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% ‘rhe PhActical, Industrial ‘Communication (PIC) pragram
.is.q . form of individualized instruction that teaches communicatiop
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students are unable to accept the responsibilities of ‘independent
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- Summary
. ,
. ]
The Practical Indugtrial Communication (PIC) #rogram introduced at
* - RedegRiver Community College to counteract student apathy to§;£n911sh "
' and to inject relevance 1nto our commun1¢at1ons courSes, ha$§ sparked
enthugiasp among- students, instructors., and employers. The key is a o
$ . . ' .
guided independent study mode that tailors each course to 1nd1V1dua1 e

, * ° students' needs.

room environment

SUDURIUUUIDN. SUUEPORE S

useful subject.

’

re]evant subject watter, and 1nterested
who have time to work w1tp»1ndhv1dua]s and small groups, ha

A comb1nat1on of student self- pac1ng, comfortable class-

igurse advisors
changed

""Engl1sh/Commun1cat1qns" from a boring requirement into a lTiving, 1nterest1ng,




. Introduction N -

. " The Industrial and Technology Communications Department at Red River KN )
’ Communi ty Co]lege teaches funct1ona1 writing, clear speak1ng, and other

ot ogm s

bus1ness top1cs to students from “three genera] -areas; Cue P ' 1
. ~(a) Techn1ca1/vocat1ona1 (skilled trades) courses - b]ue collar .
\

) . (b) Engineering techno]ogy courses - white collar workers in- tra1n1ng, -

.

~workers in-training,

fc) Business-and government - profe§sionals and para professionals
N N L . ' —
. on-the-job. . ” :

»

&

y Our department's goal is the same for all three groups‘ to give our g
"students -.the communicatdon skills the§NW111 neeq‘dg surV1ve and prosper in
'-. their chosen fields of work’. The-material we cover and the methods we employ

g

-

. - vary from group to group because the needs vary from-group to- group.

. A , This paper'describes our approach to the teac?ing of,"communication" to
< students attending'technica]/vdcationa] courses.” ! Y
fﬁ; ‘ /// ) ' .l ‘ ' . ) ‘,:
. . > /// Overview of the PIC Program’ ' L -

. e )
The PIC progfaﬁ we have”ins}dtuted at Red River Community College has
3

required a maaor change in focus and direction. Prior to 1975, our technical/’
~vocat1ona]/@ommun1cat1ons courses coinprised a var1ety of 1ncons1stent approaches
which evolved from individual instructor interpretations of cours; autlines. \
. These approaches plainly failed to satisfy the’needs of either our students or
their employers. Se in 1975 we conducted an éhp]oyer survey ahd a subsequent .

data ana]ysis, which sugéested that a more realigtic approach would be to
/
concentrate ®n on- the job commun1cat1qn needs /The ultimate result of our

’.research has become the PLC program.
- . ' -
. *mu~~_—~lihe pﬁesentatlon—methodeqn-thxs individualized brogram is primarily

1earn1ng packages of print materials, which.are 1nterspersed with* films,
v1deotapes, aud1otapes, seminars, and (rarely) 1ectures . The variety of
e n]ethod_s he]p*compensate for. those students whe do not-leaien -‘well -through

print materials: _ v




| ' e 3' /"
. At the beginning of tHe program, students are "streamed" into two .

different areas depend1ng upon their 1anguage hand11ngaab1V1t1es Students'h
who have an identifiable problem with 1a gaage hand]1ng skills, unﬂértake atl

or part of a ten~hodr writing skii?s review (The W.R. I T.E. Pr#gram) to br1ng -
" their basic 1anguage skills up to an acceptable level. Students who can
demonstrate an acceptab]e proficiency in language- hand11ng sk111s proceed

directly into the "core area" of the program (see Figure 1)

PLACEMENT | «

A

Enter =) TEST - ____fjr__l - ' ‘ '

e WRITE AN OPTIONS .
' (10 Units) (18 Units)J {44 Units) 'EX1f\
’ . S C T : o '
Fig. 1 -- PICfProgram Basic Modules
- . * i
i ) . N A

. Students take the "core area" packages rega}d1ess“oﬂithe'stream in which
they begin, so that there are %n1fd?m topic areas for all students tak1ng a
part1cu1ar course. Vﬁe nymber of W.R.I.T.E. units that each student undertakes)
however, determines the number: -of ”opt1ons” he or she is able“to tackle.: For ,
~example, assume that a student automotive technician is assigned 30 units, 17 of'\
wﬁach are core” topics (see F1gure 2). If-the student is exempt- from the W.R. I T.E.
‘segment, he can select 1% ”op¢1ons ; but- if he has to undertake; s 7 of the

.

i 10 W.R.I.T.E. topics, he can-select onty 6 "optians.”

B
- . .
“~ - .
. .

L | WRiES] 7072?_{ [oPTrONs | © A

' ‘ Units: Units: . Units: ’
’ , : .,
.Stream‘A - . 17 .13 T
A . 17 . 10 \
» . _ 0 , .
Stfeam B 7.+ 17 - 6 .
’ , © ¢ RV R SR
* - 4 ] '

Fig.12 -- Flow Chart -- 30:unit Course f




-~

-~ B . - : 4
. . .
~ .
.,

‘

Selection of opt1ona1 t0p1cs 1s the prerogat1ve of - the student ‘However,

“the selection is made‘y1th the. adV1ce and assistance ‘of both the 1nd1v1dua1

vstudent S vocat1ona1 instructor and his or her commun1Cat1ons 1nstructor The I

-

. wone

‘ 1ntent is to prbV1de students with 1nf0rmat1on and sk11]s wh1ch Wil ass1st

them a]ong their career paths and tow;rd the1r career goals. -.
4. \ .

. Apart from the W.R.I.T. E segment, the overall program is div%ded into -
five bas1ca]]y chrono?og1ca1 areas to simutate a typical emp]oyee s progress

through the various Jjob stages They are=, ‘.. . ‘
' (1) -Getting a Job | : . \ ,
) (2) Getting Atong on the Job o / ‘ ' .
+_ (3) Getting Ahead on the Job . _ )
" (4) Cweating your own Job: Start1ng a Bus1ness, and ™ -
Job- and Buslness related Top}es ' A A .
(5% Humar Relations o .
Areas (1) and (2) are undertaken by nearly #1 classes. 'Area (3) iy directed | " .

primarily to students who want or are 11kély to attain a superv1sory position,
or who s1mp1y want to understand the techn1ques of superv1glpn it stresses the
w.portance of effective communtcatron for persons who supervise others. Area
(4), although not a typical JOb stage, applies t& students who u1t1mate1y intend
to start their own bus1ness or who want to understand how small businesses

funct1on, again,’ the, communrications aspects of business ownersh1p are stressed.

Area (5), a]though not ne€cessarily in chronological order, is for -students who
want to Ginderstand themselves and,others better than they presently do, and to
communicate efficiently and empathetically in both businefs and socisety.

PIC Program Faci]ities' J

'For the PIC Program we have departed from the norma) c]assroom env1r0nment--
1n Which one instructor and a group ‘of students are assfgned to a character]ess,
bare walled room equfpped with uncomfortab]e\cha1rs and an equal number of .
student desks--and 1n its place we have set up an env1ronmenta11y appea11ng

. "commynications center A1l students’ come to the center (common]y known &s
the PIC Room) and ‘work in comfortab]e surround1ngs with as many as three

instructors to adV1se them. c T e R :




o

- ’ £y .- “j P \ T
' . o : S
The PIC Room is large (roughly, 40 ft. by 23 ft.), rarpeted,_painted .
in warm orange beige ard brown tones, and its open wa11\spacés sport a_

selection of co]orfu] travel posters One wall is. a]most comp]ete]y

* shelved, and contains all the Qesodrce materials used by students An ther
‘wall is Tined with 1nd1w1dua1 study centers which, when ouh budget pernits,
W111 eventually hold sma]] TV.cassetté playback systems and other A/V'aids.
'The centra] area bas trapezo1da1 tables arranged so 'that st dents can sit
in pairs or small groups of up ‘to six persons (Cha1rs and tab]es are not
Tined yp *in ordsr]y clagsroom fashton, and\there is. no set 1mstructor S 5
position.) A 20-inch Sony cassette TV‘p]ayback system énd a 16 mm film
projector are moved abbut the room on mobile carts, ready fOr use with small
or Tarde groups of students And eas11y transported 8 ft. x 4 ft. paneQS s
are inserted betweef’ tables if the room needsito be dgv1ded for multiple

act¥y1t1es \

Two or three classes use the rgom s1mu1taneous1y, with-a total of up to
,4§/students Each class has its own instructor, and the instructors move-
* from table to table, answering question55 giving advice to students exper-

© * jencing difficd]ty, and coordinating discussion groups. Each instrucdor -is

knowledgeable in most subject areas, and is a specialist on certain topics,
#® that a broad area of'expertise'usuat1y is avat]ab]e to satisfy student
quest1ons And, because we be11eve that in the PIC Room an.1nstructor s -
function is pr1mar11y to adv1se and ass1st students, ‘we have - chosen to refér

\

to ourselves as "Couyse Advisors” rather than ' ‘instructors "

. . PIG Program Bas1c A15@

-Before embarking on the PIC Program we wéde five assumpt1ons wh1ch in
reahty became unwritten aims. They were: S ot ’ \

’ ; s

1.7 Every student should be cons1dered individuallyt within |

l\

certa1n constrdints, we wou]d taf]or a student's po1nts of L
. . ehtry int and exit from the, commun1cat1ons course accord1ng /
. ' to. h §.o her cabab141t1es and nTeds !

2. Students shou]d be able to study 61fferent to%1cs, and yet\
"be consadered to have comp leted the same commi¥cations

» [

T ocourse,

L 4 - . ¢




.Top1qs shou%d be cTass1f1ed into twd cateoor1es ("'Necessary
to Kdow" and "N1ce to Know"Y, which would vary according tq

- . stydent s.ftrade or.vocation. For examp,]e,.knowmq*to -
wr1tF an 1nspectlon repart shou]d be a requ1red top1c ra

fore‘stry student, but would be only of marg1na} interest to a

meat’ cutting student ~ R e _ R

L , 4. Unasual as well as trad1t]oha1 commun1cat1ons top1cs shou]d/be<

’ 1ntroduced into each Studer§'s ‘communications: course/Th/ls X
.assumpt1on *evolved as a compromise betwéen those in 0ur depart-

- ] : ment who felt strongly that we should teach only a trad1t1ona1 _ -

Pl

Ll Ené]ishVCoh]munications course, and those who‘felt (equally
S . © * s&rongly) that.business topics sh.ou‘]d form an integ;ra] part of" 3
our program The latter'were sens1t1ve to the fact that both

the vocational tnaiping departments we served and the emp]oyers .
who.h1red our graduates had_ for some time been ques{pomng the ‘

rglevance of our communications courses.: )
. [y 4 - s ')

5. lStudents should be ab]e' to Work at their own pace, with mo
o a minimum but @ firm maxymum time for course completion.

4

s ' PIC Program Topics

1

As the Attachment to these notes shows, the top1cs covered-by the PIC Program
are wide and Virted. Our 1ntent is threefold: -

.
1

Voo % To assist st,pdents who have basic Tanguage-handling problems to R

’ improve their‘wrjting skills so that they can express themse]Yes )
c]eaf]y, at a level of competenee suitab‘le for their chagsen field.

y Our approach is avray' ‘from standard grammatical termino1ogy and
toward 'easy-to—tinderstand terms that can be understood by aH,\/of

our'stude'nt‘s ' . c N

" To provide pract1ca1 1nst.ruct1on in the skills that studénts wﬂ]

" need to find, emp]oyment, .and-.as emp’loyees on the job (e.g. wr_1t1ng

business letters and reports, completing spec1a1 -type forms . maki'ng

géod oral presentations').. . _ oo




- .

¥

-

-

14

v /.

* 170 create-an awareness of factors that will he useful to Students

both gn the job and in sociéty.

wWe want stddents to be exposed

/.

to ideas, to think about-them, and.to know that if they encounter

. 3) OPTIONS - 44 un1ts c]ass1f1ed genera]]y as "Nice to Know.'

a situation in which a learned topic has some app]itation, they

~?

- Wwill have background know]edge that will help them to”cope 'with the
) s1tuat1on, and w111 know where t& turn for more deta11ed information.

-~ \ . t

“*Topics are c]assified into three areas_(see figure 1): /
' ) . T ’
1). N§R.I.T.E. - 40 units designed to improve student's writfﬁa skills.
"Students

-~ are ass1gned units in the core area that apply part1cu1ar1y to their

2) CORE - 18 units classified generally as "Essential to Know."

vocat1on or trade . . A -

1

Students
(For
some vocaxons, certain topicsvlisted'as options may be-assigned to

se]ect as many topics from this area, as their program allows.

~ students as "core" units.)
- 3 M
- 4 . /

-
M s

° PIC Program InpiementatiOni

-
»

Students enter thel

. student completes his or her allotted number of packages.

PIC Proéran as a class, but exit individually as each

hour, students art shown a 10-minute videotape ,that oytlines how the program-

’ During‘their first .

operates and)introdutes'them to independent °study apd individualized instruction.

Their course advisor then takes over, describing the numper of’packages they
must complete, suggest1ng that students start considering the optional. topics
available”ts them, and answer1ng quest1oﬁs The students\then wr1te a fairly

simple placementytest wh1ch is used to define the1r,po1nt of entry
L~

As figure 1 shows, studentSJnay enter at the W.R.I.T.E.
directly with the CORE units. . Their course advisor tells edach student how
many W.R.I.T.§. units hggor she must undertake, ‘and héw,many QPTION units may

segment, or start

be selected.

(The CORE units are, of coursef the same for all students in the

.class.)

#

Typical exampdes are shown in figures 2 and 3.

. . -
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4

Available to Streams A and B for

s

aarious Trades/Vocations

.-

/
/
|

~

A)

-

-

Students are warned not, to be lulled into & false sense of security

L]

by the freedop that the 1hdependent study mode seems to offer.

1

Some stydents

- adapt.reddily to workin

on their own, and welcome both the 1ﬂ%ependence and

the dpportuhtty to forge ahead.

Others, less well-disciplined, need to.be

monitored and given a

entle push from tipe to time.

For them, we frequently

fa

\ . »
) g * - *
& LS ~ Yy
. r- 1 8. N
Yy ] 3 //////' Vo c . /nl -, . .
! . ‘ ‘ / . v
N _ / . i 41( .
. ASSIGNED AMJ WRITE . "CORE | , i| OPTIONS
-WHN{$S"-m-S?RE {10 Units)}» ‘\ (18 Units) 1(44 Units)
Automotive 2 n hy 13,
. Technician . 'fB - 3-10 \ 17 3-40
- . A c . 15 15"
Carpenter .30 _ B. 3-10, 15 '\“55 12
) . ¢ /' ’ .‘ 'S
Dental .. AL ; 13 20
“Assfstant . 0 B/ 3-00 i3 h160 - 17
. ) . ~
* . w / >
Radio i I A, - 14 10
. OperatoP i ‘B 3 - 'L 14 -4

.
-~

-establish firm target dates as "m11eposts

for comp]et1on of certa1n segments
. P

© . Few sturpﬁts faifl the course//but this is nof because we “have 1owered our*

expectations.

When

tudent assignments are not up to the requiregd standard,,

they haue %o be re-done by ‘the $tudent with the assistance of his or her course

. advisor, who explains where the student has gone wrong.

choose*to fail, either By not turn1ng up for classes or by not hand1ng in

sufficient assign

nts.

! 4

L

.-

»

-

ThoSe that .do fa11
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: 1nstruct1on

“adwisor. ) . “ {

Surprisingly, the course completion rat#™has been significantly higher
w1th the PIC program than it was with the previeus method of normal c]assroom '
The key seems to be a combination of the relaxed atmosphere,

s»udent“#ﬁdependence and Qonsequent se]f-mot1vat1on, f1rm]y ‘established c0mp1q~

tion dates, andethe continual 1nterest of cqurse adv1sors who opns1def'each
student as an individual. : T . o
. ! N ' » . ! ‘

-, . Conclus1ons ' ‘ ' LT
~ The! ‘main. advantages of the PIC program are that‘itudents cover‘a large ‘
variety of job- -oriented topics which are designed 'to help them before and
during employment, and in the1r business if that is their. goa] We have also
found that more students can exper1ence more 1earn1ng s,tuat1ons in 1ess t1me
and in less phys1ca1 space than before.
to finish the course.earlx, students who are hav1ng difficulty have a greater

opportunity than before to experience one-to-one assistance from their course
i . 3 )

-
¢

.
»

:

Stydents who®are ambitious gre mot1vated

There are d1sadvamtages too.

Some students are not able to acgept the

respons1b1l1t1es 1nherent in an 1ndependent study system.

And cost, class

L

size, and 1nstructors

mark1ng loads have all tended to incregse:

The latter {

aspe‘?s we have had t0tmon1t0r carefully, bedause College adm1n1strat1ons tend
to cons1der 1ndependent study to be a cost- sav1ng device and look askance at

b .

our requests for help!

Bﬁ& there is no doubt that,the PIC proéram*ﬁs a success. .Departments who
previously withdrew their studgnts from our Communigations courses .because they
ons1de{ed our courses lacked relevance, are now requesting that Communications

be re- estab]fshed as a requjred subject.:

‘And other Departiments have approached’
“us with requests that we extend the‘FIC ph1Losophy to their programs.
~need more space -- and people. - 4 v

: »

We just

N

3 -
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_ . .« PRACFIGAL INQUSTRIAL COMMUNICATION '
"' 'fCours? Qutline - . ‘ ’
T % . , - . .o C
‘:"‘PLACEMENT TEST . SR ‘—\ . >

i
”

a0

A br1ef quest;onna1re in which students g1ve 1nfnrmat1on about pygevious
Eng]15h/£ommun1cat1ons instruction they have received, and attempt one or. two

swple exercises in grammat1ca1 Usage and paragraph construct1on ! - e

CW.RILT.E. (Wr1t1ng Review: *Industrial & Trades-Eng11sh9. - y

-» .
.

. From the - Placement Test we -learn if students need.to reV1ew grammar or
composifion, or both. If they do; students attempt all or.part of a programmed ,
writing review that directs them to éggk through sect1ons in which they most v

need: he]p o . . . - i

Unit 1: Writing Functionel Engﬁsh Q T - 5

‘ §ec. 1: Words We Use-All the Time

Using nouns anderonouns.b . . ‘ ,
R M . ‘s ' >

Sec. 2: - Action Wopds

Using verbs effectively. ) . o

Sec. 3: butting a Few Words Together _— ’

Writing simple sentencés. .. S B . y
R . .

.
<

Se¢. 4: Adding.Lolor to Description Words ‘ o TS

. . : L
Ingerting adjectives into bas;;/igntences. " e ’
' . . B , , ’. . ‘-
! Sec. 5: Adding Color to Actigh Words T - .
. J \

A . ’

Insert1ng adverbs)1nto bas1c sentences ) . . N ' —

" Sec. 6: Assemb]1ngﬁYour Thoughts . - . . »

Wr1t1ng more comp]ex sentencgs : . . -

( Sec. 7: Mak1ng Your, Words Agree . | .
. ' - - : - ! . )
<! Ach1ev1ng subJect verb and pronoun an!!%edent agreement # ‘

Seg. 837 Putting Some l1deas Together 3 - Ce v

Writing simple baragraphs,' - BN AR b -



’ Sec 9 Lnsert1ng Commds and” Stoos
RS N
’ Punctpatang'sentéhces and paragraphs.
 J

»

1Sec.\ 10 Bu11d1ng‘$hort Messages

Nr1¢tq$\ahd'comb%ﬁ?ng.severa] paragraphs

oy {).‘

’Cﬁﬂﬁ TOPICS® Zﬁoﬁpulsory for all students): et
<+ 1f 'the P]acemént Tést shows that students do not need the Wr3t1ng Rev1ew
they start their course at Unyt 2 :

AN :
The obgect1ve of the Cork area is-to prepare students 4o find a Job in,

. their ﬂ%rt1¢u1ar field, ahd to be able to‘cope W1th various tasks and prob]ems
’ that may arise on the JOb . :

Unit 2: Geétmg “he Job
' Sec b:  Finding the Rﬁght'dob

1

Gettmg a 1ea§0‘prosbect1ve JOb opemngs . 1earn1ng how- to deve]op -

1eadsJ~ .
h ol , ’ . ) . > [y
*6Qé 25, - Apglying for a Job e . ' )
¢ - ) -
wr1t1ngsa letter of app]wcat1on preparing a resume, and f1111ng in an

agp]wcat1on form (€ounts as 3 topics.) - n .

. . - .
- [} . -
- .

Sec. 3: Handllng the Job Interv1ew

* //

-Pregar1ng for-a jeb 1nterv1ew 1earn1ng what 1nterv1ewers ook for w‘.p
.they ask certa1n/quest10ns, and answer1ng questions conf1dent}y
: /

£
»

3: Getting Along On The Job

Séﬁ 1: Fu1f11]1&g Job Respons1b1]1t1es B ST

v

-

'6ne S respons1b1]1t1es as an empToyee wr1tnng a job descr1pt1on app11cab1e
to the student's trade-or vQcation. .

- ~
\'i
S0

Sec. 2: . Go- operat}ﬂggw1th Others T 4 S

Co- operat1ng w1th superv1sors, co -workers, and customers, h lng
tomp]awnts

Sec 3 working towa.rd Promotion f ) . . . ; .

s * . ¢ .
Ant1c1patwng and preparing for promot1on, the qua11t1es des1red of* empioyees ‘
who are be1ng'eva1uatgd for promotion.

1
.
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¢ . .Sec. 4; IrMpectjon Report 6 - . _ ) K ’ e
s " w e o ) N - ‘ it '.?. N : ’ ’. i : .'.- [N
o #< QOrganizing and writing_an inspection report; makln%,recommendat1ons .
. .-+ eleanly and efficiently. ~ ’ \ .. - CoL e
- . :“ . . ’ ‘ ’. : . . . N ‘&‘ L | 5 ) ‘.
“ ' Sec. 5: 'Accident Report .- . ﬂ ST e e .
. .’,‘. oL N .y ot . .. ’. ° -
) . Qrganizing and writing a clear, concise accident report; completing
. the proper forms correctly.” . .

‘ ' -, ' ) - i i ? ?" c y - *
Sec.JE;:§ervice Ofderh_(Primarily for.Automotive "Mechan ?E) s#

] ve

IS

A b " )y L .
Fi1ling in a work or service order ¢ arly ncisi}y and correctly.

A}

| L9 4

o Se¢. 7: -Purchase Orders (J//‘ 4 N
Making?Up:a'purchaée'order;-identiﬂ!ing and inserting all the/information
“ tequired ‘for efficient seryice and delivéry of goads. R . :
T [ N ) ) * . ., " ®e * .
o Included in the "Core" area are five topics relating to Legi$lative Acts,
““governmental agencies, .and associated interest groups which may be of importance
to students when they. enter .the labor force. ‘Lgesé are inserted as "Core" topics
if they relate spedifically to the students' ch®sen trade or vocation; otherwise, -
they become optional topics. (they are listed under qu§-6). L _ ‘

-

AN

OPTIONAL TOPTCS(Students' choice) o . N

-

- -

“ -+ .In addition to Core topic¥, students may choose a number of topics from -
. Urits_4, 5, 6 and 7. We suggest that they de thisuin-consultation with their
. Shod‘Qnsjnuctors,\90'tHa¢ they can be-guided to select,the mpst‘useful toptcs ~ .
. to-suit their-career plans. - ‘

: ﬂ The objective of fany of the obiioﬁal‘Iipics 1s to‘encourage,étudents to .
N develop their leadersh?b_qualities,’to prepare themselves to become supervisdrs,
or-to learn the rudiments of organizing and operating their own small businesses.

The;ﬁumber:of bptions'tﬁgt_studehts'may selegt d bpnds upoﬁ whether they °
hawe had to do some or all of the W.R.I.T.E. packad®&s-inUnit 1: the more
CW.R.ILT.E. Rack@ge5'they attempt, the fewer optjpns they may selett. ~

“ o -

3 T N . . - o e L IR . .
) ugit 4: ueﬁ?1ng Ahe ad on-jhe J?b' . e, -
) .. X = Sec. 1% Developing a Supervisory Style ' - ;,;5 ’ ‘:///
‘ - the various approaches to supervision and how to apply each in»a'given'-~:
PR s4tualdon. : Ce e : v ;
- o M . . . C o . . * -, . < . , . - .
. » .-Sec. 2: Motivating Subbrdinates Co : R ,
8§ . A i . ~ . . L. e
. . " |Motivating subordinates and keeping ‘them motivated. - ”.

. :
- - .
R . .
- : ' : L.
N - B . . -
s . - »
v - - B ~
4 ~
\ . - - . .
. . \ .
.
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Sec 3: TakinQ*Responsibility and-De]egating ) 4 oo

©

Why, how, and when o de1egate author1ty, and how to ensure contro] of
work that is delegated

-
f
L]

Séc. 4 Prob1em Solving . ahd D1sc1p11n1ng

{dent1fy1ng, defining an? reso]v1ng typ1ca1 prob]ems, d1sc1p11n1ng

°effect‘ive‘ly and'W1thout ncurr1ng rancor, - i o,
Sec b Labor-Management Relataons S - ’ :
*Unions, thetr place in 1ndustry, how to communicate w1th them, and what {
they can do for ‘employees. - Various wage-schemes, and the advantages and
d1sadvantages of eech ) B o .

_Sec 6: On- the- Job wr1t1nggfundamenta1s ‘ ) -

Writing sty]e desired by ]ndustry, business and government organ1zat10ns,
_Writing c]ear]y and conc1se1y‘

-

-ébc 7: “Incident (0ccurrence) Reports ' . i ' -,

'Org§n1z1ng 1nformat1on in sequence, presenting.written facts c]ear]?

Sec. 8 Job Progress Reports ' ) : « /
-
‘Brgannz1ng the relevant facts of a s1tuat1on into a standard progress,
“Yeport format; using these facts ¢0 write a c]ear, comp]ete«progress

rgportq ‘ -

-~

-

Sec. 9: Investfgat1on Reports L -

- Writing a logical, well-reasoned -1nvest1gat1on repor’ through a ser1es of~ :
1nvest1gat1ve steps. ~ T X : - : . S
Sec. 10' Recommendation (Suggestion) Reports T

'S

. »
Organizing suggestion reports, mak1ng recgmmendations, and presenting
a]ternat1ves ‘ -

/ A

Sec..]]: wr1tyng Instructions _ I,'

' wr1t1ng instructions that will invoke quick and correct reader responsev

-

Sec. J2: Emp}oyee Rating Forms -

The main rat1ng systemsuand how they are used to BmSSess emp]oyees

]
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5: Creating Your Own Job: .
Organizing and Operating a Smal] Bus1ness -jf/

Sec. 1: Bas1c Busines's 0rgan1zat1on'
. S y

“ The main wéys in which to organize a small business -- Sole Qwnership,

Partnersh1p, or Corporation -- and the advantages’ and disadvantages of
Yeach, ™

[ o

Sec. 2: Finéncing 5 Small Business » ,' v

' Financing a business, and the 50urces of f nds available to a person

starting a New small business.

Sec. 3? Locating a Business .
Taking a market survey to, establish the business potent1a1 in a particular
area; the various elements which go into finding a suitable location.

<) \

Sec. 4: Staff1ng a Business

Where and how to find suitable employees, and how to conduct an interview& }

-Séc. -5 .Basdc Accounting,PFBcedhres ' ) .
. . 4 i |
Setting“up and operating a basic accounting system suitable for & small
business. - {Counts as 12 topics). .- . r .

. ~
Sec. 6: Mriting Letters in Business

. The var1ous forms of business 1etters, constructing bus1ness Tetters for

- . yd

spe31f1c situations. . J ‘ . //,/

Sec. 7: Inventory Control . _ R

K

KL

The importance of ipvéhtory control, and basic meehodsf :

1

Sec. 8:° Taxation and Insurance

’ -

Direct and indirect taxes, business insurance, legal implications.

Unit

6/ Job and\husiness-—sRe1atea Topics

“

Sec. 1: Worker's Compensation Boards _

¢
-~

Sec, 2: Injured Worker's Association ) 'i s

Sec. 3: .Unemp1oxmen£ Iesuraﬁce ’ - - \ :
Sedg 4: ~Mechanics” -Lien !' Lo

Sec. 5: Garage Keeper s Act. , - ’

(These topics are frequently 1nc1uded n the “core“'area.)
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_ Unit 7: Human Relations _Topics~ .. PO o
5 ’ T R & . c r PP
,'Séc 1: Getting Involved with Peque

The work environment often requ1res being part of a group of people'who
share the responsibility for achieving the overall objectives of a 36b
. This unit dmvolves relating to other Eeop]e, and deve]op1ng some. appre¥
ciation for what they have achieved in their lives.

.. N Sec. 2¢ Comnun1cat1on Sk1]]!1n Groqps
: o . ‘
‘ ™ The impartance of feedback. and effective listening in wor[ situations;
. - developing sklll 1n giving and receiving feedback. . :
© . Sec..3: Dec1s1on | Making .
e Effective dec1s1on -making and’ pgggiem so]v1ng, as an 1nd1v1dua1 and as a
member of & gnoup. How the student as an individual makes decisions that
./ afrnct h1s/he 11fe ) o . .
'Sec.-4: C]ar1fy1ng Your Values
- ’ Undgrstand1ng~that everyth1ng we do, every dec1s1on we make, and every
course of action we take, is based on our consciously or unconsc1ous]y
" held befTefs, attftudes and Vvalues. , | L.

i ,

Sec. 6 0vereom1ng Blocks

-~

How students may prevent themse]ves from achxev:ng career or perSona] goa]s,
overcoming faulty assumptions and'catastrop1c expectat1ons, deve]oping se]f
confidence.

!

'

) T afe f . '
NOTE - . ) . ) . - )
‘ The notel and tests conta1ned in certain PIC Program packagesphave been ‘
: comb1ned into two Prentice-Hall Inc. -textbooks,.one of which has been pub11shed

. B]1cq, R. 5.: 0n The Move (Commun1cat1on ‘for EmployeesY, 1?7% .

-~ contains notes:and. tests from: -
Unit 2 (a1l Sectjons) ]
Unit 3 (Sections 1, 4, 5 & 7) N =y :
Unit 4 (Sections 6 to 11) . “\ (
.. Unit § (Section 6)

i, '
. Blicg, R. 5.9 Just:Write: A Do-it-yourself Review ofABas1c English .
| (in preparation) ,

© -~ contains all ten Sections of Unit 1.

’




