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FOREWORD

The DECIDE program serves students with norma bilities. and students who have special learning
problems.. Originally, the project was conceptualized &s. 2 Sy stem designed to serwe career exploration and
personal development needs for students with 'earning proglems. By the time ¢'{ | mptemmntation in September
of 1976, the concept evolved as an innovative career exploration pmogram, Serwing themmeds of all junior high
students. The major goals for all students of the program (see deailed isgussion of s, goals, objectives,
and strategies in Chapter IV)are as follows:

Demonstrate skills geneeglty usefuil it wartedo? work.
Practice effective work wabits.

Make career decisions.

Demonstrate improved career capabillties

Implement career plans. ,

Demonstrate positive attitudesamd values: to- :rd work.

In addition to the career development goals foral s:wdents, thérzare specific academic skill development
igoaiss: for the special needs students. These are discusseizin detail iur Chapter IV. These include the practical appli-
<t of academic skills, as welk-as the acquisition oFmewsskills, whilesparticipating im the career exploration prograin.

The projeét focuses on providing special neegs:stidents and mmusar junior high: students the opportunities
~ *yimprove their personal and soglal. skills as well as-their-academic $kllls. Al the objectives in the program are ac-
mplished In a uniquely designed and operated learmingrenvironment. This environment represents the community

and work environment of the adult world with very little-simulation. The changes in aitudes of the students,
teachers, teacher assistants, and administrative staff inwolved in this exciting program.are clearly evident (and
demonstrable) to all who have had the opportunity to:observe the processes and produets of DECIDE. The purpose
of this handbook Is to share the experiences of the staff-amd students of DECIDE aith Inderested professionals.
It is designed as a guide for those who wish to develp siiélar programs in their ownsghools. -




Chapter|
The Concept

| Introduction

 Forty employees line up in front of the personnel office. They are waiting to "sign in." There is a low

murmur of many conversations from cluster: of employees., Mary, in particular, seems quite excited. Her face
is slightly flushed. She knows that she has been chosen vemployee of the week" in her department and she has
spent several extra minutes that moming having her hair fixed in preparation for having her photograph taken.
it will be posted on the production lab bulletin board for the week. One of the managers from the accounting sec-
ion is quietly discussing with an accountant,a suggestlon for changing the record keeping system. In one of the
manufacturing departments, Harry (recently tranferred to the inplant printing department) is discussing with the
manufacturing supervisor - a special order for 3 "fiyer* advertising the newest product. At the other end of the
-~ plant, Susan checks With the Training Manager about her appointment for extra practice for her new assignment.

Two company enployees check the company's latest stock quotation. There are indications that it may go up in
value today or tomorrow so they decide not to sell. a ,

This little scenerie describes a typical morning scene in a small business. Right? Wrong! It describes a
typical morning at DECIDE. The "managers’ are teachers and teacher assistants. The *employees' are junior high
students. The *plant" is the DECIDE lezrring facility. The *stock® and the *cash flow" are real. The "material®
products and the "production” goals are real, The educational goals are real but are not readily observable (Edu-
cational goals are not mechanically implemented.) They are evident through the appropriateness and businesslike

nature of each student's behavior as he/she carries out the functions of the business enterprise system.

How does DECIDE differ from other models?

What are the underlying concepts, approaches, and philosophical viewpoints, which make the DECIDE program
different from other educational programs? The answers to these questions are the subject of this section. The pur-
pose of this chapter s to describe, briefly, the philosophy of the program and to contrast It with the more.common
approaches to career exploration and to educational programming in general. The charts on the following pages
highlight some of the major approaches of the DECIDE model for educational programming. The charts are divided
by characteristics of: (1) the manager; (2) the employee: (3) the physical plant: (8) DECIDE technology; and (5)
the production schedule. | " |




CHARACTERISTICS OF THE DECIDE CAREER EXPLORATION MODEL

’

; ||m Provided by ERIC.
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The Manager {Teacher)
PROGRAM ELEMENT ~ DECIDE MODEL
Participation Roles Manager/Employee
Teacher Role Facilitator/Learning Manager
Discipline SelffPeer Control
Teacher Emphasis Total Life Development
Expectations Expects *Success"

Decision-Making

Teacher Characteristics
Teacher Domain

Time Focus

Teaching Mod&
Student/Teacher Interaction

Teacher Planning

Learning Activities
Curriculum Development
Career Exploration

Stiident Evaluation

~ Teacher Morale

Teacher Interaction

Teacher Interaction

Teacher Cbjectives

Shared with Students/Assistants
Delegates Responsibility
Open Space

Meaningfuf Production

" Multi-Sensory /Hands-On

Maximized
Work Scheduling, Production, -nforr.al Area Plan

Manager Organizes and Pe.ric:siate

All Teachers/Students/Ass -t - Srare Respon5|b|||ty
¢
Creates Real World of Work

Criterion Referenced

Consistently High

* . Shared/Team Work
‘Shared O_bjectives

Educational Outcomes Imbedded Within a Production
Setting

v
. ' |v E
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5 | - TheEmployee (Student)

PROGRAM ELEMENTS

DECIDE MODEL

Student Role | .

Student Focus
Learning Styles

| Student Input

\ Student Differences
Student Pfoducts --
Student EvalCnation '
Student Identity
Student Role}
Learning AétiQitiés_ |

Student Soc}alization

| Responéible/Progctive

Cooperation for Group Produdivity
Ea‘sier to Individualize

More Emp.hasis

More E'aSin Accommodated |

Saleable Products/Services

| T,Beinf.orvti.ng

Production/Occupational Role

7

" Employee/Trainer of Peers
 Student Initiated or Cooperative with Teacher

~ Maximized

Jt
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The Physical Plant (Classroom Organization)

PROGRAM ELEMENTS " - DECIDE MODEL . B
w , ' ‘

Physical Layout - Flexible

Physical Appearance | : Business/lndustry-Like

Physical Structure: L o Open N | ‘ ! b

Environr'nen‘t | | Work/ Commgnity Relevant

Physical Layouf | | Sﬁared wnh Employees (Relate;d ;o Efflciént Production)

PrliysicaISét-Up | | | | Work Stations

Trafﬁé Flow - - | Interdependent Work Areas (Stations)




Decide Technology (Educational Technology)

A‘cade}r'nic Skills Acquisition

; Teaching Strategy

’Trai'ning: 6 Practice Mativation *

- Trainin'g stécticé .Moti'vation' -
. Ta‘sk‘ Performance instruction

~ Teacher Orientation

PROGRAM ELBMENTS DECIDE MODEL

Motivation Sxsstem Pride In Products

Motivation Syste. ' Monetary Réward (Stoc[;s]
' MotiQatiqh System .' Group Achlevemént.'(Stéck Value Croup Determlned)
. Mbtivation System | Intrinsic
Rélnforcementl | . Immediate arid/or Delayed for Large;' Future Reward
- Relnforcement ~Concrete | .

| Materials | IngustrlaI/Bu;iﬁess Materials

Materials Academic Concrete

. (N
Teaching Strategies Simple to Complex (E_ pi ncally Based) Task Analysls

lncudental Learrling (Student Need Related Perceive
Immedlate Needs g

Experlentlal

" Need to Know, Student Img\st

~Job Related
Accommodauon ‘td‘ Individual Learhing Styles' K

Manager Capitalizes on Sltuatlonal Opportunlties for

- New Learnmg

. ) «
- o . N o . o . L . ,
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The Production Schedule (The Cumiexlum)

Decision-Making Skills

L

- Student 'Responsibillilty

, M'ajqr Gbjective of Program

"

Emphasized

PROGRAMELENENTS DECIEWOREL ~
Orientation \ Bastg LitSkills; Production; Affective, Exploratory
Academic Objectives inlegrated! wikh SocliaI/AWorkz,Objlectivgs |
Personal Develogsent Integrateds w™th Academl Es

" Career Exploration Besig keiinstruction
Career Exploration - A Reatl Wark Environment |

| Decisicn-Making Focus an Student Involvement



\

Narrative Descriptions of Major Compaments

The DECIDE Managers (Teschets)

b , P | 7 FOmembaromibly - depmeimenta) mamagers. " The mlatlon- |

lpbetmn the teachers and tilhtinSasius:ss not il dhewelationship bumeer: 3 production manager

Amdaa-faor supervisor,' Thelr rofiu inm's mowpssiie!lar-toethusseilins. o Wyplaal corporate departmental

mms or spervisors than to: pgiowof pulbbiessomi teachers: Homeapresmoveanasily, along with employees; from
ek simtiom 40 work station In their ownadepawmemss:. Fhey check tiiemmmgwessssf thedally work production, the pro-
- it emplayees (students) , help v e s 501 vezrroiiines medilied o the:department's production
m Tove to other departments to discuss weysiaimpreve produstien-efficincy andthe flow of goods and ser-
wiges with departmental managers Who |ter rafintevlee:thglr dapmnlnts | \

Departmental managers and supeovism hediioems! conmmw dealafith Immediate personnel or production
yblems and to share dally:informationson mpms.xi ppliieis sharesa easy, Informal comradeship pb&lhey
Wrk cooperatively-on production tasks; Thesdlcrbag g Wgnobia imajor ssum. Most neiw employees,
Mke transition into the setting In oaspﬂag& Walirofishe:trolitingliswniiid by peerswilte:are expert in helplng
" new-employees make the adjustment tozpnadiucibsmmiesied mm: “Thie tralners arediliow employees whohqvp
alraady mastered the speclfic occupﬁrmrnla W ‘Informally, make suggutlonsr&r !mpro\ﬂng the prodpction
pmmand many suggestions are:enthusiesticallpiasispiedtby managess, < _ | \,

Managers never wrlte lessonplans.. Onosa weekadorml ptmg moetlng for menagers and supervlsors Is held ;
0 make bverall company. declslons. - Informai mestingmmreiheldrdailyrs insure that planning Is consistent among depart- ‘
ments.. Planning I 2n on-going exsiutiomey. processskmvolving managers, stpervisors, and employees. Employees.are
| encoumged tomake suggestions far:betterways tmanagesindividualdepartment's:production process or to §uggest new

items to be added to the company's:total o&ring gfsalublergoods. ‘Employees arewsaluataiiby managers on the basls
~ of dally work performanoe, and performamce evaliatiows:aee posted:in each department, Theere Is an atmosphere of
 sharing the c%mmon company goals: (prodcts; proﬁts.mnrlces, ote) among allmmbersrof the employee and 3
~ management team,  Employees freely:intemact; with managers, supervlsors, and pees. Problems and successes are -
shared by all. The emphasls in this r:on'pny Ison employze-managment relations, on total human development and

. ,on acquiring approprlate life-skills. - |




The DECIDE Empl&yee (Student) , | ; |

The DECIDE employee (student) Is percelved by staff as an "employee."  Students identlfy as in Industry

with the company objectives, company Incentives, and their own asslgried occapational role. Employees quickly, . - -
 recognize the relationship between thelr own occupational role and company production. ‘Employees work closely

together; they are caught up In the enthuslasm that Is generated by cooperative group efforts towards a comman

goal, .g., the production of salesble goods. Employees work closely together, each and all serve as helpers,

tralners, and workers, providing emotiona) and performance support to those who require It. Relatlons between -

managers and employees are Informal, easy, and cooperative. Cooperation, not competition s the key note of the .

production process. - S | W

. ‘Emplo'yees (students) display adult worker attitudes and demdnstrat'e‘ keen understanding of the free ehterp;‘iglse )
system. They exhibit pride in individual achievement, work accomplished,or products produced (Immediate re- FE

" Inforcement). As employees, they exhibit adult reactions to dips In the Vstock market,” planning shead tosell at -
amore favorable price. They readily accept responslbllity for the quallty and quantlty of work assignments, real-
izing the relationship between total company production, resultant sales, and thelr effects on the company's stock

value. The usual personnel incentivas of Industry are readlly Internalized by employees who express satisfaction =
In both indlvidual and group accomplishments, Thus, pride In individual and group achievement becomes the. |
motivator, ’ : B |

" Absenteelsm Is rare and few employees flle grievances. When an employee Is absent, others readlly volun-
teer to temporarily assume the duties of the absentee (employees understand the process end the relationship of
Individual roles to the total process). Managers act more as information Fesource personnel than as"overseers," |
Since discipline Is not an Important cons! deration, managers are able to spend considerable time assisting employees
in upgrading work skills, Interpersonai skills, and in-learning new tasks. Employees work closely with manage-
ment:in monitoring the production tasks and In-developing new Ideas and procedures for Improving productivity
of the company (Increasing profits), -~ o A

The Physical Plant (Classroom @gaﬂlzatloh]

. Therearetwo organizational levels In the company . These relate to the physical plant and the psychological o
organization of the operation. While there s a formal check on employee attendance, the emphasls s placed |
- on the production process, on total productivity (and quality of work) of the individual employee rather than on time

¢ :
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In task. The focus Is on a flexible system In which employees and managers move from department to department and
from work station to work station as related to job/production requirements, It is rare that an employee from one de\'-
partmenit Is asked why he Is visiting another dapartment. [tis assumed that the employee is there for a business
reason. The physical layout Is analogous toa small business with little separation between department areas (half
walls, docrless entryways), The layout of a specific production center Is always subject to modification, dependent
on the type of product belng produced. The employee-management team, In its efforts to improve production efficiency,
may modify work task cequences or the location of work statlons for the flow of production.

" DECIDE Technology (Education Technology)

Employee mo.tl‘tlon Is the key factor in the successful production of quality goods and services, which result In-
. marketable products accompanied by Increasing sales and profits.” Also Important to this dimension Is the employee
~_training program. The company has developed a sy‘item of personnel management and training which atiends to this
mportant dimension by applying motivational/reinforcement principles common t0 modern industy. Employees are
encouraged to léarn and work at thelr own pace while attempting to improve efficlency, skl lls, and rate of individual
production. Methods Include opportunities for employees to move from single tesk mastery to completlon of a more
complex set of tasks and operations. Employees are relnforced at various levels. Immed|ate reinforcement comes ex-
ternally with pralse from fellow employees and managers, while fhternally, employees are reinforced by observing
the results of their own efforts. Employees are encouraged to accept responsibility for thelr own occupational roles and
outcomes; this serves to help nternalize faelings of job satisfaction. When thers are production lulls, provisions for -
_employees to practice job skills, or learn new skills are avallable, There Is a wide varlety of opportunities for employees
to learn new skills at their own pace, I , - .

Employees learn to deal meaningfully with the pressures of production-goals while receiving support from man-
agers and fellow employees In a highly informal and personalized manner. The company encourages-an "espritde
corps® which Is basic to employee morale. Monetary rewards are valued by all employees, and the value of company -
shares of stock are carefully monitored by the employees. About 80% of the company income Is reinvested in raw ma-

~terlals and new product development. The balance Is distributed to employees based on individual performance.

A

The Production Schedule (The Curriculum)

| Theproc{uctlm.éi;hedule is t_ask 6r|énted and all operations, work flow, physical plant lzyout, etc., are Qeared .
" fothe fast, efficient production of marketable goods and services, The training department focuses on providing ~
- supportive training functlons to Improve both skilis and the operating efficiency of the Individual employee. Employees -




N )

are encouraged to explore additional jobs and job tasks. The company is particularly concerned that each
employee's career development needs. (knowledge and awareness of occupations; the development of good
‘personél-social'skills, grooming, appearance, etc.) be met and consistently~monitored. The training de-
‘partment and the individual departmental managers emphasize the delegation of responsibility to employees
and offer suggestions and informal training in decision-making to all employees. Inherent within the pro- .
"~ duction process are several monitored educational outcomes.




Chapter Il
Implementation

Introductioﬁ'

The purpose of this chapter is to provide the interested professional with specific information on %3 to plan,
develop, and majntain a simildr program in his or her school. The reader is provided with the basic information
required to implement and adapt the DECIDE Model to varlous educational settings. This information is presented
in three sections: (1) Planning and Start-Up;. (2) Program Development; and (3) Maintenance. The Planning
S:;tﬁ\ describes activities, roles, and other major considerations one must make prior to Initial start-up

* otwDECIDE Model. The Program Development section focuses on the specific development of major components
within the curriculum. The Maintenance section offers specific activities which are helpful to keeping the pro-
gram "on course," and ideas which can further enhance the on-going refinement of the model.

~ The information is presented in outline form and focuses on major points which, based on the experience of
DECIDE personnel, are most important to the successful development of a DECIDE model program. The focus ofthe
authors has been on avolding a cookbook or formula approach; rather the emphasis in this chapter is on providing
" a set of tips or helpful suggestions. This approach ellows maximum flexibility for the program develdpeﬂr' in imple-
menting and adapting the DECIDE model toan individual school program. - '

| Planning
A.  Administrative Functions

The administrator's role in the planning process deals with establlshing a set of steps within which he/she
can create the environment for a DECIDE model. The following activities and recommendations represent major con-

: side’ratlgns:,

1. Scheduling: Te administrator should recognize that the DECIDE, model requires planning for extended
perlods of time for students in the program and enough flexibility to accommodate the rotation of students
In and out of the program in 9 week cycles. | :




4,

Pupil-Teacher Ratio: The DECIDE program appears to operate best at a 20: 1 pupil-teacher ratio. How-
ever, thts is subject to such tnﬂuences as program scope, student ability, and the avallability of aides.

Equi p ment: The DECIDE program does not require a iarge investment in speclalized equipment. How-
ever, Industrial type equipment, particularly in Food Service, is more appropriate thap the home-type
equipment found in most home economic classes. The individual shop processes can be conducted in a
typical shop environment, provided the equipment is fitted with jigs and fixtures, and used in a pro-
dugtion mode. Additional paper, stencils, and reproduction capabiiities are needed in the Business:
Management area. Other areas such.as Personal Appearance, may e added later. It is wise to thorough-
ly plan and budget equipment in such cases, prior to the opening of 2 given section. One of the problems
in the development of DECIDE has been the delay of equipment instaliatton and consequent tmpact on pro-
duction scheduling. .

Facilties: These may vary considerabiy from site to site, without affecttng the program. A few constants_ ’
should benoted: L .

a. The space should be as open as possrbie (1.e., open doors, low waII partitions). This enhances
the spirit of cooperation and reduces the isolation inherent in a more compartmentaitzed facility

b The space should be flexible, since the program will experience product changes expanston

| \and contraction and other such business phenomena.

. hgfacility should not resemble a classroom, but ratherabusmess setting. Eliminate the rows
of desks Cunverttowork stations!

Atmosphere The most important function of administrators, working in the DECIDE model, is the crea-
tion and maintenance of a business-like environment In which experiential learning can take. place. Itis
impossible to provide a cook book approach to the creation of a DECIDE atmosphere, since itis an atti- ‘
tude acquired by participation in the program; an attitude that is reinforced through a variety of subtle,
and not so subtle activities, methods, -and réactions employed In the Impiementation of the program.
Chapter | of this manual describes the basic underlying philosophy of the DECIDE model. The

following polnts are used by the project’s general manager to orfent students to the program on their
first day. These points illustrate the appropriate philosophlcal approach to introducing students to

'the DECIDE work envlronment




Points Emphasized in Student Orientation to DECIDE

You will not be a student, but an employee in a business.
The people you will- work with (not for) will be managers, we do not call them teachers.

You will have the opbortunity to choose areas in which to work. This vill give you a fee! for what it means
to have  job, and for the duties that are required in different kinds of occupations.

The g_uiitx‘of your work is ven}-i’mportant because:
a.  Customers will not Vac'cept a bad product.
| ~b. Ifwe donot sell, we have no work and no money to give to employees.
¢.  Many times a whole area depends ubon how well each persoﬁ does his/her part of the work.
You may not enjoy certain areas and jqbs, but tﬁls is something everyone needs to learn.

v
1

How well you do in térms of the expected behaviors of each area will etormine:
a.  Whether or not you earn shares of stock. |
b How many certificates of performance you earn,
. | How much-you will get out of the nine-week term.

You do thihgs here, don't expect anyone to do them fo{ you,

Note: The terminology used is consistently'business oriented, with words like employee, hire, fire, pro-
duction, costs, product, replacing educational termlnology.

- One of the issues which must be addressed is that the DEC!DE atmosphere may require exceptions to school regu-
" lations, suchas being in the hall without a pass during class time. These exceptions must be recognlzed and gﬁned -
for if the envlronment Is to beas ﬂexlble as it needs to be. Moreover, these acoommodatlons must have a o

i
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rationale behind them. This rationale must be communicated to progrém participants and other staff, as well
25 students of the school. Due to the many positive.mativations existing in the DECIDE model, there is less

need for the strict regulations necessary in many schools.

6.  Monetary Procedures: A major componentof the DECIDE model is a separate, accessible cash flow
system, operating as a business with its own accountability. The following describes the procedures

that have worked in the model:

a. Al cash intake is collected and 2ccounted in the business management sector.

b.  The Business Manager acts as custodian of the DECIDE fund. He maintains
the company bank account and checking account. These acoounts are kept in a local bank

c.  Any expenditures whick are required for business use can be requested by any department
manager utilizing an expenditure form. This is completed and the Program Director reviews
it and co-signs it. The completed form is then presented to the business manager for the

amount needed.

d.  The business manager produces these regular statements:
Monthly income statement broken dowm by department. '
Monthly expense statement broken: dowry by purchases authorized:
e.  Unusualor @usually large purcheses are discussed at the weekly staff meeting.

B. Staffing: The success of the DECIDE model Is primarily due to the efforts and attitudes of the staff.
* This section attempts to point out certain basic characteristics of staffing a DECIDE program model.

1. Program Administration: The Teacher Assistant Principal plays the role of administrative
leader of the Darmstadt DECIDE program. This role can be filled by existing administrators in
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quidance, a department chairperson, or other mid-management personnel. The important func-
tion provided here is that of leadership, particularly relative to the program development of

the model. The person filling this role should be thoroughly commitied to, and knowledgeable
about, the DECIDE concept. He/she should have direc access to school decision makers, and
have time available to work in the ongoing management of the prograi. The program admin-
istrator, when functioning correctly, will be viewed by program participants as the leader,
cetalyst, and person chiefly responsible for coordinating the development of the program. This
person should be hired, appointed, or designated early in the planning stages, and be given
major responsibilities for making the program operational. |

1. Program Managers (Teachers): The mid-management positions in the DECIDE model are staffed by
teachers who generally have a background in Business, Home Economics, Industrial Arts, and Horticul-
ture. Al of these areas need not be represented. However, the impartant aspect of the Program Man-

ager's background is the ability to create and supervise the production of goods and services as the
central activity of the company. Learning disability teachers and other special education’ teachers provide
a vital source of support for this program.

There are some determining factors to consider in selecting appropriate personnel to conduct the program . One
Is that the teachers must be.committed to the DECIDE philosophy *using the business anvironment for educational pur-
poses” as an Improvement on the more traditional approaches to their teaching assignments. They should be commit-
ted to team work and the notlon that as 2 group they are more potent than as individuals. It helps to have an intern-
alized attitude which refuses to accept fallure. These qualities sound almost idealistic, In terms of any one human
being; however, experience has shown that most good teachers possess them to a certaln degree. The professional re-
wards accrued from working in the DECIDE model help to develop these attributes If they are identified and recognized
as a part of professional development. | ,

The program managers work as a team led by the program administrator. They are responsible for decision-
making and the management of the model. They direct the functioning of the aides, who act as first line supervisors
in the mode!, and are primarily responsitte for products, activities, and maint ining the education environment. One
important index of correct functioning Is an exprassed feeling of ownership of the processes of the model. Each
- installation operates In a slightly different manner within the overall context of the DECIDE model, and therefore
requires a level of problem solving and an ablmy o provide ratlonales for declslons made such as, what products
to produce and what balance there should be between production and-educational outcomes. |
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Aides: The DECIDE mode! is based on a number of production activities conducted simul-
taneously under adult supervision. The educational approach is individualized, and em-
phasizes experiential and incidental learning activities. These aspects require that 2
number of personnel be involved in the direct supervision of students in the program. The

. DECIDE mode! has successfully used a pumber of aides for this purpose. Other possibilities
include volunteers, older students (i.e., coperative work experience) and part-time teach-
ers. There is no specific ratio which must be followed and it is recognized that the number
of assistants in a program is subject to many variables, not the least of which Is budget con-
siderations. The important mission to be accomplished is to provide close enough supervision
of the employees to produce the desired results. This can be accomplished in a variety of
ways, i.e., assignment of an aide to a specific area, a cooperative work experience student
to act as an assistant to the program manager.

The aices employed should demonstrate an abiding interest in children, be well organized, and task oriented.
The aide will constantly deal with the compromise between production demands of quality and quantity, and the
inherent emphasis in the DECIDE model on exposing students to new careers and functiéns. An example Is that -
as students cycle through the program they will become most proficient at 2bout the time they must transfer to a
new department. Thus, productivity is sacrificed for exploration. The aide must be aware of this problem, and
accept the situation as a goal of the organization, rather than a failure of the system to maintain high quality

- products.
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. The aides function as part of the management tezm, and should be assigned to specific Program Managers.
- Where possrble the company.should capitalize on the abilitles aides may possess in designing the products and

areas they will superwse | v

These three leel of staffing wi programs Other Interested persons such
@ volunteers and students, should be encouraged to "phyg into the model” through whateier arrangements may be
necessgry, as decided by t e managem:nt team. " -

C. Identrfylng Program Areas . ¢
The process of ldentlfylng program areas Move from a more general to a specific level of seIectlng the products -
and processes of \DECIDE model. Thiere are several different influences which shape the program ranging from who
is selected as the program staff, to what spectﬁc products might be saleable In the market area of the school. Some
undenlying principles han be offered to guide the Identification. First the model existsto expose students to a variety
‘of capeer areas, therefore' decisions to include areas shouid be based on maxumizing the varlety of career areas which
might be explored. A good reference point might be a cluster system, such as the U.S. Ofﬂce of Education Occupa-
~tional Clusters. A brgad representation of occupations from as many clusters as possuble should be included. Second,
there isa relationshif*petween number of students staff, and program areas. Too many. " students in an area may be h
/‘\a result of not enough areas, Overburdened staff results from too many areas. Therefore, a worklng baiance of staff -
students, and areas mbsf be considered. Finally, the identif catlon ofa program area should be planned and tested -
on @ trlal basls befoﬁit is added to the model, x

Inrttal deveIOpment of pro ram areas should be accompllshed by the project staff, and generally be in areas.
in whtch they feel most comfortable Adopted areas, such as those in operatton in other sites, aregood starting
~ points since they have already beeh-tested. However, it should be emphasrzed that virtually any program area
related to business. functions is approprlate The business area is central to 4e model and therefore must be devel-
. oped. The types of production areas are optional according ta the staff involved. The program should start with a
-~ manageable number of areas. Addttronal areas can be added as the program matures.
D. Product Selection Y o
Determining what products and services the company will produce tends to-generate excitément, and is con-
sidered one of the easier tasks in program development Two cautions are offered hefe, based on the DECIDE
experience: (1) Educators have been tratned to progress from the student out, (in other words, assess the A




student's needs and build the.progrdm), whereas product development begins with an end point and works back to the
student, therefore it requires a reversal of the traditional educational planning approach. (2) The product selected
dictates a great number of variables In the company, 1.e., work stations, number of tasks, variety of tasks, difficulty ~
of tasks, and level of production based on demand. Therefore, each of the products Investigated should be considered
“relative to marketability and what It will take in terms of teachers and materials to develop, | |

o - The experfence of DECIDE has been that most products originate as "orain storms" from faéulty or student, and
that there is not a great need for extensive market analysis of potential products. A suggested sequence Jf actlvities
for product development follows: |

.
’

1. Catherj product ideas.

2. Select.prodd"cts for each area, based on perceived worka'bility.

3. Builda prototype.

K. ~ Analyze the produttion process for level of difficulty and variety of tasks.

5, Determine a'p'proxlmate cost.. L

6. Informally determine prod‘ucvt acceptaﬁce fn youf market place. ' %
7. " Based on these data, decide whether or not the b\roduct is vfable. {

Once a product is selected, it does not necessarily. have to be put into production immediately. An ongoihg
function of the company should be to keep a reserve of viable products, which can be quickly put into productionif
sales of other products decline, or an expanded product line is deciced upon. ‘

E. Production Scheduling”

The basis for all activity in the DECIDE Model is the production of goods and services by the company.. Produc-
tion scheduling is the key‘to whether or not the business envirenment can be used for accomplishing educational ob-
jectives. Program Managers must plan the production schedule on as long term a basis as possible before any seg-
ment of the business begins. Itis desirable to outling what products will be produced for specific periods -

\
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of time, covering an entlre school year. This may be adjusted. However, it Is very important to have anng-range
"game plan" rather than to constantly be faced with, "What will 1 do tomorrow7 Next week!" etc.

Things to consider In productlon scheduling arg;. taking advantage of seasonal markets, l.e., Christmas,
Spring, etc.; accommodating the students; rotaiing cycles, and formulating contingency plans Ini case a product
Is not as successful as predicted. Once an overall outline Is developed, each segment must be detailed in terms of
tasks, equipment, work stations, materials, and costs. - This level of planning will lnsure‘a smoother running busi-
ness and provide greater opportunities for educational outcomes to be derived from the work setting.

F, Performance Evaluation Development

Once the buslneps oF the company (production of goods and servuces) has been estabhshed Itis time to focus at- _
tention on the educatlonal and personal development of the employees (students). Most of the essential experiences -
 which produce these outcbmes are already in place as a result of the. previous planning activities. The task becomes
one of detailing in chart format those things that the employees will be expected to accomplish or exhibit as a result of
working in the model. Several examples of these progress charting formats are presented in Chapter IV, They deal
with attitudes, skills, and knowledge that develops as part of the program -
The most |mportant thlngs to remember in developing performance evaluatlon are that (1) the performances
are listed and posted where everyone (particularly the students) can see them, and monitor their progress; (2)
the performance evaluation Is linked with the reward system, i.e., stocks.and/or certificates of performance; and
(3) the perform: e evaluation should be thought of as a method for the Program Manager and employees to work
together toward gxoals, rather than as a series ofhurdles an employee must cross. .

)..

Methodoldgy employed in evaluatlng students is prlmarlly that of observatton by Program Managers in charge - |
ofthearea. There should be a schedule for recording of these evaluations regularly on progres$ charts. Time
should be allowed within the business day for the Program Manager to discuss individual progress with each em-

ployee Ftnally, performance evaluation should be a regular topic of the scheduled staff meetings by the management
‘team.” .
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<l Program Development

A Business Matjagéméht Department |

~ The Business Marfagement Department Is the hub of the DECIDE Model, and therefore, the first and most es-
- sentlal component to be developed. The Business Management System Includes personnel., fiscal, and clerlcal func-
tlons necessary for.the operation of the enterprise, Students are employees who operate the personnel, account~
ing, reception, ordering, and filing component of a small business. The work ls conducted in a systematic
~ manner $o that It Is easy to identify the work flow in any section of the operation. The following are areas of con-
cern-that will assist the program developer In establishing a business component. (Examples of position descriptions,

- work stations,. systems, equipment and forms, appear In Chapter v):

1. System Desigh_: Each of thelsystems needed to conduct a business operation_{i.e., pérsonnel, account-
ing and fiscal, clerical) should-be Identified and described with objectives.- . '

‘Example: Clerical ,
. . *-‘:H'",j . ) '
¢ iy - ‘
2 ﬁgg,.provide the necessary forms for business operations.

b. Toprovide typing services. .

;‘; ~ Tomaintain %&}‘ate files for the company .

e TO'keep-records%EeSsary for the business operation.

: These systems are then described In terms of the output of each objective (I.e., specific forms, files,
records). Next, one must consider and identify the process, steps required to reach each one of these
.~ end points. Once the systems are described in this manner, the identification of work stations can take

‘ placev ] ' oo ) 0

2. Work Stations: The development of work station plans,‘ which will describe what employees will do in each
B step of a-work flow system, requires that the developer keep In mind the general ability levels of the
Y students who will run the system, as well as the equipment needed and the time necessary to accomplish

\

~thetask. These should be written in step-by-step manner, and be visible to the workers & they perform *

g




the functions. This level of detall is a considerable amount of work; however, the examples provided
in Chapter IV will greatly reduce the need to develop your own station from scratch. It is suggested
that one modify the existing stations to meet loca| needs.

Pilot Testing: Once the work flow Is deslgned on paper, and the work stations described In the |

above manner, It Is important to pilot test the system using students in the actual operation of the pro-

- gram. - Every system should be percelved as a dynamic operation, subject to change; each change should

enhance operational efficiency. This Is particularly true In the early stages of development; therefore,

allow time to work out the bugs. Many program developers are reluctant to change something which has

been written in black and white, However, rewriting and reframing will produce a better system and
provide work for the buslness componsent in the Beginning of the  program. So do It!

Communlcatlons An important consideration-that the Business Management system must recognize is '_
that It Is the hub of the DECIDE moded-and that It has the responsibility for communicating with several aud-
" fences. !tls helpful to think of this aspect of the Business component as the Information processor and
tentral communication system for the program. ‘This means that information' needs may be-identifed In
 other components of the model, by students, parents, and the rest of the school community. One should re- -
spond to the Issues of: What does this person or group of people need t know? How will we get itto
them? From what sources? Through what process? Taking this analytical approach will help to Identrfy
and serve the needs of the people and groups you are dealing with.

Educational Outcomes: The Busrness Component, like all compone 1 of DECIDE, exists for the primary
purpose of providing educational experience to the students. The 1..odel capitalizes on many opportuni-
ties inherent in the ! work setting for educational and persanal growth and-development. To simply say
that. mageneralsense this is happening; is not sufficient. A major part of the program manager's -
job is to identify the learning which is taking place, and document it for both the student and the

staff. B S

The methods employed in this process begin with an analysis of the work berng accomplrshed Skrlls

and knowledge can be extracted, as well as social/behavioral abilities needed in the work situations,

+ To assist the Program Manager in this documentation task, a good comprehensrve set of career educa-
- tion objectrves should be used as an organrzatronal rnstrument for observatrons For example,

.
. .
.
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cashier required to make change must learn how to accurately deal with money. This actlvity may be
counted toward accomplishing 1.1.51 Perform calculations and transactions involving money (DODDS
Career Education Objectives K-12 DS Manual 1800.1, June 1, 1977).

AN
\ Y

Progress charts showing objectives which may be accomplished as part of the work situation will help
students to become aware of thelr development and how it relates to a work setting. Conferences about
career education progress with the students should be held to keep an ongoing perspective of where

- they are In thelr development. Certificates listing objectives accomplished will provide reinforcement
for this work (see Chapter IV). | |

6. . Training: Since the staffing of the Business Management Department is set up on a rotating basis to o
 enable students to experlence many occupational areas, It necessitates continual training of new personnel
for positions. ~The experience of DECIDE has been that the best way.to perform this tralning Is te have the
students who are currently holding a job train the new prson, This follows the business mogel and
‘has several benefits, First, the job holder s a:good trainer,, since he/she has been accomplish~ -
ing the task. Second, several employees can be-trained at once under the supervision of one Program
Manager or aide. Finally, the act of training another individual reinforces the knowledge and skill of

the student doing the training.




B.  Production Departments

The second type of component found in the DECIDE Model is the Production Department, which includes areas such as
Food Service, Industrial Processes, Household Products, and Horticulture, They share the common function of pro-
ducing goods and services, which provide the basis for existence of the company. An important concept Is that a
DECIDE Model can be bullt with one or many production areas. Each area s operated in a similar manner with dif-
ferences centering around the products and services produced. The following developmental activities are common
toeacharea: -

) | |
1, - Product Development: Products are of centra! importance to the production areas since all activities lead
\‘ to or emanate from producing them, The development of a product is a long and careful process if It is to
provide both the necessary economic results, as well as an environment for learning, The products begin -
 with Ideas, usually borrowed from available goods and/or services, which can be identifled as potentially
viable In the program's market area; Experience has shown that there are several product ideas gener-
. ated for each product that actually does get into production. It s useful to establish a potentlal products
' file In whtch brainstorms can be captured and used at appropriate times.

> Onoe a potential product is identified, a protptype should be built, or in the case of a service, such as
~ serving lunch, a pilot developed. Notes taken on the pratotype or pilot will assist in making a. Jecision to
produce or modify the product. An informal market test can be performed by showing the prototype toa
sample of prospective buyers, and getting reactions, or through displays collecting inputs from prospect-
ive buyers. Using information from the prototype and the market test, a decision whether to produce the
product can be made with reasonable assurance of its success.

2. Task Analysis: Now that the product has been selected, 3 process of preparation for production begins
with analyzing the tasks needed to produce the product. Again, the notes from prototyping, plans for
construction, and the teacher's knowledge of the area guide the analysis, which should result in a step-
by-step breakdown of what it takes to produce the product. ~

- A guiding principle in this analysis is to attempt to break every production activity gown 10 3 single task level. -
The aim is ultimately to construct a production line, therefore, the tasks must be distinct and simple

~ enough 1o facilitate efficient production. Another thing to remember is balance; each task or group
of tasks should be relatively equal in terms of time needed to perform it, to avoid built<in bottlenecks

in production. On the other hand, where bottienecks cannot be avoided the students' slack time should
be used for discussion and other learing expertences -

. '
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.+ Work Statiors: Task snalysis creates a basis for the development of work station plans, which-describes
procedures, tools, equipment, and materials sufficient to complete individual tasks in production. - |

-Each work station should start with a list of materials at that station. Next, the equipment needed

1o complete the task must be listed. These include jigs and fixtures, and other production assisting
déYEFS- : - f , - i} . o
Finally, the process for accomplishing each task should be figured out and listed. While developing these
procedures, one should keep in mind any type of work simplification aid (i.e., practice directions,
fixtures or reduction in steps) that will help the students perform efficiently. .°

The work station system should be tested by the Program Manager for the purpose of working out any bugs.
This testing wiil also produce products which may be used for display purposes. At this point the Pro-
duction Department should collaborate with the Business Department to determine price and plan and advertis-

ing.

!

Quality Contral: The products are going to be produced by junior high school students, who many times
will not have much experience in handling equipment, or working with materials. Yet the product must
be of good quality; if it is to sell. Therefore, quality control measures deserve a specific focus of your
attention. Build in quality control checkpoints and assign employees (students) to perform quality checks.
 Where ever passible, provide fixtures and other devices, which reduce the margin for error inherentin |
measuring or taking directions. Make signs which include procedures to be followed, and keep a close
watch on the quality of the output during production. Quality consciousness will resultin better pro-
ducts, more business activity, and increased pride in the work which employees are doing.

Employee Assignments: The primary goal of the DECIDE program is to provide career exploration experi-
ences for the students. To accomplish this effectivly, there must be a built-in system of rotation through
“the work stations in any given production area. “One idea which seems to work well, is,to place each

student's name on a card, and piace that card in a work station slot which is keyed to a floor plan layoutof -
 the production area, Rotate the cards on a regular basis, giving each person an opportunity for experience
in several work stations. There is a temptation to assign workers to areas in which they have been trained

324



orare particulariy proficient. However, this defeats the purpose of exploring many different types
of work.

6.  Educational Outcomes: The production environment provides many opportunities for personal and career
development. The process of identifying and documenting these outcomes is described below in three
phases: (1) planning, (2) documeritation, and (3) follow-up. To begin an investigation of educational
outcomes, one needs a comprehensive set of career education objectives to use as identifiers (Career
Education Objectives K12 DODDS. DS Mantal 2800.%, June 1, 1977). The outcomes should be identified
and stated in these terms in 3 place which is visible to the student and Program Manager. (See Chapter
IV of this Manual for examples of objectives to be met in each area).

Phase | - Planning: As the production »ork fiow i established, the Program Manager should keeo in °
mind the possible instructional objectives involved j ina work station, i.e., 1.1 Use of basic numerical
skills, 4.2.00 Participates in a realistic work situation in home, schaol, or community. Possible objec-
tives should be listed for each area to provide a framework for the development of phase two.

Phase 2 - Documentation: “The Program Manager should ohserve the production activities of his or her
area, and write,down the enroute objectives existing in the work flow.

Example:  4.1.00 Demonstrate Entry-Level Saleable Skills in One or More Areas
4.1, SS Demonstrate sefety requirements of specific job

These documented objectives of the work setting are then listed on the form of certification of completion

for the area. - Progress charts are constructed, which list the instructional objectives toward which

students should be working in each area. These are checked off as completed, and used as part of

the reward system within the company )
Phase 3 - Follow-Up: The Progrém Manager should be aware of the on-going opportunity to surface
observable educational outcomes in the work environment. Each example of educational-gain should be:
collected and used as information, to help the Manager in refining the Instructional objectives as

 the program proceeds. This approach will insure the ongoing development of the program toward edu-
cational benefits, and make future product development an easier task.

N




C.  Supplemental Departments

The mission of Supplemental Departments within the DECIDE Model is to maintain an environment free
of the pressures of production for the purpose of providing-for-the specific educational and personal development
needs of specific employees. "xamples of these types of areas are the Training Center and Personal Appearance
‘Departments of DECIDE. The Training Center is completely supplemental to the business énterprise, dealing exclu-
sively with the improvement of academic skills extracted ffom the work environment. The Personal Appearance
Department is quasi-supplemental in that its primary goal Is to help students to.become aware of their personal ap-
pearance as it relates to the expectattons of various work envrronments (See Chapter IV for descriptions.)

. 1. Design: Supplemental departments exist through the implementation of # reactive design in which acti-

v vities are initiated as a result of referrals by other Program Managers. The program deals with em-

La. ployees' needs on an individual basis, and Is designed to Improve performance in the work setting. An
example might be an employee who is having difficulty in Food Service because he does not understand
fractions well enough to make a cake. The employee would be referred'to the Training Center for instruc-
tion on fractions, using the same materials he is dealing with-in Food Service. The instruction Is compe-
tency based and is completed when the employee s able to perforr: the task in Food Service adequately.
A-careful record of achievement is kept in the Training Center so that if the employee is referred again
for some other task assignment, there will be background information on his abilities. |

2. Content: Curriculum content is drawn directly from the work envi ronment; for example, lists of vocabu-
|ary lary words have been drawn from each of the departments in Project DECIDE, and are used for vocabulary
development in the Training Center; measuring devices [cups spoons, rulers, scales), and materials
from the departments are used to teach math. This approach capléalizes on the motivation employees have

‘to complete work assignments, and mekes iearning of basic skIIIs more relevant to the student.

3, Staff The Supplemental Departments are most approprlately staffed with persons who have experience
in workmg indivigally with students, and have skills in dlagnosis and the prescrintion of learning activi-
~ties.” In DECIDE, this Training Center is run by an Alde with a teaching certificate and elementary
" educational experience; Personal Appearance by an Aide who was a cosmetologl st. Aprogram developed /.
atother juriior high schools might take advantage of tearmg disabilities teachers, reading specialist, -
- or other. interésted teaching staff, The supplemental departments could be operated on a part-time basis
with teachers asslgned to the unit at spectﬂc times. it at specific times.
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4 Communications: DECIDE has found that the supplemental departments rely on communication within

the mode! even more so than the other departments, since the source of the activities is the referral of
employees, and the source of curriculum is the work envirenment. The process must be shared by all
Program Managers and include frequent enough interactions to have everyone feeling comfortable about
where any given student is in his/her development. There should be an element of follow-up whenan -
employee completes supplemental training and returns to accomplish the task on which he/shé was hav-

ing difficulty. These conversations with students should be informal, as well as part of all staff meetings.

5. Record Keeping: The DECIDE Trainirig Center has become the repository for the educational records of
- the students enrolled in the program. Accurate "records of progress in the program are particularly im- T
portant in the case of special needs students, because they form the basis for articulation with the send-
ing schools, The same concept =an apply in a single school application. Students are involved in
" DECIDE type programming for two perlods, and attend other classes the rest of the day. Information col-

" Jected about their individual abllities should be made avallable to other teachers for the purpose of co-
ordinating the students' entire program. The methodology of DECIDE has several advantages for Indivi-
dualization, which if documented, can help other teachers with the student's education. (See Chapter IV

. for an example of the record keeping folder.) - » .

D. Modus Operandi -

This section describes the implementation of certain g neral functions which permedte all components of the
" DECIDE Model. Some of these have been mentioned previously, but are presented here to provide-a sense of con-
tinuity to the efforts of developing a creatwe work environment and developing better learning strategies

1. Self Development The underlying aim of DECIDE Is to have employees {students) develop a feeling of
being in control of their actlvities and accept the responsibility for their actions. This happens over a
period of time In an environment which allows students incremental amounts of responsibility along
~ with planning opportunltles to become Mmore aware of thelr Interests, values, and abllltles |
: The DECIDE envlronment helps this process along by provndlng students with a varlety of work experl-
- ences, which requlre him/her to learn new skllls, to partlclpate with others including adults and to |
~ recognize the cause and effect relationship between one's actions and the success of the company. The -
Program Managers stress the poslllve relnforoement of approprlate actions, rather than.thie punishment

i
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of negative oehavior. The operational rules are stricter than the regular classroom environment, since
attendance and being where you are supposed to be are integral to production. The atmosphere is not
a restrictive one because the individual employees accept their responsibilities, and have a definite
"esprit de corps" related to a personal sense of their own role in and ownership of the business.

The environment is created through a sense of Program Managers and employees working together,

rather than the employees being taught by the Managers. This participation also enhances the exploratory
aspect of the model. The employees soon establish confidence in what they are capable of contributing to
the work environment, and a feeling of trust is evident between employees anc managers. |
The process requires a certain amount of risk taking on the part of the Program Managers because there
are periods in the developmental process where employees are not prepared to accept the responsibility
necessary to function adequately. They probably learn it best through experience, therefore the Manager
should persevere and let the experience piay out. Within a short period of time the self reliance of the
employees will become apparent and behavior problems cease to exig.

Interpersonal Relations: The work environment provides many more opportunities for interaction than

the traditional classroom. There are things that can be done to enhance these opportunities in the DECIDE
type model. Students should be able to move about unrestricted; since the work requires their involve-
ment with others, and their responsibility in production requires that this movement be constructive

The Pragram Managers should perceive their roles as participants in the business enterprise, rather

than disciplinarians. They become role models for the employees for interpersonal skills.

Employees need to be given authority, share responsibility «and contribute to group actions. The rewards
for positive interaction should be immediate and integrated in the business activity. (Example: three stu-
dents working together to produce a chef's salad, which Is sold for lunch.) An index of whether or not
these interpersonal relationships are being achieved is the feeling that the experience is fun for the par-
ticipants. When the expression is consistently one of boredom, or negative feelings toward others, one

should lool for problems in this area.

Learning Management: Something which becomes apparent to Program Managers during the implementa-
tion of DECIDE is that there are numerous opportunities for learning in the work environment, They also.
recognize that their attention must be focused on trying to ge: the most out of every opportunity  if the
program ls to reach s learning potential. To accomplish this, the managers should see their |
“role as helping students learn, rather than'teaching, (Imparting knowledge] to students. There will be
many instances In which the managér has the answer to 3 problem but lets the employees struggle with,
and solve the problem. The manager's preference for what should be done, In a given instance, may not

always he followed, due to the employee group prefering other directions; and being ableto produce 2.
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viable rationale for the preference. All this is somewhat painful to some of us, since we have been traine
to be the source of knowledge rather than helpers in the learning process. Excellent results, however, are
in store for those who recognize this role and capitalize on the DECIDE environment. The employees

will increasingly accept responsibility and be more eager to leam as their ownership in the learning process

develops.

The Program Manager an employ many strategies to maintain the learning environment. The following
‘methods and plans have proven effective in the DECIDE experience:

a.  Provide as much opportunity for open interaction and group responsibility as passible. Getinto
a habit of helping the employees develop alternative solutions to problems and understand the
consequences of each. Let the group decide on Slutions, and make sure they are able to give a
rationale for their cholces. Finaily, follow-up decisions with a summary of what happened, once

a situation has played out. .

b.  Work toward making the objectives of any activity as visible as possible to the embloyees (charts,
lists, discussions) and make the results of their efforts as visible and immediate as possible.

¢.  Reinforce positive actions with praise, evaluation, monetary, and other types of tangible reward.
Work on concrete reinforcement first (stock, certification, snack breaks) , and toward intrinsic
motivations (pride, satisfaction, recognition) as the program proceeds. '

d.  Recognize the importance of models within the program provided by yourself, and/or students who
are doing a good job. The peer influence in DECIDE is great since there is a prevailing attitude
of team work. Therefore, the manager should capitalize on reinforcing tne role models which
improve the group. |

e.  Everything that is done in DECIDE can be related to people doing work in other (future) settings.
It is a good Idea for the manager to make this as obvious as possible, through the use of discussion
of information about occupations, creating an attitude of inquiry among the employees. Much zan
be learned about work, careers, and self in this environment. The participants must recognize
their learning potential and work at it.




Problem:

Task

Student selects a work station each week which requires the same skills and interpersonal
characteristics. The student felt secure and comfortable in a situation he knew he could do
well, thus did not explore or approach new situations which would produce growth.

To structure a non-threatening setting and assist the student in developing sufficient con..-
dence to where he/she would approach and explore areas when he/she felt weak or uncom-
fortable.

Experience; A student in the business section chose only those stations that mvolved non-interpersonal

‘Condusion:

skills such as accounting, banking, typing, and record keeping, avoiding situations with
interpersonal contact involved in stations such as cashier, receptionist, or personnel. The
student was asked to try out a non-threatening (second person) role a the cashier's station
where he would make cash change with minimal interaction. By modeling after his partner
& the station, he began to Interact with customers reqarding money change matters where

he felt confident. The student found the work related interaction less and less threatening

to the extent that his next station selection was the personnel station where Interaction with
customers was a major requirement. The increased confidence in his own interpersonal skills
generalized from structured work settings to increased social partlcipatlon with peers during
breaks and free time,

Example of how a structured; non-threatening seting, with minima! manipulation by the learning
manager, can make possible growth of affective, intrinsic skills, which will generalize to real
life situations.




No. 2. Probleg Student depended heavuly upon mother and another student for direction and supporteven
™ with the simplest of tasks; he refused to attempt simple self care tasks on his own. The
student felt more secure with thIs procedure and had often been relnforced by others for
such behawor - S

Task: To provide, through the work envi ronment opportumttes for growth of mdependent behavior
of extremely dependent student. = s
Experience: A student signed up for the business section for his week's work only reluctantly, after his
. friend selectéd the same assignment. As the dther students rushed around, proceeding with
the tasks of the selected work station, this student stood by watching instead of starting his
task of filing daily attendance folders. he student's friend proceeded to complete the student's
task for him, since he bothered othep students who were completing dally attendance forms. The
- leaming.manager intervened in the/sltuatlon and requested that the dependent student-be. moved
, to a work station where he alone/ had to complete a task which was a critical component in the |
~  motivation system (collection of production information for,daMs stock averaging) . .All de-

. pendency reinforcers were removed, and he was placed/n a role where the rest of the students
were dependent upon him initiating and completing the task on hisown. After gaining '
understanding of the task and its importance, the student began to show pride in completion of
his.job. He began boasting to other students about his zontribution to the Center and
his important role His behavlor generalized to increased mdependent behavior in personal
appearance and cIothes care, -

Conclusmn Example of how feelings of self esteem and worth can be effected by increasing mdependent
behawor and prowdlng the student with a task that has rea! value and importance.
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1l Program Maintenance’

This brief section addresses issues, not covered previously, that are concerned with maintaining a successful '_
program. The program development functions are the heart of the DECIDE Mode! and are ongoing, no matter what the
. age of the program. [t1s useful, however, to step back from the program and look at 3 few additional considerations

- which will "keep the ship on course."

A Policy Review: This manual'provides sets of rules, operating procecures, techniques, etc., which
formulate the basis for policies to govern programope‘f"ition. These policies must be adapted to each
school environment that the DECIDE program will be developed in, therefore; regular meetings of the
program staff and administration should be heitf for the purpose of reviewing its operation, The agenda
for these meetings should deal with problems and issues which-develop in the program. Examples of
these topics are student behavior rules, defining the market area for the program, communications in
school and out of school, -and the use of resources. Attention to these policy issues will provide a frame-
work in which the program can operate smaothly over  long period of time, and keep policy statements
in tune with a changing environment. | n ‘- 0 .'

. B.  Staff Meetings: We have found that an innovative program like DECIDE requires structured, as well as
| unstructured, communications among the program staff. Many different meeting times and strategies |
have been tried, and it appears that the most viable approach is to (1) have 3 weekly scheduled staff
meeting with an agenda (inputs from all-staff); (2) provide time for less formal planning before each
session; and (3) assemble staff on demand as-problems arise. This sounds like @ lot of staff time;

howevel the important thing is that the staff meets, not how long. “The DECIDE staff keeps its regular
megting to under one~hour, and provides about one-half hour of fess formal planning meetings (dal ly).

. C. “Interface with Parents: Parents should be recognized:as potentially great reirnforcers of the program,
and treated as a significant audience for information on the program. Several activities from informa-
tion blurbs to open-house coffeés can be practiced to inform parents of what the program is doing and L
. what their ‘childien are-accomplishing. Parents of the DECIDE students have-been overwhelmingly sup- -
'« portive of the program and have, in many instances, reinforced the learning of their children at home. -‘\\

~ - Therefore,.consider a planned program of parent activity during the year to ensure their understerding |

© and support. . . . o C o \

' 71 D ‘Schoollc‘émmunzity Interface: ,DECJ, DE type' programs a}e unique in their methods 'a.nd thus have to be }
| _commuriicated to the school at larg'e, as well as the community, if they are to be uriderstood.” The motiva=- -
[RIC., - tionto.conductthis communications effort is: (1} that it will help to avoid apprehension on the part of.

W) ~
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persans outside the program (1.e., whatls golng on down there?); and (2) tohelpschool and communlty persons -
recognize that this Is not just a little productlon line, but a vlable educational experience. -

E. Production Control: As mentioned before,_ DECIDE program staff are constantly’ wrestling with the Issue_
~ of production versus educational outcomes. This Issue has many. facets which are described below.
1. Level of production should be kept at such a rate as to generate enough business activity to provide
sufficient Iearnlng outcomes, but not so high as to create a situation where there Is not enough time
to pay attention to learning factors (i ., training and shiftmg of students, reflecting on accompllshments, |
 Program Manager observatlons)

2. Produce as few productllnes as possible in order to create the approprlate envlronment Keeplng
the product outcomes limited, and adding others in an orderly fashion is preferable to havlng too
.-much going on at once (chaos). o

3, Donot let quantlty demands create lnferior quality of products. They won't seli, nor wIII they
teach good work hablts.

[}

- ol .

4 Develop and pIIot test replacement producae avarlable for |nsert|on Into the production pro-
cess, in case products are not successful ‘ ,

5. Plan production as far ahead as possuble 50 that your management takes on @ planmng rather than a
" crisis orientation,

Mamtatmng a program is easier than developing one, however, suff cient attention must be paid to the issue of
malntenance or the signs of problems will not be recogmzed making solutlons more difficult,

| . R




o Chapter I
. ~ Programmatic Benchmark§ for Implementation

This Chapter is presented as a set of charts which identify organizational structures, work environment,

- and Iearnlng characteristics of the DECIDE model, Each of these three sections Is broken into major companenits
and subcomponents of the program. The most important feature of the charts |5 listing of "checkpolnts' or out-

comes to look for as the program develops. - A sequence code provides an Indication of whethar the checkpolnt

. might be Irkelytobe observed in the start-up, development, or maintenance phases of the program,

The charts have several important USes in program development, First, the major and subcomponents out-
line the scope of the DECIDE model and are useful in developing the whole approach. Secondly, the checkpoints
are action statements which-can be used as reference points In program planning and/or measures of program
evaluation and the sequence codes provide clues for phasing in aspects of the program

In total, the.charts are a departure from traditional manual format, making this chapter particularly useful
" -to the program implementors. Use this section as 4 guide to your-program developrment as it develops. Refer to
the checkpoints, if problems occur or there is a feeling of uncertainty about the direction In which the program is

- going. The title "Benchmarks" is meant to infer that the statement contained in the charts provide srandard reference N

* points for the developmentofa.)EClDE-type model I - R

O
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" SEQUENCE CODES FOR CHECKPOINTS

P Start-Up Phase

1= Devel'opment Phase

3 =Maintenance Phase -

PROGRAMMATIC BENCHMARKS

"FOR IMPLEMENTATION

1. ORGANIZATIONAL STRUCTURES

- Typing Pool

~ Order Desk

Fiiing & Forms.

=-Cevelop interface system for internal

_ departments

~-Develop external communication system
“and structures

~--Develop internal communication system
--Deveiop employee evaluation system

--Speciiy employee/management con-
ference area |

=35~

- MAJOR COMPONENT  SUBCOMPONENTS CHECKPOINTS CODE
Business Management  Personnel Sections  ~-Define work stations 1
~ System | --Task analysis of each job for each work
station | |
| Cashier =-Prepare work flow design 1
| ~ ~-Develop Job training program 1
| ~~Design business system 1
Accountant - -~Establish accounting system ]
~=Define personnel policies I
- ~-Define educational objectives for each |
|  Receptionist job/work station 1,2,3
L --Develop departmental work schedule 123



|, ORGANIZATIONAL STRUCTURES, CONT'D.

MAJOR COMPONENT  SUBCOMPONENTS CHECKPOINTS 3 . CODE
Business Management- -Validate task analysis | 2
System (Cont'd) --Pilot test work flow design 2
--Refine work flow design 2,3
--Pllot test business forms 1
--Refine business forms 2,3
--Pilot test aceounting ;Srocedures 2.
--Refine account; ig procedures 2,3
--Establish procedures for versornel
policy modification ,' 2,3
--Implemunt Job training 2,3
i --Refine evaluation system 2,2
e ) :
Financial Capital Fund --Define equipmient needs | 1
. (Distributior of . (Stock) ~-Establish inventcry control system 1
" Revenue to --Develop departmerital work schedule |
/" Employees) (employee) ! 11,3
' --Develop employee.evaluation chart s
--evelop skill attalnment certificate
and chart ]

--Pilot &nd redegigb external commu- :

nication system é - Foag
--Develop Capital Fund (stock) system o
~-Pilot test Capital Fund (stock) system ,
and forms | | 2
--Refine Capital Fund {stock) system |
and forms 2,3
-36-
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| QRGANIZATIONAL STRUCTURES, CONT'D

MAJOR COMPONENT  SUBCOMPONENTS CHECKPOINTS CODE
Food Service Preparation of Food  --Define work stations !
\ --Develop menu according to sup-
plies and equipment o
~~Task analysls of each job for each 1
work station
Sanitation ¢ Safety  ~-Food procedure charts developed ]
" --Develop food service-style recipe R
- cards
| --Define equipment for each work | 1
station .
Ordering & Inventory --Prepare employee work schedules 1,2,3
according to activities
-~Prepare work simplification methods 1,2,3
for each job station
--Develop job training program 1,2
Nutrition 6 Menu ~ --Define educational objectives fur
Planning each job/work station 1
--Develcp external communication
system and structures 1
--Develop internal communications -
system | 1
Service of Food  --Develop Behavior Management
Chart 1
--Develop nutrition studies program |
for employees 1,2
« --Define production scheduling
Process Monitoring  strategy internally 1,13
Procedures --Develop program completion skill |
certificates charts and employee
certificates : i

i‘é']‘ | ey



I ORGANIZATIONAL STRUCTURES, CONT'D

WAJOR COMPONENT . SUBCOMPONENTS CHECKPOINTS B CODE
Food Service (Cont'd) " --Develop:order form and account 2
with vendor (food perveyor)
--Develop inventory checksheets for ' 2
food supplies and equipment
~ --Define style and type of service 12
of food
--Develop audiorvisual equipment 1,2
and materialg for training program '
of employe ' 4
--Develop iternal system for em- 1,
2 recognition (example - : '
. Employee of Week) -
"~ ~-Define job task for food service =
aid : ‘
Wood Production Lab ™ Product & Facility ~-Develop and design products 12
Development  --Task analyze product to develop:
a. Operations/work flow
b. Tools, materials and equipment 1
c. Jigs and fixtures - /
d. Work stations . /
--Build prototypes , » 12
--Develop and construct displays 12 |
and samples for advertising ' \ \
-~Develop training strategies and R
. procedures for employees | |
--Develop qualaty control system o o y
--Develop work assignment chart 12,3 \
for employees | | j "
--Develop behawor management | 12,3
system chart
--Develop skill attainment certifi- 1,23
cate and charts |
o ',8‘: o B ' 84
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l. QRGANIZATIONAL STRYCTURES, CONT'D

Graphics and Busi- - products
ness Management - \

-39~

‘MAJOR COMPONENT ~ SUBCOMPONENTS CHECKPCINTS CODE
Wood Production Lab  Interface Between *  --Develop order forms for specific 1.2
{Cont'd) Wood Production § products
' Business Manage-  --Control procedures 1,2
menf < - --Work flow procedures 12 _
--Develop strafegies-for advertis- N
ing and *1arketing
' Graphic Arts Lab Product 6 Facility ~ --Devalop and design graphic arts 1,2
o Development products . o
‘ --Task analyze product to develop: 1,2
a. Operaticns/work flow - '
" b. Materlals and equipment
c. Work stations
-~Produce prototypes of possible 1,2
| products and make decisions.
\ --Produce samptes of products 1,2
' --Develop advertisements and 2
displays for sales promotion }3 )
- ~~Develop training strategies and 2,3
’ procedures for employees
--Develop work assignment chart 1,2,3
for employees |
--Develop behavioral management 1,2,3
system and charts _
--Develop skill attainment certifi~ 1,2,3
cate and charts | '
--Develop quality control system , 1,3
" Interface Between - --Develop order forms r specific 2,3




D o N\
1. ORGAMZATIONAL STRUCTURES, CONTBy,

MAJOR COMPONENT - SUBCOMPONENTS CHECKPOINTS CODE
Training Center Commur:ication --Set up record keeping procedurés 1,2
. --Establish communication channels 1,2
| . Monitoring/ --Specify individual objectives ' 2,3 |
/ . Indivigual Ob-~  --Develop monitoring system for in- . 2.3
jectives dividual objectives T T
--|gentify likely training needs 2,3
Trainirg --Develop useable training procedures 2,5
--Assemble materials needed for

'_Studentzlnformation :

training procedure

¢

T
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PROGRAMMATIC BENCHMARKS
FOR IMPLEMENTATION

- SEQUENCE CODES FOR CHECKPOINTS

1 = Start-Up Phase

2 = Development Phase

—3%-=Maintenance Phase

\ II. DEVELOPING A CREATIVE WORK ENVIRONMENT

MAJOR COMPONENT.  SUBCOMPONENT - CHECKPOINTS CODE
. Interpersonal Relations Working Coopera-  --Allow students to move about freely 2,3
C tively --Task oriented furnitur= a~rangements 2
Acceptance of --Large variety of tzaching items (work
Direction ' related) 12,3
Accepting --Task breakdown t0 swudent level- 3
Responsibility --Appropriate t3k sequencing to student
Giving Directions . . levels 2,3
Decision-Making ~ --Values relationships with students [chl|d )
Sharing to child; child to teacher; child to learn- "
Responsibility ing) 3
Delegating --Manager makes available a wide variety of
Responsibility learning experiences (job related) 2,3
Accepting Uniqueness --Manager parucupates as a group member 2,3
of Others --Planning manger-is accountabie rather
Recognition of than émployee (student) 1,3
Varying Needs/  --Manager recognizes individual learning ~
Abilities of Others  styles and time frames 3
Recognition of Inter- -~Manager provides alternatives for en-
. ependency of ployees to choose from 3
Individual Work --Employee can give and accept responsi-
i Efforis and Croup bility appropriately | 3
' Outccines )
§0 -41-
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Il. DEVELOPING A CREATIVE WORK ENVIRONMENT (COKT'D}

MAJOR COMPONENT  SUBCOMPONENT CHECKPOINTS CODE
Self Development ~ Acceptance of Self --Manager focuses on employee learning
Acceptance of Unique-  needs rather than behavioral problems 3
ness of Others --Manager attends to individual needs
Developing Self with confidence and respect 3
Confidence --Manager listens to students input
Recognition of Own emphathetically 3
Abilities --Manager interacts with students as _
Defining Own Interests  participant in the process | 3
Assessing Varying |
Levels of Competence
In Others
Acceptance of Responsi-

bility for Own Actions
Recognition of Need for
Change
Developing Confidence in
One's Own Ability to -
Change !
Becoming a Decision-
Maker
Developing Appropriate
Work Mannerisms
Becoming Aware of
Importance of Personal
Appearance
- Accepting New Ideas &
Concepts
* Exercising Judgement
Appropriate to the
Situation |
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PROGRAMMING BENCHMARKS
FOR IMPLEMENTATION:

SEQUENCE CODES FOR CHECKPOINTS

"= Start-Up Phase

e

EKC R 43

2 = Development Pnase

iz Maintenan.ce Phase

- Il DEVELOPING LEARNING STRATEGIES

MAJOR COMPONENT  SUBCOMPONENTS CHECKPOINTS . COCE
Learning Management Immediate Knowledge of --Manager provides apportunities for .
System Results group interaction 1,23
--Manager provides opportunities for
Immediate Reinforcement  group decisicn-making 2,3
. , --Students respond mdependemfy and
Reinforcement Schedule  positively to task 3
--Students exhibit pride in work and self 3
Concrete Reinforcers ~ --Student displays satisfaction for indivi- _
dual contribution to group projects 2,3
Intrinsic Reinforcers  --Student participates readily in stock
market system 3
Modeling --Student strives for certificates and
~ special awards 2,3
Peer Group Control --Students assume responsibility for task
completion 2,3
Delay of Gratification  ~-Students willingly instruct and partici-
for Larger Future pate with peers 2,3
Reward _ --Stu?ent biehaviors are approprlate for
wonk setting : 2,3
|
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{1I. DEVELOPING LEARNING STRATEGIES

MAJOR COMPONENT  SUBCOMPONENTS CHECKPOINTS CODE
Learning Managemen' --Student intemalizes value of work 2
System {Cont'd) - --Student behavior problems are minimized 2,3
-<Student approaches learning task wita
interest 2,3
Curriculum Career Exploraion -~Employee works on task independently - 3
Management Career Awareness --Production goals become secondary ‘o
Academics educational outcomes
Socialization --Manager's observation skills-enhanced
Health Skills " --Employees understand the concept of .
Safety ~ quality control 3
Self Awareness - -~Employees understand the necessity for
quality control 3
--Employees understand the relationship
between basic skills and the production
" proress 3
--Employees experience real-life work
experiences 1,03
--Emplovees display work task confidence 2,3
--Empioyees work safely (accidents
minimized) 1,43
--Employees display appropriate emphasis
on personal appearance ,0
--Emnloyees rotate from job to job 1,23
--Employees interact appropriately viith
peers and management personnel in
work setting 2,3

“44-
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Chapter IV
Component Descriptions, Objectives, Strategies, and Materials

1

The DECIDE model at Darmstadt consists of seven components at this writing: (1) Business Management
Production Components, (2) Food Service, (3) Household Skills, (4) Industrial Processes: WLood and Graphic
Arts, (5) Horticulture and Supplemental Components, (6) Personal Appearance.and (7) Training Center.

Each is presented separately in this chapter to isolate its necessary objectives and operatiap.

The format briefly describes each component, provides a set of career education objectives, (these are
drawn from Career Education Objectives, Kindergarten through Grade 12, Department of Defense Dependent -
Schools, DS Manual 2600.1 June 1, 1977) and includes methods, outlines, and a sampling of materials used in
implementing each area. | -

Information in this chapter is the most specific and detailed of the manual. The purpose of the section is to
help program developers by offering models and examples of various materials and strategies and to share the
benefits of the DECIDE staff's efforts. All materials presented have been designed and developed by the DECIDE
staff. . |
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BUSINESS MANAGEMENT .

The Business Management section has a twofold purpose. First, from the point of view of the students, this
unit focuses on providing employees (students) with specific career exploration opportunities in the business- *
management sector, as well as meeting the overall objectives of Project DECIDE for career development. Second,
this unit has unique responsibility of serving as the organizing unit or *hub" for the total business enterprise of
the DECIDE model. As such, it functions in a manner analogous to that of the central office of a small business
corporation. Al financial transactiong-accounting, cash flow, and stock transfers are the responsibility of this unit,

The major DODDS career development objectives for this unit include: the demonstration of: skills generally
useful in the world of work (e.g., basic numerical, communication, and motor skills): the practice of effective .-~
work habiits (€.g., planning work, assuming responsibility, adapting to various work conditions): the development
of improved career capabilities and positive attitudes toward the value of work. - - |

The unit has ten job stations and employees select and rotate stations wedkly. The work flow design has been
developed by trial and error; it is constantly subject to redesign and modification, A minimum of commercial materials .
are used and "praciise sets” have been developed for employees to use for upgrading skills or for exploration. Except
for the typing services area, employees interact with employees from within and external to the unit. The atmosphere

of the unit is not unlike that of a central office in a small business. Jobs are either people orfented (e.g., sales) or -
data oriented (e.g., accounting), | ‘ "

In contrast to a typical business education classroom, the emphasis in this unit is not on simulation but rather
on real money with immediate feedback from real customers or employees who make real purchases of goods and

services. Training of new employees is handled by current employees in an-open environment where individual re-
sponsibility for job performance is the watchword. |

The employee appraisal system includes the use of the principle of positive reinforcement for appropriate be-
havior on the job. However, employees can be fired for "bad behavior, " or transferred (with counseling).. The
focus i5 on treating employees as adults in 3 working world, Individual and small group conferences are held per-

lodically to discuss accomplishments, financial information; etc. The management staff consists of a business education
teacher (manager) and an aide (floor supervisor). |




1.0.

wlh od b b b

2.0

3.0.

4.0

5.0.

6.0

(-,

NN

AN

OBJECTIVES OF PROJECT DECIbE (BUSINESS)

00 Demonstrate Skills Generally Useful in the World of Work
.1.00 Use Basic Numerical Skills ]
.2.00 Use Basic Communications Skills
.3.00. Use Basic Motor Skills
.4.00 Demonstrate Useful Information Processing and Decision Making Skills
.5.00 Employ Useful Interpersonal Skitls
.00 Practice Effective Work Habits

1.00 Assume Responsibility for Own Behavior

2.00 Plan Work

3.00 Use Initiative and Ingenuity to Fulfill Responsibilities

4.00 Adapt to Varied Work Conditions

00 Make Career Decisions
.00 Demonstrate Improved Caree\CapabiIities -
.1.00 Bemonstrate Entry-Level Saleable Skills in One or Mare Areas
.2.00 Participate in a Realistic "7ork Situation in Home, Schwol. or Community
00 Implement Career Plans
.4.00 Understand Variéds Aspects cf Job Retention

.00 Demonstrate Positive Attitades and Values Toward Work

1.00 Recognize the Basis of Various Attitudes Toward Warik

2.00 Hold Campetence and Excellence in High ‘Regard

3.00 Seek Personal Fulfiliment Through Own Achievements

6. 00

Oemomserate Commitment to Fair and Equal Treatmest.afemen and Minorities
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BUSINESS MANAGEMENT Employees: 15 to 24

The ok ier*ives of the Busimess Management S=ction of PROJECT
DECID¥Y maree:

to u deerg¥tand how workk is created amd ‘“hat each job
has :» defiimite purpose mmd is a necessmary function
of ‘trhe work flow in ar office.

to emplors the basic mffice/business fuinctions.

The regulier empioyees (stmdemtrs) attend BROIECT DECIDE g\ ' ﬁ
ection.

nine weeit®--thrme of which are spent in thw Buginess S
The specisl employees (students) remain im tthe Business Sec-
tion for zam imitial period of ‘five weeks.

At_the peement time ‘an employee may select from ten differ-
ent waxk ssttatiors. This seilention/assigmmemt is for a
period of ane weeck, Mowever, z= degree aof flexibility is
built iintrto this rulp. - ..

A certifficate is éiven at therend c! the employee's explora-
tory experiences in the Busimess Management Section. This
certificate lists each work station and all available prac-
tice tasks. Each activity that an employee completes is
initialed by an instructor. If an employee completes all
practice tasks, then he/she receives a special seal on his/
her certificate.

An Employee Evaluation Form is kept daily in the .Business
Management Section. An employee is evaluated in several
areas; couperation, proper speech, accuracy, promptness,
etc. After an employee receives four X's (symbol for good
work) in all areas he/she will receive a Stock Redemption
Coupon.

164
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BUSINESS WORK AREAS FORM NUMBER 40

FOR WEEK OF PERIOD
TIMEKEEPER/ 1
RECEPTIONIST: °
CASHIER: : 1. .
2.
3.
4.
ACCOUNTING: 1.
TYPING: 1.
2.
3.
4.
PERSONNEL: 1.
BUSINESS

FORMS/DITTO 1.

ORDER DESK: 1.
ADDING: (CR) 1. WEEK: ___ 1st
2. ____2nd
__3rd
STOCK CONTROL 1. ____4th
____Sth
FILING: 1.
° L. 2.

. 10c




EMPLOYER EVALUATION CRART

g & | |
3 . fis
gi e
ul B algs
e a8 [ —
D o st 0 00 10 1'/- & .' X AL ng ‘,
) uson HFE HHH S |

!! l!!l w ! l 1 .Y
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Colox Code

Tussday..... Red

| — T T T

Rating Code -

X=Symbo' for good work
0=Symbol for poor work
-=Symbol for absence

After four X's in each box
the employee receives a
Staock Redemption Coupons

/0 ¢
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Darmstadt Carcer Center

Ganeer Exploration Program

Certificate of program participation

is awarded to

-
- " Program Coordinator
Tnstructor
This day of 19 Instructor
' Darmstadt, Germany ’ Instructor

—~—
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PERSONNEL Employees: one or two

Forms: Equipment:
# 1 Interview Sheet/Application Desk/Chair
#39 School Attendance Report File Cabinet
#16 Individual Timekeepers Folders/Index Cards
Report .

$#$54 Personnel Check Sheet

Personnel keeps all records and information on all employees
in the Project DECIDE Program.

Each employee has a card containing name, school, grade, sex
*and assigned work area. Personnel is responsiblW for makikg
these cards and keeping them up-to-date; especially the work .
area information. Personnel has all employees fill out a
Form #1.

Personnel is responsible for completing Form #16 for Recep-
tionist/Timekeeper (school, grade, and area) and filing this
form in the employee's folder. He must transpose the attend-
ance from Form #17 to individual school attendance reports,
#39, and address envelopes to the feeder schools.

10T
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‘PRQJECT DECIDE | NAME

Interview Sheet . Grade: |- Sex
Form #| ' ~ Home S chool
[~ )
- Time (period) AM.  P.M.

PERSONAL INFORMATION .

Date of Birth - Home Tel.
-.(month}.  (date) (year)

N _ Home Address Mother's Name __
| l;,agher's Name \ : "
: ' CLASS RELATED INFQRMATION " -
Things you like to do  (hobbles/interests :
L T o
2 \;Vhat sub‘jects‘you enjoy taki'ng‘:in -school:
Lo o3
2. | 4,
-Have you e\_/e:r worked? | Yes-no
.Did you get paid? Yes-no
Did you like the job? Yes-no | | | o
What I_<§n'd of work? ‘ . ~ — _ » /
~ Circle the area that you hqvé selected: L B A ‘
Food Service Business  Houséhold Skills = - Graphics
_ Wo;qd Production Agri culture - ’ Personal Aﬁpgarance

<

- -
‘A




a g
b

SIMPKINS, David G. .
A

_School ' . Sex | Grade
DCC . M 8

’\-

). . . :-/ .'
Area; W.P. -Jan. Il o
B - Mar. |

DATE

scHOOL . " GRADE | AREA

.

INDIVIDUAL TIMEKEEPER'S REPORT Form Number 16°

NAME - PERIOD AM. P. M.

(month) A (date) _ (day)

Timekeeper's Signature | Personnel Clerk's Signature




-

.
©

SCHOOL ATTEHDANCE REPUKT FORM HUMBER 3
CAREER EXPLORATION X PEKIOD  A.M
DAMSTADT CARTER CENTER ~P.u
SCHOAQL. .
S g N F GRADE T Yo
s
-
¢ .
o
DATE PREOARED _ . ' SICNATURES
’ : 111 .
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RECEPTIOUIST/TIMEKEEPER ' Employees: one or two

Forms: _ Eq&;@ment:
#16- -Individual Attendance ¥ ife Cabinet/Box
Report : T 2sk/Chair

#17-Total Attendance -Report

#25-A, B, and C-Sign-In Sheezs

‘#48-Instruction/Checklist
Attendance Cards-Index Caidy

The Receptionist/Timekeeper is in charge of having all em-
ployees sign in each y. An alplabetical attendance card
system lists each student. After_incoming employees have
signed in, the R/T removes the camds for each employee who
has signed in (people here)., The mards remaining are for
-absent employees. The R/T then records the names of absent
employees on Form #17, then checks with each instructor on
the absent employees in each area—--this is a means of
'double-~check.' The R/T then prepares Form #16 with name,
date, and period and gives Form #16 to Personnel. Personnel |
completes the information -and returns Form #16 to R/T. The
R/T. then prepares two copies of Form #17 and gives one copy
to Personnel and one copy to the Director. Forms #16 are
returned to Personnel. '

The R/T is respon51blp for meeting and greeting v151tors and
answerlng the telephone.

-57-



- Example of Attendance Card ( 3x5 card) .

SIMPKINS, David G.

e e s
0

INDIVIDUAL TIMEKEEPER'S REPORT Form Number ‘16

P.M.

NAME PERIOD __ -~ AIM,

DATE.

(month) - . (_datiev)" - (da)()

SCHOOL ' GRADE___ MREA

IFimekeeper's Signature " Personnel Clerk’s Signature
N ) X ) - . . ) ﬁ B . ’
) 11s
ceL a0 Lo T e e TR -~ sl et




TTMRKEEPER'Y RZPORT-TOTAL -
S ,

(mon€ny {data) (day)

ON ¥ 39 - . STODENT'S NAME - | ScCfHooxn
' ce a e o | B ‘
a..‘-v

' TIMEXEEPER'S SIGNATURE .

'PgRSGNﬁBZ—-haS'thig-baeﬁ chackéa'oﬂ,f 35

];Efadhm:l-fﬁgfktfuxtz;




SIGr BN SHRETS

Timelikesiper'= Signature:

L;ast Name

FORM 25-A

Date

(momizh) (day) d{year)

Pe::iod_ B.M, P.M.

Pirst e
P —————————— A e
!
. _
. <
C 1=
: . - =60- _ - _ _




- DATE:

TIMEKEEPER'S CHECKLIST ' ' FORM NUMBER 48

10'
2. .

3.

&,

@

Have people sign in.
step one completsd[:]

Check people that are here and place cards i# ome pile.
‘step two completed[:]

The .cards left in the file are the peopilre timat ame ab-
sent. Place them in one pile and write: namess con: callem: ar.
step three complete_dl:l .. .

Fill out Form #17--name .only at this ~mme 0¥ each

‘person absent.

10.

11.
12.

130‘

-

“step four completed[:]

Go to each teacher and check accurac . 6¥f your list
(#17) in each area~-with'the teache: 's 1ist of studeuzs
absent.

step five completed[:]

Fill out Form #16 for each person absent-~name, date,
period.
step six completed[]

Give Form #16 to Personnel
Step six cOmpletedD

File a11 the cards (attendance cards).
step eight completed[:]

Get Form #16 back frog Personne1 - complete TWO copies
of Form #17 (Total At endance Report) .
step nine - completed[:] _

f-

:Give one copy of Form #17 to personnel and one copy to

Mr. Farinella. (Signed--Dated??) -
step ten completed[:]

C1ean-up area, file all papers.
step eleven completedD

Work on a PRACTICE SET if you have extra t1me."
step twelve completed[:]

Get one copy each of Form 25-A; 25-~B; and 25-C. Date
each form, .and place on Receptlonlst/Tlmekeeper desk
for next period. _

step thirteen completed[:]

. e

SIGNATURE

(Month) (Date) (Day)

|



\

CASHIER--A.M. ' Btwesispmess: fourn

Forms: cmulpmeent
1. #13-Lunch Order Fom Eoasly Boox
#13/A-Pick~up Fai™ rHidiony Mechitie
2. #33-Order List Tirays
3. #45/A~Cashier Chemsda:st fbesk/Cnaxzr
4. #I4~-Delivery Form warbon Beper
0D Slips ‘ Zmnamps/Part

Position One: The worker at positiom . is responsitble forf
seeing that lunch order forms (#13) sm= awailable. Also,
position 1 tells the customers what b= agilable fr sale
and any other necessary information. Pmsd@tion 1 lm< the
limits of food available and checks wf: assch oxdenr. His
responsibility is to see that businems dimes not ovsnssell.
Aﬁ;grmprocessing a lunch omiler, e gives it to pogiitiion

n er 2.

Position Two: .The workef at positimm 2 is responsible for
double checking to see ihat .we: do meot - overseli. The employee
works closely with position I on epntxol. Positiem 2 noti-
fies the kitchen at 10:30 and agaim at 11205 with =2 tally
sheet (#33) of orders procesmed, amd if deliwvery or pick-up.
Pogition 2 also checks pick-up slips for accuracy.

_Pos1t10n Three: This worker is in chargeumf accepting .all’
money, making change, etc. He perfiorms: a..cash count and. tally
,immedlately every day. Aftex checking the. accuracy of .the .
cash box at the beginning of:the work day, Position 3 noti-

- fies the cashiering lime thait orders may be processed.

This worker receiwes momey for any type of oxrder, makes
nec2ssary change, and ‘keeps a running total on an.adding
machine tape. At 11:15 the employee must make out the COD
cash box. When the cauh}ering line closes.at 11:00 position
3 totals the cash receipts ‘tape (adding-machine), counts the

money and prepares- a cash receipts form. He also notes if
"~ the cash tally is over or shaxrt and how much so. He leaves
all necessary information in ‘the -cash box for the ‘afternoon
worker to use in preparlng cm-h‘reports.

P081t10n Four- Employee. 4 coXlects ordezxs from the teacher'<
lounge and gives them to. pomltmon 1 for mwocessing. Employee:=.
4 is responsible for stampingany.type off order that is paid
 for and separating the orders -into pick-wge or delivery boxes..
For delivery he must prepare azdelivery :fiorm (#14), and placee
a’'cob slip with it if the ordexr is COD. ‘He takes the orders

" to the kitchen at 10:30 and 11:05. S

117
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. ~
Hanburger-vw/tetinnings
Ham & Cheese@andwich -

SMM ch

w A

Yrorm NuMBER 13

BELIVER 70 PICK-UE

me

Tuna. m mch

“ Chofl%‘!ud

suﬂs assoxtull

ndt:ﬂow

P

HotWheeelaza

Hot Tea

Lewonade:

r

* Milk Shake (chocoute/vuula)

"!ho Bhnde:!.ut'

Presh Homemade Cake

N LI
-COD
& 7

SPECIAL INSTRUCTIONS:

L8




DELIVERY ORDERS

NAME

Form Number 14

DATE

ITEMS

(month) (date) (day)

DELIVER TO

Amount Due $$$

(signature-—--checker--Post. 7 4)

DELIVERY ORDER

- e - - - - - - - - - e - - - - Y - - -

Form Number 14

NAME DATE
(month) (date) (day)
ITEMS
DELIVER TO . .
(signature---checker * 4)
AMOUNT DUE "$$ . - ..
NAME DATE |
(month)  (date) (day)
ITEMS |
DELIVER TO (signature----checker ’T)

AMOUNT DUE $$

L e—

-11C
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r ¥ oon | m "R R 3
AR SRR L I
1y 0olad 0ld Olw VIR U]lWw U (A O | O INSTRUCTIONS
B oS E 5|8 BB BB p|B omlE &R o¢|E g
mm SUBKARINE [TUNA FISH |EGG SALAD DRINKS NILK SLENDERIZER | HOT SOUP  ICHEF SALAD
g : SHAKES ' A, YANILLA
. .
N B. CHOCOLATE
__--&.‘-H--nunu . ‘ \
i \\\
) " _
| . - ,
Bl 1 - |
v —1 "ASSORTED CAKE - HAMIE"CHEESE '
g e - J—M—*?T—_T e

ORDER LIST
‘. !

FORM NUMBER 33 DATE |
(month)  (date). (day)

This. 18 The 930 Taty —0
This '8 The i Ry e

-65-
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A

CASHIER CHECKLIST=-A.M. Form Number 45-A

1. Count YOUr MONEY.ceccssscscssccocessns Amount §$.

2, Prepare cash box for High School selling
Place in COD box.

.0 NickelS..:ecoes24050ccceee $ .50

S Dimes..cceceeecoeellecccesns .50

8 Quarters....-....25....... 2.00

7 Dollars.cce-ee..1.09....... 7.00

Total $10.00

Step 3 completed

3. Clese at 11:00. Total adding machine tape. TOTAL $
Datte and sign tape. Place in cash
Step 3 cgmpleted

4. Comnt your money ' Amqunt $
Step 4 completed :

5. Step 1 plus (add) Step 3 should equal
Step 4.
Write the difference here ) DIFFERENCE $
Circle short or over. :

. 6. Count money into COD (cash on delivery)
box for lunch time sales. SAME AMOUNT

AS STEP 2. .
Step 6 completed

Keep a record {(below) of all PICK-UP & PAY and COD
Mark off when they pay..... )

PICK~-UP & PAY (Name & Amount) COD (Name & Amount{

—~

SIGNATURE _° DATE

(Month) (Date) (Day)

Leave this form in the cash box.

1ef
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CASHIER-P.M. ) Employees: one

Forms: ' Equipment:
#45-B-Cashier Check List ' Cash Box
-#61-Currency Tally Sheet Adding Machine
#36-Weekly Cash Repoxt Desk/Chair

This employesa is in charge of making complete cash‘reports
on all money raceived during the entire work day.

YHe counts the money in the COD cash hox and records the
profit; then prepares a cash box for the morning Cashier
using the information provided on chock sheet ($45-B). The:
next step is to count the A.M. and P.M. snack breik money
and record. The Cashier then records the totals of the A.M.,
Lunch, P.M. adding machine tapes, COD'S, and snack breaks to
get the total of the money that should have been received
today. We/she counts the money and 1ills out form #61. -
He/she makes a comparison of actual ronezy on hand/recorded
(all tallies as well as the chacker's form #35). A Short or
Ovar tally is prepared and transactinns are recorded on
form #36 and in the Cash Receipts lciger Book. A1l papers
are filed in the Cashler file. .

12
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CASHIER-CHECK LIST P.M. NAME
Project Decide

DATE
FQRM NUMBER 45-B (month)  (date) (day)

1. Get the forms you need for your area: .
A. Weekly Cash Report (#36)--begin this form on Monday and continue to use

the same one throughout the week.
B. Individual Cash Report (#61)--need a new one each day.
C. Envelope

Step 1 completed [:_ l
2. Write your name and today's date on ALL papers.

Step 2 completed I ,

3. Count money in COD (cash on delivery) box. Write this amount.

AMOUNT $

Subtract . $ 10.00

leference $ ~* ... = COD profit for today

Step 3 completed (::::}YA ;

4. Put all money into COD césh box.

Step 4 completed ‘ 1

5. Count out $20.10 to leave in the cash box for change. This is necessary so the

morning cashier will have change when he/she sells. LEAVE in the.regular cash
box: ‘

10 Pennies..........00.10 Record of Afternoon Cash Receipts

40 NickleSe.eseo.0..02.00 . 'Namé Item . Amoﬁnt

40 Qimes;...........ou.oo

16 Quarters.........04.00

10 Ones (bills)..,...10.00 ‘
TOTAL $20.10 -

Step 5 completed D , ] \




Page 2 CASHIER CHECK LIST NAME

FORM NUMBER 45-B , DATE

(month)  (date) (day)

6. Count A.M. and P.M. snack break money and record in Steps 7-D t E. Placész
this money with today's cash receipts.

Step 6 completed [::]

7. What money is shown on the receipts for today?

A. Morning Adding Machine Tape......... cee
B. Lunch Adding Machine Tape€.......cccc.n.
C. COD'S (from Page on€).....ccceecececcans
D. A.M. Snack Break..cceecseas ceccccsecanns
E. P.M. Snack Break....c.civvvecraancnanas .
F.  Afternoon Adding Machine Tape....c..... )
(Money P.M. Cashier receives)
G. Other...ccicereccccscssoscssscscsscnnas
TOTAL....vuvuen... . ' (A)
Step 7 completed “ !'
8. Count your money and fill out Form #6l...... .ee
Write amount here........ tetsessesesscescstanan (B)
What is the difference between A and B?
This is the amount“éu are SHORT or OVER.......

COD'S FOR TODAY (Not Paid) $

Step 8 completed ‘ !l ) '
-» . - !

9. Record amount from Form #35..¢c.c... .
‘What is the dlfference between C and B ceesaas

. Step 9 completed .s !

10. Place money-in envelope with completed Form #61. Write on envelope:
A. Signature : :
B. “Date
‘C.,, Amount ] ,
Give the envelope to a teacher--enter date and amount of cash received for
deposit today in ledger (located in desk drawer).

Step 10 completed D

12‘-—69— "




INDIVIDUAL CASH REPORT : FORM NU!ﬁER 61

AREA DATE

(Month) (Date) (Day) ‘

CURRENCY NUMBER ' VALUE

L5

$20.°°.................. oo 0000 000000000000

$10.°0.................. ® ® 000000000 0Poosososoe

5.0_0.................. ......".......;...

2.00.................. _®®0 0000000000000

1.00.......'........... ...................

.25.................. . ‘ ...’...............

.10................-". — ®o 00 0000000000000 00

105...............&.. ® o0 0000000000000 00

$
$
$
S  450.cccecccccccccccce  eeeessessseseceses
$
$
$
$

001...?....-........... ®o e 3”00 eco0oo0so00000o0

«°e & v v v » » v v Wn

SUBToT“.Q..’.....'

ROLLS

Quarters........‘.....‘.... ® o000 0000000000800

Dimes.................'. .................‘.

‘ Nickels................. ......;........0..

Pennies...........‘...... ®0 0000000000000 s800

«“: » » O » v

SUBTOTAL......’....

NAME

CHECKS: ) -.oooto‘.ooo.o.ooooo

1}

CHECKS: ' | | - eeo0osecooccscssss

wv v . »n

- S v -
CHECKS : : : ) o.oo.o.‘oooo..oo.: k
. r('{
‘Q‘"" . GRAND TOTAL........

SIGNATURE : S

J

AMOUNT FOR STOCK: §. __13¢. o

s




DLCIDT

- JETALY CAGH REDPORY

From'

PO

LITIBER 36

r'——L

TR sww— ’-'—m'ﬂ‘

Day/Date " Total Cash Received Signature

[IONDAY $ - i 1. - :
Date _ . 2. _ .

TURSDAY 1. I
Date S 2.

L]

WEDNESDAY 1. .
Date _ 2. ‘ .

'THURSDAY - ; l.

FRIDAY 1. __.
Date, = 2. '

TOTAL CASIH
FOR WEEK

-71-
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CASHIER - P.M.- CHECKER , Employees: one

' For! lllsl :

: Equipmént:
#45-Checker Check List Adding Machine
$33-Order List Desk/Chair

#35-Cash Receipts

The employee, cashier checker, collects the cancelled food order
forms from Food Service and tallies and totals them on form #33.
He then checks with the Food Service Manager on accuracy of totals
He lists all transactions (memos, wineracks, etc.) on form #35°
(triplicate) which includes item, price, number sold and total.

He uses the calculator to compute this. information. As a double
check another employee totals food order forms. ‘The information
for the memos, wineracks, etc. is obtained form the employee at
the order desk. The Cashier Checker distributes copies. of #35 to
Food Service, Acoounting, and files one in the Cashier file. He
works closely with the other P.M. Cashier inexchanging information.
He prepares forma for the morning cashler and files the completed
-forms. ' e T

!

-
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CHELCKER-P.M.  CHECK LIST | FORM NUMBER 85-C

You'll need 4 copies of Form #33
3 copies of Formt #35
carbon sheets
1. Collect Liunck Order forms Irom kitchen. (blue travy and crange trav)
Step 1 completed

2. Znter food orders on ORDER LIST (#33). Total each item--take to
kitchen and check with Food Service Manager for accuracy of totals.
Step 2 completed

3. Complete 2 copies (carbons) of cash receipts form (#35).
Be sure to include these items:

EACH ‘FOOD ITEM
Snack Break--A.M.

from Cashxer
" Snack Break--P.M. f

Special Orders from ) List any item or items that were
Personal Appearance) folders sold today
Pillows --and money was received.
Macrame . : _
Memos y e
Wineracks {- from order desk ' /{ oy
Trivets ) - ‘ #31 b
Signs TOTAL OF #35 LT .
Plants L . ) L “Aiili’/
Do not completed until 1:30. e
Add--Check--Let Business Manager (teacher) check. Frstas
File one in Cashier Drawer, one to kltchen, and one to Accountlhg. ;g?
Step 3 completed , M’?"
4. Total Lunch Orders. Have someone else total for a double check. Rt
Staple adding tape with orders and file in cashler drawer,
Step 4 completed . Total:Lunch Orders
5. Give total from Step 3 to Cashier. ‘ .
: Step 5 comnleted
6. Make order list for tomorrow ( 3 order lists (#33)} 2 carbon’ sheetS)
Step 6 completcd -
7. File today's papers in Cashier Drawer.
Step 7 completed
8. Clean up your area. ‘Step B8 completed
i 9, Date. sign, and file this check sheet. (Cashier Drawer) .
Step 9 compléted . ' ’
SIGNATURE ; . DATE | '
‘ : (month) (aate7‘ff (day)
-73— i ’ ) - - -~
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CASH RECEIPTS $999988S | FORM NUMBER 35
TRANSACTIONS PRICE NO. SOLD TOTAL
. L
3\

- y
L. - .
r_— 9

SIGNATURE DATE : ; . :

] . (month) (day) (year)
o - . . s ) | : -Esz . L . ’ ) "‘ ¢




ACCOUNTING Employees: one

Forms: ' Equipment:
#35 Cash Receipts Adding Machine
#41 Weekly Tally Sheet Storage Area
. Desk/Chair

+

The Accountant keeps records of all transactions involving
sales of merchandise in Project DECIDE. The information is
obtained from the Cash Receipts FPorm (#35) on a daily basis.
Form #35 (prepared by the P.M. Cashier Checker) 1lists each
item, price, number sold and totals. The Accountant records
this information on the Weekly Tally Sheet {(#41). There is
a separate folder for each item sold. At the end of the
week the Accountant totals Form 41 and prepares a monthly
tally from the totals.

“

135
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> e . e o ° 'gl,f"
WEEKLY TALLY SHEET TORM NUMBER 41 ‘u‘,.‘g;:} p
ITEM: Humbwg_f.(‘ TROM1 m,&g DATE_ 5~
PRICE PER UNIT: $ <50 T0: wowrn BeC e 7
" DAY OF WEEK WUOMBER .SOLD | S ToTAL § | comsmats
= _ \ —
WDAY zﬁ 10 . M.m |-
TUESDAY 6° 19 *9 50 i
WEDNESDAY 7 3
; "~ Tdate)
THURSDAY &
{date) .
FRiorY 7 . ',
(date) . .- :
4 %

GRAND TMAL......'.’..

.......&.3 - . escs000v e
et e .

-

TOTAL SOLD FOR WEEK

TOTAL AMOUNT OF MONEY RECEIVED §

DATE PREPARED
SIGNATURES _




TYPING Employees: one to four

Forms:- Equipment:
None Typewriter
Desk/Chair

If employees have typing skills thken this is emphasized and
utilized; however, if they have had no formal training, they
use the typewriters as an exploratory technique. This gives
the employees a chance to evaluate if he/she would have in-
terest in a reqular typing course at a later date.

-78-



ADDING Employees: two

Forms: Equipment:
#18 Instruction Sheet Adding Machine
Controlled Reader
Desk/Chair

The employees work to develop and reinforce f:ouch skill on

- the ten-key adding machines. They use a worksheet which

utilizes the ten-key adding machine workbook and a control-
led reader. The employees use the adding machines to check
tallies (weekly and monthly) and check food orders. They

also use adding machines at some of the other work stations.

\.‘)'



ADDING MACMINE FORM

NAME:

N

» . )
PERYOD: AM.

Iespon 1l: A.

lagson 2: A.

B,

Lesson 3: A.

2. SPEED - 30

] ; .
.. % problems out of 6 correct -

Do Pagea 5 & 6 ~ each Droblam 2 times ‘7‘ d‘"‘ "‘ﬁ

NBHBBB.}O

—-—-ﬁ-—

1. Page 5 completed (all problems)
2. Page 6 completed (all problems)

il Strip 10K-1 _ _
| | : N o# Corryt:
1. SPEED-- 20 ’

6 problcns out of 7 correct | .|°

5 problcms out of 7 cortect ‘

3.. SPEED ~ 40
5 problems out of 7 correct ‘ ;

Do pages 7 & 8 - each problam 2 timew
1. Page 7 completed (all problems) -

2. Pag¥ § completed (all problams)

Film Strip 10X-2 -
1. SPEED = 20 '
5 probluma out of 6§ corract ~‘::]

2. spzzn,- 30 _
" 5 praoblems out. of 6 correact

3. SPEED = 40 ‘
5 problems out of & correct .::]

.
A

Do pages 9 & 10 -- each problem 2
1. Page 9 completed (all problems)

-2. -Page 10 complated (all problems)
"rilm Strip 10k-3
. le SPEED = 20

i#dhwai

5 problems out of 6 cornact i(.

2. SPBBDA-BO'" ot o ‘
5 problems out of 6 correct

3. SPEZD v 0

~ 137
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e e Y “
WEEKLY TALLY SHEET K

4 "m‘.
'J
*3

N\

ITEM:

L Humbu\.v‘ﬁc_ﬁ
PRICE PER UNIT: $

<50 TO: m&ea DATE _9

DAY OF WEEK NUMBER .SOLD $ TOTAL $. | COMMENTS

MONDAY I - |

. (date) . ' 20 : fi&gﬂk?:.

TUESDAY & ~ 19 "‘9 so.
: (date) : Fr b 'y

WEDNESDAY 7 | )

| {date)

THURSDAY &

{date _ _

FRIDAY 7 !

: ldatei

GRAND TOTAL.OOOOOQ‘IQO

! nlnu-n'OnOns ) Socsvoence
- TOTAL SOLD POR HEEK : g
TOTAL AMOUNT OF MONEY RECEIVED $ PR
. .DATE PREPARBD
SIGNATURES | :

—— a——

- # 138 _;E
: -81- j



MONTHLY TALL( SHEET

1TEM:

 TOTAL:

MONTH NUMBER SOLD $ TOTAL COMMENTS -

o=

WEEK 1 | | / _,

WEEK 2

WEEK 3

WEEK 4

WEEK 5

GRAND TOTAL $

\

TOTAL SOLD FOR MONTH

\

TOTAL AMOUNT OF MONEY RECEIVED $

<

SIGNATURES ‘ - . _\..DATE PREPARED




BREAK CASHIER Employees: one or two

Forms: ‘ Equipment:
#32 Break Cashier Tally ‘ Cash Box
- Desk/Chair

The duties of the Break Cashier are: to keep an accurate
account of all monies taken in for food items sold during
the one-hour break. (The break is made up of ten-minute
intervals to accommodate employees from the various areas.)
The position involves counting the money ten minutes before
the start of the break to ascertain that the correct amount
of money ($10.25) was left in the cash box by the previous
Cashier. .

. During the actual sale of food, the Cashier accepts money,
makes change and records the items sold. After the break
the money is counted, leaving the original $10.25 in the
cash box. The balance is placed in an envelope. The Break
Cashier records on the envelope the amount of money in
envelope, his/her name, PM/AM session, and the current date.
The student audits the paperwork and compares his/ her
records with the money received.

- 140
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Snack Break Rr.‘oa.ﬁ_ Pate:
' | (Me) (Daw) (Your)

e‘t'bm R ! |

Sgnature: B ﬂl Toh.l o Tally ss..d-'
e T Tobed Momeq T




BUSINESS FORMS/DUPLICATING , Employees: one -

Forms: | ' Q . Equipment:
$4-Ditto Request Ditto Machine
‘ . Co ' _«File Cabinet

Desk/Chair

This employee is responsible for handling out all business
forms. He also must check the supply of each form and
reproduce the forms that are low in stock. He is trained’
the first day on the job in the operation of “the ditto

- duplicating machine and is responsible for processing

dittos from the high school area.

142
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DITTO REQUEST

[

.

l-)QRM NUMBER 4. (four) |

Time submitted:

Time needec:

: -
( NAME '
DATE _ L
- (month) (date) (day)

Description of Form (number-title)

- Number of Crpies Needed

@

Pick-up in Graphics

Deliver tb Business Area

Busthéds |ns'ru<.t|ons Take a copy of thls form (l;) to the Graphlcs area with the

ditto to be run.




PRACTICE SETS ' _ Employees: One to Ten.

Forms: o - Equipment:
#19-Practice Set Record - .Adding Machine
' Pocket Calculator
File Boxes 24
Calendar

Play Money

The practice sets were developed to provide some background
understanding of the activities in business. At present we
have 14 practice gets developed for Project Decide and are .
utilizing four from the packaged program of Project Discovery.

. Each PS was developed to correspond with, some aspect of a
work, station. - For example the numerical filing set corre-~
sponds with the practical applicaticn oOf numerical: £iling -

utilized at the Business Forms work station. ‘

The PS check list (19) is kept in the employee's personnel
folder. Each time an employee completes a practice set,
he/she will have the personnel employee pull his/her
folder and an instructor initial the set completed.

The PS .provide excellent input into the assessment and
recognition of a student's strengths and weaknesses.

- ‘The PS are constructed so that all studentg can experience .
a level of success.. Naturally, for a strong student they
serve as an additional means of exploration. For a weaker
student they not only serve as a meams of exploration but
also as a learning task. =

144
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PRACTICE SET RECORD (keep

1.
2,

11.

12,
13'
.'14I

DICTIONARY: = DATE:
 MONEY: DATE :
INVENTORY : DATE :
 STUDENT DATE :
FOLDER
CALENDAR: DATE :
CALCULATOR:  DATE:
TIME: - DATE:
(reading a clock)
MATH_QHEET: DATE :
 ACCOUNTING:  DATE:
STOCK DATE :
CONTROL:
FiLING I: DATE :
(si@ple‘alphabet?qal
FILING II:  DATE:
FILING III: DATE :
FILING IV: DATE :

in your

filing)

(numerical number £iling)

-88-

FORM NUMBER 19

peréonnel folder)

TEACHER'S

TEACHER'S

TEACHER'S

TEACHER'S

TEACHER'S

i

TEACHER'S

TEACHER'S

TEACHER'S
TEACHER'S

TEACHER'S
TEACHER'S

TEACHER'S
TEACHER'S
TEACHER'S

-
[T
€

INITIALS
INITIALS
INITIALS

INITIALS

INITIALS
INITIALS -
INITIALS
INITIALS

INITIALS

INITIALS
INITIALS

INITIALS
INITIALS

INITIALS



\

. \ L

'DiCTIONARY USE

Aocovont ang

Rusi:ugs -

\—-2'

. Z. Calcniacor

——

cashier

r
| —

3
. avomew ‘\\
_. 5. \\ custoner
7. \Q?poait

_..B. Iﬂx:ntozy
9. Menw

Currerncy

— \é o
-~}9- Ferg Ynel

1. ‘P'u'ch::‘v;._a

2. Rocaptsﬁpisﬁ
13, Request \

_14. Timeksepen

._15.  Tcamster -
DIRECTIONS: Use the

dictionary to leek up

the wordo, then place th=

correc: dafinition
lettoer next to the
word (matching)

" Yhen completnd have the

instrucitor check this

- 'on the Pracotice Tagk

Ragerd in your perconnel
folder. :

1)
- e

J.

K.

M.

' NAME

‘safo--

PBRIOD

OATE

(day)
An oftice exployee wic recaives callers.
gives intormation, ete. ’

ronth) (date)

i

A timenleca, anvone who keaps account
o houre worked by employess.

A pexrsen in charge of the cash

transaction
of a hank ox business or stoze. -

One's work; .occupation; profession
2. righful concern or responaibility.

'An itemized list of guods, property, stec.
as of z business, often prepared annually.

One whose work is to inspect or keep
aggounts or records. :
An a8kiRg for something.

T obtein for money; bay
2. to buy -

'A'datailad~1ist of the food§~qe:ved

at & weal; bill of fare.
2. the money invcirculétioﬁ.

To rlzce or entrust, as for .
?aepipq as to daposit money i a bhank.

Persons empioyved in any work, enterprise -
service, ete. of or in charge of personnel

keeping racords on employees.

To convey; carry, send, etc. from ons
parson or place to another

A person who célcﬁlates; 2. a uschine for
doing rapid addition, substraction,

multiplication, and division. o

A pérsoh who buys, esp. ono;ﬁho bu?? or
patzonizes, an establishment regularly.

146

-39- : : \



VANE \ DATE
j l
wse Pheket Cm'w\a."‘{‘or-

{ronw.y; {date) (lay)
PERIOD: AM, P .M,

i 2. 2 3, 128 4 55.7%
6 44 321 18.30
2 55 156 10,00
¢ 62 225 11.25
9 3¢ 100 12.00
1 59 175 50.00
9 73 _ 140 . 17.7%
5 i5 225 16.858
7 55 185 2€.90
7 55 165 35.45
9 &7 565 ’ 63065
4 35 BAs . 715,75
3 75 456 ’ 20.00
5 25 123 10.00
5 §10.00 6. 3 25,55 7. &£ 17,85 | .

-5.00 - §.68% -11.98 i

: |

\

. 8. © s5.85 9. 4X2w . ?

: ~45.00 i,
+ 5.00 40, 12 R 12w '
- 4 . :‘8 Ottt —

1. $2.50 %535 = : T‘}
12, § .75 X 3 = |

|

12, 16 % 2 =

17, $ .15 X 18 =
14. 199 3 2% = : : T
- 19- 3 .40 x 9 - . ’ .
13 0§ .25 % 4 m - | _—
16. = .50 % 16 = ' | ¥ _—
20, §
‘147
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. CALENDAR PRACIICYN ST PERAOD AM. P.M,

namy : | SUTE

(Montn) (date) (3zy)

1. ASour Lirsrthday sn 1973 55 in

{month) __ (date) {day)
Z. f{lew 1 iny months in a years —
3. Octobar 1l in 1478 is 2
(Gay)
4. . vaceuwner 20,in 1979 ig a
(day)
5. Marsh 18 in 178 iz & _ _
’ (Tay}
6. Joly 30 in 1978 i8
‘ {day)
7. The next school holiday is
(anth) (date) # “(day}
8. Spring Vacat.ion iu 1978 is faom TO
{month) (date) (day)
{month) {dzta) |
9. June hes how nany days?
10. ' Decembax has how many days?
1. ?ebruaxy has hov many days? ‘
SPELL IN ORDEZR THE DAYS SPELL IN ORDER THE MONTHS OF
OF TIE WEEK (completely) THE YEAR (spell completely)
1.. | 1. 7.
2'. : 2- “80
3. | 3. 9.
4. _ 4. ‘ 10.
5. o 5. 11.
6. : | 6. 3.
7. | ’




CASH TRANSACTIONS

Directions: . Work out these problems, using PROJECT DECiDE's
(The change they get back)

lunch order form.

1. 2 Hamburgeré *
2 Hot Chocolates

Change from $5.00

2. 2 Hot Soups
1 Kool Aid
Change from $1.00

3. 3 Submarines
3 Milk Shakes
Change from $5.00

4, 3 Chef Salads

2 Hot Soups

Change from $20.00

“Signature

Period

5. %yﬂambﬁrger. S ____
1 Milk Shake $___
€hange from $1.00 ,'$____

6. 6 Ham & Cheese

Sandwiches S
Change from $19.00‘ S ___

7. 4 Tuna Fish
Sandwiches S
2 Slices of Cake S
Changs from $10.00 é;___

8. 2 "Slenderizers” $:;__
2. Teas v s_;;_
2 Sn;ck Sacks : ‘1

(.25¢ each) $___
Chanée from $5.00 $___
Date A :
(month) (date) (day)
14¢

~92-



CASH TRANSACTIONS

SAVING MONEY AT SNACK BREAK SALES

sheet B

-93-

birections: Subtract the sale price of the item from the
: regular price to f£ind how much you can save:
) at a sale. Write your answer in the column
' at the right. .
IT REGULAR PRICE SALE PRICE YOU ‘SAVE
$ .05 each 3&..104 $
8 slices for
&3 a $ 2.00 $
:gh“' .
$ .20 a 4 shakgs'
shake foxr $ .70 |S$
| .
< o |
$ .05 each 6 for § {2% $ ©
. . NS
_ 'a -
SIGNATURE , DATE § -
- (month) *(date) (day)
% Period \\ o :
.. . ﬁ . ’
B .
150.



CASH TRANSACTIONS &

Bnying Project DECIDE Items - Sheet C

*

Below is a list of various items that Mary and Bill could buy.

Figure out the cost for each of the items and find a total for

o
the whole list.
Numbér | Item B Unit Cost { Total Cost]
2 Small Spider Plants $° .50 $
1 Wine Rack | s2.s0 $ ~
4 Trivets $1.00 $
- 2 Medium Pillows $2.50 PSS
r 5 | Octopuses $2.00 $
e . -
4 Macrame Owls $4.00 $.
.6 Hair Shampoos ] $ .15 S '
2 Manicure ' ' $ .10 $ ‘
1230 Memo Sheet/Pad $ .02 $ :
- sheets E—
" 150 |-Stationery $ .02. $
sheets '
# |
. Total $ -
Signature Date '

(month) " (date) (day)
Namiad 1[’;1 . .




wGAPITAL FUND (STOCK) CLERK Employee: one

2
2

Forms: o - ' Equipment:
#3-CF Clerk Checklist : Cash Box
$2-Daily Stock Computation nhart Ledger Paper
#61-Currency Cash Report : Stamp Pad
Stock Redemption Coupon . Storage Area

Stock Certificate

The Capital Pund Clerk 1s~reébon51b1e for acceptlng and
recording the Stock Redemptlon Coupon- from the individual
employees. The CFC issues a 'Stock Certificate' for each
Stock Redemption Coupon received. HKe/she keeps records of
who turns in Stock Certificates, money value redeemed for,
date, and employee's work area. The CFC also keeps records
of the number of Stock Certificates outstanding,. computes
the amountr of money to be deposited in the stock fund daik&g‘
and figures the daily current share value of the stock.

The CFC counts the money immediately upon arrival at his/her
work station and again at the end of the work period . (form
$61). .

When an employee receives a Stock Certlflcate, ‘he/she may
keep it in his/her .personnel.- folder and redeem it_at a later
date and hopefully, at a higher rate.




CAPITAL FUND CLEi:X-CHECK LIST ' Form Number 3

NAME ) DATE

Get forms: £ 2
6

1.

6.
7'

. GraphicB.osnnn

(month) — (date) (3ay)
1

Count Money--thexe should be a ciurrency sheet (#81) in the

.cash box--just check to see if it is correct.

TOTAL AMOUNT OF MONEY $

Count the number of OUTSTANDING STUCK CERTIFICATES in Ledger.

OUTSTANDING STOCK: stock that has heen
issued but not redeemed for money. o
. TOTAL NUMBER OF OUTSTANDYNG STOCK

GO to each area and qet'the.number o0f STOCK COUPONS they
will issue today (A-M; & P.M.) o

~

‘businessano,q._~"__ Wood Product.coconcn -
Food Service.. __ Household SkillSccoco
Horticultur®e.ocecoznoo

Personal App..

. TOTAL NUMBER OF STOCK TO
BE ISSUEDooooe wooooooool;ooo

Fill out form # 2. Add this Amount ofkmbney to cash
already in-cash box.

Stock amount from form & 2..e0-0c000$
Amount from Step £ 1 ccocrcnnecescnc$

TOTAL AMOUNT OF MONEY FOR TCDAY.oo0.0$

Divide amount of meney (step # 4) by the ninber of. Btock.
(Steps 4 2 plus step ¥ 3 gives total number of Stoek).

= Curxent Share Value oo § griapm— =Csy
Total Stock) ()Total Money (atep ¥ 4) ~-Jb;. ’ ~Honey
. : e 1 .

SEE BUSINESS MANAGERcewans,.. e
Write the CURRENT SHARE VALUX &a the boavd.

I-~Steps to racord when an employee 'wishes to REDREM
2. record the date and period in the date coluymn’
EXAMPLE~-~ .25 Nov PM L . '
H. take employee's 'stock redemption coupon'! and, print
his/her name in employee name column {2nd column)

3

c. I1f he/she wants money (to redeem)--tien write the
value (today’s) in the AMOUNT column (3rd ¢olumn).

d.” Have him/her sign name in SIGNATURE column {4th)
GIVE HIM/HER THE MONEY

e. in the area--draw a line to show what afea.they are

Iin-=thn aroa in vhirh ha cknal caTmomead® o oo



CAPTTAL PUND CLERR--PAGE 2-*3 NAME

7. IX. 1if the employse wants a stock certificate
. a. get the first certificate from the correct folder

— , b. w»rint name and the number; stamn the data and
NICIDF offical on certificate

c. record the date and name in Cavital Pund ledqer

d. re:ord the certificate number in the correct ledqer
column

e. give emplovee the certificate-%fo file in his/her
nersonnel folder

7. TIT i€ the emnlovee brings in. an OUTSTANDING CPRIIVICATE
a. lonk at Adate
b.  find date and certificate in ledaer--nno bv name and
cartificiite numher
.c. fill in current value in amount (%) column and
have him/her sign name
4. stamn cartificate with date and 'RFDRBHPD FOR VALUF'®

R. At clesina fill ~u% a newv form # 61-—1eave in cash hox.

AMOUNT N¥ CASH (end of dav) S

9. Count the number of emnlovees that received monev toAdav.

TOTAL NUMBER RECETVING MONEY

X s - 5

(total number receiving monev)-X- (current value)-~-=-(total wmonev
alven nut
today)

10. CHCXR - ) Sten # 4 Amountu;_eaooooooos

MTMI8-~-=Sten # 9 AMOUNt..ccrvooceeS:

© A

!-5”"ALS==='°Q:B") L ’\"‘.C;\unto ecesssnseeS

.QVOQT or .O‘MI.....‘......V.s

GIVF. THTS FORM TO THE RUSTNESS MANAGER -

Clean avea, lock-un cash hox, work on a nractice set.

STGNATURE: _




DAILY STOCK VALUL COMPUTATION CHARD PR

 ate PRI AN P,
“{menth)  (date)  (day)

Step 1: Cash Receipts for the last working day--------=---=ee-e- § (4)
If rot more than $25,00-ST0P)
Get cash receipts from Ferm #45-E or Business ¥anager R

Ster 2: Cash Recéipts (A) minus $25,00-r-emmmmnsmmcmmmmm e eemmnecece e (A)
¢ the amount over : .
- 2500

Ster B make % of amount (B)emermccecsromm e ceeieeeciees ()
% is the same as

(%, =@ Stack fnount...: ()
~ Step u: Figure (C) is the ancunt that goes in the stock

" furd. Record this in the Stock Fund Book & place
;weunt in the Stock Cash Sox.

Step 5: Subtract figure (C) from figure (B) to get ~e~eemesmcccccecocannn. (3)
fimupe (D), *

(2) - {C) = (P)» : o
Firere (D) is the anount that is added to t Car, X Dert... (7)
dailv deposit in Career Ex. Account. ' :

Ster §: &< Figure (D) to $25. eneeemmenmms Pemeremasemesammeseesemesrssvessnenannas (1)

—————

Step e CHEK () 0(0) + 25,002 (8) (0 e

e — ——————
s .

} ) Tetal of Dajlv.Te~esit,..” (F)

—— - L e

SIGNATURT: +825.00 = ()

-98-
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mmmmmmmm mmmmmmw |
DECIDE

Darmstadt Enterpnses for Career and Individual Development

P
R 7 c‘)‘@
This certifies that\StZPhZ)') IL'[@}/@ ;, <‘2ht.heowner
of \ share () of the Capital Stock of DECIDE. 'Iﬁﬁ,hm

carries with it no voting rights and may be redeemed only at the Dﬁéw
offices in accordance with current redempt:on regulations._

00QQQQQQQQQQQQQQQQQQQQQQQQQQQQQQQ

—

"Uﬁﬁﬁﬁﬁﬁﬁﬁﬁﬂﬁﬁﬁﬁﬁﬁbﬁﬁﬁ6D66666600000

E E %.ﬂ?‘fo A./wl vf:{_ §;

Bidu7 B 2 APR Sﬁ =

 Certificate Number: Date of Issue | 5
mmwmwwm w&mwwm&mmﬂw@
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ORDER DESK ' Employees: 1 or 2

Form #57 Equipment:

Form #50 . .pesk/Chairs
File Cabinet
Storage Cabinet

The employee(s) assigned to the order desk is responsible
for accepting and processing customer orders for the pro-
ducts of the wood production, graphic arts, horticulture,
and household skills areas. This employee fills out the
proper.  order form, gives a copy to the customer, and sends
a copy to the proper department for processing. When the

: product is complete, the employee at the order desk noti-
fies the customer and completes the delivery process.

15¢




ORDER DESK--CHECKLIST

WHEN YOU TAKE AN ORDER, FOLLOW THESE STEPS AND CHECK OFF

EACH.

¥

SIGNATURE . DATE:

STEP

First Order

ITEM

Place carbons in order forms.

FORM NUMBER 57

Second Order

ITEM

Third Order
ITEM

Fourth Order

ITEM

Fifth Order
ITEM

Number order form (Customer #)
get customer # from book--next

While the customer is filling
in order - place their name in
book

Check to see order form is com-
pleted correctly

Take oruer aparf--give copy'to
customer, take copy to work

_area, file copy .in correct

folder in.cabinet

Date and sign their checklist

/

When you are informed that an
order is ready--fill out form
#50

Take form #50 (Your Order 1is
Ready) to the person.

PERIOD




VACUUM FORM SIGN

ORDER FORM : ' FORM NUMBER 60/A
NAME | DATR

ADDRESS OR ' PICK-UP MATIL

WORK STATION ro not write in this box

INSTRUCTIONS: Fill in size blanks with the written material you wish
to have on your sign. (Please print carefully):

— - —

: !/a 7‘&/
Sign Size 14" X 20" j’"uwt @ug
Black____White ‘i
Sign Size 14" X 7" Sign Size 14" X 10"
Black  White Black White
. é
i i
3
| i
e e I
. !
Sign Size 10" X 7" ) Sign Size 7" X 7"
Black White N ‘Black _ White
; $ PRICES $ ‘
! 14 x 20 = .50¢
- 14 x 7= .20¢
i . 14 X 10 = -25¢
! 10X 7 = .15¢
' 7X 7= .10¢ —
Copy 1l: Area
Copy 2: Business '
Copy 3: Customer ~ JOB NUMBER .
- | 10U ~ {Get From Book)

Completed I.P. ' Completed Business

Nama /Na+al . INTaemm 7Nadtn




ORDER FORM

PLEASE PRINT ~ FORM NUMBER 60

NAME DATE
ADDRESS PICK-~UP MAIL

oc work area Do not write in this box

COLOR-STYLE _HOW PRICE -
NAME OF ITEM PATTERN-TYPE MANY ONE TOTAL

Line 2
hine 3
Line &
Line 5
09555555553
TOTAL PRICE
COD (cash on delivery) "PAID. IN ADVANCE

Person recciving order in Business

-

Date Notified
(month) (date) (day)

Page 1: Area Copy THIS ORDER HAS BEEN COMPLETED
(where done) v (Paid - Picked-up)

Pape 2: Business Copy

(place in folder) - Signature/Date »

Page 3: Customer Copy
(give to customer)* ‘ JOB NUMBER

get from boo

-103~
Y 1R1




Form Number 50

Your Order is Ready. . [ [ [ [ [ [ [ [ [ [ [ [ [ '. [ [ [ [ [

Name

Address

Date - Job No.

Items

Amount Due $ A.M. P.M.

COMMENTS

S

Yol

& ® 9 O 24 OO SO SO O SL OO OO OO 0SS0 SO0 0SSP0 000000 S e S eSO O ESES PSS

- Form Number 50

Your Order iS Ready. e o [ [ - [ [ [ [ [ [ [ [ [ [ [ [ [ [ [

Name

Address

Date Job No.

Items

Amount Due §$ A.M. P.M.

COMMENTE




FOOD SERVICES

The purmase of food services program is to provide career explyration oppartunities for employees (Students)
in the food services industry, as well as to meet many of the overall objectives of Project DECIDE. The majt. - DODDS"
Career development objectives addressed by this unit are those concemed with acquiring useful skills for the world
of work (motor, match, communication, information processing); thse relative to gaining effective work habits
(planning work, responsibility, initiative, adapting to werking conditions, good health and grooming); provid-
ing opportunitizs for demonstrating career capabilities (e.q., participate in a real work situation) and demon-
strating positive work attitudes and values.

Employees (students) interact constantly with customers and sometimes work in teams of two persons (allowing
for peer control). Personal appearance and cleanliness are emphasized and stress is put on meeting time schedules,
Personal responsibility is a focal point of the operation. Employees rapidly acquire pride in the operation, recogniz-
ing the important of this unit's major contribution to the company's cash flow. Since everyone gets the opportunity
totry out the desirable, as well as undesirable jobs, employees learr: to adapt, recognizing the importance of every
job to the whole operation. Sudents train each other in jobs, and a food evaluation team nelps to monitor the quality
of the goods produced. Creativity is encouraged, and employees help to develop nutrition table tents. Al employees
(students) are taught the essentials of good nutrution as part of the process. ' :

the food service department is the largest income producing unit. About S5 employees (students) operate this
unit. Emphasis is on high quality productivity. There are ten major work stations, each manned by two employees,
Employees get to try out each station in the cycle. Purchasing of raw materials Is done in cooperation with the busi-
ness unit. The *Employee of the Week, " unique to this unit, is responsible for the ordering. Each employee gets '
spend about two days in each occupational role. About 85% of the students get the opportunity to be certified in each
job in the unit. Acacemics are covered relative to: recipe development, measuring and counting, inventery, meny
preparation, and ordering.
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OBJECTIVES OF PROJECT DECIDE (FOOD SE_RVICE‘S']
1.0.00 Demonstrate Skills Generaliy Useful in the World of Work

1.1.00 Use Basic Numerical Skills

1.2.00 Use Basic Communications Skills

1.3.00 Use Basic Motor Skills

1.4.00 Demonstrate Useful Information Pracessing and Decnsnon Making Skills
1.5.00 Employ Useful Interpersonal Skills

2.0.00 Practice Effective Work Habits
2.1.00 Assume Responsibility for Own Behavior
2. 3.00 Use Initiative and Ingenuity to Fulfill Responsibilities
2.4.00 Adapt to Varied Work Conditions
L 2.5.00 Maintain Good Health and Grooming
3.0.00 Make Career Decisions

4.0.40 Demdnstrate Improved Career Capabilities

4:2.00 Participate in a Reallstchork Situation in Home, School, or Commumty

4.3.00 Improve Career Program Progress Through Self-Assessment .
3.0.00-  Implement Career Plans

5.5.00 venonstrate Positive Attitudes and Values Toward Work -

6.1.00 Recognize the Basis of Various Attitudes Toward Work.
.2.00 Hold Competence and Excellence in High Regard
6.3.00 Seek Personal Fu!fillment Through Own Achievements .
6.4.00 Value Cunservation of Human and Natural Resources in Accomplishing Wor,
5.5.00  Value Work in Terms of Societal and Intercultural Goals |
6.6.00 Demonstrate Commitment to Fair and Equal Treatment of Women and \'inorities

w5



FOOD SERVICE - BASIC AREAS

Food Service is to operate as a professional operation in order to give the students a realistic experience
of the food service industry as a business. -

A, Preparation of Food: L .,
1. Cold Foods: Sandwiches, salads, shakes.

2. Hot Foods: Sandwiches, main dishes, lo~cal plates, soubs and sauces,

—

" 3. Desserts: Cakes, pies, cookies, candles.
. , ! ‘ l .‘ . [ "
B. Saniiation and Safety: Sanitation is an integral part of all "food service operations. The employees
have to be aware of their personal.hygiene, especially when handling food for the public. They -
have to be instructed on proper handling, cooking, and storage of food items and equipment.

C. Ordering'anti 'ln'vehtory:
. . German grocefy'orders.

2. Commissary grocery orders,

3. Pricing of food i;ems.

4. | Inv_entor’y of food items, -

5  Inventory of eéuipment. N
"D, Nutrition and Menu Planning
[ Rgcipe de\)elc;pment. |
. P-iocgdure charts for sandwich and' salad preparatipn. |
3. Monthly menu planning for specials and main dishes.

4

4, Nutritiqn studies. - | , /A | 168
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E ServiceofFood: :

— .

Delivery service.

~>

Pick-lup counter.
3. .Cafeteria line -service.
4. . Waiter/waitress selrvice.
5. - Busing service.

1. Equipment.

A.  Three Separate Work Centers:

1. Hot food preparation. | | | \5 |

a. Area#l:  *3 Ranges with ovens and fans for ventilation | ,

*1 Refrigerators

" M large freezer

* Large counter equipment; slicer, chopper, can opener, electric -
skillets, fryer, griddle, toasters ,

* Small kitchen equipment; pots and pans, skillets, bowls, measuring =~
equipment, spatulas, turners, rubber scrapers, cooking spoons, cook--
ing forks, wire whips, tongs, knives, shredders, canisters

%2 Double sinks

2. Cold food preparation.

a. Area#2  *1 Range
S *2 Refrigerators v
¥ Freezer
*1 Double sink
* Large counter equipmen' (examples: shake machme slicer, etc.)
¥ Small kitchen equment

-108f-
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3. Dessert preparation.
- a. Area #3: * Measuring equipment

* Canisters

* Small kitchen equipment (hand tools)

* Baking pans _ '
) * Electric mixers

* Ranges and ovens

* Cooling wax

* Hot pads

* Storage cartons

Sanitation and Safety:

1. Large (extra deep) double sink, large hot water tank, dishwasher, washer and dryer,
towe!s, dish cloths, drains, detergents, mops, brooms. ’

2. Chef hats.

3. Sanitation training filmstrips.
4. Hair nefs. ;
5. Fcesonal test in sanitation and safety . -

- Ordering and Inventory: Equi-pment

1. -Adequate storage Sp.l(;e of food items and equipmént, possibly a walk-in pantry ¢ - ‘rery large'_é
cabinet space. : ‘ B

=

Proper refrigeration and freezer storage.
Market crder forms for commissary.
German grocery orders.

" Inventory sheet.




L}

D.  Nutrition and Menu Planring: Equipment

1. 'Recipe file box.
2. Recipe cards.
3. Re.ciﬁ'é‘books (some food service) . '
4, Nutrition charts and games for employees.
5. Proc“edure charts for food production.
E. - Service of Food: Equipment : | )
| 1. Large.coffee pot. . /
2. Two sets of silverware.
_3~.A Plastic forks, knives, and spoons.
4, Packets of sugar, salt, pepper, mustard,and catsup.
5. Large and small paper ;:ups (glas\Ses) .
6.» " Three compartment plates. '
7. 6", 8", 10" dinner paper plates.
8. Bowils, se‘r‘ving cups (portion cups), 1/4, 1/2, and 1 cup.
9. Napkins.
19, Place mats.
", Large serving trays.

172
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Food Services - An Overall View

N —

Food service employees of DECIDE manage to prepare food for [unches, staff breaks, special orders for
clubs and organlzatlons and meetings.

The A.M. classes prepare most of the sandwiches, soups, salads, main dishes for the lunch. The P.M.
classes prepare all the desserts, salads, soups, and special orders Additionally, they perform ordering and _
inventory functions.

The Cafetefia Line Service is managed by the food service employees as part of the break incentive for em-
ployees. The employees of each area are given a ten minute break to socialize, eat, and rest. The employees
~ arrange the food line with trays of sandwiches, salads, desserts, ant' heverages.

An employee from the Business Department handles the money and records the food items sold and a bus per-
son clears the tables ir the area. |

Deliveries and Pick-Ups: The lunch food items can be picked up by customers or delivered to the specified
area. The food orders come from throughout the school from students, teachers, and visitors. All the ordering i Is
coordinated with the employees of the Business Department. The food service employees fill the orders and plece
them on trays for delivery or pick-up.

Evaluation: The food service Instructor and aide confer each day to evaluate employees on their job assign-
ments according to the daily work schedule.

The Behavior Management Chart in food service consist of these areas:

APPEARANCE Body cleanliness

| Hair -
Clothing (aprons) ;
Hands and fingernails

COOPERATION - PROMPTNESS

DEPENDABILITY 2y - ACCEPTING JOB ASSIGNED READILY
PROPER SPEECH N ] ATTITUDE AND INTEREST

| P
-lF
i

Aruitoxt provided by Eic:
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Stock Program: After four days of excellent work, according to the chart descrived , the employees
aré awarded 2 stock rademption coupon. This reward program is built in to DECIDE for the recognition »f geod
work. A percentage of the daily recaipts are set aside for the employees’ profit sharing fund. The stack value s
computed by the business management sector dally and posted for all employees to see.

The employees can choose to cash their stock certificate in whenever they please.
, ' ' t [

Employee of the Week: An exceptional worker is picked each week as "The Empluyee of the Week." This
employee gets extra stock In the business and also added responsibilities which are posted.

Ersloyee Food Evaluation Team: This food evaluation team is picked from employees in the food service
arez wiich rotate on ‘ae team. Their purpose is to evaluate some r°f the products prepared to insure a high standard
of quality and to suggest changes. |

Skills Certificate: A skils certificate is awarded at the eqd of each sesslon before an employee rotates to

another area, )

On the back of each certificate the individual skills are Iiﬁted and the instructor initials the ones accomplished -
by each employee.

Q y I :
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Inszant nllk

S ———— .

Hot chocolate

Evaporated Milk
Cordenscd Niim

' Hamburger

Paper towe)a
Baggles
‘ Saran Wrap
Detergent
. Straws
Soup Bowls

Baking powddw
Soda
~ " Cinnamon
' Sal
- Yanilla
Special K
Oatmeal

|

Tomato paste
—_ _Tomato sauce

Pickles
) Olives
. Olive oi:

) Mayonnaisa
1.1

French

Blue cheeue
Shortening
0il
Graham crackers
Marshmaellows

[}

’

|

i

Veg:
Tomatces {1-:3oz)
—Corn
Green beans

-

FOOD SERVICE

177

Order Form
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Muis

o _bogeorn

e, Lrvshed pinesppie
__Raisiny

. Tomazto soup
tuasune

o cnturne s, -

Piwwdered Sugar
Ri’odn Sugar
Kavre syup
Jpie fiilipg
_ Caio. v
AR - w - )
— Unsveetened nhociodta:
o Lnocolate cnipy

frozen alxed veg.

Peanut butter chunky
e Pxaily Loaf bread
_ Hambuge= duas
__lenonade

. FEzgss
CREESLC :
e Cream cheesa
Aver-lcan blewl.
CTTtwericin siiced
T swiss chees:
_lozsrella

_Sour Cream
_Butterwilk

Margar-jne

———

——— e

VEG. & FRULL:
Potatoss

R e ]

-t e

Pattarscotel: Toppimg

SRR

_Ice cream {Varilla)

—



EMPLOYEE NAME|

WORK SCHEDULE

. TIME:

DATE:

COLD FOODS:

Tuna Fish Sandwich
Egg Salad Sandwlch
Submarine Sandwich
Shakes; Large { )

Small ( )

Ham & Cheese Sandwich
(
(
(

)

HOT FOODS:

Hamburgers ( )

BLT Sandwiches ( )
Crilled Cheese ()
Hot Luncheon Special ( )

Souwp ( )

SALADS:

Chef Salad ( )
" The Sienderizer" ( )
_Asscrted Salad:

(
) .
) v

)

DESSERTS:
Cookies;
Cakes:

. Pies:
Candies:

SANITATION & SAFETY:
Large Equipment
- Small Equipment
Equipment Storage

17%
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ABSENT:




EMPLOYEE NAME WORK SCHEDULE . " TIME:  A. M.

DATE:

SERVING:

Deliveries;
Pick-up:.
Large coffee pot filled with water

————— e

Ice Bucket filled with ice éubes

Cold Prinks: Make lemonade, Kool Aid, or Iced Tea
Hot Drirks: -Hot-Chocolate Sep-up & Hot Tea Set-up

Sgpplieg Set Out: .
Napkins in napkin hclders:
Condiments for lunch:packets of mustard, ketsup, salt,’
’ pepper, sugar

Cups (Paper)
Plastic Flatware

RECIPE DEVELOPMENT:

MENU PLANNING & NUTRITION:

\\ _5;’
- SERVICE OF FOOD -~ - Cafeteria Line:
QUANTITY 4 Food Item . 3 Price -
y
IR ¥ ’
f: T
i
1 -
- *
4
‘T - 115 .




EMPLOYEE NAME

WORK SCHEDULE

COLD FOODS:

Ham & Cheese Sandwich ()
Tuna Fish Sandwich ( )
Egg Salad Sandwich ( )
Submarine Sandw.i-ch ( )

Shakes: Large . (')
Small ()

HOT FOODS:
Hamburgers ( )

BLT Sandwich ( )
Grilled Cheese ( )

Hot Luncheon Special ( ).
Soup ( 3

ChefSalad ( )

"The Slenderizer" \(" )

Assorted Salad:

DESSERTS:

Cookies:
Cakes:
Pies:
Candies:

SANITATION AND-SAFETY:

Large Equipment

Sma!l Equipment

15

TIME: A.M.
DATE:
ABSENT:
()
)



EMPLOYEE NAME " WORK SCHEDULE TIME:
’ - DATE:

Serving:

Deliveries:
Pick-up:
Large coffee pot filled with water

Ice Bucket filled with ice cubes
Drinks prepared: iced tea, lemonade,
. . hot tea set-up, hot
chocolate set-up

Supplies:

i Napkins _ \
! . Flatware
. Cups
Salad Dressings

Condinients: 'packets of mustard, ,
: ketsup, salt, pepper, sugar

FOOD ORDERING & INVENTORY:. .

¢ .

MENU PLANNING & NUTRITION:

L}
Pt ¥

-”
‘RECIPE ‘DEVELOPMENT:

AMT. "ITEM . PRICE




——— . - e .-

DATE:
i - 5

P | ABSENT:
Ham & Cheese Sandwich .( ) ;
Egé Salad Filling ( - ) ]‘“‘ —-
Tuna Fish Filliag ( ) : -
Chef Salad ( ) ' l-k

Potate Salad ( )
Q‘Haca.m;m:l Salad ( )

Freit Salad ( )

Shakes -- Large { ) \\4
Small ()
| HOT Fgggi:

Soups:

Sauces:
DESSERTS:

Cookies:

Cakes:

Pies:

Candies:

/’ SANITATION A¥D SAFETY: \
J Larga Equipment: '
Small Equipment:

Equipuent Storage: | SRS

"\ SERVICE OF FOOD -- CAFETERIA LINE:
“ 157

. Quantity Food Item

lPrico'




2,

3.

S IR VR Ry

CHEF SALAD PROCEUURE “CHART™ -

~

BOIL EGGS -- } £3g zer Salad 7. CUT JULIENNE STRIPS OF CRTZS:.

: weiqgh each portion on scale:
WAS3 LETTUCE and PAT DRY 1-1/2 oz. per plate.
with paper toweling placed _
on a tzray ~- 5 Salads Place julienne strips on tep cf
4 heads lettuze. the tozn lettuce, next to tha
hanm. ' .
ARRANGT 7 Or 3 LARGE LETTUCE .
LEAVES to cover the bottom of 8. PEEL EGGS AND SLICE IN HALZS
' the plate ifor th2 hase of the TENGTHWISE.
aalad '

Spiinkle a dash of Parrika on
each 2qg half. .
TEAR LETTUCE LTO BI%c SIZE

PT2CZS and arrarnge torn Place 2 edqg halves on nalad
leztuce on tep «f lettuce according to diagram.
leavas ifor tha Lndy of the :
salad. .

9. WASH PARSLEY AND CUT STZMS OYF.
CUT COXE FRIM TOMATIS and . Place a spric cf paraley on
WEDGE 'rcyi'ro INTO € PYECES, each side of plate.

Place : wedge3 or az<h_plste.

18. Cowver plates with Saxan-Wrap
CUT JULIRANNE STRIPS CF HAM. zad, place in the Serving
: . Ru'riqcratcr."
weigh esach por:izn on- acala; :
1-1/2 o2, r piste.

Plsce jfulienne strips iv the

canter of thz salad on wop eof:
the tovm Jeituce.-

- EQUIPMENT NEEDED —

—

e
French Knife C . h 1 Sause fan w/ Lid
Sovratad Utility Reife .- X Servin;‘?xay
Cuttinq'aﬂazd; ‘ _ Paper Toueliﬁg “
Portion Scain ' h sar ran Wrap

8" Round Paper Plates
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UNBAKYD PEANVT BUTTBR COOK(ES

Ingrad ients ,ﬁ—‘éuantity 1 - tMathod

Sugar 1 cup ': Combdine suqar and syru 1}

uhite corn syrup| 1 cup { 1 minute. YXupi boi

Paanut Butter j 2 cups 1 Add peap:t buttar to akove mixture &

- | Stir.

Special K ceveal] 4 cups’ ;| add Special X 8 nix well. bprop from
i il @ teaspoen onto waxnd paper.-
i N -

The two recipe cards pictured are examples from DECIDE food services recipe flies.
The format s uniform, with the addition of pictures of measuring devices in the bottom
one to assi5t students with reading disabilities or low reading levels.

VEGETASLE SOUP

TNERBD ISNRTS o f QUANTITY im
BOVLLLON Ccvess 4 ClBes Dissolve bYoulllon cu¥es in
| \™ - fhok wabar. '
HOT WATER A 4 cups 1 .
‘J L.
ﬂ_.g

Put all ingredients in a pot !
with the bouillon and water. »

WATER h% 4 1/2 cuns
_ ‘\ 4 )

CANNED TOMATOES 3 [li- pound--13

* .. ounce] cans Set on ranqe.

Boil for 485 ninutestd "*"“"!

CHOPPED IELERY ¢ \ =9 11/2 cups
SLICED ONIONS .. 3 large

SALTY ‘ -' \a 3 tso,

7. BAY LEAVES

Place in refriyeracor. m— T
ntaineres and refcigoerate.. -

4

3 leaves

185
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HOUSEHOLD SKILLS

o  Strategies

[

The Household Skills section of DECIDE produces goods and services related to the broad cluster of
income producing Home Economics. These include arts and crafts, sewing, laundry, and other related skills.
The employees (students) are exposed to each of these subcomponents during their stay in this area. Orders
for specific products come from the Business Department.

The manager explains, in an overview session at the beginning of each cycle, the various machines,
equipment, and materials in the Household area, Employees (students) are given werkshoets which outline
. the necessary steps to complete any of the several products (o be produced. The orders are posted on the jobs
board and selected by students on a basis of their interest. Once a job is chosen, the employee proceeds with
the work and receives Individual instruction on any aspect as needed. It is the employee's responsibility to
complete an entire project from beginning to end and to produce a quality product.

The manager continuously monitors each employee's progress, difficulties, and instructional needs. Work
assignments are acjusted on the basis of student ability and there is a sequence of *least difficult" to "most dif-
ficult" projects in each job area. An example would be: a student selecting @ macrame project for the first time
would receive one of the more basic patterns; those who have a particular interest and skill in macrame would
be assigned a more advanced project.

Projects come froma variety of craft and service-type occupational areas, providing excellent carry-over
skills for self sufficiency and leisure activity, as well as a good feel for homemaking service jobs. The work -
environment also accommodates a wide variety of ckill levels. Working the job through, as contrasted with the
production-line methodology, relieves employees from production pressure wiihout sacrificing the quality of
the work experience. ' J

- ‘ - o /Mﬁ
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1.0.00 Demonstrate Skills Generally Useful in the World of Work

1.1.00 Use Basic Numerical Skiils

1.2.00 Use Basic Commeinications Skills
1.3.00 Use Basic Motor Skills

1.5.00  Employ Useful Interpersonal Skills

40.00  Practice Effective W.rk Habits
2.1.00  Assume Respeasivility for Own Behavior
2..00  Plan Work
.3.00 Use Initiative and Ingenuity to Fulfill Responsibilities

3.0.00 Make Care_ef Decisions

3.3.00  Know Entry Level and Other Requirements for Selected Careers of Interest
3.5.00  Use Information Sources for Solving Career Decision-Making

4.0.00 Demonstrate Improved Career Capabilities

4.1.00  Demonstrate Entry-Level Saleable Skills in One or More Areas
4.2.00 Participate in a Realistic Work Situation in Home, School, or Community
4.5.00 . Use Leisure Time for Self Enrichment

5.0.00 Implement Career Plans

6.2.00  Hold Competence and Excellence in High Regard

6.3.00 Seek Personal Fulfiliment Through Own Achievements

6.4.00  Value Conservation of Human and Natura! Resources in Accomplishing Work
6.6.00  Demonstrate Commitment to Fair and Equal Treatment of Women and Minorities

2123 \ :
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INDUSTRIAL PROCESES
Wood
Production Strategies

" The purpose of the wood production area of DECIDE is to provide for student work exploration, individual
personal-social development, academic skill training, and perceplual-motor practice within the structured
context of producing saleable products for the enterprise. The production of saleable goods is the means for
training students in basic work habits and values. The work area is divided into sequenced sta' s, each re-
flecting a portion of the total production process for the item being made. Work stations are ideni. fled with
visual cues and each work task is adapted with the necessary prompts so that all students can achieve a level
of success, Each work station and salezble product developed is structured so as to obtain as many educational
outcomes as is possible.

Students in wood production participate in all phases.of the production process, acquiring an understanding
of the concept of mass production of saleable goods and how it relates to the many phases of a business enterprise.
A rotating station procedure, with associated maintenance duties, allows students to participate in the production
process from the initial gathering of raw materials to the final delivery of finished products. Student work habits,
behaviors, and participation in the production process are recorded on visual wall charts. S.udents earn point
for responsible participation which can bz redeemed for stocks issued in the business sedtion. Students lear, -
relationships between good work habits, high quality production work, and rewards (increased stock values).

The teacher serves as a learning manager, assisting students as they carry out the operations of the work
production area. Students participate freely, suggesting ideas for new products and more efficie~* means of
manufacturing these products.

Ce—
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1.0.00 Demonstrate Skills Cenerally Useful in the World of Work

1.3.00  Use Basic Motor Skills
1.4.00  Demonstrate Useful Information Processing and Decision Making Skills

2.0.00  Practice Effective We }¥Habits

2.1.00 Assume Responsibility for Own Behavior
2.3.00  Use Initiative and Ingenuity to Fulfill Responsibilities
2.4.00 Adapt to Varied Work Conditions

3.0.00 Make Career Decisions

3.1.00 Associate Own Abllities, Limitations, Interests,and Values with Successful Career Decisions _
3.4.00  Relate Personal Characteristics to Occupational Requirements

4.0.00 ™ Demonstrate Improved Career Capabilities

4.1.00 Demonstrate Entry-Level Saleable Skills in One or More Areas
4.2.00 Participate in a Realistic Work Situation in Home, School, or Community (Production Line)

5.0.00 Implement Career Plans
6.0.00  Demonstrate Positive Attitudes and Values Toward Work

6.1.00  Recognize the Basis of Various Attitudes Toward Work

6.2.00  Hold Competence and Excellence in High Regard

6.3.00  Seek Personal Fulfillment Through Own Achievements

6.4.00 Value Conservation of Human and Natural Resources in Accomplishing Work
6.5.00  Value Work in Terms of Societal and Intercultural Goals

. 6 ' \ 189
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INDUSTRIAL PROCESSES
Graphic Arts
‘ Production Strategies

* The purpose of the graphics production area of program DECIDE is to provide for employee {student) work
exploration, applied academic practice, and perceptual-motor experience within a production setting, to fill
ing orders for the enterprise. The completion of arders for printing materials serves as a means for employeés to
develop good work habits, practice letter identification and measurement skills, and participate in fine motor co-
ordination activities. Each employee takes an order throughi all stages of the production process to the final defivery
of a finished product. The production process is broken into sequential steps of similar complexity level, allowing
a student the satisfaction of initially beginning with an abstract task and proceeding toward the completion #fa con-
-Crete product that is achievable for even low level functioning students. 1fa student has difficulty with a basic task,

the learning manager may assist with the task step or the student may be sént to the training center to receive pro-
duction related instruction in academic or motor skills.

Students' work habits, behavior, and participation in the production process are recorded on wall charts.
Students earn points for responsible participation and quality production which can be redeemed for. stocks issued
in the business section. Students understand the relationships between good work habits, high quality production

work, and the rewards (of increased stack values). The atmosohere is a relaxed setting in which each student
works at his own level and pace.

1126~ '. 131



1.0.00 ; Demonstrate Skills Generally Useful in the World of Work

1.1.00 Use Basic Numerical Skills
1.2.00 Use Basic Communications Skills
1.3.00 Use Basic Motor Skills

1.4.00 Demonstrate Useful Information Processing and Decision Making Skills
1.5.00 Employ Useful Interpersonal Skills

2.0.00 Practice Effective Work Habits

2.1.00 Assume Responsibility for Own Behavior
2.2.00 Plan Work
2.3.00  Uselnitiative and Ingenuity to Fulfill Responsibilities

3.0.00 Make Career Decisions

3.1.00 Assaciate Own Abilities, Limitations, Interests, and Values with Successful Career Decisions
3.4.00 Relate Personal Characteristics to Occupational Requirements

4.0.00 Demonstrate Improved Career Capabilities

4.1.00  Demonstrate Entry-Level Saleable Skills in One or More Areas
4,2.00 Participate in a Realistic Work Production Situation in Home, Schog:, or Community

5.0.00 Implement Career Plans

6.0.00  Demonstrate Positive Attitudes and Values Toward Work
6.1.00 Recognize the Basis of Various Attitudes Toward Work
6.2.00  Hold Competence and Excellence in High Regard
6.3.00  Seek Personat Fulfillment Through Own Achievements

6.4.00 Value Conservation of Human and Natural Resources in Accomplishring; Yerark
6.5.00 Value Work im Terms of Societal and Intercultural Goals

-127-

Full Tt Provided by ERIC.



HORTICULTURE
Production Strategies

The horitculture area of the DECIDE program consists of several #iverse production and maintenance work
activities. Both task areas provide students with career exploration experience, apblied acaglemic: practice, and
understardings f the total development process of plant growth. The virious work areas, will liflerting mainte-
nance and pruduction patterns, require a high level of independent , responsibye behavior or fhe pamis students
and a high level of task structuring on the part of the learning manager. Strucmyreq work stations 2m-muenced
for the production phases; then maintenance schedules are established e Rt and equiipment.ass the plants
develop to 3 saleable stage. Work stations are structured &t differme il s wiey Studks". il decisions
as 1o which station they prefer, such as record keeping, miant waeermy ang ol care. | asydemh s difficulty
with a basic task, the learning manager may assist. with the task, e syudent iy e sent to vi9 'training center
to receive task related reinforcement in academic o moror skills.

Student . rk habits, lehaviors, and participation in the proawc o and maimtEmance procssses. are recorded
on wali char  Students eaen points for participation anc:quality proc. tion which < pe redeemed fior stocks
issuwd in the . Jsiness section. Students understand the relationshiips tng good weeri habits, high quality mainte-
mance and proc ucttion, healthy products and the rewards (imcreasec: st « values, €.

The tesziot serves as a learning manager, assisting and parmcip:ring with siugents as they carry out the
oerzztion of - yurk area. As the weather improves, the morticult, e sirea will expzd and involve mutdoor tasks
suEin as lanc: ~oing and gardening.

[
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1.0.00 Demonstrate Skills Generally Useful in the World of Work :

1.3.00 Use Basic Motor Skills

1.4.00 Demonstrate Usefyl Information Processing and Decision Making Skills
2.0.00 Practice Effective Work Habits

2.1.00 Assume Responsibility for Own Behavior

2.2.00 Plan Work

2.4.00 Adapt to Varied Work Conditions
3.0.00 Make Car.'eer Decisions

3.3.00 Krow Entry Level and Other Requirements for Selected Careers of Interest
4.0.00 Demonstrate Improved Career Capabilities

4.1.00 Demonstrate Entry-Level Saleable Skills in One or More Areas

£.2.00 Participate in a Realistic Work Situation in Home, School, lndustry,‘ or Community
5.0.00 Implement Career Plans
6.0.00 Demonstrate Positive Attitudes and Values Toward Work

.00 Recugnize the Basis of Various Attitudes Toward Work
.00 Hold Competence and Excellence in High Regard .
.00 Seek Personal Fulfillment Through Own Achievements
.00 Value Conservation of Human and Natural Resources in Accomplishing Work
.00 Value Work in Terms of Societal and Intercultural Goals
.6.00 Demonstrate Commitment to Fair and Equal Treatment of Women and Minorities
-129-
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PERSONAL APPEARANCE UNIT

The personal appearance unit's major objective is concerned with helping each employee acquire personal
development and grooming skills for participation as a successful worker. Students also gain the opportunity
o work and explore careers in the personal service cluster. This unit is concerned with many of the major DODDS'
career development objactives, such as learning skills useful in the world of work, gaining practice in developing
effective work habits and demonstratirg positive att.udes and valyes toward work .

The basic operation is not unlike a commercial beauty salon. The major basis for student evaluation is
on customer satisfaction and the job done efficiently. This unit operates on a referral and volunteer system
basis and periorms basic cosmetology oparations (shampoas, manicures, cosmetics, etc.). Training in care of
teeth is offered as well as quidance in the coordination of clothing. The unit has atout 10-12 customers per day;
employees work on each other and also perform a cleanliness check each morning for the Food Service personne!.
All work is on an appointment basis. Customers not only come from DECIDE personnel but “om students in other
parts of the school building. The first hour of each session is spent on individisal employee personn qrooming

and instryction; the second hour on customer services. Employees must record all transactions, and are evaluated
based on services performed. Peers monitor the quality of work.

Inventory, shop clean-up, and other basic operations are performed by the student employees.
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Demonstrate Skills Generally Useful in the World of Work

00 Use Basic Numeérical Skills
20 Use Basic Communications Skills
00 Use Basic Motor Skills’
.00 Employ Useful Interpersonal Skills
Practice Effective Work Habits
.00 Assumme Responsibility for Own Behavior
.00 . Plan Work
.Gv Use Initiative and Ingenuity to Fulfill Responsibilities
.00 Adapt to Varicd Work Conditions
.00 Maintain Good Health and Grooming
Make Career Decisicns
Demonstrate Improved Career Capabilities -
Participate in a Realistic Work Situation in Home, Schoo!., or Community
‘rplement Career Plans
Demonstrate Positive Attitudes and Values Toward Work
.00 Recognize the Basis of Various Attitudes Toward Work
00 Hold Competence and Excellence in High Regard
.00 Seek Personal Fulfiliment Thrcugh Own Achievements
.00 Value Work in Terms of Societal and Intercultural Goals
.00 Demonstrate Commitment to Fair and Equal Treatment of Women and Minorities
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TRAINING CENTER
Strategies

The concept of the Training Center in DECIDE is to provide a-place for supplemental educational activities
which is removed from the production activities. Additionally, the Training Center is the student records bank
for all special education reccrds. The center represents a contact point with feeder schools for the purpose of
coordinating home/school learning activities with DECIDE activities Involving specific individual students.

The content for the supplemental lez ming activities of the Training Center is der‘ive,g directly from e o
production performar.ce :pecifications. Measuring liquids and dry goods, computing bz-ezd feet, making change, - -
and sight vocabulary are examples of things students leam in the center uslrig the same-fhaterials as the production

setting but without the pressure of production, The method Is generally ‘diagnostic-prescriptivet training is
individualized or in small groups. | ‘

The students involved in the Training Center are referred on a basis of need for supplemental help
in order o satisfactorily perform in the DECIDE project. Their learning problems are diagnosed by the teachers *
and a program of skill development is initiated within the Training Center, o In the production area. The im-
portant aspect of this individualized supplemental approach is the keéping of timely, accurate records of the stu-
dents' progress, These provide the essential information relative to academic prograss which enables the school

‘

system to better coordinate the sequence of learning activities (example’s fol ow) .
. ' . '.. o ) ! /
The Training Center at bECIDE\is staffed by an aide who is a cetified teather, and provides services
as needed on an individual basis. The initial emphasis on production activity.created a need for s plemental
academic help. In other settings this supplemental help could be delivered by learning development specialists

and/or teachers, provided the diagnosis came from program managers and a tightsystesn of record keeping was
l' ,
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OBJECTIVES OF PRQJECT DECIDE (CAREER EDUCATION OBJECTIVES)

1.0.00 Demonstrate Skills Generally Useful in the World of Work
1.1.00 Use Basic Numerical Skills
1.2.00 Use Basic Communications Skills
1.3.00 Use Basic Motor Skills .
2.0.00 Practice Effective Work Habits
3.0.00 Make Career Decisions
4.0.00 Demonstrate Improved Career Capabilfties
5.0.00 Implement Career Plans , P
6.0.00 . Demonstrate Positive Attitudes and Values Toward Work

6.2.00 . Hold Competence and Excellence in High Regard

202
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/ PROJECT DECIDE /

Dr:*nstadt Enterprises for Career ana Individual Developmem*:

Caresr Exmloration Program
Dermstedt Careor Center J
Departmentt of Defense Depondento Schools, European -5

INSTRUCTIONAT, OBJECTIVES FOR EXCEPTIONAL STUDENTS

Student Name: \JQ\/J_\}CL N g+

Date of Birth: | ﬂie:rus-& Gy
School: -Ducm§+2§L Sc. Wiah
Grade Level: X ~
Date of Eatry: Se__{j‘" enboc I P~
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1. , -~ Pznicoallon Jection at the Dorpatadt 7o e e sy L0
s e tett :Tiomal enviroament within vhic - TS way 2 X

0 <L oy T ewnlora +t» werld of work throuy: A TEIVE pEPELI{RRT tien
in . o oaee oomims huslmess enterprise.

® Incu-irial ProcessEs, Ar-;riouhturc/ﬂcrticulture, ard Busimess Maragement.
The rrimapy fuBctiers of students pelate to participation zas wembers and
per—-ual, woeiald and academic skills development &g these skillzm: relkate
co cozir woek positions. .
geaF° Fanctizons imclude the manageinent of viable comoonants oF w:u hus-
inas:s. ampesssesic of individual student needs, and assignment r™ swudents
to trehn appPwprrinte to their assessed nceds.

b

ATCIRT peneseies posds and services in four major areas: hemar . OlGEY,

~hins lnoklet contains a listing of the obiectives which serve i=s thee edurmatiommil =
foamevor: of DECIDE.

-~ TnAtgiduea) prowth of eath student is measured in referente to these

BEURS EENEEN £ i d1] e .
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EVALUATION

low High
PT.P..'-}GN:'\'[_.’:_ SCCIAL, &HD CASILLR DEVELMDMMNT SKILLS
1. Demonstrates a capa'city to share with others. 1f243 & 5
< L{M I N :../,/—-_
2. Recognizes and praciices good manners. 1@,’@; 5
C-L bodee. Lo o &t .ft ' '-:—,'w
3. Recognizes the need for mi:ts im a work situatisu:. 1@ 4 5
. . . s, 7
4. Practices self control om the job. 1@; 5
- "’"“
5. Can accept and follow directioms. 1 /u [
6. Can work cooperatively with other=.. @f ﬂi"a""' S
) . ]
7. Can lead others in completing a task. 1Y In s
., v
8. Is realistically aware of his ski’ls and talents, (2;@2,
9. Can make decisionz and accept responsibility for Y
ig ig; e ! PN
hic/her decisions. L C.I/Qi'q 5
RECEPTIVE AMD EXPRESSIVE LANGUAGE SKILLS
. e
1.1Is able to follow a set of spoken directions. 1 @‘;5
2. Can give diractions vocally. 1 @js
3. Can receive telephor{ic messages. . 12345
4, Can initiate telephonic messages. .12 3nu:s
5. Can initiate verbal communication essential to a
vork task ( take custome= orders, receive visitors, ) PP
explain proceduvres, etc. ) ]'L2Z3 i‘,l‘;' 5
Ol e hold SALR0S
7 -
6‘:1.,«..‘.. gz‘d 961 v (g...
,4
R AR "‘.(",-;.'« f:,., ."..,-&_./
- ~140- ,
) - >
oo Faptez Posenad Grpaito. ]




PEADTNG SWILLS

1. Can
2. Can
3. Can
4. Can

5. Can
one

6. Can

recognize all letters of the alphabet.
rcad the basic word list.

read the names of the months,

read the names of the days of the week.

read the names of the numbers from one to
hundred, plus thousand.

read the following: own address, parent's names,

telephone number, own name.

7. Can

read the names of objects nommon to the Human

Tcology sector(s).

8. Can

read the names of objects common to the Business

Management sector.

9. Can

read the names of objects common to the Industrial

Processes sector(s).

10. Can read the names of objects common to the
Agriculture/Horticulture sector.

HANDWRITING AND SPELLING SKILLS

1.Can write all the upper and lower case letters.

2. Can
3. Can

4. Can
one

5. can
6. Can

7. Can

write and spell the names of the days of the week.
write and spell the names of the months.

write and spell the names of the numbers one to
hundred, plus thousand.

write a complete sentence using basic words.
write a simple letter and address an envelope.

complete basic business and order forms.

2_'-Q41— o a
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EVALUATION
High

Low

DIfTI MERY SXILUS
1.Co0 seauence letters alphanatically. 1
2. Can sequencé verds alphabetically, 1
3. Can locate Qords in a dictionary. 1
4. Can use the dictionary to determine the correct vay

t5 spell a word. 1
MATHEMATICS
Numeration: °
l.Can write from memory the numerals 1 to 100. 1

2. Can read key number words: one to one hundred plus thousand. 1
( see also Reading Objectives list )

Addition:

1; Can add sets of one through nine. 1
2. Can add two digit numbers without carrying. 1
3. Can add two digit numbers requiring carrying. | 1
4. Can add a three digit numeral and a two digit numeral. 1l
5. can add two three digit numerals; . _ 1
Subtraction:

1. Can subtract sets one through nine. 1

2. Can subtract a one digit number from a two digit
number without borrowing required. 1

3. Can subtract a one diéit number from a two digit
number with borrowing required. 1

4. Can subtract a two digit number from a two digit number. 1

211 - -

1. Can imltiply using one digit in the multiplier and
' two 'in the multiplicand. _ S 1

Multiplication:

N
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EVALUATION

“Low  High
Division:
1. Can divide with two digits in the dividend and one
digit in the divisor. 12345
Fractions:
1. can recofpize one whole. 12345
2. Can recognize one half. 12345
) 3. Can recognize Bne fourth, two fourths, thtee fourths. 123485
4. Can recognize one third, two thirds. 12345
Decimals:
1. Can w?ite tenths in decimal notation. 12345
2. Can write hundredths in decimal notation. 12345
' ' MONEY
+ 1. Can match dimg with its equivelent coins. 12345
2. Can match quarter with its equivalent coins. 12345
3. éan match dollar with its equivalent coins. 12345
4. Can make correct change using U.S. coips and bills. 1233535
5. Can recognize money amounts in written form. 12345
6. Can recognize money amounts in numerical form. 12345
“
2 ,
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EVALUATION

Tow  High
VEASUREMENT
Time and Distance:
1. Can read hours and minutes from a clock. 12345
2. Can correctly use a calender. 12345
3. Can follow a simple map. 12345
4. Can interpret a simple diagram. 12345

Length:

1. Can measure the length of an object in whole inches.‘ 123485
2. Can measure the length ©f an object in whole centimeters. 12345
3. Can measure the length :of an object in whole feet, 12345
4. Can measure the length of an object in whole yards. 223485
5. Can measure the length of an object in whole meters. 12345
' 6. Can mecasure to one half inch precision. 12345
7. Can measure to one quarter inch precisior. 12345
Volume and Weight:
1.Can measure using teaspoons and 1/2 teaspoons. 12345
2. Can measure using tablespoons and 1/2 tablespoons. 12345
3. Can measure using cups and 1/2 cups. 123485
4. Can measure using pounds. 123458
5. Can measvre using ounces. 12345
6. Can recognize that 2 pints equal 1 quart. 12345
7. Can recognize that 4 quarts equal 1 gallon. 12345

<
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INTAKE INFORMATION FOR EXCEPTIONAL STUDENTS
AT

Darmstadt Career Center

- NAME: To# Ja 'ngi 7 scapou_Da,rm SM H ‘ﬁ“l
GRADE: 4 BIRTHDATE: li’_éinoms PHONE: b 263 &

FATHER'S NAME: ;’MJ Ia% DuTy PrioNe: Dy 2P
| - (Hather werks )

MEDICAL INFORMATION: (Determined through parent interview and medical <
records.) '

‘ Glasses:: Yes No_& : o Diabeies:. ALQ
Medication: ___AJp Epilepsy No
Hearing Devices;-__‘.ll , Allergies: d 4 ‘t ‘
Physical Handicap A)a \ Special Diet #_L

Other: et

EXPLAIN:

S 214
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CHECK AS APPROPRIATE:

[X] Parent referral without records:

Eg Permission for assessment and placement is on file.

Student course schedule enclosed.

E Formal Assessment begun ¢/ AMK«SC‘ /977
To be compietesd by :

[:] Parent referral with supportlng documents:
[:] Permission for assessment and placement is on file.

D Student course. schedule enclosed.

D Program review. date:
[:] Referral from staff or community personnel:
A

Permission for assessment and placement is on file.

Formal assessment is completed and. educational
plan enclosed.

Student course schedule enclosed.

00 g

Projected review date:

Counselor:

Date: 20 4¢,‘¢/¢u;é s

-~

Note: Please send this information to DCC with the student

at ;east one déy p:ior to sending the new student.

215

~ =146~




