other precious metals used in a dental

technician program need'safe storage. Health oc-.

{ ' ' -,
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cupations laboratories rmust take extremely thor-
ough precautions in the storage of drugs, hyper-
dermic needles, and syringes; and should control
them as'they are controlled in a hospital. Small and
valuable electronics parts, valuable metals, and
expensive small tools and instruments may need
to be kept in locked storage cabinets.

Central storerooms serving several laboratories,
and tool rooms located within a single laboratory
are losing favor among vocational teachers. Tool
panels located near the work stations where they
will be used are usually much more efficient. If
there is a specially designed and designated hold-
er for each tool or instrument, the student canp
locate it quickly and you can make a check of the
panel conveniently and accurately at the end of the
class period. Sdme tools and instruments, of

-]

" The Laboratory Environment

course, may be too delicate, or large, or expensive
to be placed on an open panel.

There are several techniques that you mgy useto
get the most out of the storage space that is avail-
able in the laboratory.

o Use the space under workbenches forstorage

of bulk and sheet materials. .

o Store long and light materials (e.g.; molding,

plastic rods) vertically instead of horizontally.

o Use outdoor space to store weatherproof ma-

terials that are needed only infrequently.

e Cutlarge stock and divide bulk materials into
‘.. the smaller sizes that will actually be needed

by students, storing the small materials on
shelves or in cabinets.: )

AN

You have direct responsibility for the environ-
mental conditions in the laboratory. It s important
that the environment be one that is conducive to
student learning and that is a safe and healthy one
in which to work. The factors-that must be con-
sidered in planning and providing for a good envi-
ronment are (1) Hlumination, (2) atmospheric con-
ditions, (3) acoustics and sound control, and (4)
aesthetics and color. Laboratories that are noisy,
dark, uncomfortable, or ugly cannot providé the
setting necessary for efficient learning or pieasant
associations with the work of the occupation.

In some school situations, you may have only
limited control over these conditions. The custo-
dian may regulate the temgerature and room venti-
lation, while acoustics and room appearance may
be integral with the building and difficult to im-
prove. In any case, however, you should .check
existing conditions, compare them with the ideal,
and develop some plan fgr any needeg improve-
ment.

The plan may simply be to document the needs
and present them to the school administration (or
school evaluation committee), or gradually to seek
resources and permission to get the job done. You
need to work cooperatively with the custodial staff
to be sure that all the seryvice systems are working
properly and that the environmental requirements
of the labosatory are being met as well as posgible.

Another sound problem is that of poor acous-
tics. Ifgound is reflected by walls and ceiling, and
reverberation times are long, speech becomes un-
intelligible. Reverberation is the continuation of
the sound #ter the source has stopped. Hard sur-
faced building materials, such as concrete and tile,
reflect sound and increase the echos. Carpets,

v

draperies, and acoustically treated ceilings are the
standard remedies for reflected sound.

-,

lilumination

One basic factor in organizing any vocational
laboratory is that of providing proper lighting for
the work to be done there. Insufficient or improper
illumination can be depressing to students, cause
fatigue, be a safety hazard, and lead to errors or
poor quality work. If nothing more, you should be

| B
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able to maintain reasonable illumination by (1)
making sufe the lighting system is functioning
properly, (2) turning on lights when they are
needed, (3) having bulbs and tubes replaced with
the appropriate type as needed, and (4) having

“tubes and fixtures cleaned at regular intervals.

{
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Th.:a\lightlng in the‘laboratory should be suf-
ficilent for the type of work being done. Simple
tasks which involve manipulating large objects re-
quire only a normal level of illumination, while fine
and accurate work requires high tevel illumination
There-are detailed tables available showing rec-
ommended lighting standards for almost all fields
of work. If you are interested, you may consult this
information. However, the standards are stated in
foot-candles, a unit of measure that requires the
use of a'light meter to.determine. A more general
description of lighting needs follows.

Very Low Lighting -
e T.V. viewing |
e storage rooms
Moderate Lighting
e waiting lounges
e conferenge rooms
Good General Lighting
e classrooms
é reading
e assembly processes
* High Level Lighting
"o drafting
e sewing
e inspection s ~ .
Very Bright Lighting
o extra fine assembly g
e color identification - "
e very severe visual tasks

The amount of light i1s not the only important
factor in providing good lighting; the quality of the
light shouid also be considered Natural light pro-
vided by ngrth windows 1s, In general, excellent,
but it is obviously affected by weather conditions
and time of day Inaddition, recenttrends inenergy
conservation tend to reduce window sizes Good
general ilumination is free of g'arc and even, with
low contrast between the work area and the back-
ground. Wetl-designed fluorescent lighting can
provide this.

The cotor characteristics Qf the iight should be
chosen for the type of laboratory. This can bg done
by selecting the appropriate tube.or bulb. Flapres;

. cent lighting tubes, for example, are available in.

*characteristics. The (" cool white"” type I1s the kind
“Usually used' for general classroom illumination,
and has a natural and pleasing balance of white
light. "Warm white" is somewhat pinkish in tone,
while "daylight” tubes are Wesigned ‘to simulate
naturatl ‘noon, light as closely as possible The
common household tight bulb (the incandescent
bulb) gives a warm light in a concentrated area
» Following are some ex/ampleé of lighting .situa-

several types that PWe shghtly different color

.

e Food service areas should use “warm white"
fluorescent tubes to make foods (espegially

meat) look more appetizing.
o Cosmetology laboratdries also use ‘warm

white” ight because flgsh tones are more ap-

pealing.
e Reading and general classroom work should
be lighted by "cool white" tubes. ;

o Colors are most accurately rendered in "cool
white"” or “dayhght” illumination. Textile tabo-
ratories, fashion design laboratories, and
graphic arts shops should have "daylight” ii-
lumination available:. )

e Incandescent bulbs can be used to provide an
intense spot of light for demanding visual
tasks or for display. Y

e Special lights may be required for certain
technical processes (e g., orange or red safe-
hghts forphotographic processing, ultravioiet
light for metal inspection, special scent
light for stimulating plant growth)

Atmospheric Environment .

Laboratories that are too hot or too cold, badly
ventitated, or with humidity that is too high or too
low cause students to be physically uncomfortable
and thus present a less than ideal environment for
fearning. In severe conditions, the laboratory envi-

__ronment may actually pose a threat to the health of
“.Btudents and teacher alike. It is your responsibility

to see that student health 1s not jeopardized by -
potentially harmful dust, exhaust emissions, |
fumes, and gases that may griginate in the tabora-

tory. °*

The best laboratory atmosphere will be one in
which-the air 1s clean and odorless and free of
harmful gases. The air will be continually moving
but without sharp drafts, at an appropriate tem-
perature for the activities taking place inthe room,
and at a comfortable level of humidity. In spite of
modern heating and cooling systems and specially
designed exhaust systems, such an atmosphere is
not always easy to achieve. The situation i1s not
helped any by the fact that some vocational -
laborataries are 1n quarters not originally planned
for them. For example, what may be a satisfactory
heating and ventilating system for a standard
classroom may be woefully inadequate for an ac-
tive laboratory.

The optimal temperature for a laboratory will
vary with the type of work. Very active, heavy work
{e g., masonry, foundry) may bestbe dqneat 65 F.,
or even lower. Inactive,.light, and very accurate
work (e g., watch repair, drafting) requires aroom
at about 72(F. Humfduty (if it can be régutated at all)
should generally be maintamned at about 30 per-
cent for maximum comfort and_health,

.
.
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Many laboratoriés have their own groblems of
ventilation. The technical processes involved in
. someoccupations produce excessive heat, fumes,
and noxious odors that must be rembved from the
environment as quickly as they occur. The stan-
dard practice is to install a metal collector hood
over the source area and usean exhaust fan tovent
the fumes to the outside. In the tase of dust, a

placed in several locations irv the laboratory and
the dust collected in large cloth bags that must be
efptied periodically. It is not a satisfactory solu-
tion to simply disperse the pollutants by moving
the air through the laboratory with a circulating
fan. ’

Among the special environmental problems in
vocational laboratories are the following.

o Toxic fumes may be irritating, debilitating, or
even lethal. They must be removed quickly
and thoroughly by exhaust systems. Ex-

metals such as zinc), photographic and clean-
ing chemicals, gasoline engine exhaust emis-
sions, and certain adhesives.

e Smoke and particles in the air must not only
be removed from the source, but should be
filtered out of the air. This problem exists in
food preparation, spray painting, and wood-
working.

e Excessive heat is usually readily dealt with by

occurs in metal foundry, food preparation,
and dry cleaning laboratories. -

e Strong odors, though they may not be haz-
ardous, are very unpleasant and should be
controlled before they affect the rest of the
school. Removing the source and exhausting
the air are the usual remedies.

e Many technical processes require very strictly

humidity. Examples are: furniture finishing
with lacquers, plant growing areas in orna-
mental harticulture, and thocolate candy
making. Laborafories in which these'kinds of
activities take place must be planned to in-
clude the specialized equipment needed to
mainfain the required environmental condi-
tions (e.g., humidifiers, dehumidifiers, auxil-
iary heaters, air conditioning and refrigeration
- » equipment, blowers, etc.).

Sound Control . .

Where students are actively working and
machines are in operation, there is going.to be
some noise. The crucial matter is to keep the
soundat a level thatis notfatiguing or harmful, and

central vacuum system is often used, with inlets -

amples are: welding (particularly with some -

regulated conditions of temperature and/or.

-ingaw
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that allows students and teacher to communicate
easily and accurately Since a considerable pro-
portion of instruction is through spgech, if stu-
dents can't hear clearly, they wilmhave difficulty
learning.

Continuous loud noise instde the laboratory can
be more serious than is usually realized. Common
responses to n@%e are irritability, tension, and ina-
bility to concentrate. Prolonged exposure to high
noise levels can cause temporary hearing loss, and

*eventudlly, pefmanent damage. This kind of noise

simple exhaust systems. This condition often } is often given off by electritally powered machines

such as wood routers, saws, and planers, and by _
small gasoline engines.

Machine noise may be controlled by surround-
ing the motor with fiberglass or similar insulation.
Or, it may be controlled by mounting the machine
on pads (like cork) to prevent the noise and vibra-
tion from being transmitted to the floor. It may be
possible to build an enclosure, covered on the
interior with acoustic material, for a noisy fma-
chine. In clean laboratory areas, carpeting the
floor can bring down the noise level significantly. If
noise control can't be builtinto the laboratory facil-
ity, students will have to be required to wear Bar-

> protection devices.

& . oo «
Attrattive Environment =,

It may seem that a vocational laboratory need
not.be physically attractive as long as it allows the
students to learn the skills of the occupatign.
Thereva;g‘khowever, some genuine benefits tohav:

orking environment that is pleasing in its
order and proporti®ns, colorful, and vdried in ma-
terials. ‘

Students should work in a setting that is at least
of the standards that apply in the occupation so
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they become familiar with the setting and as-
sociate with it. Learning in surrounglings that are
attractive generates good feeling and pleasant as-
sociations so students will want to gontjnee learn-
ing, rather than escape from it. Careful selection of

. color can affect sfudents psychologucally and can

have a beneficialgtimulating effect. In your efforts
to improve the laboratory, you can organize furni-
turesand equipment to present an ordered appegar-
ance, select colors for walls when the laboratory is

periodically repainted, and add simple touches

such as plants or posters to_enhance an otherwise
sterile setting.

Colors, in particular, have animportant effecten:
the appearance of the laboratory. Some colors
tend to soothe and relax, others stimulate and ex-
cite, while still others depress and irritate. Yellow
appears cheerful, reds are stlmulatlng. blue calimis
arid appears cool, and green has pleasant associa-
tions with nature.

Applied to a laboratory, I|ghter colors tend to
make the room seem larger, dark "colors make it

’

Laboratcry Plannihg Sequence

appear smallar. Warm colors (the yellows, browns,
apd reds), suggest hospitality, friendliness, and .
security. The cool greens and bfues, on the other
hand, are associated with efficiency and accuracy. i
You may create the psychological .environment
you desiré by carefully selecting colors for the
various parts of the laboratory.

.

?

~

You may be a_teacher in a new professional,

position or a continuing teacher ready to add a
new instructional area to the vocational program.
Or, you may be a teacher who simply wants to
reevaluate and review the adequacy ef his/her
laboratory instruction. You will need to establish a
logical sequence of work in order totakeal} factors
into consideration and arrive at a rational labora-
tory plan. The following is a suggested planning

sequence for reorganizing an existing facility.
1. Review the statements of educational goals
and objectives for yourvocational program.

2. List the learning activities that are to take
place in the laboratory.

3. Examine the.equipment arrd supplylists for
the projected learning activities.

}/Determine all the major dimensions of the

existing facility, ingluding storage.rooms,
doors, windows. Use a measuring tape to
btain reasonably accurate measurements.
A Figure the total square footage of the labo-
ratory, divide by the anticipated, student en-
rollment to determine adequacy of the
. space‘in terms of square feet per student.
6.. On graph paper or using a drawing board,
make a plan drawing of outside walls, parti-
tions, storerooms to scale. Indicate chatlon
of doors and windows.

7. On the drawing, indicate the other perm'a-

s

21

nently fixed~gbjects in the laboratory (e.g.,
sinks, counters, very large machines, gas .
Imes, exhaust fans, hydraulic lifts, etc.).

8. Determine the approximate boundaries of
each of the desired activity areas to be in-
cldded in the laboratory.

9. Arrange the furniture and equipment on the
plandrawing. Use scaled patterns or models
of the equipment. Consider relationship of
the storage of tools and materials, sequence
of “operations, safety zones,  operation
space, traffic lanes. Experiment ‘with many
alternative arrangements. When the ar--

» rangement has been decided on, draw the
outlines of the furniture and equipment on
the plan view. Label each piece. '

10. ,Determine location of auxiliary equipment
"and facilities (e.g., tool panels, supphy racks,
chalkboard, display, etc.). . K

11. If a_pplncable decide on cplor schemes for
walls, equipment, furniture, carpeting. -

12. Prepare a set of notes giving information
about proce8ures” for implementing the
faboratory organization plan. Thjs may in-
clude any necessary remodeling, additional

. equipment, new furnishings, painting and

.. cleanup, and moving. - 9’)&

13. Prepare a ;}egdby -step plan for completln
the reorganized and improved labGratory.

o

&
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Activity
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Activity
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Optional
Activity '
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Obtain a copy of the regulations of the—O\cupatlonal Safety and Health
Administration. This government document, called Occupational Safety
and Health Standards, is available to you by writing or telephoning the local
areaoffice of OSHA nearest you. The location and number can be found in
city telephone directories under U.S. Government, Department of Labor.
Copies of this publication are also avaitablein the Governrﬁent Documents
section of university libraries.

Read the contents page to begome familiar with the organization of the
document, then read the sections deaTing with the materials or equipment
commonly used in your specific vocational education laboratory.

3

o )

-

For more information on the principles and procedurés involved in'plan-
ning and organizing a vocational laboratory, you may wish to read Storm
Managing the Occupational Education Laboratory, pp. 33-81.

3
P

You may wish t6 view the shde/tape presentation, ' Organlzmg and Mam-
taining-the Vocational Laboratory

»~

_The following items .check your compréhension of the material in the

informationsheet. Organizing the Vocational Laboratory, pp. 6-21 Each of
the seven items requires@a short essay-type response. Please explain fully;
but briefly, and make sure you respond to all parts of eachitem. .

.

Z

.
)

AY

SELF-CHECK

R

.

1. There are many things to consider when planning, your vocational facilities. One of the most
important i1s ensuring that the facilities themselves will meet educafional needs and requnrements
What does this mean to you as a vocational teacher as you begin planning for improying your own

laboratory?

n
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2. Probably few laboratory teachers feel that they have enough space in the laboratories for all the
things that need to be done there. How can you getermine whether in your specific program you have
adequate space (if it were used efficiently) or whether you have legmmate grounds to ask your school

administration for an.addition té your Iaboratory'> . N "
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3. What principles of planning should you use to determine the kinds of storage space you need in the
laboratory for your occupational service area? ' ‘
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4. Perhaps you have heard vocational teachers say, “The ventilation and noise in my laboratory are
really bad, but the students and | get used to it after awhitesand never netice it.” Does this statement
agree with what you know about good environments for learning? Explain your response.
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5. Suppose that in your train'ing program theré are atjeast some operations or pracesses that involve
very concentrated tasks requiring fine or very accurate workmanship. How doesﬁ'nis affect the design
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6. If afellow teacher were having some discipline problems with his or her class;. how
organize the laboratory facility to help minimize the chances for behavior problems?
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7. After the students have feft for the day, you wander over to the laboratory next to yours for a bit of
relaxed conversation. The teacher pushes some papers off a chair and motions for you to sit down
~hile she heats-water for tea over a bunsen burner. As you and Daisy Rafferty have your tea together,
you mention that you havesome ideas for improving your laboratory and are’going to read the
regulations of the Occupational Safety and Health Administration (OSHA) to be sure that your lab

meets their safety requirements.
Daisy tosses her used tealSag at the wastebasket (and misses), then replies, "l wouldn't bother about

OSHA. That's for industries, not schools—and besides, they'll never come around here to check up,
so why should we worry? We can't do anything about these labs anyway—that's the school board’s

responsibility.”
Ho® would you respond?

{
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Compare your written responses on the Self-Check with the Model An-

Feedback swers given below Your responses need not exactly duplicate the model

responses, hbwever, you should.have covered the same major points

v

MODEL ANSWERS

1 You must remember as you plan your labora-
tory that the most important concern is that of
furthering the instruction of students The labo-
ratory is not designed for your use or to please
the 'administration. Plans for recrganizing or
replanning a vocational laboratory must begin
with a clear conception of the goals and opjec-
tives of the specific occupational training pro-

" gram, and planning must be done to make the
laboratory help in the achievement of these ob-
jectives,

Another educational requirement that should
dictate-the nature of the facilities s that of the
teaching approach to be used. The laboratory
should facilitate using the selected instruc-
tional methods. The student project method
may call for large areas of open floor space,
while the individualized competency-based
approach should have individual study carreis
in the laboratory for student use,

All aspects of the design and organization of

the laboratory should be concerned with the
welfare of students and teacher. Anything that
hampers learning, such as noise, confusion,
or inadequate lighting, should be corrected.
Laboratories should help make iearning easier

and more pleasant—not more difficult. If fulfill- .

Ing these educational requirements entaiis the
expenditure of foney or effort, then these re-
sources should somehow be found

2 Determining whether or not you have adequate
spacein your laboratory need notbe a matter of
guesswork or personal preference. There is a
definite procedure that will help

. Measure the existing laboratory space and
determine its major dimensions. Do not jn-
clude the storage areas. _

"2 Calculate the total square footage (area) of
the laboratory in a rectangutar room figure
the length times the width, in feet In anir-
regularly shaped space you may have to
figure smalil areas separately and add them
all together.

3. Estimate the maximum number of students
that will be enrolied in any one class.
~

4

Y

. 4. Divide the total square footage of the labora-

tory by the number of students.

Compare the result with the recommended
standards of square feet per student for your
specific laboratory subject. (Consult Figure
2, or the reference given there )

If the space is adequate, or even generous,
consider yourself fortunate. If 1t is inade-
quate take stéps to limit enroliment or,
much better, acquire additional space

o

o2}

Not only should a laboratory have sufficient
storage space, It should also have the right
kinds of storage for tools, materials, equip-
ment, and projects. As you plan for storage, the
first step is to identify all the materials tp be
used in the program that will require storage of
some kind. From this list, it should be possible
to «dentify the special storage conditions that
arerequired, whether thisis a matter of security,
safety, atmospheric conditions, or size.

It may be easier to determine the storage needs
of the materials than to determine the kinds of
storage that will satisfy those needs. You may
wantto consult OSHA guidelines if the problem
IS one of storing hazardous materials. It is also
helpful to consult the hterature of the occupa-
tional area, draw on personal experience in in-
dustry, or visit other laboratories with exem-
plary facilities. Other standard referénces for
building construction, such as Architectural
Graphic Standards, can also suggest solutions
to storage probiems.

You may become accustomed to conditions,
and you may no longer consciously notice the
problems, but your body i1s affected nonethe-
less The wrong temperature, poor air quality,
or inadequate light.tend to create physical and

" psychological difficulties. Students may suffer

lossof interest, tension, depression, orinability
to concentrate, and no Qne may realize that the
cause is the environment of the laboratpry it-
self. Excessive noise, for example, may have
very definite ill effects even though~you claim
that you don't hear it anymore.
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The quality of the laboratory environment
should be assessed on as objective a basis as
possible. If necessary, you can measure the
light in the room, check the temperature, and
measure the. humidity. Noise levels (and their
effects) and air quality are more difficult to de-
termine, so it may actually help if an outside
observer is called in to make an objective
evaluation of these conditions. The laboratory
environment must be obviously wholesome,
not simply tolerable.

. The requirements for each such demanding
task may be somewhat different, but in general
there are some design considerations that
should be considered. For fine and accurate
work, very high light levels are needed, free of
glare and with little contrast between the work
and background.

The laboratory area where the demanding tasks
are done should be as quiet as possible be-
cause noise interferes with concentration. it
should also be free of distraction and disrup-
tion, so an isolated or separated area may need
to be provided. Because the student will be
relatively inactive when doing the work, there
should be a gently moving flow of air of the right
temperature. All of these factors will have to be
considered when the laboratory is organized.

. A poorly.organized laboratory may actually be
conducive to poor behavior, while a thought-

fully planned one can minimize behavior prob- °

lems. Reorganizing the laboratory is not likely
to change a disruptive group of students to
quiet and conscientious workers, but it can
help. There are a number of things your fellow
teacher can do to the laboratory. d

e Check that he/she can see student activity
in all parts of the room from any place in
the room. Remove-any obstacles to vision
and hearing. ‘

Locate his/her desk or work station so that
it controls the entrances and exits to the
laboratory. \

Locate tool panel§ and storage so they are
a short distance and in a direct line from
work stations to prevent students fromdis-
turbing each other’as they pass.
Design*tool panels that can be readily
checked. Keep hazardous or valuable
-items in secure storage.

o Provide wide aisles and clear walkways so
he/she can move quickly to a trouble spot.

o Control machine noise by padding and/or
insulation. Noise begets more noise, which
leads to difficulty in learning. ’

7. Daisy seems to be grabbing at any excuse, to

avoid thinking about her laboratory. She needs
to understand that the safety guidelines and
regulations of the Occupational Safety and
Health Administration do indeed apply to
school laboratories, and they havethe force of
law.

Up to this time, the major enforcement effort
has been in industrial plants, but that is no
reason for vocational laboratory teaohers to
feel complacent about their facilities. It is the
responsibility of all vocational teachers to know
the local and national safety regulations that
apply to their occupations, and to make every
effort to see to it that their laboratories comply.

It 1s iImportant that vocational laboratory facili-
ties be as efficient and safe as they can be. The
health and safety of the students (and the
teacher) are of paramount contern, and any
recommendations that will help to make work-
ingin the laboratories safe and pleasantshould
be investigated. Students should also learn
what safe working conditions should prevail in
their chosen occupations, and they can do that
by working in a laboratory that represents a
model of excellence. The habits that they ac-
quire in your training progfam and the lessons
they learn about shop organization will stand
themingood stead when they have responsibil-
ity for their own establishments. ®

The OSHA regulations and guideline$ can help,
to make a strong case to your school adminis-
tration when the opportunity arises to renovate
or reorganize the laboratory. The weight of the
federal governmentis behind those regulations
which is hard for any administrator to ignore.

Your plans for improving the laboratory will
have more impact if you can show they are not
just the result of personal preferences, but are
based on the recognized requirements of the
occupation. Every vocational teacher is re-
sponsible to at leastsome degree for his or her
. {aboratory and should not pass off that impor-
- tant responsibility to others. .

’

LEVEL OF PERFORMANCE: Your completed Self-Check shaould have covered the same major points as
the model résponses. If you missed some points or have questions about any additional points you
made, review the-material in the.i njormation sheet, Organizing the Vocational Laborato ry, pp. 6-21,and
-in Occupational Safety and Health Standards, or check with your resource person if necessary.
; ) .
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Learning Experience |
r

OVERVIEW

7 Enabling

Y Objective

S

Activity. E y

Feedback

evaluate the organization of the laboratory and develop plans for its im- |

'S

hd o

N .
Given an acfual vocational laboratory ?ln your occupational specialty,

provement. - . . R

N

) t ’ R
You wili be vi':siting a vocational laboratory in your dg:cupétinnal specialty *
and collecting information about the laboratary and its.arganization.

- ~
B
~

t ¢ -
You will be evaluating'the efféctivenéss of the labaratory organization,
usinﬁ the Vocational Laboratory Observation Checklist, pp. 31-32, and '
writing asummary report and recommendations for the organizatian of the
laboratory. - ¢ . Ot
+ }\ - ’

o
- -7 ES s

You may wis_ﬁ to refer to the journals and periodicals that serve your
vocational service area for up-to-date ideas for vocational taboratories.

Your competency in evaluating the organization of a vocationaf laboratory .

and developifg plans for its improvement will be evaluated by your rey
source person; using the Laboratory Planning ghecklist‘. pp. 356-36.

- e
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- Actwvity

Activity

Arrange through your resource person to visit a wocational education
laboratory, thaf trains students in the basic or beginning courses of your
occupatiohal specialty, and to observe an ongoing program.
N ! . e
Duringyourvisit, note the learning activities taking place, howthe sjugents
are going about their taskg, and the efficiency with which laboratory work
is being accomplished. Obtain the major dimensions of the laboratory and
the location of the major fixed items of construction or equipment (e.g.
doors, windows, sinks, exhaust fans, etc.) that affect the laboratory ar-¥

rangement. \
. t n

- - . .
If thereis no laboratory available to you that isdirectly concerned with your
vocationa| interests, visita laboratory thatis as losely related as possible.

Y

g
Using the Vocational Laboratory Observation Checklist, pp. 31-32, ex-
amine the labbratory facilities and evaluate each item given on the .
checkljst. Add any items to the checklist that are specific and important to

your occupational area,

Prepare a summary report of your recommendations for improving each
area of the laboratory facilities. Be specific and ppsitive in your statements.
Limit your comments to'the planning and organization of the facilities, not
the content of the program or the management of students.

Prepare appropriate drawings/,m plans, photagraphs, or descrip-
tions that will help you present your ideas\for reorganizing and/or replan-
ning the laboratory.

' 4
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_VOCATIONAL LABORATORY OBSERVATION

; 1. Each student'is provided with a work area.
a. of adequate size .

b

)

ECKLIST

Directions: Place an X in the NO, PARTIAL, or FULL box to indicate that “"Name

each of the following compohents was, npt accomplished, partially ‘ac-

compllshed or fully accomplished. |f, because of special circumstances, a pae

componentwas not applicable to the particular laboratory you are visiting,

place ah X in the N/A box.

W X

Resource Person

- vy

T 4 : LEVEL OF PERFORMANCE

.,

Yq

-

b. appropriate to the laboratory actjvity .. ... ... ... k,

O00Q

¢. equipped witri needed tools orinstruments ..... ... .....

£. Each Student is provuded storage space;
a. for personal effects”. .. ... .. ... .

-

0]

_b. for projects and unfimshed WOrK .« o vinnn. e
v ~ L
3. <!’he laboratory floor space meets recommended size for the occu-
pattonaléerwcearea ................... P
4., Storage for laboratory equipment and supplies: ' .
a. isadequateInsize .......... ... e

b. is suitable for the materials t? bestored . : ......... ... ...

000 O

c. meets safety standards for hazardous matenals ... ........

5. Storage for customer work- ’ ' E]
. is adequate INSIZE ,. .t s e T

b. provides needed SECUMNY ...t et

6. The arrangement of the ma;or pieces of' equment in the labora-

g4 [
a. allows for sufficient working area around each piece ........

-~ -
b. permits quick and easy access by the teacher ............... D s

c. permitsthe teacher to monitor student Iaboratory,hcttvltlesat all D
times ... e e

d. -provudes traffic lanes for people and mat@’uals
7. Cleanup facilities are prowded w s
a. for the students and teacher .............. o

-
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12. An attractive and suitable waiting area is provided for customers D
and/or ClBNES .. ... it
7/ .

13. Appropriate occupational conditions and standards are simulated D
as closely as possnble .......................................

14. Appropriate media facilities are provided:
a. forindividual students ............ ...

b. for totalclass .............. R

. % *« ~
.. . g \
: , S & &
‘/(.. i;t. \ ' v e i
b. for the laboratory itself. ......... e I.___] D ':!
8. The working environment of the ldboratory:
a. provides adequate general ventilation ....................... D D D
b. provides special ventilation for problems of smoke, noxious ‘
fUMES, BIC. .o e e e e D D D
c. maintains healthful temperature .................... [ D _ D D
. . . . ’
9. The illumination in the laboratory:
. a. is adequate for general WOrk .. .............cooieeneiinnn.. D DD *
b. provides recommended lighting for special tasks ............ D D D
10. Sound control: * ‘ .
a. is maintained at safe levels ........... 4«:/ ............. e D D D
> b. permits instruction to be given wnthoutdlmgulty or interference D D D
ot
11 There are areas within the laboratory for: - .
a. indiwidual study or instruction .......... il L D D D
b. small-group |nstruct|on .................................... D D D !
c. class |nstruct|on ',. e S TERTERTEs D D D

15. A convenient teacher's station is provided within the laboratory .

16. Bulletin board and exhibit areas are provided in the laboratory ..

«

nooo0onoo
Oooood
oogop
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Feedback

For creative and up:to-date ideas for vocational education laboratories in
your specnflc vocational service afea, refer to the journals and periodicals
serving your field, You may find it useful to browse through the issues of
the last year or two looking not only at the formal artnclgs on the subject of
laboratory planning, but also advertisements for laboratory equipment.

Some vocational periodicals have annual planning issues that are particu-

larly valuable (e. g the April issues of Industr/aﬁEdtlcatonA)

-

After you have evaluated thevocational Iaboratory’an'd developed plans for
its improvement; arrange to have your resource person review and
evaluate your work. Give him/her-the Laboratory Planning Checkllst pp
35— 6, to use in evaluating your work.
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LABORATORY PLANNING CHECKLIST =~ ™. :

\ -
f 4 -

. N )
Directions: Place an X in the NO, PARTIAL, or FULL box to indicate that ™™ /
each of the following performance comporierits:was not accomplished,
partially accomplished, or fully accomplished. If, because of special-Cir- pate
cumstandes, a performance component was r)ot appllcable orimposgible
to execute, place an X in the N/A box. ) o Resource Porson
— - ~

. . . LEVEL OF PERFORMANCE

5"

. applied general principles of laberatory plannlng and organlzatlon
to the spegific situation

3. accurately identified the lmportant characterlstlcs and major
deficiencies of the Iaboratory ..... Ve, D A

4. dealt only with laboratory facullty plannlng and organization rather
. thanmanagement ....... ... ... . e

The teacher’s recommendations and plans for improvement of the

laboratory: ) . [:]
. 8. corrected all the ma]or deficiencies |dent|f|ed in the laboratory .

6. were feasible and practical in applicatlon . e ,' e [:]

7. were realistic in terms of the actual schoo] situation ....... .... [:]
.,
8. were in keeping with the goals and objectlves of the vocatlonal l]
educatlon program...... e e

-~

Oooooo oo oog-

o L
: W
3
9 i

9. were presented in a well-organized, clear,-and readable form .:.. . [:]

10. made adequate provision for: ) '
a. individual and group instruction .... ............... ..., .... [:]
b, materiaI; and eNipmth storage ......... ...l . - [:] .
c. safe handling of hazardous materials and processes ......... [:]
d. studenttrafficlanes ................... ... Lol [:]
" e studentwork Stations . ................ . [:]
f. efficient operatlon of ecuipment .. — . ................... [:]

O OO0000 0O Oogd

' nology ...................................................

&
™
¥
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e
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‘ &

" ~
LEVEL OF PERFORMANCE: All items must receive FULL, or N/A respnses. If any item receive&a NO, or
PARTIAL response, the feacher 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).

o

-,




Learning Experience |l

FINAL EXPERIENCE

-

~

;: Terminai
i Objective

In an actual schoat Q\uhﬁoh‘,‘organize the vocational labordtory. <

%

e cellecting information about the orgamzatron Fihe existlng voca- |
tional laboratory | . , |

e evaluyating the design and orgamzation of! the Iaboratory N |
devising a plan for improving thervot:attonal }aboratory ’ ‘
;mplementing your pfan far imptovement ! -2

e

SN

. NOTE: bue tothe natuye of this expenence, you wﬂl need tohave access to
o an acn):alschool sntuatien«overan extended penod of ﬁme (e g., fourio six
e weeks * . ST S TR

As you complete each of theaboveactmnes, dowmam your a tion?’{in :
- -writing, on tape, through a log) for assessment purpases. If you were

unable to implement any of the items in your plan ‘at 1his tame,
~. the reasons why-the jtem(s) was rot implemented S

‘1

Arrange to have y&tr resource person rewew your docéme tiom and
your plan, and visit your vocational laboratory after yog}*/ave ofganized or
reorganized the facility actording to your plan ,

Your total competence w:ll beassessed byyour resource person, usmg the

‘Feedback Teacher Performance Assessment Form, pp. 39-40,

7

B Based upon the criteria specified in this asses5ment Instrument your
R resou[ce person will determine whéther you are competent inorgapizinga
. vocational laboratory.

€

For a deticatiorn 4 4t 4 LT NN Yoty

37 ’
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TEACHER PERFORMANCE ASSESSMENT FORM.

Organize the Vocatlonal Laboratory (E-8) >

= S\ -

+

Directions: Indicate the level of the teacher's accomplishment by placing

an X in the.appropriate box under the LEVEL OF PERFORMANCE heading. , dae
If, because of special circumstances, a performance component was not ’

mpplicable, or impossible to execute, place an X in the N/A box. Resource Parson

i - S

ol

LEVEL, OF PERFORMANCE
4 . .

k3 o A
. L g
> L5

hE

2
\8 <
~ § ¢
In evaluating and planning for the organization of the voca-
tional edycation laboratory, the teacher:
1. reviewed the broad goals and specific objectives of the ..

program to determine their effect on the laborgato
faculmés ¥ %‘%4 D D D D
2. reviewed student |earn|ng actlwtnes to d@ermme theur D D D D ]

effect on the laboratory f’acmttes

T3 revuewedmstructlonalproc%duresandtechrﬁque‘stode- D D D D

* termine thelr effect on the labbratory facilities

4. obtained recommendatnons on 1aboratory orgamzatlon
from the advisory committee D L__J D L__J

>
5. involved students [rljrganiznng the laboratory ... . . D D D D
A4

6. reviewed local and nat|ona| safety regulatnons relative to . l:] D D .

laberatory OYQW

7. considered secumst-precautlons for the laboratory and
its contents .. D D D D

---8. reviewed occupational conditions and standards. to

-~ makethe|aboratorysnmulatetheoccupatnonal environ- D BE_\Q\ ;

9. reviewed recommended standard specifications for -
iaboratories in the specific vocational education area . L—_J L—_J L—_J L__J ’

In organizing, or reorganizing the laboratory, the teacher: -
10. provided each student with'an adequate work grea .. D . G L__J

11. provided each student with storage space for |aboratory D D
work and personal effects ............... e e

12. provided for student clearh and sanitation facilities..r; L__J L__J D L__J
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‘ 13. provided adequate storage for laboratory equipmentand ~ D
’ . SUPPIBS L e

OO O
14. plannedtrafficpat}ernstoavoidhazardsandcongestion D D D D
HEEN

15. arranged the equipment and work stations to allow the D
teacher to monitor and control laboratory activities ;..

16. organized the laboratory to facilitate maintenance and
cleanup .../ e D D D D

17. provided for the safe hand|jng of hazardous materials -
andoperations .......... .. i D D D D

18. provided an attractive and aesthetic envnronment within
the context of the occupation ....:....... 0 ......... D D D D

-

19. provided a safe and healthful working environment for

B IAION s s et [ {
b. iIIumina'tion ............... e D
c. sou;md control ............ SR T D

. d. temperature............: ........................ D

20. organized the Iabora_tory to facilitate instructnc;n ...... D

21. simu]ated appropriate occupational conditions and D
standards ...... P o

22. provided an attractive and adequate waiting area. for D
clients orcustomers ........... ... -

«

0000 ooood

23. planned for efficient and effective use of the teacher’s D
BNEIGIES . .. ¢ ottt et el

0000 o0oood
0 00 0 o0ood

24. arranged the facilities to allow individual, small-group, D
and class instruction .......... ..o i

O
.
O

25. provided study areas as well as active work areas..... D

~
- '

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).
41
o : 40
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ABOUT USING THE CENTER’S PBTE

~MODULES

-

¢

Organlzatlon

Each module is designed to help you gain competency
in a particular skill area considered important to teach-
ingsuccess. A module is made up of a series of learning
experiences, some providing background information,
some Blrowdmg practice experiences, and others com-
bining these two functions. Completing these experi-
ences should enable you to achieve the terminal-objec-
tivein thefinal learning experience. The final experience
in each module always requires you to demonstrate the
skillin anactyalschool situation whenyou are an intern,
a student'teacher, or an inservice teacher.

Procedures

Modules are designed to allow you to individualize your
teacher education program. You neged 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 modyle 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 leaming experience, and (4) the Final Ex-
ggjjgn ce. After comparing your present needs and com-
petencies with the information)/ou have read In these
sections, you should be ready to'make one of the follow-
ing decisions:

o that you do not have the competenties indicated,
and should complete the entire module

e that you are competent in one .or more of the en-
abling objectives leading to the final learning ex-
perience, and thus can omit that {those) learning
experience(s)

o that yoy are already competent in this area, and
ready to complete the final learning experience in
order to “test out” .

o that the module is |nappropr|ate to your needs at
this time

When youare ready to take the final learning experience
and have access to an actual school situation, make the
necessary arrangements with your resource person. If
you do not complete the final.experience successfully,
meet with your resource person and arrange (1) to re-
peat the experience, or (2) complete (or review) previous*
sections of the module or other related activities
suggested by your resource person before attemptmg to
repéat the final experience.

v

- .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 perfor-
mance required to meet an objective, you and your re-
source person 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 resourtes or com-
pleting additional activities suggested by the resource

- person; (4) designing your.owntearning experience; or
" - (5) completing some other activity suggested by you or
* your resource petrson.

E
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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-
service teacher 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 leartning experience later, i.e.,
when you have access te an actual school situation.

Alternate Activity or Feedback . . . refer$ 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 Industrial Education includes
ocCupational specialties such as automobile me-
chanics, welding, and electricity).

Optlonal Activity or Feedback . refe(\s to an item
which is not required, but which ls desrgned to supple-
ment and enrich the required iterhsin a Iearmng 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 1s guiding you in taking this
module.

Student . . . refers to the person who is enrolled and
receiving iristruction in a secondary or post-secondary-
educational institution.

Vocational Service Area . . . refers to amajor vocational
field: agricultural education, business and office educa-
tion, distributive education, health occupations educa-
tion, homte- economics egucation, industrial arts edu-
cation, techmcaleducatron or tradé and industrial edu-
cation.

You or the Teacher . ..
ing the module.

refers to the person who 1s tak-

Levels of Performance for FinaLAssessment

N/A ...Thé criterion was not it bhcause it was not
appllcable to the situation.

None ... No attempt was made to meet the crlterron
although it was relevent.

Poor ... The teacher 1 unme to perform this skill or
has only very limited ability to perform it.

Fair . .. The teacher is unable to perform this skill in an
agceptable manner, but has some abliity to perform it.
Good . . . The teacher is able to perform this skill in an
effective manner.

Excellent . .. The teacher s able to perform thisskillina
very effective manner. .
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Titles of The Center’s
Performance-Based Teacher Education Modules

.
Category A: Program Planning, Devalopment, and Evaluation E-5 Provide for Student Safety )

A-1  Prepare for a Community Survey E-6 Provide for the First Aid Needs of Students

A-2  Conduct a Community Survey . \ E-7  Assist Students in Developing Seif-Disciphng -

A-3  Report the Findings of a Community Survey E-8 Organize the Vocational Laboratory

A-4 Organize an gggupanonal Advisory cC::ommittee E-9  Manage the Vocational Laboratory

A-5  Maintain an Occupational Advisory Committee s

A-6 Develop Program Goals and Objectives :a:ego\g F Guslda;ce Data Ush

A-7  Conduct an Occupational Analysis - ather Student Data Using Formal Data-Collection Techniques

F-2  Gather Student Data Through Personal Contacts

A-8  Develop a Course of Study F-3  Use Conferences to Help Meet Student Needs

A-9 Develop Long-Range Program Plans

" g F-4  Provide information on Educational and Career Opportunities
ﬁ_}? g\‘,’&ﬂ‘;f; $°Sut :’ ?,ZZ;: g::grp?:;;:d v F-5  Assist Students in Applying for Employment or Further Education
Category B: Instructional Planning Category G: Schook-Community Relations
B~1 Determine Needs and Interests of Students G-1  DevelopaSchool-Community Relations Plan for Your Vocational
B~2 Develop Student Performance Objectives G-2 GP' ogram
B~3 Dovelop a Unit of Instruction - ive Presentations to Promote Your Votational Program
B~4 Develop a Lesson Plan . G-3 Develop Brochures to Promote Your Vocational Program
B~5 Select Student Instructional Matenals G-4  Prepare Displays to Promote Your Vocational Program
B-6 Prepare Teacher-Made Instructional Materials . G-5 PrepareNews Releases and Articles Concerning Your Vocationa
Program
Category C: Instructions| Execution . G-6  Arrange for Television and Radio Presentations Concerning Your
C-1  Direct Field Trips Vocational Program .
C-2 Conduct Group Discussions, Panel Discussions, and G-7 Conduct an Open House .
Symposiums G-8 Work with Members of the Community M
C-3 Employ Brainstorming, Buzz Group, and Question Box G-9  Work with State and Local Educators
Techniques G-10 Obtain Feedback about Your Vocational Program .
e mion Toommas e Catagory H: Student Vocational Organization
C-6 Gunze yStudent Study q H-1  Develop a Personal Philosophy Concerning Student Vocational
C-7  Direct Student Laboratory Experience ’ : Organizations

H-2  Establish & Student Vocational Organization
gg gmys tt:geg:g’gé{\ &gm Prq\lem Sotving Techmques * H-3  Prepare Student Vocational Organization Members for

Leadership Roles
e
g}? 'Snt:rr:\xrjnl:a?iezea ;‘mn H-4  Assist Student Vocational Organization Members in Developing

. and Financing a Yearly Program of Activities
g}g Emg:g; gg?;g:’g;gg:?g:ﬁgﬂg; 6s H-5 Supervise Activities of the Student Vocational Organization
C-14 .Provide Instruction for Slower and More Capable Learners - H-6  Guide Participation in Student Vocationat Organization Contests
€-15 Present an lllustrated Talk Category I: ProfonlorJni Role and Development
C-16 Demonstrate a Manipulative Skill -1+ Keep Up-to-Date Professtonally
C-17 Demonstrate a Concept or Prnnmple 1-2 Serve Your Teaching Profession
C-18 Individualize Instruction . *1-38  Develop an Active Personal Philosophy of Education *
, C-19* Employ the Team Teaching Approach I-4  Serve the School and Community «
0—20 Use Subject Matter Experts to Present Information I-5  Obtain a Suttable Teaching Position
"C-21 Prepare Bulletin Boards and Exhibits -6 Provide Laboratory Expenences for Prospective Teachers
C-22 Present Information with Modeis. Real Objects, and Flannel -7 Plan the Student Teaching Experience
Boards -
C-23 Present Information with Overhead and Opaque Matenals -8 Supervise Student Teachers
C-24 Present Information’ with Filmstrips and Slides Category J: Coordination of Cooperative Education
C-25 Present Information with Films J-1  Establish Guidelines for Your Cooperative Vocational Program
C-26 Present Information with Audio Recordings J-2  Manage the Attendance, Transfers, and Terminations of Co-Op
C-27 Present Information with Televised and Videotaped Materials Students
C-28 Employ Programmed ir‘e‘struction J-3  Enroll Students in Your Co-Op Program
C—~29 Present Information with the Chaikboard and Fllp Chért J-4  Secure Training Stations for Your Co-Op Prograin
Category D: Instructional Evaluatio e J-5 Place Co-Op Students on the Job
nel n , J-6 .Develop the Training Ability ot On-the-Job Instructors
D-1  Establish Student Performance Criteria J-7 Coordinate On-the~Job instruction
D-2  Assess Student grfor mance- ;(\nowéedge L J-8  Evaluate Co-Op Students' On-the~Job Performance
D-3  Assess Student Performance- Attitudes - J-9  Prepare for Students’ Relited"instruction

D-4  Assess Student Performance: Skills

D-5 Determine Student Grades- - J-10 Supervise an Employer-Employee Appreciation Event

D-6 Evaluate Your Instructional Effectiveness RELATED PUBLICATIONS
Category E: Instructional Managemant . . St;d;::ﬁ:lde to Using Performance-Based Teacher Education
E-1  Project Instructional Resource Needs . Resource Person Guide to Using Performance-Based Teacher

E-2 Manage Your Budgeting and Reporting Responsibilities
E-3 Arrange for Improvement of Your Vocational Fatilities
E-4 Maintain a Filing System

Education Matenals
Guide to the Implementation of Performance-Based Teacher Education

. w

(2
For information regarding avallability and prices of these materials contact—

. AAVIM .y =
) . American Assoclation for Vocational Instructional Materials 4 .
: 10 Engineering Center a Athens, Georgta 30602 a (404) 5422586 '
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