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ABSTRACT | f v . |
Pivided into tvo parts, "this docunent provides

guldellnes for planning perfcrmance-based instructicn. Part 1 deals

with the general elements of instructional planning--those decisions

» .which shopld b€ made before a lesson-plan is written..The following
flve chapters are included in part 1: (1) Introduction to .

f*'Instruct&onal Plannihgé (2) Planning for the Teaching, Content: (3)

" Planning for the Structure: (4) Planning for Student Experiemces: and
(5) Sequencing the Instruction. Part 2 provides infcrmation on ¢
deveﬁF ing lesson plans and is divided into the Yfollowing chapters:
(1) damentals of Lesson Plann*rq. and (2} Sample Lesson Plans.

This.guide is intended as a basic reference fot teachers, as a

resource text for.use in inservike workshops, or as an instructional
xt that can be used wlth modules for" individualxzed instructlon.
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7 v se decisions which should be mad
 lesson plan is written. Part Two deals more specifically wi
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" As a member of the Vocational-Technical Consortium of States (%\'ECS), Alabama
vocational education has access to the many research-based catalogs of occupational ddta.
- Those catalogs contain the basic, validated data for b . performance-based
programs: - disy -areas, Stasks, performance objectives, criterion-referenced measures® and
performance ‘guides. Occupational -data from other sources are also available. But such data
are the foundations for performance-based instruction, not the end product. For between
the occupational_data and the student is a wide gap. The bridge across that gap,is she
instruction itself, the actual lessons. With

cti out them the occupational data are of little
to the students. = v : | ‘

uilding current

¥

d lesson is not something that just happex{s;\'it'_ is an
event, an experience that must be carefully and systématically planned. This publication,
therefore, deals with the ‘planning of performance-based instruction, Part One deals with the
general clements of instructional planning, thQ e before a :

th lessonplans. = coe

- Written to enhance the efforts in performance-based instrucgiqy in Alabama vogational
education, this publication can serve these purposes: :
. - . . . -
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As.u basic reference, it can help tegchers whonged review irtthe fundamentals of
instructional planfiing, - : S e S
. -~ - ! . . Lz .l 'Y [ ' . - - .. ':' .
' e " As a resource text, if can serve both facilitators and participunts in in-service |
. workshops.” ' : : R o o
e As up instructional text, it can be used with ‘modules for individualized
instruction. " ' . *
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PART U’N‘E‘ - ELEMENTS OF lNSTRUCTIUNﬁLPLANN!NG

) .
-

-

Instructlonal planning is essentially a process of makmg decjsions abont ted& ung,

- Assuming that you have the performance objective toward which you must teach, there-are’
- .some important decisions you must make before you'put your te..u,hm&, pidn on paper.

From your ‘own knowledgé and c¢xperience and th\. necessary research. you must mdke

| decnsxons to-answer these questions: ‘ /

®  What skills and knowledges must be taught? In order to achieve the performance
objective, the students must be able to DO certain thmgs and they must KNOW certuin
things about what they are doing. This requires that ‘you decide on the teaching content.

those specific skills d.nd knowledges which support the psrform‘mu: objective. .
[ . .

-

o What structure or framework wm hold the content togathur to make it prcgresswe
and meaningful? The §tructure, ih terms of student achievement, is the enroute or in-lesson
ObjLCtIVES which  support each performance objectwe Ca Tfud major steps .or cnabling
objectives, such enroute achievement checkpdints' will serve as def‘mrtc\steps toward
reachmg the performance objective..

¢ What experiences will best. facilitate Jearning the skills.and knowledges und

meeting the objectives? Since performance-based instruction emphasizes student-centered

instruction, you must decide on those methods and media which can meet the ledming
needs of the students ' ' v e L

e« ‘ . , . ‘ LY .

How wa you organize the lesson?  In order for the Iesson to be effectiyve, you

mé:st‘deude on the sequence for the teachmg content and the learning experiences.

~

Those deusxons which answer the.above questxons are the. eIements of mstructmnal -

pIannmg Part One covers them in these chapters: , ‘ o
L Intmductmn to Instructionak f;iannmg
‘2. | Plannmg for the Teaching Content : .’
° 3. Piamung for the Stmcture
| 4, Planning for Student Experiences

qun_e_ncing for Instruction |, o

.Y N

?
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| CHAPTERT - A .
S mmunucrmm TO INSTRUCTIONAL PLANNING » v
If one .observes a skilled, effec.txve teacher’ in operation, it is ea:y to assumre that the -
teacher was ‘‘born tc teach” and: theretare does what comes naturaliy For example, 2

- everything presented seems to fall mto the right places. The ‘teacher says and does the right f .

things at the proper times. Questxons and problems are dealt with as they arise.. Students-

“know’ what they are doing, and they dm it well. The materials are available when needed'and -
-just-seem to fit into place. Objectives dre met, and the students seem motwatcd In fact, one

is likely to conclude, “Timt tLﬁLhLI‘ has 4mved TeaChing is a sngp.” But further: S
consideration” will often reveal that what was acc.omphsheq with such apparent ease &vas .
actually the fesult of some conscientious thought and hard work. That tedcher who scems

“‘born to teach”™ can PLAN u lesson as well as teach it. One of the keys to effective teaching

is good planning. - . o S Raty
- . . [ . . ’ ’ s i ]
As an introduction to. instructidnal planning, this chapter summuarizes the major
purposes of planning, includes some. bdm assumptions which should be made before
pldnmng, begins, .{_nd previews the major d;usxons which make up- the plmmng process.

‘__l .

PURPOSES OoF INSTRUCTION?AL PLANNING | : .

The ultimate purpose of instractional phmmng is to desu.,n performance-based - ' )
mstmctmn which can 'bridge that gap between the student and the job. tht more:
speufmaﬂy g,ood pl‘mmng endbies the teacher i in each Iesscm to: . _ o+ )

bt . ’ ‘ ’ - '
L Teach toward s’pecxﬁ;:. Qutcomes.

~ & Contribute to ?uden‘f motivation. .

~® Conduct the lesson in an organized, orderly sequence

¢ -

» I:nsur; that ail neu.ssdry skills and knowledﬁ.es ar¢ taught.’
e  Mauke the best use of equipment unii materials,
® . Provide meaningful activities and ex periences.

- o

L (Tg{lduc;yer_formunc_&based evaluation of student achievement. , o
- BASIC ASSUMPTIONY' ., o,
[nstructional pldnmng mu:t have a foundation in the course or pru&,mm struuta ¢. o0 "

T}mrdor; when the planning pmuss begins, we must &bbllﬂh, ﬂl; io lowmg, Londmom

® The course structure hus alrcagy been -deterfined~ There should be a voudse  *

oufline or similar document which, among other things, identifies the approved L(,)ﬂttﬂ( in .
terms of the units to be covered. : :

-4
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. The tasks or ‘.ompetenues to be developed should ‘I;&ve been xdentxtxed and

: reﬂeeted irf the approprijte ‘umts of the course outlme SR . B

. -
' ~ - q‘ ] *

L Perfommm.e ob}eetxves should Imve béen wnﬁen or seleeted for eaeh of the tdsks

. or eompetenues ' -‘ S s ‘ .

If those LOIILIIIIOIIS‘L’X,ISI tﬁe planning for instruction can begin. Otherwise, the’ course

of study, curricutum guide or other documents must” be developed before lessons cari- be

pldnned I - , :

N

o PREVIEW OF PLANNING DECISIONS , .
A wmten lesson phm is a result of several deusxon«makmg processes Part One deals
with those decisions. In order to facilitate the use of Part One as a resource text, thxs sectx(m

stmmarizes the deusxons discussed in chapters 2 through 5. This will make it easier for those

«

‘who use the text for reference to select speuhc chapters ac.;.ordmg to speuﬁe ,needs

" PLANNING fgn THE TEACHING CONTENT L . S

m .

. ObthLtWﬁ!b nmy be written fo

—

Smee the teacher I‘nﬁ:st plan. WHAT TO TEACH it is necessary ta detcrmmse .

skills and.knowled&,es which support ghe performance ob}ectlve e

*.

= The skills dnd knowledks are the, * ‘meat on the bones whxeh make up the actual

te.xehmg content of each performance dbjective. They are the procedural steps which must -

‘be explamed and demonstrated and the essentxal kn,owledgus'whxeh must be presented
. : Oy

" Chapter 2 mdudes mstruetﬁms on, how tc determine the, supportmg skxlls and -

knowiedgﬂes for the teddxmg content. ‘

PLANNING FOR THE STRUCTURE
F] -~ 4 .

In order for u lesson to mdude progressive steps ‘toward dehxevement of the
performance objective, it myst hive someé structuring framework. Such structure is provzded
By planning and writing the %mbbﬂg (in-lesson) objectives or major steps These structuring
both skills and knowIedges to serve as ip- -lesson Lheckpomts

.~ Whether written for skills «or knowledges* enablifig objactives provide the nuror
checking pomt% for assessing student dehxevemenI and progression. e
' ~° ]
Chupter 3 c.cntmm mstructxons on how tp prepare enablmg objectwns or major stepq
for,lesson ﬁtrncture SR ) _ .
, . . R . . B

PLANNING FOR STUDENT EXPERIENCES | -;

,

[ ad

In performanee -based instruction, the students become active partlcxpdnts—the}’/ edrn
by doing, by becommg involved in meaningful,. skilldeveloping activities. Such
activities—reading, observing, Ixstenmg.,, practicing, solving prob'lc.ms, LompIetmg pro_;eets
etc..~must be carefully planned as appropnate for edch Tesson.

.

~

~




- SEQUENCING-THE lNSTRUCTIGN

A ]
»

In order for thoge experiences to be most effective, the teacher must plan a format for

- them, The lesson format is the method or combination of methods for providing the

information and facilitatipe the student learnimg experignees. The teacher. therefore, must
decide and sefect . from such methods  as explanmon/ discussion,
demonstration/performance, directed study; laboratory assxg_,nments individualized
instruction, angd other methods. . ‘ ‘ | :

It is also necessary to select and plan for those media which can be used to transmit
teaching-information and support the fearning experiences through application. practice and
perfdrmance. Some examples of media to be selected are printed Thaterials such as
textbooks, manuals, handouts, information sheets and task sheets: graphic materials such as

' Lhdrts diagrams, schematics amd ‘photographs; audiovisuals such as films, tapes,. TV
Videotapes, ﬁimsmps slides dnd transparencies: and.actual objects such as tools, supphes‘

a;ul equipment. * ‘ .

L3 & -

(hapter 4 presents guidelines for the sclectson of all such student exp;rxemes, ,
mdudm&, both methods and media.

.

' , . : o : : ‘ :
An wifective lesson must be presented in a progressive, orderly sequence so that each \
step properly relates to the other steps and contributes to achievement of the ubjeatwe

~ Chapter 5 prgsents basic approaches to segftencing and some gu:delmes on how to use them

-
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” PLANNING FOR THE TEACHING CONTENT

« v . ]
' . -

One of the major decisions to, be made when planning a lesson is the content oflthc
lesson in ternw. of specific skills and knowledges §hapter 2 dedls with how to determine
those skills and knowledges for teac.hmg Lontcnt o '

DETERMINING THE SKILLS OR PROCED'URAL STEPS

A cony_ﬂent and pmctxcal method for plannifig the skills to be taught xs to analya the
perforinance objective and determine the procedural steps for*doing it: Such proc.cduml

steps, when determineg, serve these xmport.mt tunctmhs : O 4

. o "~ They provide the basic framework for the ' teacher’s explanations and
demonstrations. When organized in the teacher’s lesson plan, they may be accompanied by
the necessary teaching points for complete explanation (why it must be danc a u.rtam way,

‘how fo-do-it expl.manon what. happens when not properly dO&L ete.).

®  They help to establish the sequence tor the mstructson ' S
° They become the basxs for student pructlce and.performance, s

® They fecome-the basis for writing job shcets task- sheets assxgnment sheets and
other xtems of student materials used as media in support of the lesson.

' SOURCES FOR PROCEDURAL STEPS

R &
~ -

Basu.xl!y, there are two sources from whxch you can derive the procedural steps, a
completed task anal ysis an.d a task breakdown. : .-

CQMPLETED TASK ANALYSIS. 1T a-task : analysis has been compkted An detax the
procedural steps wxll be listed under each major step or task element.

TASK BREAKDOWN. If a task ‘malyﬁs contains only a listing of the major ¢lements,
then you should_break each element down mto its spetific progedural steps. Here is ana

example of how each- element in a task can be broken down intd its procedural stepse

TASK: Prepare checks for payment
' . <

-

'PERFORMANCE OBJECTIVE: Provided a blank. check for student use and information
concerning daté, payee, drawer, amount, previous depos:ts and ba]ance and checkwriting

guxddmes. prcpare the check and stub without error,
\ - ( : ' .

ELEMENTS: B . e |

£

<

-

M

- - ~ i -‘ . /
Analysis of this task results’in two distinct elements or subtasks: * - :
¢ 7
.
B I
¢ -
11
. L]
> 2N : N



- 1. Fillin check stub .

ta

Writg the check’ .

PROCEDURAL STEPS: [ = ' ( . S
- . . . . . . - . .
. . . ) ‘ ~ -
The spevific, how-to-do-it procedural steps for each of those clements are as follows:  * ‘ ¢

- - 4 ) ’ ‘ . .
. i € ' . : .o . “ . , .
f.  Fill in\chcck stub. ) : o . : . A P s

an

W
.

Make sure balunce is up-to-date. R : ’
Re{ord deposit. - '

.Total previous balance. ) S - S x
Record amount of check. & e o ~ . .
‘Subtract ang record new balance < _ ) ) o

a
b
. c
) o d.
e
f Record balam.e on next c_heck “stub,

tu

Write the check. e . ‘ : L S
Write check r.mmbex' if not prenumbered. = oo , ' «
“Write date on \g/meh Lh@ck is being issued. , '
Write the payge ’s name in full. _ ‘ \ .
Write amount,of check in figures. | .
Write amount 1 words

. - Begin at extreme left ‘ : . .
. o L : (ﬁ Separate dollars and.- cents with word ‘and” o ‘

a

b
. C.
d

e

L]

AU €

(4)
- (9)

Write cents as fraction Qf 100 I . N
Diaw line from cents to “Dollars™ ) . ,
For amount less than $1, write “only - cents™ _ o S — -

. < M . : Co- N <. ¢
. . -
. . .

. -Here is. another example, to.'iiiustyate how a task has been broken down into its
procedural steps: - o L e : .
e | i . C :
~ TASK: Clean, gap, and test spark plugs _ : s
" PERFORMANCE OBJECTNE: -

4 S

. the manufacturer s spemﬁcatxons and pgoced

“ . . . . . »

, o 1. Remove spark plugs.. R : T ‘
7 . . " a.r Remove spark plug wires. « ) . | '
‘ b. Loosen spark plug. ‘ : .
- e _ o ¢, Clean area around plug. T ) L oo —
R v _. & Remove spark plug from head. ) : | ‘ Yo ‘
: ~¢.  Remove gasket. ~ _ ‘ _ oo
. T J - + i - . ‘*
' ) . . v
L) - , . t
Y | £ _
> ] pa- 1 o .
P f
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eiement in the correct performance sequence, L , y
'y D '

- \}‘ . . ‘ b . ! i N
\ PR , - ,
- v -
. . . ‘ . : 0
‘ © 2, Clean spurk plug, - | o - . C ‘
. &, Use cleaning machine, S L. , ‘ “ .
. b.  Clean with compressed air. o - ' e o
« e Clanwitfie,. v 0% L S
‘ d. . Clean with wire brush.. e ] _ - -
A o E Setsparkpiuggdp " AR - ) T _'
. &, Look up spatk p”iuggap,m manual, . L LS T,
e b Use gauge to check gap.~ . % - . ' | et :
- . b Bend ground eIectrode to Open or close gap. ’ T
. , . . PR . -~ . . .
. : e 47 Testspar};.,pug,s ' ST e R ‘
© .0 - v oa Useegting machine. - A L -
® b, Determme efﬁuemy S e
. ) SN ' . i 4
) ,5-. Install spark plug,s C R oo BRI
S 4. Coat threads with enginé 011 B T s s
_ ‘b Installinhead. - N
- ey Torque to specification. © "‘. N
T EL 'R.ep ace pl ug wires in proper order; ‘ B : A
“‘3 , The tolLowng afe some recommended proc.edures for domg a task btedkduwn

‘®  Self: know-ledge and expertem_e The best place to start is th.h your owp
know}edge of how each element is performed. Write the proeedurai steps under deh

e ¥ References. You sllomd never rely entirely on your- owﬁ’knowh;‘ige of how an-

.element is performed. Instead you should consult the most current relmble SOMICes -

‘ aVaﬂabke stich as_manuqis textbooks dﬂd handbooks.

»t

;oo e IntemeWs This third proc_edure serves somigtimes as a primary souree and is also

usefwl to va 1d4ie or revise a breakdown derived: by one or both of the previous preeedurts
Go to gther mstruetors supervisors or workers,and abtain mtormdtxon‘n both the content
- and’ sequence of each eIement breakdown ' . . A L.

» 3

~

DETERMINWG RELATED KNOWLEDGES

2 -

For many tasks, there are certain impertaint knowledges which must |

e .taught in.

addxtmn to the ¢xplanations and. demonstratxons of task procedures. They are referred to as

related knowledges because they relate to and support the pertormmee objectlve Some .

exampies are ter@nol’ogy safety precautions, reasons for doing a "tadk, essential theory of

o ™ qperatxon and ’nomendature of equxpment ,
o . 2l

' GI:NERAL GUIDLLINE& FOR SELEC’I‘ING RELATED KNOWLEDCES

" Here are somevspemﬁc guxdelmes to help you decide whiich knowkdges ARE essex1ti_51.

®
- - .

® The anwledbe :s essentml to safety. This includes safety precautions pertaining
to the student, precautions necessary Yo prevent damage to the equxpment and precautions

necessary to safety or well being of the patron or emtome ) ‘
\ - - - ‘
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’ 7 e The knowledge ™ is necessary  to prepare the student for job decisions er
. . contingencies. For c-wmpic in cosmetology, it is necessary for students to know w lm, 1 t'ypg.

‘ ~ - of xhdmpoo to use for each hair condition. : : , +
- ) ' ®  The knowledge is necessuary to orient the student to the task. Some ammpies of
' this would be why a tusk is performed and the dxff:,rent conditions urder wlmh xt m:g}lt be

requmd : . ) ‘¢ . ‘
. ‘ E ) » P o 4 .
e @, It 'is necessary to te&gh some theory or operatmg, prmcxpie PrioE - to tm dSl\ "
' pcrmrmdmc - - Co -.‘:;? . : .
: OUR( S FOR RELATED KNOWLEDGES - v, ;
. ‘ : <+ - ‘ . Y | '
~The common saurc’es for denvmg ,outlmes of related knowledges are as t‘ollows:' :
' . - t ;_'. . A
4

e . Sclf- I\nowledgas or experrence Sxme you alrcudy have. a bac.kground in" the

suh_;u.t matter with which you are working, you can proceed with a tentdtive analysis.’

. "Remember: Do not be satxsfxed thh your own analysis: you shuuld confirm dﬂd revise it
' =+ Dbused qn information from other sources. . : |

D e Rcscmh If you have made a tentative andlysxs based on your own background
T research-may be the next source. You can refer to cutrent printed data such as manuals,
s textbooks, and other prmted sources. :

Y Subjcct matter specialist review. If you are not satisfied with the related:
knowledges you have determined from your own expériences and research, you may consult
other experts for review and necessary corrections. Use other mstructors supervxsors and
workers as your subject-mdtter speualmt

.. «

"EXAMPLESOF RELATED.KNOWLEDGES‘.. | o ,

- The following are exmn,pies to show how reiatcd kaow}edhes have been selected’ ta
SUPPOR’I the rcspectwc objectxves ' . -y
[ N ' - ‘ . " - N AN | . .
+ TASK: ch are checks for payment
S . . ™ " PERFORMANCE OB)EGTWE
Provided a blank check for student use and information concerning date, payee drawer amount, - .
. _prevmus depusxts and balance, and checkwriting guidel mqs prepare the check and stub without error. S
f \ ) ) . ‘ . . ) . - o
| RELATED KNOWLEDGES .
I.  Terms pertaining to checks : . .
a.  Check- written order from depositor directing bank to pay specific sum of money to
one named on check - ; . .

+

b.  Cash - coins, paper money. Lhe&.k\ money ordu and money deposxtcd in bank

-

, Currency - paper money
.o d. Signature card - card filed by bank to show who is authormed to mgﬂ cBeck tor the )
- : ‘ , actount :

¢.  Depositor - one in whose name money is placéd in the bank - e,
f.  Drawer - the depositor - h

. B ’ o+ » .
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S . 8  Drawee- the bank . CT : i .
.« ¢ . h. P.syee the one who recewe; the check . ) ’
‘ 2. 'Parts olff. dxec.k A R \f e e _
~ 4. The stub or source dowme‘nt . ' . o B
- ' ;'. - (1)~ Check number and amount .~ - .. - - PO
i ‘ , o "(") Date S . Y T
) {é) Payee . B o Tt
' "f\ « (4} Reasan for payment . o S R
o Co ,& *(St' "Balance brought forwmi e ' - . ‘
. ST - (6) Deposits- - " 4 _ - S
g . : (7). Total "~ - R A . o P
t‘ _ _ R (8) Balam,e I'ess check : : A _ | L.
. ., b, Thecheck S
A .t (1) Check number o N
‘ . (2 Date . e
« ' {3) Payee - ‘ o
-(4) Figure amounh T _ e .
(5) Written amounti t , %
(6) - Drawee” - *3,“ o ‘ ¢ » o N
(7) Drawer _ "“‘ o - E
N (8) Signature - A A o ‘ §

(9 ABA numbers ~
(10) Magnetic ink character

»t TASK: Clean, gap, and test Spark plugs
." D o
. - PERFORMANCE OBJECTIVE: -
’
K . to the manufacturer’s specifications dnd prmedures _
1 RELATED KNOWLEDGES | T e

-F1.  Spark plug composition
- (a) Procelain . ‘
N Insulation ‘ o
{2) Heat dissipation ,
1-(b) Steel ot o~ L
S (0 Centerpart ‘ : ' ‘ -
‘ . (2) Base - ‘ o . :
' 2. Spark plug components ' s - i.
e (a) Terminal ‘ . o - :
(b) Seal : ‘ - ‘ ' . _ §
(c) Insulator _ ‘ ' . ‘

o

(e) Flats for wrench

. () Seal '

o - ‘(g) Shell.
SRR ) ‘Gasket seal .-

Given an auté:ﬁmbxle needing spark ;plix‘g sgrvice, and access to the appropriate tools, e:’@xipmem .
and sérvice manual, clean and gap the spark plugs and place them back into the automobde accogding

o @ Rb T -

&

Sl
al :

s



-
-
~
e
o
v
. »
.
'
-
~
)

O

ERIC

144,

o

PAruntext provided by eric [REEEN
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x
(i) Center electrode
~(j) Threads
.- (k) Sideelectrode
() Gap,
N\

L} jiSpa'rk plug conditions

: {a) Qil fouling
-~ {b) Gasfouling -
' - (¢) -Burned or overheating
+ (d) .-Normal conditions .
- (¢) Carbon fouling +
- (fy Silicone deposit
(g). Splashed fouling
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ABBREVIATED ENABL[NG OBJECTIVES FOR TASK ELEMI:NTS '\iAJOR STEPS

One form ut gn.xlﬂm; objective whigh is wxdcly used is uan autmn smtcmcm of the task’

clément or myjor :tcg \\re refer to this as abbreviated because only the behavior is stated.
Each task (and pextormdﬂcc objcctwd is usually divisible into two or more major stepss

which, when performed: 8 sgquence, make up the total behavior of the perfoymance :
objective. For example, t}m tugk’, “"Give plain shampoo™ ‘may ‘be divided into” these major .

stcps or Jbbrcvmtcd Ob_ICLﬁV(A. -
\ Muke preparation fox"f’;";jh;impou. . ; )
) Prepare the patron‘ for &ha;}‘xpc)u.y e . , L
' | | o . J

Give first application of shampoo, . - ¢

~Give second application_tif'lﬁlnrnp:oo. E .
Partially towel dry the hair. o . 4 e
Another task, “Bend copper tubing witli spring bender™ could be divided into these m;xjdr
steps: v

.

[

Prepare the tube for bending.

Bend ihe tubing
PURPOSES OF MAJOR STE: PS

“ When properly :.mtgd as actrorr Statemcms major stcps bcmmc the enroute ot etmhimg

ObjL’L'{IVLs As smh they serye these purposes. )

‘@  They establish major checkpoints for the lesson As thuy ICdLhM nujor step,

students can practice- and perform before- pmgmwng ‘to the next step.<Fhe teacher can .
evaluate performance to determine those who. have mastered the step and those who need -

extra practice or remedial instruction. When such a system of interim checkpoints is
applied, the teacher can expect students to achieve the pexfornmme objectives without

unreasonable difficulty because they have mastered the steps-one at a time. .
’ “ : ! .‘ § ) . . o : . ..
& 1:5 “. . . \ . b
. . . A ‘ , *
. 1 7 | . E

Sxme pcrtorm.mu., -based insttuction is progressive: in nature, each lesson :huuid have -,
some interim ;ml'm.vcmcnt or ¢ xukpomts Such checkpoints withjn the Iuson are fefotred .
to as- cn.lblmg objectives. Chapter 3, therefore, explains Haw to phut and wette them. It deuls
with™ two - kinds"af - exmbhng objectives tor. task Llcments and twu I\mds for Lcmu;\,

e
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[ ] They provide ’m Dasis and stru;cﬁnre for specific_activities. Since the lesson
pertaining to an entire task might’ resuire several hours, it might be desirable to build an.

activity arouwnd the mastery of-a task eIemenF In that way, both teachers and students have

a long-rénge qgbjective (.u,hievgment of a 'task performance objective) and short- term’

objectxves (ma,;or steps or enabling objgctwes‘) S . . :

CRIT ERIA FOR SELEC‘TING MAJOR STFPS

The following guxdclmu will help you deud: whxc.h Lomponeﬂts trom a task dn.xlysns or
bre.&kdown qualxty as major steps, . . S, - .

=
-

L A major step is a mednmgful d&.tl\’lty, meaningful in the senise t}mt it is a compktc,

task element which contributgs to performance of the Lntxge’fdsk The previous example;
~ “Prepare customer for shampoo™ is a meanmgful activity btcause it represents,a Lomplete ,
- element of the task “Give plain shampoo.” But “Remav¢f pins from hair” by itself isnot a

N

mumngfu} stiVlty‘ it.is merely a pmudum stnp

-

R
- .

\C - A major step is made up of a séquence of procedural steps The previous ex:rmpk . -

“Frgpdre patron for shampoo™ quahﬁes as a majQretep because it can be broken down into .
. ‘more speuﬁc. steps u%udlly done in sequence such as this Lxdmple

Greet and seat the patron. : : .

L 7
- Ask ‘patron to remove neck or ear jewelry and glasses.
Drape the patron. T | , _ .,
Remove, all hair pins from halr. -~ - - AR

“
.

. Examine condition of hair and acalp

e It xepresents a major checkpoint in’ progression tewazd the next step. Sxme a
major step is a medningful activity made up of procedural steps, it can be learned, practiced
and mastered by the students Upon mdste:y, the etudents wa be ready to move on to the
next step. :

® It can usually be explained and demonstrated as a meaningful entity. As explained
previously, a major step often bemmes the basis for a major part of the lesson. When
evaludting a major step according to thig guideline, it is helpful to dSk “Could I build a

- meaningful activity upon this step?”

-

® It can be practiced and evaluated in a meaningful setting. If a step does not Tend
itself to such meaningful practice and evaluation, you sliould question whether it is mcrdy a
proc.eduml skill instead of & major step.
fos

GUIDELINES FOR WRITING AND EDITING MA‘JOR STEP STATEMENTS

Major steps should be written as complete action statements, Here are some guidelines
for writing and editing them. ’

'RULE- 1: USE ACTION VERBS'TO CLEARLY SPECIFY OVERT, OBSERVABLE
BEHAV]OR. A simple way for doing this is to imugine that one is telling the students to do
the myjor step. If, for example, the teacher has explained and demonstrated how to prepare

\ .




.

the patron for g4 shampoo, she (ha) would not tell the students, “Beuible to prepare a 'putrmi

for 4 shampoo,” o5 **Know how to prepare a patron for a shampoo.” Instead she (he) should =
Ssimply direct them to “Prepare the patron for a shampoo.” !

LA ©

RULE X QUA'LIF.Y THE STATEMENT BY INCLUDING THE OB_.IECT-. The action
verb answers the question, "Do what?” The object answers the question, “To what or
whom?™ Consider these examples: . ) e

-

'. . "

° o 2/ - o . | -y T )
‘= ‘ . Actian Vérbs o . . Objects
(Do \:‘,"b‘dtﬂ P N © . {To What or Whonty~ -
S e Bend _ ‘ i L copper tubing < N
. . . ' . i : . i . ) .
‘ . Prepare <™. ' . . patron
) ‘ '__‘}f : . . .‘ ] _ _ . \
. Change ¥ . Y ' tire .y
. A S ' o IR W ¢
. Replace - ' e - . o,

JRULE 3: (When applicabley) IT, IS SOMETIMES NECESSARY TO WRITE A
SFATEMENT WHICH NOT ONLY ANSWERS THE TWO PREVIOUS QUESTIONS BUT

~ WHICH ALSO ANSWERS A THIRD: “TO WHAT EXTENT OR FOR WHAT PURPOSE.™

Copsider the following examples: .

.

,\ Action Verb ' Object ‘ o -0 Qualifier ‘ ' :
\ (Do What) . ATo what or whom) . " (For what purpose. to what extent, ete.)
\\ S ———— ) —————t ,‘_ | ) - .
1. Prepare _ - patron - ¢ or shampoo
\ _ e | i K
\ ' : _ - :
- Bend ! . copper tubing : : to 459 ungle
\ ‘ . S ’ . . - s
¢ Traubleshoot = circuit = . “to isolate malfunctions
fnspect . . ignition systenL : for'broken wires
| .o .
'( -

ADDITIONAL EXAMPLE OF MAJOR'STEPS, - ”
- TASK: Clean, gap, and test Spérk'plugs | . | ‘ - | &

"PERFORMANCE OBJECTIVE: ¢
' N | ' . ‘ .

Given an ugmmubﬂe needing spark plug service and access to the appropriate tools, equipment,

and service manual, clean and gap the spark plugs. and: place them buck into the authomobile

“according to the mianufacturer’s specifications and procedures. . ‘ '

-

-

" MAJOR STEPS (Dexiiedrt‘mm andlysis of tusk) o ' L
Remove spark plugs

Clean spark plugs

Set spark plug gaps

Test spatk plugs tor efficiency
lostall spark plugs '

.

trd bd e

7 N
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THREE’(OMPONENT ENABLINC OBJECT.IVES FOR TASK ELEMENTS .
Y tJ N )
thk many teachers prefer the Jbbrwmt;d form of enabling ob;utwcs Or Imajor steps,
~ othérs prefer them wmn‘n in complete behavioral terms with the three Lompc)mints of
. - behavior, stundards and mndxtxons This section,” therefore, deals with them. Since the
concept is the same as for task mrfummm Qb;utxvcs this section does not deil indetail- ‘
. with their componengs_ (For more detailed information on the: components, refer to the ‘
R HEVE LOPING PERFORMANCE OBIJE CIIVfS AND CRITERION-REFERENCED o
. MEASURES.*) Instead. it presents some of: the advantagux over the abbreviated form gnd - - o

_ summ.xruu the three Lomponcnts v : : . = u
. ¢ . . - - : v t .

- ‘ o ‘ S ' . "‘% e ‘ v j ' - * . ’ . f.
ADVAN%AGK St | g . o . o . ~

‘ When mmp‘md with the abbrevmtc aﬁablmg ubjcdi-x}'cs, _thOsp writ‘ti{)dn 'cémplete ) . “ 
heh.moml terms, hive the t’oflowmg posscblc ddvantdgc . ' d } '
. - x

Y

e 'ihcy provxdg more coﬁ&iﬁtc guidance for designing the. checkpoint measures for
thent. Because the conditions and-séandards are written, the teacher will know exactly how
to administer the measures and how to evaluate them. This is Chpecmlly true of difficult or
~complex tusk cIemmts e , : ‘ :
. . R ' ‘ ) ’ .
. Thcy spcmty more -control over the parformai’m_ and wahmtxon Agam this is -,
+ especidily true it thegtask elemint-is dmuult or complicated. . , _]
®  When used as-the basis tm lessons, thcy provide mmpletc bchdvmml ob_xettxvs.s
rather-than just the stammnt of nwor stcps.. Lo , .

P . . . . oy . B ! . ‘ H
; ®  They help .teuchcrs to be consistent in describing desired student behavior | L
changes. Thil is true because they contain both the conditions and standards. ‘

WRITING THREE-COMPONENT ENABLING OBJECTIVES |

k o In writing enabling objectives in this form it is necessary to specify these components:
CONDITIONS. This component ugu‘x Hly specifies what the studgnt wil use in N
“performing gach element. When the equipment and supplies (and other Londmons) ire - ‘
. - Lledrly implied, it is not always necessary to write thun in. :
. . | 2 ’ | ' . ) : €y *
BEHAVIOR. This component s jhe Lompictg deIQﬁ statement-of the behavior. Like '
the abbreviated enabling ()bjL‘LthL’s tow\m.uox step, it must answer the questions Do what
, to what or whom?"" and sometimes “For what purposc or to _w} ut extent?”
\ : . STANDARDS. How well the students must perform is specified in this compornent. A
\‘ clearly specitied standard will enable the teacher to make an gecurafe, objective evaluation
of the students’ performunce. Some common types ¢ f. st.mddrds qre

.-
M

. *This text is availabledrom the Curriculum Development Unit. Divisian of Instructional
Sefvicc§. Room 802. State Office Building. Montgomery., Aluhu.nm 36130
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. o Degreeof accuracy such as ™. . .within plus or minus 59, - | .
¢ ) .

within five minutes.™

. —- . Lo .
. .. . Lo

@ Time Hmits suchas *. .

‘ | : . y Coe - P .'1
u} @ Content ot’ t’inished product such as **. . .plan must include the following elements:™

.. Qua%xty ofhmshed pmduu such gs° ,thh smuuth even stitchts.™ . “ .
i . » .
_' RS ¥ EXAMPLES OFTHREE-COMPONENT o .
- ENABLING OBJECTIVES-FOR TASK ELEMENTS

TASK:-Prépare ci'le'cgs t‘of payme:it

.

Provxded a blank check for student use and mfurmatmn mmum% d.xte payee. drawee, “amount,’
previous da,pmm and balance. dnd check-wiiting gmdchues prep.nc the check and 5mb without error.
'

I. (nvcn information on requned check payment und a blank LhQLR stub HH in the stub without
ermr . . . -~ -
Ry vaidcd ini'urmutiun‘on payment by check and sample check, write the heck without error,

.

TASK: Put on and remove sterile gloves 1
PERFORMAN(‘E OBJECTIVE: . ' “__- T _ - o
(nvcn 4 pJL}\ of steyite. &,hwus put the gloves on and remove them without Enc.kab stcnk
tedqum y N : . L o ) 4 : t
- | _ . .
ENABL!N(} OBIECTIVES: . ; - L. : e
o _ : N ‘ {
I. (xr\'en d pJLL of sterile gloves, pm the ;Juvcx on wnlmut hxukm stevile tuhmquc : ) «
. _ .
2. avipg put on a pair of sterild gloves. xcm(wc.thc gloves without c&gxltullxif:ﬂti:}g the skin. _
| Y o o _ o
TAS!\ Take Luttmp : :
PLRFORMAN( l OB.H CTIVE: . - , : '
Giveirstock pl;mts to use for fakmg cuttings. necesswy equipment and supplies, take cuttings.
Satistugory completion is realized when the following criteria are™met: 1) Cuttings are taken from
current teyminal woodsand () The cut is made on o 435 dewreesangle, -
' ‘ y oo |
1. Given stock plunts. the {IL‘LL‘\MX) cquipment and \upphn select thc proper wood § to cut.
(Must select LUHL’!H terminal wood.) o ‘
. L ’ . ‘2 - - . . ] C e
2. Given stems selected 4 preyious activity. necessary cngmpmem and supplics, take clittings al
459 angles, : 7,*
‘ : | X
N : N - .
M Y.‘
YN ‘
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WRITING ENABLING OBJELTIVES FOR REL&TED KNOWLI:DGES
Wiienever vou are to teach felated E\now edges. vou should I.wc cn.xblmg objectivesif -
Jyou wish to have activities and chieckpoints in the fesson for them. This section deals with .
how to write theni. It includes-some guidelines on the levels of knowledge and some
directions for wntmg’ both;the abbreviated and three-component enabling objectives,

DLTl:R\/IIN[N(J LFVI; LS H)R RELATLD M\OWLI:D( ES © T _
Betore attemptmu to write an enabling ob;cmvc for any scgmmt of related knowl;dg,c

‘ 'ymx should identify the level to which it meeds to be m;wht The term level refers to what

.- stutdents are expected to do, with' the "knowledge. For example. in teaching the terms .

' - pertaining to checks, the teacher would probably want the students td remember, recall, in
other words. “know™ the terms. On the gther hand. if he or she were teaching the rules for
fong division that teacher would probably want the s{udents ngt only to remember those |
rules but also to use them to solve problems. ' :

L N '
*

C;cncmlly there ase six levels to which related knowluducs may bL taug n Jnd Jpphad , o,
3‘ Thcy are prcsentcd hcrc from thg{\xmpicst to the most complex. o . e
KNOWLE DGI The lowcst level hds to da thh tcm!hn& or runcmhermg information.
‘Some examples of this behavior are mcmormm. a set of rules, naming the; sparts of
something, identifying correct answ®s from lists, matching columns, ete. This level applies
when all that is required is for the students to remember or recall certain information. = . -t
, COMPREHENSION. Once the students have developed the ability to remember or
‘  recall the required information. it is possible to go to the next higher level, comprehension. S .
-~ This Isvel means that they not only can recall facts but can also understand relationships.
ne measure of comprehension is translation, that is, tuking information learned in one form
- - and stating it in another. A common example of this is the tradifional essay question in
which the student is directed to 6Fxp}.u,n in your owns word<®.” Maore practical examples are
reading the dats from a’graph of chart and expressing it verbally. putting verbal data mto a
churt er gmph and writing the d;scrxptmn of 4 house tmm a blueprint.

: APPLK‘AT{ON. The next higher level is uppkicution which ineans that students not’
- ~ only remember the fucts and understand the essential relationship but can also use that
information or transfer it to other situations, Here are some examples. THe students apply
the Ohm's Law formula by computing unknown curreit. resistancef and veltage. The
students apply the rules of safety by writing g safety checklist. Thef students apply the
formula for compound intereSt by solving c()mpmmd intercst problen ‘

ANALYSXS Basically. at thxs icvci thc studmts can take the whole and break it down
into its component parts based upon the relationships which they have. learned. For
® example, the gtudents analyze a job application form and show its parts, make an outline of
a tcchnic;zlédcscription trace the flow of clectricity through the ma_;or components, or take
a narrative problem and set, it up in mathematical form.

SYNTHESIS. Whereas in analysis the studcnts brcuk down a whole into its related
component parts. in this level they take the component parts to put together a new whole.
Some exampfes are drawing a floor plan fot a house. drawipg a schematic to represent the
components of a systen, or using data and information to *e a job resume.

.\\ % i . ‘ -
\-«» ‘= - X
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EVALUATION. The highest form of cognitive behavior and one which.is used IeSs than
the others in entry hvei training 13 ev}@.ltm This means using criteria to make a value
judgment on a process or a product. Some examples are editing 4 resume, msputmg a
biuepﬁm trmqmno i pu ormuance, or;udumg a skills conteste

WRITING ABBRE VlATl D-ENABLING ()B.H CTIVES F ()R !\N()W[ E D( E §

As in the abbreviated cnabling objectives for t;tsk elements, this type is also g concise.

statement of the dewired behavior when awritten tor knowledges. Once vou have identitied
‘he level to which: the knowledge should be used. write a statement which oxprogses whait

you want the student to'DO to prove che or she has learned it. € onsider these wrong apd

right ex amples,

-
»

s - . ) » ‘ < o
WRONG - RIGHT : ‘
' - e - .
Know compound interest, Solve compuund interest problems. -
pply Ohm'’s Law. - o Compute resistance. voltage and current.
” " - using Ohm's Law. ¢ '
Idmmy bnnes of upper - Label bones on a drawing of the upper extiemities.
©extremities. ‘ ' ‘

Understand the following terms. Detine the following terms. ' _

!

The follpwing examples will lielp vou write abbreviated enabling objectives to muateh the

levels of use you have determined.
ﬁ .

t

I/ Knowledgé ~ LABEL bones on a diagram.

s _
) US{T the {ive parts of the . . .,
| po ‘
L ' MATCH edch term with the correct definition.
BINDERLINE the key words in the 1'ulig>§ving pass&gc from g numnual,

QUTLINL the steps for .

CHECK the true stdtements.

. »?

- ~

2. Comprehension : [5555CRH§E€ the'housg represented on the blueprint.

SUMMARIZL tm Igttu of applicatio.

‘ &

PLOT the following informution on a gruph.

§ . WRITE two examples for cach of the tollowing

- FXPLAIN m WHTING TWO Calses u! L

3. Application CIHIANGL thc decinuls n fractions.

—— | ’ CCONVERT the following to metrics.

»
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DRAW 4 flooi plan for the following specifications. .,

¢ COMPUTE (he 1&d watioas for.. .. |
& '] - ‘ . .o ;

CWRITE examples of how these principles can be applied.

BRi"AK dowir thisjob intq its steps.

. 4 Auu}y‘sisb
' \ O . . .
MAKL 4 flow dun Lo show tlie 31143(“ wurk .utmtxc» in this ; o
descuiption. > - :
. o« , ‘ DRAW".: diugmm it shuw euach of the ccl}‘.mmpununts,
* ' . ANALYZE u sdmm.mu drawing to identity thi. main
' systen mmpumms W
S. - Synthesis .

(OMP{U a bnbjugmphy tor shup use,

WR){TL a work rcpmt using ihcsc Facts.

LS
-

: DEVELQP a work plan.

. DESIGN anew form to record this infermation. .
CREATE a new dress pattern. B " '
" PLAN a new schedule. . . ]

PREPARE u speech about yu‘urjcgf

6. Eva!ua;'igm © RATE a worker according to these standards.

‘ ¢ EXPLAIN lwi-xy this application is ac_cépfabie_ or
unacceptable. '

JUSTIFY this request for new tools. . Vi
WRITE a critique on a field trip.

EDIT an information sheet for readability.

WRITING THRH (OMPONINT I-NABUN(J OBJE(TWPS FOR RELATED
KNOWLEDGES : T '

4

The first component, the statement of vehavior, may be determined and written as
explained in the prcvious section. The conditions and stand:trds can then be added.
. -
WRITING-CONDITIONS. Having written the behavior statement o desired knowledge
Igwels, you should also determine the instructional conditions under ®hich those behaviors
can -occur. For example. it the behavior is to *“‘Label the mmpmwnts of a4 curburetor on u

~diagram.” a required condition is an unlabeled diagram. In somv cases, gondmofs wm be so

clearly Lmdemtood that it is nu‘ necessary to write thcm out.

[




t

\r '30' - ' . . ' _‘ . ‘ . - ’I
b ' - - . i s

WRITING STANDARDS. If knowledge-type enabling objectives are td be formally
evaluated, 1t is geessary*to pTOVldk the standards for minimum acceptable performance.

Ditferent types OF standaRE may be used depending upon beli 1aviors and conditions. One of h
‘the most common types of stundards zs the dcgrcc of aceuracy or mrrcmtmss as shown n ~(
tm tollowing c\mup{n : o . -
Label at least 195 of the 206 bones correctiy. '
« - ’ . ‘ . v r
- Solve at leust 8 of 10 problems corxcl:'tlﬁ*. - . AU o .
Mutch at least 15 of 20 definitions carrectly. ¢ e . - & ' .
- -. . . - oL - ‘ L ‘ ) \ ) . ‘ \ A .

Undetline at least 90% of the tools correctly. . o _ - , .

! .o . .

However, when gnabling objectives are in the higher levels ot cogaitive behavior
(analysis.. synthesis, evaluation) st.mdd'rd: are 0 ten based on the content or qu.xmy of a
finished produg’. For examplg; : '

. . - - L. ..\ . .

. Jub breakdown must mdudc all procedural steps. N ro ‘. R A

Work plan must include vach of the tolgvin® elements, =

The tloor plan must be scaled to exact s ! .

. - [ . .
SAMPLE THRLEL-COM i’()\ii NT I{N/\BK\JN_(I OBIECTIVES FOR RELATED
KNOWLEDSES -

The t'oﬂowmt_f are some ertabling objectives containing the three components. Whén
swritten in this manner, they pmwdc descriptions of the activities whuh can be menui as
in-fesson checkpoints.

« Givenan unllxbc}cd drawing of :'hc hupun skcici‘m. fabel at leust 195 ut‘thé 20() boaes coredtly. ¢
- T e
- - 3

Given data on d.nl) sales fora month. plot thé sales on a g.iph to the nearest $100 fur each day.

; B . . . \ . . | ) . *

Givcn a list ut‘ weights and measures of the Eoglish system, cmwert c;n:h' to the nearest metric system ¢

. equivalent. : .
quivalent. . N
‘ - . . . e . I - . . .
Given u tape vecording of a job interview. write a critique on the interview, using the attavhed
checklist. _ ‘ ' -~
r ' ‘ ‘ .
. | / .
- &
N ' R
.
’
1)
. X
. .
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SRR o CHATIERE -
 PLANNING ‘FOF’% STUDENT EXPERIENCES .- . S

~ . N -

< A pexiommnu-msgd‘ tesmn i1 operation is 4 th.’fll”\‘ pl.mmd Jnmgemmt of kdmmg
experichees which lead up to dehicvement ofathe objective. Lc.xmm& expaviences includethe

-
“methods used to i\luhth them and the media used to support the met IOd\ ’Ihzs dmpte o
deals thh ho\; 1o plan for learning experiences: It includes: - s N L
-.‘ I :&_._- ‘1 . : , . _ i ' ' . ;
T - Methods for Facilitating Learning Experiences =~ = - e )

[

Media for Fucilitating. Learning

A3

buxdclme for PE'xfﬁnfhg Mctlmd\' zmd Mediu . 7_ ‘ B Lo
. , \IETHODS FOR FACILITATING LEARNING EXPERIEN(ES

.
Cg
. [:

The teacher must have ap dmwd system for directing and LOHtTOHHT" those ;\p;ncmc s

v

* through which students learn. There must be u pattern or format for presenting the rehited -

Kknowledges. introducing equipment and supplies..explaining and showing how procedures
are performed. and directing practice and performance. A'method, then.sets up the general

formal for those activities. A rood lesson is usually o combination of mcthods carcefully
selected to tduhtgt; Ia...zrmm* experienees. % C ‘ :

o v . :
It is wnvunent to thmi\ of student experiences in tums of how smdmts foarn and

* what ﬂ_uy learn. Studeits must learn knowledges (factsy principles. relationships, ete.). and -

there are methods suited to that requirement. They also.easy by obsérving: some methods
- are suited to observation. They need other experiences in »\"fmh they tearn by doing. and
: thm are methods whicl facilitate that kind of experiencéds. From time to time. there should
also be experieunces plunned to reinforce. fearming, Accordingly. thc methods in this section
- are grouped ‘xgmrdmg to those learning nqmrements '

« L]

METHODS THROUGH WHICH STUDENTS LEARN INFORMATION |

Included in this group are lecture, discussion, audiovisual programs, guest speakers.
progrummed-instructi.pnal materia}s, and dir@tedstudy assignments, I

LECTURE. One of the ways for the t;.zchu {o transmit m;p coneepts. rules.,
‘principles and relationship is by the lecture method. In this metl;&i the teacher explains,
tells, informs, und often uses such aids as chalkboard. trunsparencies. or slides. In voutmml
cd’ucatmn an_informal lecture pmwnhstmn;s otten Lmd as a part of the lesson.

- b3

'ic infonﬁal lgcfgz.re has scvcrui uses. drhong thcm the f'oﬂcmring:
® Introduce the course,a block or a ufiit ‘ . {

[ ® - Present the relafed knowledges of a lesson o | .

e  Summfarize a problem or assigniment -



. Providc information which is diff‘icult for students to otherwise obtuin

e Provide mtmnmtmn 1o E.ngc groups . ' : ' ,

DISCUSSION. Thissis a teacher -umdudcd approach in which studcnts fearn by shuring
infornmudtion and experiencess [t often” follows a lecture pm\cnmnon or otitside study

“miﬂumcms fn ‘this. mgthod, the teacher uses ,questions. designed to cause students fo

participate by exchanging ideas. opinions and experiences to rudx Lom_fuslons tImt support

the lesson-objectives. “The teacher’s job is to ask questmns pose problems, and direct

student “participation. Students answer “questions by puu ing _their thinking undcr the

tcadwr s guidance-to, brmﬂ uut thc desired mtommtzon

[ 3
‘

Some ut' thc m;x'in purposes seived by {'hc discuss_iun are as follows:

@ Stémuiutc effective thinking ‘ q
&  Promote student participation.
®  Promote meaningful expression

e Correct misconceptions k o ‘ -

n . Iy .
A R .. . . . "

e  Supplement other methods
" AUDIOVISUAL PROGRAMS. When available. audiovisual proumms can be very uscm}
in transmitting information to students. Some examples are films, mpc slide programs.

tape-filmstrip programs, and TV video tapes. They are often accompanied by exercised und

other devices which enhance student pmnupdtxcm . .

- .

" Some of'thc uses ot’ uudio‘.{i‘sual Programs are:

: , ‘ { .
. @ Provide a professional presentation )
T e . Appeul to senses of hearingand seeing . o _
.. Provide standardized coverage ,
e  [llustrate difficult concepts - . _ . « <
F _ - R | | »
®  Offervariety. when used along with other methods .
‘ . - ) »
" Efihance interest and motivation o ..

-

‘GUEST SPEAKERS. Often a Iocakgz(pi’)/is available to speak to the class on a specific

topig related to the course. This is inexpensiye (ustally the speakes does this as a goodwill or -

“public refations “effort), and it can be highly mtummtwc Somz‘ of the purposes best served
by thxs method are as follows: - | ;

.# ~ Provide cu‘rrént job ;md career information

®  Provide information on new techniques and procedures

~ f

»
)

'4" : . 4 : ‘. ' E

'1«
o

-
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- things are done.

e Provxdt motwmmm} typg information .

PROGRAMMID iNSTRUCTIONAL MATERIALS. ng.lmmcd texts and other

‘programmed instructional materials may. be used to teach. necessary knowledges stich as
‘math: metric system. pnnmpics and procedures. In this type of technique, the information

is presented in smuall steps. After each step, the student is ‘xsked to respond by answering
questions or completing other types of exercises. After cach response. the vorrect answers
are given sp that the student is reinforced. Thus. the student learns information through
repetition, application, and reinforcement. Whenever sm]* m.:tcmls are available, they awe
ustally very effective, t : - .
Programmed instructional materials can be used to:

e L _ : x

\ -

e  Teuch recull und memorization * .
@ - Teach the transfer of principles and rules N .

- } ‘ - . . - ‘ v ' ‘ : -
e  Teuch sequential mental processes such as working long division

_ o ) ’
e  Teuch relationships

DIRI.(TLD ST UDY AQSI(JNMENIS If the students are capable of reuding ;iﬁd
und:rsmndmu information; it is sometimes possible to-make diretted study .xwﬁxmcms
from textbooks. information sheets, and other sources. This type of Jsm_.nment by ottcn
accompanied by exercises or gliestions to remtmu thc study. Tt

-

. . . .

Directed study assignments can be used to:
‘@ Introduce new material N

‘@ Provide the b;xckgmund for alater discussion period

e Offer-catch-up opportunity (o students who were Jbscm when the nmtcmi wis

.~ s

‘LU“M hv other methods

| METHODS THROUGH WH!('H STUDENTS LEARN BY ()BSI".RVATK)N_

Sometimes it is necessary  for’ students to learn  through observation-watching
something being done or observing the parts and ‘components of a particular item of

equipment. Included in this group are live dumms{mtmns audiovisual demonstrations, hc!d
trips. displays. ‘tnd ﬂlmtmtmns . nagmn

" LIVE I)I-’\f()’NQT RATION. Those objectives dealing with HOW TO DO somtthing are
best approached through the demonstration. Although o demaonstration usually ipctudes
“explanation (show gnd tcm LA1s Dsis s ()h\\r\drl(m The demonstration mcthod is a planned
1vcrfmm.mw by -an instructor of a physical z;nmutm skill, principle. e u.pmmunt A

demonstration might be as sinaple as showing a class how to hold and use a pair of scissors,

or itmmight be a more u)mpiu.md skill such as soldering an cledtrical wire splice. Simply

stated. the demonstration is a rmthod by whmh the teacher shows the studcnts HOW u:rtam
S ‘ , ) c .

8]
Q

[,
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Y"‘.“ Because of the show and tell approach of the demonstration method, it offers these
advantages: ‘ . : S SR

® [t can make ¢xplanations concrete by showing what is explained.

-
. -

® [t uppueals to hoth sight and hcuring.‘

e A dcmoustu{mn <an exemplily the quality of performance c\pcund or tbc
' ‘ - ' \xmdmts . ‘: ) P ‘
- corrcctl‘y pert’m‘mcd dcmonstr;ztion will reduse smdcnt perfornance errors.
; . H}

‘@  The dcmonstmtxon method is very Lttcu ive in identitying the precise steps dnd )

t:\mﬂ the t.\dd sequence. .

Vo ' - . v L ' C
R . . PP . . . . . :

It cun lllu.stmtc how to tullnw safety prcwutmn.\.

-

/\UDE()VISUAL DE \T()\TSIRAI[()NS The demonstration of a procedure may be

presented by u film or video tape it available. Serving the same purposes gs the five
dcmonstmtton they offer these additional agdvantages.

{cmcmstmt ion.

®  They can show procedures in slow motion when necessary.

LI Ih;y can be filmed so tlmt cache viewer seems to be “looking over the shoulder’
of the performer. -
[ ’ ) . /7 ;
®  They can be used over and over as a standard presentation.

s L]
.

FIELD TRIPS. If the opportunitics exist and’it is convenient to do so. field trips can
ni or valuable first-hand observation of what it is actually Hike i the factory, in the shop, or
in the business environment, Designed to give students direct experienceé with their chosen
skt area, ficld mps may bc used with either fargé or small groups. :

. . - &
o Field trips may be used to: . . N
® - Provide realistic observation.
e  Ixpose studcnts to the real world ot work. ‘,
®  Provide-experiences to aid in makm ‘gtrcm Lhon.c -
. DISPLAYS. This method of pmvsdnm for dbservation is sometimes called an thlblt It

L may inlcude such items asactua) equipment. models. mockups, graphic materials. bulletin
boards. chualkbourds. projected still images (transparencies. slides) and dioramus.

N . ‘ = > IRy - . oy . N ) “ .
The display method can be ¢fective in providing opportunity for observation when:

® No motion is required-there is no immediate need to see the items in use,
. ¢ ' .

. . @ They can pmvuic close-up vxcws of smull ob}cus which are dxtmul‘to see ina live

-

At
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- -'METHODS WHICH FA(‘iLETATE LEARNIN(} BY DOING

“small build ding ar other items, ete:). .

e

& Thereds a need for general visual orientation (what something looks fike. general
layuut, ete.). '

3 -

4

e Itis necessury (o show general vxsml relqt:oushlps (a.ompomnts. where each item

tgs in, etc.).

ILLUSTRATIONS. A series of pnntcd or phomwmphcd iltustrations can be used
;ttmtwdy whep it is impassible or impractical to show the actual equipment or ‘procedure.
Although this xmthod is addcm used alone, it can be useful whcn :

‘eIt 1\ more pmmul to begin mth a series of xliustmttons tobet onowcd fater with
more real life Txposure. ’ -

@ mustrutiog;_czm be used to preview ua tield trip or give general orientation to a
procedure. ‘ : o . b ‘

.

.

- One of the most importiant kxnmmu c\pmcmu in pgrmrmamc -based instruction is

“that ofVlearning by doing. Included in this cutegory are conventional dirécted performance,

group. work. laboratory assignments, prmmmts projects, l()IL pia) ing, ‘md slmumtmn
«_mmc ) : : ‘

DIRECTED P RIORMAI\(I The directed perfoxm.xm.c- method. is @ mntmikd
cxperience which provides students with the opportinity to practice. perform. and apply
ander controlled conditions and close supervision. It is more student-centered and results in

~a higher level of student participation and involvement than apy other method. Three -
:mport.mt advant‘ms of this method are as foll ows: - & ,
_ o

: i
. lt enables students to learn skills thxmwh pmc.mc 'I Iu mstructor nm\ umdm.t an
hmtmn whcn the student has had sufficient practice.

-

more mc.mmgful through a demonstration, but the highest Jevel of undurstmdmg iN
achieved and - reinforeed whux the s*uccnt guins pcx.\mml experience  through ctual
performance. . ' '
'Y . ) ) . LY “ ‘

@ * [t provides for individual guidance and evatuation. Under-the supervision, of the
tmahcr the student ¢an practice until both are confident that the tormal u.sim tion of ihe

- performance objective can be passed.

GROUP WORK. Thi~ is o method of orgunized performance in which one group

practices on tasks or completes a project/exercise while other groups complete different

assignhments. The teacher serves.as coordinator and leader. Groups should be rotated until ufl

h.lw accomplished tm SUIC Proced imcs Group wmk is effective and desirable when:

. L]

® - The activities are conducive to group: pgr ormance (building a display, building o

.

.
X

-

® [t permits reinforcement. Knowledge acquined through .t lutuu can he made.
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® It is necedsary to rotate performances because of Himited equipment and supplies,

. . s : : ‘ ‘ . !
- @ Luch froup has “been properly prepared with necessary explanations and

demonstrations of procedures. ot ‘ .

- '
- L - .

[ ABORATORY ASSIGNMENTS. Availuble in nmny progfams is a sequence of
simulated job performances in a luboratory work environment. Sonig examples are wcldmg.

and m.uhxm shop i which smdmts can learn to weld certain beads or cut certain tools or
other items, Sugh assignments are usuglly” accompanied by jqb shects which. give the
specitications and requirements and plu\'ld} general directions. Laboratory assignments
offer the same advintages as directed performagee. In addition. they are usually more
Ccontrolled and more precise i terms of sludcm skills to be developed. o

b \PI RIMENTS. 'Hus type ut ;mtmm.mw is phmncd procedure under controlled
variation ot conditions.-When the npuxmmt fias hun completed and the resuits obServed,
the students discuss principles and refationships. Airhuugh not as widely used as some.of the
other methods, the experiment method enables students to observe first hand  the
application of principles. : )
T PROJECTS. One of the imost effective ways of providing meaningful practice is the use
of projects. Selected to mateh the students” interests and to requiye the same procedures,
conditions, and standards of the performance objectives, projects involve the student with

the pride of accomplishment and ownership. Some of the numerous examp sles include.

making o dress. making a desk. typing o pcmmd fetter. repairing one’s ‘television set.

Projects: may alsp—and quite often--involve groups and are done fer student organizations.

the school, and the community. When caretully c.lmsm .l.(.&.mdm“ to the objectives, projects

add. g hu_h degree.of realism to h.umn” hy doing. ’ .

. R()Lk' l’LA‘x’EN(l.~!\1:1ny of thc skills in such areas as communication skills and human
relations can bé learned through role playing. Some examples aretelephone techniques,

interviews, and worker-supervisor relations. Usually cach person is given mstzum(ms on hiow |

m play the mic Some of the uses of this method are as follows:

: L anl pi.xycx can wpcmnw thc role of \umu)m clse,

ﬁ
e  The student Tan experience some of thc t'ccfings of a situation: L

e  Tho class can learn-through observation and critigue. _ v

SIMULATION GAMES. This method is a nfodel of a real situation with roles 1o be
played, rules to be followed. and a method of datcrmining a winner. Some examples are
model offices. banks. stores. -and hospxmi\ The “games’ are designed to require application
of the skils and knowledges required in the objective(s). When caretully selected and used
to support objectives, simulation  games  provide practice in uvpm“ with dmmcnt

circumstances and teach social interaction and decision. Muny of f the rmum pubh\hu‘s of

instructional materials now offer simulation games packages.

METHODS FOR FA(‘ILI"FATING REINFORCEMENT

Although some reinforcenmen should be inherent in.all methods, there are some

methods which are especially suitell to reinforcement. Usually applied after one or more of.

the previous methods, they include the post-performunce drill sessions or assignments.

L3
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- elements in this order:

y

\ o, ’ . .o .
. r=3 P X . b *
. Lo A i . . 2&)
. .o

' POST-PERFORMANCE CRITIQUE. When students have perfornred procedure,
completeshan assignment, or done a project, they have a need for reinforcement—-tliey need

to. know ‘how well they have done. For thit reason. a critique after performumee s’

important. A good critique. whether given individually: or to the ¢lass. should include these

.

e  FEmphasize the positive aspects—correct performance, uccepmble)}xoduct, correct

_answers, tesults obtained. - ‘ ‘ o]

®  Cover areas which can be improved rather than reprimand because of mistakes. '

e Make specitic suggestions for improvement. -
, 3t _ : _ ,

‘e

The. post-performange critique can -be used sfter most types of activities in whiéh
. YR A

_students have been learning by doing.

~ -

REVIEW. This is usually an organized summary which covers all of the key points of
the lesson or a part of it. [t may be presented orally by the teacher or it may be given outas

.4 handout or study directions. Its main purpose is to reinforce learning through. planned
repetition. Review is‘sometimes accomplishied by i set of questions to be unswered in an
incluss or homework assignment. . ' a : L

' .

| SUMMARY. Although similar to the review ! the summary is a more general wrap-up ot
the lesson or parts of it. Usually the summary covers the main points or major steps and,

reinforees the students’ recall of the lesson’s major structure, objectives, and achievements.

It attempts to reintorce achievement with s recap of what was carlier given in the preview.

For example in the preview the teacher says. “I'm going to explain these four parts.” In the
summary . the teacher says “These are the four parts I have explained.” T ‘

- QUESTIONS AND ANSWERS, Sometimes it is convenient, often after a presentation '
of information. to devote a few minutes to questions and answers. This may - inchuide

questions generated by the students and questions prepared and asked by the teacher. This
method is u good way to clear up misconceptions and misunderstandings. ‘ ’

DRILL. This method. not as widely used as the others? involves the repetition of
concepts, words. mathematical formulas, and so forth until they are memorized. This
mct}éod can work with large groups, small groups, or individuals. The drill may be verbal or
written. - ‘ S ' '

. MEDIA FOR FACILITATING LEARNING -

When the methods for facilitating the learning cxpcricncés have been selected, the
media must be selected to support them. Media includes atl items used to transmit
information. clarify concepts, assist in practice and performance and provide reinforcement.
For our purposes. we shall consider media in these categories: )

Audiovisuals. Metion”

L v .
Visuals., Projected : /
] Sound Recordings
A ]
‘h&

A



- oy e
R " i ] LI RERRE e
B e - \ ) @ o .
I - F e
- Visuals. Non-projected
. k Modqxg and Objects\' B .
o ) s : . ) . - . :;.\ X . . . - v
Wmtten Mdtcrmls A . ' A o ey
- - ._ 1
We sh.ﬂl 1tcm1£e the mc~dm in eac.h category and prm.nt the mdm dd\’dlltdbgb ‘ -
C ‘ ) v ) R % ] . - ‘i: . 1. : _‘ _
AUDiOVISUALS MO’IION ‘ o AR : ,i - I
. R :
, v lmludcd in thxs uteg:ory are motlon pxctur;s and tdewsmn . S ¢ . %
MOTION PICTURES. 8'm and 16 mm films. - . L .- B
' o . » . )‘ & C s
7‘ ° Prov;de visual mmcpts that are dxtmuit or xmpossxhle to .mam in a LIJS&I‘QOIT} - .
mtu.mcm - _ : A 4 : “
& . ’ ‘ . A . . 4 - ,. J. ‘. . ’
" ,} . - Offer-slow motion, stop stl()n spegded up motion .md mmmtxon . s .
" ’IthVISION - . S ood Ny ;
®  Provides realistic lwmmg expcrmnus——studcnts thL’ a. bLJISL m being thcrc seg . -
haw it is done over the shoulder. \ . o \ . . ~
e . (Cuan'be used individually, with small grogps or with qugc groups. - gz
¢ - e Cun u’s‘e uudioviSuui materjals not normuﬂy uvaiiu‘bic to the classroom teacher.
A | . V:dcotdpu can be n:xhown as mmy ;xmes as neu:asary , \
Lt \ - ) . ' , Al ! -y
L ViSUAL PROJECT LD S I o - i ; ‘1 - : sl
R 'Tlm uttgory mdudcs tr.mspaxenue> for ovcrhe.xd prmeman ﬁ mstrips and shdes and A
opuque pro}cgtmns ‘ o ¢
TRA\SPARENCIES FOR OVERHLADPROJFC‘FIOI\ , oL b i
* ijcctor ¢can bc operated trom the front of the room. IR R L - &
. e lt is not nec.essdry to dargen t‘e room. / " - R -
\ | It is possxbk to illustrate one step at the time and end up thh a mmplcte . "&
U * pxojectmn by using overlays., - § ‘ . | . .
e ’Imnsparenues are. re}dtxveiy edsy to prepare and mexpmmie to make ' : ‘
T  TILMSTRIPS. AND SLIDES .Mf P “;Mh;- S “ o B
3 . . ’ . ‘ i . B . . M ~ . . . o R .
> ® - Provide color. ‘ ‘
®  Are relatively easy to muk@ and inexpensive to purchase. \
) / o ‘ : ) o
\ . . ‘ .. . . . . , | e . “ .. . ,‘




e

a : r - - P '._ . .
. IR ( TNl
- [ 4 Requxre eonly a modemtdy d.xr}\ened room, . o oA
. R e ~ Can be used with recordings to make a c.ompiet; mstrmtzmml package.
“ ' | ()PAQUF PROH :CTIONS, Although the op.xqm pl‘OjéLtor is 110 longcr wxdely uscd it

‘can be !ug iy cttectwe when then is a4 need toﬁ : .

- . - . . §
. .k

®  Project noutmnsp.x&mt n{tcruls au@; as bao&s flat pu,tures objects nnd

R B
spuum}ns S ‘ 3 e .

o=

. ®  Make- usc'ot cmstmg nmterml _fur group ‘in‘struction‘withoft making slides,

; filmstrips, ortmnsparenue : ' e .

® Trace prolegtsons on-the chalkboard.

| 'g SOUND REEORDINGS -
$

-

Thxs c_i?:gory mdudes tape recordings and phonogmph ru,mdm“s

. . $ : . S o
- - TAPE RECORDINGS. - T /
? o " e Provide audxo mds when smmds ATE NECESSUTy.
° C.xssettes are’ easily stored

®  Recording can be used many times, . : ' §

. ® - Cunbe used with, mdmduals or groups

-~

® - Cun be used in Lonjumtxon thh worksheets workbooks and other dc\':w .

®  Have possxbmncs for remedial md review, . :

PHONOGRAPH RECORDS. L A. '

Have most of the chur,acteriIStics of the tape recording.
. o . \' ) ’ o=

L

~§ VISUALS., NONPROJECTED

-

bmrds..dmr s Arawings, graphs, diagrams and posters,

CHALKBOARD. >
®  Used to focusattention and illustrate some concepts. -
® Good for demonstrating how to solve math, diagramming. mit!ihing lesson topics.

e  Useful for summary and review,

Y

‘Sometis :1es referred to us graphic aids, this utegory includes the chalkboard, flannel

¢

g
[PW



‘ _ . . . y
. . : _' ' . - : . ‘ . o ' L
FLANNEL BOARD. & /
¢ . - ‘ ¢ ' i L

e Usetul i showing organization. listing topics for presentation, summary or
roview. , ‘ T " : :

e  Llements can be quickly added or removed. ™ . . ' ..

R ey &
CHARTS ‘ L : S -
: o L ) * _ : . ' 4

- : ) _ : ' L .

e Good for visualizing relationships. . , . % .

e Useful for showing sequence. ‘ o 4 L e %/’\ 1

v ® " Better suited to small groups. o
’ § DRAWINGS ' :

e Well suited torindividual and small group study . -

e, Excelient for study displays.  * S N ' )

e Arce casily stored. L - ;

‘ . ‘

® - Are inexpensive to reproduce or purchase, : : L :
. - - i » - ) . ‘ . : ) ) : :1

* GRAPHS o . ’ ‘

® &lfxpcciuiiy uscful as an aid in presenting numerical data. T

DIAGRAMS - o

‘& Cun be used to show relationships. working parts. key features. general outline IR
or layout, 4 : ‘ ' . :

. : o’

POSTERS |

. - . ’ . « . - . ‘

e - Communicate asingle tdea. _ ‘ ST

e  Huave eye appeal. _ ' v : .

. e: 2.
e  Aid in motivation.
WRITTEN MATERIALS )

In addition to.the items presented above, there are certain kinds of written matgrials ' oo
which can be useful in presenting information. providing practive and performance and “
reinforcement. These include, but are not lintited to. the following items: ' ' .

LY \ - ‘ e ' ‘ ' g
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. ‘,. i}
o . . PR
- . ce .‘-‘;{ , | | N . v R
S ®  Textbooks g o ’
; . ¢ - . ' ) B =
e - Manuals | _ | ) . ' . B
t - & Handouts = . T : ' : | ":.ﬁk
®  Articles - I T i o " g
~ o | | T
- ‘ . . “ | . - N _ - . . ’ . i ’ ‘, ) N N ‘
S @  Instruction sheets , : . Lo
- N . @ - ey
-~ @  Qperation sheets - - o . S S
' o A DT, _ i o L R
e [nformation sheets S ' . ‘
\ B ¢ -
- ®  Assighment shecets SR B _ » o | : i
e  Job sheets § o : : S N
. ] . . .\0 X . . . . A ) ‘ I o
®  Performance guides® . - : . L 2
GUIDELINES FOR PLANNING METHODS AND MEDIA \
. o This section offers some generdl guidelines to help vou plan for the metlfods and L
' media. 1t includes: - { - ' . : e
) ) P i * -
General Guidelines T . L
» . s s
o . Assessment of Fucilities . '
. L . . . . . .
" ) ' "
~ L S 3 Assessiment of Students”
, — . ) ‘ "e .
- Assessment for Sex' Bias t
GENERAL GUIDELINTES - ) _ L - _ \ :

' ‘ METHOD SELECTION GUIDELINES. Here are some eenteral guidelines to help in
© your selection of methods. ' -
I /

) § .
@  Sclect a method which seems nrost, compatible with the objectivets) it supports. .

IR et

® For the sake ot efficieney. s;‘lcgt a method which provides the best numagement
of the presentation. For example. the introduction of new ingormution might be more |
eftfectively managed in a group presentation than i directed self-study. : K | T,

. ROt S ™
~ R x »
. »
LY R L X
s -
. . team
* -
.o . o . Y . . -
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® It possible. select’a method which will permit some flexibility and variations. Any
format should be Jddp[dbk to dmnnrm__ Lond;tmm such as class size. avaijability of

mstructional aids, ¢te.

. Ll -
. \ - ® Sclecta xmthod which is not too restrictive in‘terms of the media which must be ' :
) “used to support it The L\pl mation ’dunon\tr.mun format.. for cxample. is not too

restrictive hecause it leaves room for clivice of media.

y . l 'F ) nl * . . . . !
GUIDELINES IFOR MEDIA SELECTION. Here are some guidelines to help you select

your media. .
, ' 2

_ @  Whenever possible: select the actual umpmmt for exphination, ds.mumtx.ltxon

and perfornunce. ' '

@ Sclect thoseanedia which cover the required skills :u\)\kf\c’)juicdgcs._
v . @ I vou are plunping lessons to be gsed by other teachers. try to select those media
N . R - . P . :
Cmost likely te be available to all teachers. For example, a certain film might be an excelient P
‘way to demonstrate a ceortain pmccdurc. but it might not be available to All teachers. . .
e  When thereis a Quutmn on the avatlability nr mcdu mdudc some alternatives.
For example. it a film mwht not always be availiable, \dcgt other media which could be uscd

i
‘ :
. ASSESSMENT OF FACILITIES ' S ) . ) '
o Betore selecting the methods and media. it is htIptul to faok at existing facilitics to see _ ‘
i what cun be done and what is already ;m:?hsm'c.-.qmm' important pais}ts n\t this assessment o Q
are as follows: _ . ' N B

N

to transmit the same information, .

-
t

[ ‘Determine.the space .md cquipment aviailible tor dcnmnstmtmn performance, lab - : .
and shnp assignmeints. :

.

2.0 Determine the projection or sound equipment on hund or available

3 v
3. List the specific items of media on hand or obtainable. )
. : . ’ )
v “4. List the printed materials on hand or available, g A
o 'ASSESSMENT OF STUDENTS o N 7 _
. . ‘ ) ' « . ‘ I’

Another important consideration in selgcting methods and media is thc students; that
is. how can the learming experiences best meet their needs, Some of the xmpurt‘mt stuch.nt
charicteristics to consider are as follows:. '

~

¢
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.‘ o @  What are their ages?
®  What are their reading levels? . ‘ i Y N
. . o : \ | *
e What are their handicaps? S A ; : g .
® Do they have the prefequisite skills and knowledges?
. ‘ . o ' o . . - . & =
A ®  Arc they capuble of working independently? . . " T
-7 . ¢ . ‘ ' .
e  VWith w‘kat media do they learn best? ) S S S B
I - , O » o : £
. . These and other considerations will help determine what methods and media most
© closely-mateh the needs of the students. '
‘i ASSESSMENT IFOR SEX BIAS
. ' . ' / o -
’ The previous assessnwents should be followed by an assessment for the elimination of 't .
séx Dias in ﬁsnu;ttomi materials.”The following checklidt will be helptul, AIthough it is o 0
: only a genud! summd:y it shoum quwdu some buasic guidelines. L e _
o : C , e S
| . ~§Q
f . \ _ -~
Y . L
., y 4
: . s
?’ - - ] \ +
\ \
P ’ *
. # . -
~——— v ‘
: .
R ) ' . ;
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CHECKLIST - -

-

13

ACT IVITY v

. 2

"RATING

Acceptable

—

Unacceptable.

Do the mecua mvolved make both female and male
feel comfortable in leammg about subjects which 1
formerly for one sex?

‘ Iy L

udents

.

Do the media make sperai effort to include pictures of male.
and female students, teachers and adults in nontraditional
mles‘?

-

-~

-

‘Do learning activities and projects avmd sex stereotypmg

according to past traditional roles?

' Do the media point out that employers in occupations .
which formerly hired one sex are now required bylaw - @
-to employ the best qualified candidate regardless of sex?

i : _ .

-

The following questions refer to audiovisual materials:

\

" Does the title have male or female ‘connotations?

A B

C

. F‘—('"/
(el -,

Does the audio reflect male or female bias?

LY

ﬁo visuals portray males more often than.fem.ales or the
other way around? : :

et T . N

In occupational settmgs are adults se}?predommantly
male or female" A .

[}

In school settmgs, are aduits seen predommantly male or
female?

P

Are cﬁa:actexs cast in independent roles (making decisions,
acting autonomously) predominantly male or female?

239

A
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CHECKLIST . : S 37'
_ | oo ~ RATING
*ACTIVITY - L | Acceptable | Unacceptable
Are characters cast in aggrgssive roles (being competitive, .
* dominating or leading) predominantly male or female? g
_Are characters cast in subordinate roles (being ﬁassive or
acting ulder another’s influence) predominantly male or N
female?. - - : ' )
. ' . " > . ;4;
. \ ~' [ LY ) :
‘ - .. ‘.
‘&\1-.
SR
—_— N - _—
t ‘: ‘ s
" 9 \ --*\/ s
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SEQU ENCING THE lNSTRUCTlON

[ 2t

.. * B +
- . . . ! » *

When you have pi.mned the learning experiences to'siupport the content and, objectives,

. - you should next arrange the l.earmng expenences in the most effectxve and efficient order
That order is referred to as the sequence. This chapter, therefore, dJscusses the purposes of

: sequencmg .md suggests some cogmon approaches E - ',

2 .
M

e QPURPOSESOFSEQUENCINGF e

.
P . . : . T
. N . . 3

A good se.quence thhm the lésson enhances student motivation, makes 1: easier to -

teach meamngful relatxonshsps and adds consxstency to the teachmg content - .
ca . o : LR

'.’STUDENTMDTIVATION e e L

- - .’ H ~

-

Student motwatxon depends to a large degree upon a sense of dlredtJon \f'ery.early in
any lesson, most students look for a mental map of where they are expected to achieve.

. They look for. what is sometimes ealled advanced, organizers, somethmg that will enable

" them to look ahead and’ anticipate what is to, be learned. If they are made aware of the
- lesson’s qrgamzatxon they cgn more easily grasp the big pxcture A lesson, therefore, should:

be so seqiienced that students can relate any part of the lesson to that “big pxeture " This |

-

will glve them that sense of dJrectlon - L e

r

'.M%ANINGFUL RELATIONSHIPS T . )/ T

) A good sequence can provxde the students with a pattem of relatanshxps 50 that each

activity will have a definite purpose. The more me.mmgfu] the content, the easxer 1t is to - -

‘learn aﬁd consequently, the _more effective the instruction.

CONSISTENCY OF"CONTENT

)

Proper sequencmg also helps to avoid inconsistencies in the content of the lesson. ~~
When material is carefully sequenced, it is far less likely that there will be unnecessary,

- duplication in the content. In fact, the presence of duplication is the first-sign that the

. lesson has not been properly sequenced. In addition, careful sequencing also prevents gaps in

"instriiction and makes certain that the development of a skill is grderly and provides for
introduction of advanced sub_;eet matter content or the performa more complex

: procedures : ,

_‘ COMMON APPROACHES TO SEQUENCING

k]

'I'he three most common approaches to sequencmg are c,alled the jOb performance

Q order, the psychologxcal otder, and the logical order.
' 39

L ’
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~clements in the same sequencee in which they are per
L'spcudli) ;xppiu.xblc to tcaahmg pmwdmu mmposcd of u series of fixed steps.

the cuase of learning somwething. This means that the students can begin at the mfost

4

. s’cqucncing a lesson on basic clectricity, we might assume that the student knows the basic

‘when teaching the assembly of - a carburetor. it probably would be best to begin by

40 ‘

JOB P[ RFORMAN(‘F ORDER. One nuthod of .1rr.mﬂmﬂ mstructmn.ﬂ content is in
the seuienee in which tasks and task clements are parformad This pJLCS mstructmn
insofar -us poxssbk‘ within the context of the work environment or job situation. As the
students: fearn new tasks,  the tasks can be related to the job. Teaching tasks and task . -
Qromed in the work environmentlends a
ercat deal of realsm to the instruction, It also providks torbetter transfer of learning from ‘
the inmmtimml to the actuad iob environment. Thissxmethod of sequencing would be

M owE -

PSYCHOLOGICAL ORDIER. This method of arrunging cénteu,t is based primarily on

e

convenient point-in terms of learting--and proceed to levels.of new information with
increasing ditficulty. One sequience might begin with something the student already knows . S S
and proceed to newsinformation. This is the known-to-unknown approach. For example, in |

coinposition ot md.tc especially the atom.-We ceuld then begin with the known (or at least .
familiar) and. pmuc d to an explanation of clectron theory. Thc kﬂown to-unknown meethod .
can be used rcpc.ncdly in one ceurse, for when one begins eacli lesson, the mform.xtmn in
;mudmw lessons beconmes the known upon wImh to build toward the unknown. Another
way to apply the psychological seguence is to. thm with what is a.om:dcwd the most 5imp!c
dnd proceed to the more difficult. This is mlicd the sxmplc tocomplex. As an example, i

“teaching clectrical circuits, the simple circuit wmxld probably be ti‘lc easiest for the zsmdent
1o learn. Therefore, the inst uction could begin with the simple. circuit and continue with

the series andg parallel types. Still another way to use the psychological method is to begin
with the concrete and proceed to the abstract. This is especially useful in- teuching g.cmml
principle For example, a magnetism lesson would probably be more menumgtul to bcg_m
with an abstract explanation or the nms,ncm prmuph‘ The same is true in many suhjccts J
. . ' A
LOGIC‘AL ORDE R The mnnnt oi nmrmtmn will-often fall mto iog.m.xl pdttcms of"
development because of the combined elements of both job performance and psyc Imk}gn.d]
order. For greater learning effectiveness. instructional activities\‘ should normually proceed .
from the simple to the complex or from the known-to-unknowh. However, many
teaching-learning activities do not lend themselves 'to such ;u'r;_mgctﬁents. In such cases. it is
necessary - to plan g combination of bath job performance order and psychological order.
Usually, such an arrangement incorporates thed whole-part-whole concept, For example, -

demonstrating the entire assembly  procedure: ‘then break it into a step-by-step .
demotistration interspersed with step- by-step participation: and finally recombine aH the
clements in a complete run-through of, the assembly progcdurc. However., variations of thke

‘whoIe part-whole concept may have to be applied in certuin situations. As mentioned .
] 'cgn fer, if a task is too tong to be learned effectively gs a unit, it may be dc:mtﬁc to dmdc,-

the task into several operations—always remembering to emphasize the relationship to the

_ whole task. Finally. the task can be practiced in its entirety.

. . X - -
*
' ¥
. ' | ‘ Y . Lo o % “ _ ‘ b
' - -, 22 .
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. | \ PART TWO - DEVELOMNG LESSON PLANS - © e
- E : - . - " LI 3 ) : . . ‘ ‘ . . i e ‘
. . » . N ’ N e
L4 . . o » &
It you have made the major decisions explained in Part One. you will have .umci ata
“sequenced set of *learning experiences which support the content and objectives for the
lesson. In order for those decisions to be most useful to you, you should write them into '
some form of a working guide - your guide in cuarrying out those decisions, This is
commonly referred to as a lesyon plan. When completed, each fesson plan can help you: S ook
- o " . L ' - o " . C o ‘ B .
. . e ¢ Prepare for the lesson in advance by obtaining materials, equipment, supplies. etc. ’ Ry
: « ) N } oo ‘ . ‘ . '.l.
\ @ - Prepare the students through a reason for the lesson, a statement of what it will ]
<. include, and an explanation of the objective(s) to be accomplished. L
. e  Communicate the knowledges and skills clearly ame eftectively.” R
‘ R ' P ]
" . ' . . - ~v N - " v e . ) . '\};. : ‘
“ A ' & Direct.and manage the student activities effectively and etticiently. SN ‘ e
: . A : ‘ . T % , " : . [P
‘e Develap abilities through supervised practice and performancy.
¥ , ‘ . . . . -
e  Evuluate performance to assess achievement of lesson objective(s). _
] ) . « . L -
.- ‘@ Summarize, remotivate. and make additional assignments. R
. ‘ R . . e y i . 3
Part Two deals with Jesson plans. Chapter 6 explains the basic fundamentals of lesson
X plans: Chapter 7 iltustrates. them with s.xmp}c icsson mes trom a variety of ogelipational
areas .md in dlftcrent tommts ’ g
}"‘ ‘ ) o T e
A »
- . .
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s FUNDAMENTALS OF LESSON BLANNING
This - -chapter r;viéws the general purposes of lesson plan‘“s discusses functional
A - _ requirements of pextorqmnge -based ls,ssons and pusents the 5eneml tum{xmml components’
t 2 ' of lesson plans. . . ‘ , : e
LR PURPOSES OF LEISSON PLANS
- _ Generdlly a Iesson phm is wmten to serve the tcagher by pmvzdmﬂ how to-do it
gmdmc_e in-these areas: - _ ) : D : , : '
- - o & ~ How to prepare

- What to teach S -

" How: to " teach '

‘tht to use

‘ : Sequence of dwclopmem
i . '« Directions for activities. ,
. S A S Flexibility for contingencies |
' o ‘Directions for application and cvaluation
Closure - : |

: .
~

'HOW TO PREPARE T A D
| o ‘- ' S v " v * =
includes two phases: Preparmg the instructional environment or settmg, and preparing the
students | ¢ :

'9‘
e .

PREPARING THE INSTRUC‘TIONAL khI\VIRONMENT OR 'SETTING A well"
developed lesson plan will give you sufﬁu;nt directions in stich prepamtory‘ activities us
preparing the equxpment to be”used, arranging the classroom furniture, Qbmnm the
required medm and . assembling the nu,essdry student materials. A good lesson. plan,
‘therefore, will help you be ready to start on time without overlooking any important step af
preparation. It will also ki,p you trom wastmg student time that might otherwxse be taken
up after the CldSS starts. '

[

~ T e e e ) .
PREPARING THE STUDENTS At the begmnmg of uc,h lesson, students shonfd be

‘ told what they are gomg ta study and the objectwes they are expectcd to accomplish. There
. shouid also be a transxtxomﬁ step from prc.vkus lessons to tie in with the lesson about to,

. e . . ‘ ‘ . .‘, KZ\: ) ‘
. . ' ) ~ . . L 43 . .
k ‘ S _ ' - : - : ~—
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* E " As a teacher you must get ready or set thL stage for each lesson. Thi§ preparation : s
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a ,

bégin Also, you dlou d Ly to motivate the students by giving a reason for learning or
emphasizing the ;mparmme of the lesson. Sometimes instructions for assembling supphes or

~material must be given before the body of the lesson or activity begins. It student materials

must be distributed, that actiVity is also part of the student preparation. A good plan, then,
will provide you with an instant reminder to auomphsh JU of the .tbovetutxvxtms in the.

right order. o ] \\D

WHAT TO TEACH

A good lesson plan will include the content or what to teach. It should include or make 7
reference to the objectives to be achieved, the procedural steps to be explained and
demonstrated and the related knowledges that must be communicated. A good. plan,
therefare, is a consistent guide for lesson content.

HOW TO TEACH -

Not only does a godd lesson plan provide a guide to the content, it also indicates the
methods which have been previously determined. It will indicate, for example, when to
expldm and demonstrate, when to direct practice or when to dmgn directed study activities.
Basicully, then, the lesson plan is a how- todo 11 guide.

. . , 2
WHAT TO USE

Possibly. a lesson will include several items of media ar resources. A reminder for when

“to use each item willge useful in conjunction with the WHAT and HOW to tfm:h A good

lesgon plan will serve that purpose.

SEQUENCE OF DE¥ELOPMENT o . _ -
i L - . . ,; -
A good lesson is not merely a collection of skills, knowledges, methods, media, and
activities. Instead, it represents an orderly progression from the beginning to the end. Thus,

it ptovxdm the sequence of lesson development.
DIRECTIONS FQR ACTIVITIES

In performance-based instruction, students learh. by participating in meaningful
experiences or activities. The lesson plan should give a systematic guide for dxrectmg those‘. v
actmtms

FLEXIBILITY FOR CONTINGENCIES

~ No two classes are alike, and no two students are alike. This means that a lesson pian
must be flexible enough to permit uMon to contingencies. Such- flexibility will alfo‘\'w

you to cover the required content dNg still be flexible enought to adapt the instruction to

changing thudtmm
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. DIRECTIONS FOR APPLICATION AND EVALUATION

*

"The main thrust of a good lesson is what the students are required to do in application

" of 'what has been taught. That application is subject to an LleLhIEiOlI ot the performiance. A

good lesson phm can help in both areas because it can ng; spmm dxrcutxons on how to

direct the apphc.atxom and also how to evaluate them

CLOSURE

-~

Since cadx lesson should close with a sénse of achievement, a good lesson plan can give '
directions to ensure that you tie it all togcthez It can prowde g,mdm(e in such areas as

summary, reempham and mnotwatxon as well'as mrther dsﬁgnments to be thade.

Since lesson plans. are designed to gmde you in c_ondm.tmg effective Iebsons it is

FUNCT lONAL REQUIREMENTS OF PERFORMANC_E-BASED LESSONS

convenient- to consxder some ~of the . important functional . requirements of

perfcrmance—bqsed lessons. Three of the most. mlpartant are motivation, progressive
presentatxon .md competency. deveiopmcnt : : o

 _MOTIVATION - e g

There is no fffmgxe formula for c‘msmg students to b&.come meﬂvatcd Qomenmes poor
dttxtudes can be changed; sontetimes it is very difficult to do so. However, there are-some
steps that can be taken in a good lesson that will enhance | mot:vatxon They will not
guarantee that ALL students will become or remain motivated. but they will increase the

\_.

~ probability. Somettmes referred to as the mctlvatxon stcps they mdude attention, re.xson
fcr learning, dnd an overview of the lesson. _ o - - -

ATTENTION One of the hrst steps toward developmg a positive attitude is gaining.

attention. When a lesson begms it is necessary to have the class's attention. A good lesson,
therefore, must have provisions for gaining attention. Again, there is no m.lgu..zl formula for
doing that, for there are several variables thut must be considered such as persomhty of the
teacher dﬂd nature of the subject patter. But there are some methods whx;.h }mve bcen

_effective tor many teachers. Some of them are:* . - <

"\\
Usmg as 1de -prcjegt the tme of the Iesson " - '

“Write the title of the lesson on the board as the ciass membnrs watch.

. Ina dear audxb ¢ voice mform the class that the lesson is dbouti{o begm Then
state what the lesson is about. :

"REASON FOR LEARNING. The second and perhaps the most 1mportant aspect of
developing a positive attitude is to give a valid reason for learning what is about to be
‘taught. In -giving this reason you should try to communicate the bem.hts to the students.

Some benef‘ks to cansider are: , . .

Lesson will add to wimt was taught ina prevxous lesson.

Lesshn will prepare for subsequent lessons. v

“ ’ . ) . . .
- .
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" Lesson will develop competen
—

— BRI

-int a skill or task.
. - R . .
Skill or task leamcd will contribite to the job. : &

o ‘. U . X
Lesson will contribute to subseqykent lessois.

s

VERVIEW. Not only must there be a reason for learning, but learning will usually be

enhanced if the big picture is provided in the beginning. This serves as an advance organizer

for the tc.mhm& Ldrgmg activities. Some of the w.xy‘s to prqw&; such an ove rview are as -’

follows:
&  Inform the students of the objective. ’
‘® . List the muin divisiens or topics 0" the Icsson on the chalkboard;
® Showu trdnspgrtmy or slide depicting the lasson s organization.
® Fora ‘complicatcd-lcsson, prcpure an outline and disn'ibutc._it as a handout.
@  Tell the students what will be covered in the lesson. -
®  Tell the students what they will be expected todo. )
] - . ' : _ § .
s : . :
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good pcrtormdmc -based lumn should be so planned that it does not ramble or.
'10\x1d start at a definite beginning and continue logically und progressively until |

his I'LClUII‘CS that the pldnnmﬂ provxdexprogrcsswc steps, active participation, and

s

g \PRO(‘RL SSIVE STEPS. The emblmg ()ijLtWLS or md_mr steps provxdc ste pping stones

‘to achievement of the performance objectives and pmvrdc the structure. In order for this

structure to be progressive, it should bc sequenced by one or mogg of these general methods

presented in Chapter.5.

“
-

ACTIVE PARTI(IPATI(R\F. "One of the key pxim,ip‘ﬁcsb of pcrfo’xmdm; bused

- mstruution is active student participation. When this prmupic is apptied, the student
“becomes an active partner in-thé teaching-legrning stwmu instead of a pdS:WL‘ listener,
observer, or reader. A lesson pldn for performunce-based mstxmtton should_ include the '

student, expemmu forg &cncmtmg m.tfve pm’tmpmon

Y

KNOWLE DGE OF RE SU LTS. In addition to the expériences for active participation,

L.mh lesson plan should in¢lude provisions for giving timely Knowledge of results or
reinforcement. For example, inform the students after each step or practice session or
= Critigque —an exercise-ufter compleHon to-show what{he- right answers should: have been.

Students should also be reinforced after the major lesson application, Sun}m'{xrics and

reviews are also helptul.
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. - COMPETENCY DEVELOPMENT Co . AR B
_ " In pextormdnu-b.xs;d instruction, the main thrust of each lesson should be the
- ‘ ' dwdc)pmmt of a conmipetency, either performance of a task or the application of hengal
. skills and knowledges. The lesson plan, theretore, should have mujor segments devotcd o
‘ competcm.y devel‘opmcnt including application, evaluation, and closure.

. APPLI( ATION. In the progressive development of a lesson, there should be mtc factive

' response: that is, each student should be provided oppormmnc; to pragtice the enabling

~ objectives or major steps. The ultimate response is the total pphutxon-—puttmg it all

“together to perform ‘the task. This should be @ mdjor portion of each lesson, tor it is here

that the lesson becomes performance-based to the Irighest degree. ' \ :

EVALUATION. When application is being made. you must also emlmt‘c Such

evaluation, based precisely on the performance objective. must be both ‘timely and

objective. Therefore, your lesson plan should include directions for evaluating the
pL’I‘fQI‘mdﬂLC It should also remind yau to provide knowle iﬂe of results to cach student ,

-t ?"‘ - ' .
) CLOSURE. Euch lesson should end thh a sense Qf duamphshment Stmpy stated,

there should be a reminder in your lesson plan so that you. can ¢nd the lesson by

. summarizing what has been accomplished, leaving the studentq with the teelmg, that

something meaningful and important has been achieved. ) :

L | . : FUNCTIONAL COMPONENTS OF LESSON PLANS _—

e

: .. In this semon we shall consider the major Lomponents whtc.h are common {o most
. ' . lessons. This is not an attempt, however, to establish a rigid format. These components are

' the functional elements~the working parts—which you can adapt-to your own Yormat and
lesson reqummmts You wxﬂ find variations of these components in the next chapter.

COVFR PAGE ,
~Each lessori plan may have a cover page whmh includes, n\.dcmtxfxutxon of the lesson,
periormdme OD}LLUVLS. enabling objectives or. major steps equipment and materials,
rder:.mes and teacl nng aids, and satety consideration when apphuble

-
-

BODY = oy | .

The body of the lesson' contains sections for the preparation, preqengation and -
development “application; evaluation, and summary and closure. Again, these sections may
" . appear under dtffermt titles, depcndmg npon tlu preferemc of the teacher.

A -

_ _ PREPARATION._ This sectxonm includes both teacher preparation and student
. preparation. ' . ' : . ' _

<&

, .The teacher prepatation contains dm‘ctmns to you on how to get ready for the Ic«on
D R £ 3 otten inc udcs remmdus to do stich things as:

®  Review the tevxt or other information source.

v
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sequenced knowledges and/or skills which must be prucnnd

_directions for what you will have the

4& Lo | ) “‘I ¢ _“. . ‘ _' - ,v . . _y “’_

‘o i{évicw the lesson plan. ’7/ ' i, |
®  Review student materials. ) o -
i‘ ; deutc thL; body of tix !csst)ﬁ piam.
& Make nccc&sury.'Lprccluss‘ussign*nents. - L R
®  Obtain necessary suﬁplics and cquipmcnt.i - — | f

Rummﬁ;r YOU mu\t be mxdy tor the lesson. This purt of thc lesson plan wxll help vou do
th.xt St : N %

Student preparation may include your predetermined directions for the following:

e  Cheek onany preclass assignments. e
- . .
¢  [irtroduce the lesson and guin attention. ] 5
®  Provide an overview of the lesson. | -
e  Motivate the chxss with appropriate reasons for learning.- : { i

PRESENTATION/DEVELOPMENT. In this sectifh the plan includes stepeby-step
auidance for condutting those Jearning experiences you have scm,q.d It usually mm‘uus an
m!tlnu of content and directions tar studcnt‘mtmtm '

Thu content is your scqucmcd om ine of thc knnwlcd}u and/or skms to. be .m"hi'

"Usu.xﬂy it will begin with the introdo @iy information. ThE rest is organized 1o help you

reach the enabling objectives or major steps. Along with cach cmbhng objective dppc.ns the

.

’t* 1

Thc dnccuun\ for activitics suppicment the content® hy mdu.mng whcthu you will

expluin, discuss, usk questions, ete. They may also inclide-the instructional aids you will use -

in doing so. such as slides. charts, handouts. chalkbaurd. ete. Also. there will usually be
students do pcnndtullv 1o uppl} the kmmlgdys or

skx‘lls bum.lauulrt : - L J —

- . . B
i : e . . h

APPLICATION. This. important component of the fesson plun-is where you put it all.
together. In the presentation/ development, knowledges and skills are presented and applied
in eprogressive steps. In the application. the students. besome involved in application.
practice, and pegformance of the performance objective. This may inctude a practice session
in which performances.are reintforced and corrected” to be followed by performance for
formul gvatuation. Your lesson pi.m should include sut jeient g,mdmuc for you to conduct.
supervise, and momtm “the applic txon , : :

| | ) |

LVALUAMOI\LA.\ euchi stident completes the applicution_required in_the previous
semon yvou should make a formal assessmetit of performance based on the smmiaui of the
performance ‘objectives. This will- rcqmu. in many cases. specific guidelines on HOW to

&

- . ¥ - 4 .t

evalujte the performance. - - : ‘ o i )

\ (
%
1 .

‘( .""

e o
S
[}

C g

b




o
R
®
.

i

\

. -,
. s
b
* . .
. -

O

A‘E MC

Aruitoxt provided by Eic:

.~

-

A

¥ 19" .

. v : . | | . _ . ‘ : ‘ N R ’ |
SUMMARY AND CLOSURE. This tinal section serves fo bring the lesson to g

meaningtul ¢losing. 1t includes o sumuyey . when applicable, a reemphasis on the importance . -
, , A

of the lesson and any directions fopadbsequent assighments,

. . .
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CHAPTER 7 - | S

SAMPLE LESSON PLANS

There is no one lesson plan format which is used unnumll\ for what works best tux e
oné teacher might not, be acceggtable to another. The only requirement is thut you use the Lo
one most suited to vou--one which vou can modity to meet vour needs and revise

- periodically as vou révise your instruct'ion; ' ‘ '

’
In order to dssist you in selecting o format and to show how the phuming dmxmns are
-, 'ruﬂulc | in the functional components. this chapter presents a series of sampies. They cover
a4 variety of tasks from ditferent oceupational areas. You should wignember, however. cach

%

: , 5
of those fesson plans iltustrates ONE approach. You are not obligated to use any tformat .
shown, [t-is Hoped that the sumples will be hclptul to vou because thu !Hus{l‘u HOW .
fesson plans in different goranuts can be developed. — ' n :
e - Included in this chapterare: SO | ‘ - : o L -
Sample T - l:rcpfu'c Checks i'm“l’u')-‘xm'm . o _ F N
Sample -2 - Serviding Spark Plugs
- Sumple 3-Sew on Buttons (with Thread Shupks)‘
‘ " Sample 4 - Give a Plain Shafmpoo .
| hS.xmpt 5 - Takipg und Gtonm Deciduous Hardwood (A‘utti_ngs{ | ' L }-¥
Sampic O - Mc&w .md Record i’uiu S N S J i \ : e
- ' Sdmplc - Fill Qut Cush Rug:s_tur Sumnuiry Shoeet v .
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 SAMPLEL - . -
PREPARE CHECK FOR PAYMENT ‘ :
This is a rather detailed lesson phm fora msk in Business and Office.
'_ { * The main parts of this phm are the cover page and the body \ o - o b
_ Included in the cover pa;,: arc, the performance objectives; enabhng objectives; tools, ‘ _ ) oy
_ equxpment and matcnais xetercnu.s und teaching aids; and a heading for safcty _ ‘ﬁ‘*
Functxonal-Compone ts which make up the body.are ;denuﬁed as:. $ . S
PREPARATION . ‘ - L L . : R
PRESENTATION AND DEVELOIPMENT S ' ‘ .' N k '
APPLICATION ., | . |
EVALUATION 1 -
. SUMMARY AND CLOSURE _ ) i - Y “
" : o ' o i

In thns lesson, students learn through listening, observm;,, dﬁd doing. Those experiences-
are facilitated through lecture (explanations), demonstration and performance. Note how -
the experiences have been sequenced so that the lesson progresses from the introductory ”
information through each enabling objective until the performance Ob}L‘LfW‘C has been

achieved. Note also the perxodxc remfﬁment which is provxd;d

- To see how media can be used to support the learning experiences, read the hstmg, on

~ the cover page. Thnn read through the lesson plan to see how each is dgtuaﬁy used.
¢ T

Although thxs sample contams more content detail than the zxperxenmd teacher would
pmbabiy need, such a dEtdﬂed pldn would be helpful for new teachers and for substitute

t;achers . . S
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COURSE:
uNIT:
LESSON:

PERFORMANCE
OBJECTIVE:

ENABLING
OBJECTIVES:

o TOOLS, EQUIPMENT
by o AND MATERIALS:

REFERENCES AND

TEACHING AIDS: -
A -‘ '

SAFETY:

VXN W A LN

'LESSON PLAN = | L C

Prepare Check for Payment®
: t ~ _ .
* Provided a blank check for student use and information
- concerning dates, payee, drawer, amount, previous deposits
and balance, and check .writing guxdelmes prepare the \’
check and stub without error. - o : .
o | E . . | . t
1. Given a list of terms pertaining to checks, write the
definition for each ferm. . A
‘2. Given a completed sample check, label each part of . - ' E\
"the check and stub. Label all parts correctly N :
3. Given information or required check payment. and biank
check stubs, fill in the stubs without error.
4. Provided information on payment by check and sample
- = _checks, write the checks without error.
‘ -
None required. o SRR
. o _ , | &
Text, BANKING PROCEDURES, Chapter 7 B v o
‘Assignment Sheet 1-1, “Checkwriting Terms” =~ T
Assignment Sheet 1-2, “Parts of a Check” Ce e e
.© Task Sheet. 1-2, “Checkwritiig Procedures” S _ k
- Assignment Sheet 14, “Checkwriting Practice™ ‘ v :
Worksheet 1-5, “Prepare Check for Payment“ S
Selected Transparencies v f
. Chalkboard . _ : -
Overhead Pro;ector -_ o .
 Not Apphcable ‘ R ’ |



NS

54

-

~ A.  Preclass Instructor Preparation

ralb ol ol

I. PREPARATION

Réview Chapter 7 in text,- BANKING PROCEDURES
Review lesson plan.
Review student materials and determme specxtxc e

.activities and use of materiils.
Make nccessary preclass assignments. -

Student Preparauon

. Seldct method(s) and annotate right column in lesson planito reflect 'plarm%d

<

Cumplete readmg as&gnments on Assxgnment Sheets 1 1 and 1-2 priotr to class

Introduce lesson and tie “in with previous lessons.
Give brief preview of -lesson to include:
&  Task to be accomplished

. b‘.' ‘Performance objectives

€ Enabhng objeatives
‘d. Apphwtmn -and evaluation

Emphasm; importance ‘of checkwriting. . e
. //.
. : II. PRESENTATION AND D‘EVELOPMENT'
1 I X - . -~ .
CONTENT | ACTIVITIES
A ‘Introductory‘Iﬁfdrimtion7 ' . ‘ |
- 1. Checking accmmt as a Lontract between o . Dcﬁne checkmg account. o
~ bank and depositor ) | .
2. Advantages of paying by check Expiam advantages
'a. Checkbook record- of cash .
paid out /‘
b, Cancelled checks as proof /
of payment ‘ A [
c.  Convenience in paying and mailing Lo *
d’ S.zfety ’

B.

-

Terms Pertaining to Checks

| CONTENT o

tJ3

A:.u'

.r‘

ENABLING o ‘ _

OBJECTIVE:  Given a list of terms peértaining
to ‘check§, write the definition

for each term. ’

- Check - wntten order from depositor
directing bank to pay specific sum
~of money to one named on check
Cash - coins, paper money, checks,
money orders and money deposxted
in bank

Cutrency - paper money

Signature card - card filed by bank _
to show who is authorized to sign

~ encies.

' \ - ACTIVITIES |

Explain terms, using
chalkboard or transpar-

&

-

A
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d - « - checks for the account - S
' : " 5. Depositor - one in whose name i
.. money is placed in the bank - p
. ‘6. Drawer - the depositor : ‘ Direct studenti to
- 7. Drawee - the bank . . : _ complete exercisks
' 8. Payee - thé cne who receives . _ in Assignment Sheet 1-1,
L the payment ‘ T . “Checkwriting Terms.” }
, _ _ « Inform students of
- S : . o ‘ correct answers. -
o €. Parts of a Standard Check , , o g ‘
3 * . ENABLING SR _ P | T Q
- OBJECTIVE:  Given a completed
.-+ sample check, label .
) : - .+« each part of the
y T . ) check and stub.
o ) " Label all parts =~ - . . : ,
: . comectly. s o : ' \ .
) ‘ . o e - . . . ‘ . - v ' -
1. The.Stub or Source Document .+ Jsing transparencies,
- a,  Check number and amount e explain parts of stub .
b. Date ¥ ' .. and check. - _
. ¢. . Payee S ' -
. d. Reason for payment ‘ ' . .
e.  Balance brought forwagd SOy -
A f.  Deposits Co. o ' . S T
SN " g Totals - o - S
‘ - S h.  Balance less check’ . : ‘ . ‘ Y, ‘ )
. { . CONTENT - B ? | ACTIVITIES  *-
. . ' . L) ‘ . : N N
©2. " The Check & - ' \ U
© ¥ a.  Check number | - .
‘ 'b. " Date . . : (:\' - i
L . "\.‘ c. Payee T . - . " ; . L. -
: d. * . Figure amount
. e.  Wiritten amount.
) f.  Drawee
g. ¢ Drawer
h.  Signature .
X ABA number . - ' ‘
j Magnetic ink characters = ' . - Direct students to &
:  including . Ly complete exercise in -
vl . (1) Bank identification . - T : Assignment Sheet 1-2,
s - .o : -~ number ‘ L : . “Parts of a check.”
.o S (2) Depositor’s account ' Show transparency to
* - number 3 . . ‘confirm exercise. g
o [N [ Lo ' ’ R i ‘
CE LT D. Filkin Check Stub L o
' -~ LI o * . .

‘ . ENABLING ' : ' ' ‘. : g f
m—t—e—.o- = OBJECTIVE:  Given information - -~ vv v w0 of
LR ) on required check .~ - _ o T _

- payment and blank .‘ ' B
f : o check stubs, fill in e
P ' » the stubs without ‘ ‘
o B
AN - : i f
35 , .
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' CONTENT = .* . C .= 77 ACTIVITIES
S 1. Fill in check stub before writing o ' . Using transparency,
' v check. - : explain the steps in
2. Muke sure balance is up- tu-date e -~ - Cfilling out the stub.
3. Record deposits. . e L Write information’ on
: . 4. Total previous balance .md - . chalkboard and have
. : deposits. o . students practice
T 5. Record amount-of check. . : . filling in check stubs.
~ 6. Subtract and record new balance. | . Show transparency of
7. Record balance on next check stub. . : “  completed stubs and
o - ' . - ) have students eheck -
- ) ‘ stheir work.
E. ' Writé the Check o - -
" ENABLING . | S
OBJECTIVE: Provided information RN . Using transparency,
: on -payment by check . cexplain the steps in

4 | . ‘ : - and sample checks, write o wntmg the check.
' + the checks. wnhout S

. (‘\ ' R Terror.
L © 1. Write check number, if not prenumbered. .
N : _ Use next number. - o : : S

2. Write date on which’ check s bemg issued. -
o3 Wrxte the payee’s name in full: = - L
- - a. - Start at extreme left. , o . . W ';
S b.  Omit personal titles. - ‘ v ' ' ' it
o . ¢.. Draw line from end of name to . ~ . .
‘  dollar sign: o - Vr\ o,
4. -Write amount of check in figures: ] o ‘ _ -
‘ -a.  Place first digit directly after ° ‘ T
- . dotlar sign. SR | N
. b,  Writc cents_as fmctmns of 100 ' ‘ ' ' “
- ¢ Circle amounts under one dollar, B ' ' '
. 5. Write the amount in words:
, a. - Begin at cxtreme left. _
e, b. Sepamtc dollars zmd cents with' : ! "
. , v - .word “and.” -
- ¢.  Write cents as fractions of 100. - Direct students to write
_ d. . Draw line from cents to “DOLLARS.”." check fof practice using
- ' . . For" amount less tlmxx $1, write : Task - Sheet 1-3, “Check-
o <~ “Only____ cents” - : ' writing Procedure.”
6. Inspect the check for accuracy . » tnspect work and make
before it is presented for" Signature. direct corrections as
) o L : . ' . required.
e : : : HI. APPLICATION
T 7 A Forn pm;mc prior to the criterion- retersnced mcasuu direct the students to complete
. ‘ Assxf,nment Sheet 14, “Checkwriting Practice.” Chcck the work and clear up any
o ) . misconceptions. - o
. T é:‘ -
e s
, : . ; oo ; '
o . N
’ =
: 36
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"’, e : . . . v o
: B. For formal assessment’of the performance objective, direct students to complete Worksheet
. 1-5, “Prepare Check for Payment.” .Instruct students to-turn in- worksheets xmmedmtciv _
d ) ‘upon completion. ._ o _ s ' . -
i ' " IV. EVALUATION N . /
et . .
¥ . . 'Y ) l ’ ‘ )
Evaluate each worksheet accordmg to the follc)wmg guxdelmes. S ' . ' , ‘
A Chec.k stub ‘mus} contain. each of the fonowmg correctly wntten and computed - ' a
. -1. , Balance brought forward - : o - : o
. : - 2. Record of deposits - T ‘ T
, 3. Total of previous balance and deposits o o T T
" 4,  Amount of check — bl s -
5. . New balance SR ‘ . , "
) o ‘. ) ‘ (' : o ] ) sf\‘\
B. Check must contain each. of the following correctly written: ' .
. \ . 3
1. Check number SN . : :
2. Date - ' . ‘ ) . o ‘ S
. 3. - TPayee’s name . ' - - o i o &
4 Amount in figures ' "
5. Amount in werds
| V. SUMMARY AND CLOSURE B e
‘ i T - = .
A - Summarize the main points of the lesson, givmg special attention to areas of expenenced
+ difficulties or weaknesscs . R o
S Checkwriting ta’rrmnology | ’ e : _ Lo
2. Parts of standard check . - "
3.  Checkwriting procedures o : . )
' B Reemphasize the importance of accuracy and correctness in preparing checks.
) C]  Make. student assignment for next lesson. : Ce
/ |
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“and knowl edges. . . *w

- and major sup\ and pmwdums : : N

S
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Vs - . '
et - SERVICING SPARKPLUGS -

3 : ) ' CON : _

This e'xumple.,' taken from Automotive Mechanics, illustrates a lesson plan (called
Instructional Guide) devel oped for use by several-instructors. Because it contains the basic L
functional elements. it can be pemondhzed by any instructor who wishes to do'so. By . T
adding more directions, additional media, more content, detail, and additional activities,
each instructor can adapt ‘it quickly and casily to his'or her needs and preferences. Beuus; - L

1t contains the bagics, it un also help to smldardxze the mstruc.tmn in the tundunent.il skills . SRR

Lt . R . : . . } S

Format includes a beginning section in whxch the unit, lesson - title, task and ¢~ S
pcrtormdmc objective are stated. This iy followed by a PRI:PARATION section which
includes suggested $eacher .and studcnt preparatmn and a listing of thb mcdu under the
hudmg “Rcsourws/Rcferume' . . ‘
. v ‘ : ' oo

The PRE SLNTAHON/DLVELOPMI:NT section contains four coiumns for related
knowledges, mu_}m steps and procedures, methods/medu and student activity. Blank spaces .
may be filled in by anl\y msimctm who wu.hes to make 4ddmom _ - L *

The remuaining se;tmns are xdent_vxﬁed as APPL!CATION,
(CRITERION-REFERENCED MEASURE) zmd SUMMARY/C‘LOSURE , ,
I . . BN !
The students sre expc;tcd to learn’ throubh Ixstenm;, observing md doing. Mcthods
-~ which facilitate those experiences are lecture techniques (explanation), demomtmtmn, and
performance. Reinforcement is provided dtter each prmmc step and atter thc performaince .
- evglygtion. : :

EVALUATION I

- Numbers und letters mdu..xte the sequenu of devdopmcnt for both refated knowledges

. M)tc how" {iu resources items listed in the PRE PARA FION ure mxthcr identified uLthe | o ';w
MET H\ODS/‘MI DSA column of the PRESLNTATLON/DkVELOPMI:NT smtmn : :

L3
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- UNIT:
.LESSON:.

TASK: - .

. PERFO.RMANCE OBJECTIVE:

~ Engine .Tune~ﬁp

. Servicing Spark Plugs

Clean Gép,' ‘afxd Test Spark Pllﬁgs

4

Given an. dutemobue needing spark plug service, and access to the appropriate tools, equipment, and service
manual, clean and gap the spark plugs, .md pIdce them back into the automobile accordm& to the manufacturers
specxﬁcatxons and procedures -

. . L
T —w e
v PREPARATION )
. Teacher Preparation. Student Pre,pamtxon Resources[References
& . N .
1.  Make sure engines are available L Explam the unportance of" properly Engine with spark plugs mstailcd
' for dmnnnst:amm and perfarmance., ’ firing spark plugs: Spark plug wrench ‘
- a. - Efficient engine operations 4 Spark plug tester
2. Obtain transpaenmes and hand- h. Fuel economy ' Brush and file S § _
outs if used. Spark plug cleaning machme (xf available) * f
- S ’ 2. Exp!am benefits of Iesson Feeler gauge
3. Make sure all tools will be a. - Required on the job Assorted spark plugs in normal and abnormal
readily available as neéded. b.  Servicing one’s ‘own car ~_ conditions ~
. ‘ o Manufacturer’s manual or copies of spark gap
4. Have adsorted spark plugs ready, 3. State the pcrformance objectw.e. specifications’
: for students tq inspect and to “. ' Transparencies or handouts to illustrate parts
use in practice. . 4. Giggaa brigf overview of the lesson. of spark plugs :
: N - ’ . ,Student performance /guldes
5. Obtain the necessary student . o s : ,
performance guides if not - _ —
previously ngen / ‘ ‘ : ? ! .
| A Y
- L 4
- - &8 .
‘ . .
Frys ‘,‘f " )

6
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| - PRESENTATION/DEVELOPMENT : |
- I v . N * . ! ’ ‘. " . !
- RELATED KNOWLEDGE MAJOR STEPS AND PROCEDURES ° . METHODS/MEDIA STUDENT ACTIVITY #» & T
1. Spark plug composition o ? ' Explanation ;mdf()bser«‘ .
A Porcelain ‘ vation®
() Insulation Transparencics .
(2) Heat dissipation - Spark eiugs y :
. bo Steel . ' ‘ A T
“o (,2,) gm fr part . Examine spark plugs ‘to gbserve :
- ) By - - porcglain and steel composition. Y
. . - . ! . \ .
.....T-......-.a..T ..................................... . ..... B L EEE L L P LT B e A Y Y e X .L‘--.n..........-._.... ....... 2 AN STrsamam et [t SRR AL e e e L L D L LR q.--* ------- - * R {.
2. Spdrk plug components . a Explanation and Obsu'- | ' "
& Terminal 7 vation :
b.  Secul ST N Tmnsparen%es ‘
-~ ¢, Insulaeor Handouts ,
d. Rlb to reduce tldsh~ . - Written exertises
e RVEF e " . . )
¢. “Flats for wrench '
f. Selﬂ (3 - ‘ ¥ . 1
g . Shell’ »
h.  Gasket séal L o "
i. .Center clectrode . P » Obeerve spark plugs; identify .
j.  ‘Threads LR components orally or m written
" k. Side clectrode ‘ ’ exercises. .
oL« Gap ' . L
L : \
3. Spark _pltig conditicms. ' *’ ’ s E'xpi anation and Obser- - .
‘a.  Oil fouling © wvation ' . W &
b Gas fouling " Transparencies .
Burned or owcrheating Handouts. ’
d. Normal conditions . Spark plugs | ‘
A ~Cdibon fouling . T J' Observe different spark plugs - W,‘ o
t.  Silicone, deposit and identify the conditions. -
2. -~ Splashed fouling v . : . ST 3
. Y kY . .
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PRESENTATION[DEVELOPMENT e SR T " - e - o §
’ ' N D . - ~ ., T —¥ -
RELATED KNOWLEDGE g MAJOR STEPS AND PROCEDURES METHODS/MEDIA |  STUDENT ACTIVITY .
S : 4. Remove spark pugs : Explanation _ : . _
L Ea . o 3.  Remove. spar!. plug wires. Demonstration - R . e oo T "
. b. Loosen spark plug. L Practice - . < : :
, ¢. Clean the a:ea around — Engine -with plugs 1
‘ . ' o spark ptug. ; ~installed : R S F
d. Explain safety precautions . | . ‘ .1~ Spark plug wrenches S ' , . -
. for using” compressed air. Cofmpressor (Optional) e
, ‘ N & }l?:atgcve P ark plugs ﬁom i Rags for cleaning : PTdCf.lu. rcmovmb spark plu;,s : S
o . o " £ Remove gask:ts if rg.quu'cd A - o . Each, student should remove at o
S _ _ - I * . ‘Ie.xstane _ : ﬁ
- X ) . R 3\ - \‘ . . ) . ’ .
""""""""" T 1S " Clean spark plugs: .~ . e 1 T T ———
a. , Explain’ that cleaning 1 ‘ pa pugs ‘ TR - ¢ : L
will be done if | S : ,_; T , L A
inspection indicates ' I R S J ‘ - A : | %
plugs are not ‘defective. ~ _ | b. Clean plugs oncleaning . . S S S e )
I Lo ' machine or with file, ~ SRR . -t '
. s ‘compressed axr and othcr T3 :
v . ) . ~ devices. :
¢, Emphasize safety precautions e . , N
for using compressed - air. d. Cleanrthrcads_\with wire brush. Practice cleaning plugs ‘
x‘ 8 i( . L . é §
< % . N % & ? & -
-.'.T..-_«...---.,.....-..-.-‘..............-.-.-.....---... ...... 1. f,. ................................... ARt .,. ...... . ...,-_..‘ ........ ,.: ............... [ R S
o 4 /| 6.7 Setsp iok plug gaps:’ “—-, | Explain
¥ ‘ N / o a. ok up spark gap in Demonstration - o : : .
. - / TR manual. ’ Practice | ' - : 4 . ‘
B ‘ rf ‘ § b. Use gauge to check gap. Spark plugs . - ‘ ' o
o ¢ Bend ground clectrode to Munuals ‘or other K
. S A . open er close gap. ‘ specifications for M !
d.. Explain that e:;ct;ode /L ! o spark gaps’ Practice setting spark gaps;
oo~ — . surfaces must be paralle | L - AU B .. . fer arred. o
. 2 - / 1. T Spark plug g;mgc; I include both opening and :
.- / : : : Screwdriver / closing. , , -
.......................... 'L.-.. PRI GO SN ...x................_,...{-.../;/...-..'.._.....,4..c..................................................-.............
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' | PRESENTATION/DEVELOPMENT _
.
. - . ' . N . \‘
RELATED KNOWLEDGE MAJOR STEPS AND PROCEDURES METHODS/MEDIA STUDENT ACTIVITY ~
| 'Exll - X 7. Test the spark plugs: | Explanation !
a. ain how to use : . . io
tesfing machine. b, Test plugs and determine ?:mtgnstratmn
o their efficiency. actice . _
o & , o Testing Machine , : - '
| _ E Spark plugs Practice testing. spark plugs.
‘* e eem e enan ‘;.--...-.I. : N S PR f ................. e e mamsapn s aane oo em oo
- § 8. l‘park plugs: ' Explanation R
‘ f ¥ 3. egWat threads with engine Demonstration _ '
¥ § 3 oil. : ' Practice ~
; b, Install plugs. Engine '
‘ ¢, Torque to specifications. Spark plugs .
B , . d. Replace plug wires in - Wrenches : ! :
¢. Emphasize: Push plug ' proper or.der. N
- wires securely into place o 4 :
and make sure they are . N .
in the brackets or - : : . , : /
holders. | - \ . - Practice installing spark plug}é.
et Leermnreninane ST e eeeee s semn e e cenar s eent e eonemeneeee 0 R ' S C———
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B i APPLICATION . -
- i : E—
Have each student to service at least two spark plugs to include removal, cleaning, setting the gaps, tcSting and replacement. - e
,,‘.. ‘ ,
. g
== S ; = R
. ey 3 . ) . . - .
- : EVALUATION (Criterion\Referenced Measure
Evaluatc the above activity fo ensure: ) R
(1) - Plugs are completely cleancd. _
- (2) Gaps. have been set to specifications. ‘ . .
& (3) The ‘decisions based on the testing machine are correct. ,
~(4) Plugs have been properly replaced and torqued: Sk
. ' : ' . -
‘ . | SUMMAR‘:’/(“LOSURE\ \ )
. R . [ ) R )
1. Summarize the lesson, emphasing the major steps. -
2. ‘Recmphasizc the ?mportancc of properly firing spark plugs.
‘3. Make the neccssary assignments for next lesson. .
. ;
- - ) H ) 4
14 )
5‘ - - — —_ ——
_ ? . .
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| < SAMPLE3 - N
SEW ON BUTTONS (WITH THREAD SHANKS)
& This lesson plan for a” Home Economics task has_ all fungtional components explained ,
* - Uin Chapter 6 and illustrated in previous examples in this chapter. Somewhat different in -

. ‘format, it is a good example of fiow lesson plan camponents can be adapted to the
- tudnng-furmng needs of thxs service area. & / '
~ : .
It Ims a beginning section whzch is \\,med fo- 1dentxiy the unit, task and p:rform..mce : . o
ObjLLtWL This is, followgd by six mxmbered sections: ’

. . L -TEACHER PRI:PARATIQ - hsts lthe - tools and eqmpment instructional ¢
. | ' materials, reterencus ando rresourc,es ) o '

L PREPARATION ()F LEARNER - sug_,gests ways 1o esmbhsh set ‘md enhance |
. . motxvatxon s

)

1L .C‘ONTENT OF LE SQON Contains three coiumns in whu,h the enakling objectives
- and c,ontc_nt muthods/autm{ms and resources appearina tedchmg sequence,

Iv. SUMMARY prowdcs,mrxevmw and reinforcement.

- 4 - -

. o V. CRITI:RION REFERENCED "MEASURI: descrzbe.s what - student must* do to
B o . dmxomtmLe,admv;ment of the objectives. )

. L)

oo VLo .ASSIGNMENT has provisions for remedxal dc.tmtms previews what is gxpected
at the next class session. . | | -

ca
..

. The students in thxs gsson Ieam through listening, observmg, and praatxcmg Thz E
A pr:mary methods afe explanation, dumonstmtxon and pr.xc,me Embhng o‘mectwu prov;de
for the major checkpoints in tht_ lesson. - , ‘ g

- - . . e

CAs’in oth&r exampies bl ank spaces m.xke it mnveme,pt for the tuchs.r to ac‘id to the
plan as nec.essary to: personal use.

o
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HOME ECONOMICS EDUCATION o
: ‘ L PLAN OF INSTRUCTION ‘ o * ' )
UNFT: - ALTERING CLOSURES AND TASTENERS DATE: July 6, 1978

, TASK’; Sewe+on Buttons (With Thread Shanks)

PERFORMAN(‘E ngp_crw_g: Given a garment and necessary equipment and supplies, sew buttons on garment as marked, allowing for

buttonhole thickness plus /8 inch for movement.

l.  TEACHER PREPARATION | _.
Tools and Equipment: (1) -Needie (). Thread  (3) Thimble (4) Buttons (5) Pins  (6) Thread clips
(7) Scissors  (8) Shears - (9) Bobby Pin  (10) Match - o o .
Instructional Materials: (1) Handout  (2) Practice Piece (3) Live Work  (4) Garment with shank butfas or
(5 Hlustrative picces with buttons. _ ' . - L . \
References: The Vogue Sewing Book, p. 288: Altmm. Ready-To-Wear. Bnn}sky-A ettx 1‘)76 p. 293 Ready to Scw, .
Butterick, p. 215. | - -
< Other Resources: " Sew and Sew, Buttemk Volume: 5, Foider §
1l. PRE PARATION OF- LI:ARNER (Establish Set/Motivation) | S o
: Show examploes of buttons sewn thhout and wnh shanks on huwy fabric.
- Discuss need for button sh..mks .
. Show collection or samples of buttons sewn mrrcctly and mc.orrcc,tly
v . . . R
A ' ’ ’
) . : - )
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; ' ‘ ) )
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11 CONTENT OF LESSON:
= ] ‘ . : = T
| | v - B m
ENABLING OBJECTIVES/CONTENT ' METHODS/ACTIVITIES ' RESOURCES @
L Given a garment and necessary equipment and .
supplies, secure thread to garment through .
markings from outside of garment. . . " . .
« Securing_Thread L.
. . b . - ) ) ’ . . . — . “ o
* @ Stitching procedure e Teacher demonstrates securing threads. Equipment/Supplies
. N e Students interact. .
. e Students practice sccuring threads to garment Practice picce/Live- work
,5 .- thrm:gh markings.
S ., R N
PSS er—tmacaccansmanna A e dasmat catona frtanmnaaan B R g - B 5 .................................... Nammamacman Fmqrasmmaen B T LI TV TSPV N 4-mmeqrateccsac e mtacnacnannn perac-teccmncnan avdeae ~
2. Using garment with thread secured through
markings from outside and necessary |
equipment and supplies, sew buttons .on — : '.
garment using smooth, even stitches. - .
Sewing on Buttons | ¢ Tuacher demonstrates sewing on buttons. A
e Stitches used ’ N e Students integact.
o Allow for fabric thickuess ' ‘ a ‘
@ Thread shanks’ . o Use handout. iltustrative material or Handout or transparency
\ . use transpaiency tattached), B Sce_and Sew, Butterick,
‘ : o B Vol. 5. Folder 5 ‘
" Students practice sewing on buttons with thread shanks Practice picee/Live work
N S _
e amamaan maammatyanann .- ;_\_ -a . - - _-‘j_ :.. ............................................................ %.‘..'. ........................... Pi -
. \ : ,
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Ll CONTENT OF LESSON:

S . N
.‘ENABLING QBJECTIVES/CONTENT METHODS/ACTIVIT}ES RESQURCES
3.+ Using garment with buttons sewed on and e .
necessary equipment and supplies, anchor . S

buttons, leaving a neat appearance from
‘top and underside.

Anchoring Buttons

e Stitches .
e Tying off tlircads
e Cutting threads

: f

¢
. :
t
v 74
]
A a,iu.

e Teacher demonstrates anchoring buttons.

e Student interact. '

e Students practice anchoring ‘butm

>

~ _
Equipment/Supplics

)

Practice piece/Live work . -
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. IV, SUMMARY:  (Review niain'points, draw copclusions) b .‘ . o
» Discuss and evaluate methods of: : . li ‘ . ' |
¢ o L Securing threads. - ¥, ’x_'i_
2. Sewing on buttons P o . _
3. Anchoring buttons . ' 'i
o . - A o . ?0
» N , - B
V. CRITERION REFERENCED MEASURE: (Determine if learner has reached objective.) 1
Given a garment and necessdary equipment and supplies, sew buttons on garnient as marked, allowdtig -for butt_onholq thickness plus - 1/8
inch for gavement. C ‘ S — : L :
. L : “‘ % §
» . . ) - . . .‘ ". | . | S .
VI.  ASSJGNMENT: (Explanation of what.is expected at next class session) : t ,
" Practice sewing buttons with thread shanks (Slow learners). " Show example of button With self shank to stimulate interest. Aésign
., students to bring collection of self-shang buttons to next clasi'. ' o '
. -] ' , _ - .
Y . .
. T~ v '
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) SAMPLE 4 ;
) " GIVE A PLAIN SHAMPOO - .

Selected from ‘Cosmgtology, this sample follows the same forinat as the previous
example from Automotive Mechanics. Developed jointly by teams of cosmetology

_instructors, a' volume of these lesson plans has been printed for use by afl secondary

cosmetology teachers. Like the other examples, this one contains blank spaces in which each
teacher is encouraged to make addltxonal entries to personahze the plan.’ i ‘

- You will find that in ‘this exampie, the ﬁrst two columns in the PREPQR,ATION
section must be filled in by the teacher. \

/

The related knowledg,e "md major steps and procedures are numbered in the suggested

teachmg sequence.

03
Note that in the APPLICATION AND EVALUATION sections, the activities are

specified for both instructor and student.
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INSTRUCTIONAL GUIDE
uNIT: S ' 3
LESSON: i §
TASK: GIVE A PLAIN SHAMPOO -

PERFQRMANCE OBJECTIVE:

Provxded a patron and the necessary supplies; and eqmpment g,we a plain shampoo.
remove aII oxl soil and debns from the hair and scalp wlthoyt adversely affectm;, either the hair or scalp.

The shampoc must

eane e ‘
LA ¢- PREPARATION .
: e ﬂ\ \‘ ,\\ ‘ — 1 t —— , ng
Teacher Pr:;paration Student Preparation Resources/References
Lo | REFERENCES: = .
o L N * The Van'Dean Manual _
) § ! Sgndard Textbook of Cosmetology
* ‘ RESOURCES: |
: Patmn‘ (real or simulated)
‘ Transparencies -
' Shampooing 1mplements
Br : : .
' Com
Neck Strip
- Shampoo Cape
« Shampoo .
* Shampoo Chair oo
% ‘ . Shamp@o Bowl '
Towels
i B - ) N
:“',; 3 L4 -
i o i L ' )
| i 8§71
¢ : s
\
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__PRESENTATION/DEVELOPMENT

In}roducnon to Sham;aoo
¥ a. Purpose’ of shampoo

Explgﬁﬁon

b. Frequency of shampoo % _ N seif-study ,
6. Type of water (hard or - A MEDIA:* ~ VDM: 4142
soft) T STC: 4344
2. . Maké 7{paranans METHOD: Explanation/
o . Demonstration
@ Select and arrange maten*ls. MEDIA: )
- 'b. Wash and sanitize hands. - :
i ' -8 Greet and seat patron, Transparencies
§; d. Ask patron to remove neck Shampooing Implements |
A and/or ear jewel’r¥ and glasses. ‘Brush
, ¢, . Drape patron. : Comb
. i . 'CAUTION: DO NOT allow Neck strip
\ . o shampoo cape to come in Shampoo cape
\ - ' . contact with patron’s skin. Shampoo chair
) ¢ ) f. * Remove all hairpins and combs. Shampoo
g. Examine condition of hair ' Towels
o - and scalp. \ Patron
h. Select shampoo accordmg to " (real or sxmulated)
. ’ -condition of hair. ‘
. . i, Brush hair thoroughly.
CAUTION: DO NOT brush hair: :
(1) Before giving a -
I lightening treatment. '
‘ . - (2) Before appiymg a tint
. . or toner,
‘éS) " Before giving a
permanent.
— - - - B
L i ™
L] - * ~

N
R S \ e —— T e e — = . ‘ ——— A = - ‘ A
RELATED KNOWLEDGE ~« MAJOR STEPS AND PROCEDURES | ' MEFHODS/MEDIA STUDEN’INCT IVITY
: T . \
; METHOD: | -

Stite purpc)se md frequmcy of
shampoo. | ¢

Dctermmc the type of water m
fac.xlu)’ ' .

Practicg s&ctmg shampoo gcmrdmg
to various hair conditions.
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PRESENTANTON/DEVELOPMENT
~ e = :
N (4) Beforc applying a ) “
N ~ chemical hair relaxer. ‘ 5 .
‘ 5 !f the scalp’ is List five conditions in which the
- irritated.- hair should NOT be’ biushed
: ' before a shampoo. .
. ’ . - Practice making preparations for
| . . ’ a plain shampoo to include:
a4 . : Selecting and «arranging materials,
' S . . . Washing and sanitizing hands.
. ) ‘ A - - ‘Seating and preparing patron.
’ . oY . k Selecting shampoo.
~ . .- Brushing hair thoroughly..
-._-.-..:........,.........-..---......_.---...._-___.-_.-‘.-......_.__.. «-‘---..-..---------_-:--.4..-.-..-.. ......... S .‘ ...................................................
‘. - \ ‘ N ) - t
3.  Shampoo hair . METHGOD: Explanation/ .
. o - " _ : * Demonstration
< a. Adjust shampoo cape over = 1%
. . « . back of shampoo chair. i MEDIA:
. i ) v b.  Test water temperature, , '
C ¢.  Adjust volume. of water Shampooing imple- -

L

Spray. .
. d.  Wet hair thoroughly. -
"~ CAUTION: Protect putron’s
-ears if she is.sensitive
. to water in her cars.
¢. Apply shampoo.

. - CAUTION: DO NOT allow-
Co shafppoo to get into
patron’s eyes.

“f. - Give manipulations.

, - . CAUTIONS: DO NOT use
vigorous scalp- manipulations.
if:

E . ]

ments’
Shampoo boWl
- Shampoo
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3 _PRESENTATION/DEVELOPMENT
RELATED KNOWLEDGE . | MAJOR-STEPS AND PROCEDURES\ METHODS,’MEDIA STUDENT ACTIVITY
- ) - . \ T ~
’ “ 3 (1) Scalp is sénsitive. K )
. {(2) Scalp is irritated. *
. _ _ § (3) Patron. requests
' » ' ~ less pressure.
. ) (4) Shampoo is to be -
. : : followed by a . List five conditions in winch .
: . permanent. ‘ ~ vigorous scdlp manipulations
. ) "w o, (5) Shampoo is to be should be avoided.
: . \ : : followed by hair :
T ) | . coloring or hair : Practice shampooing hair to
RN . oo relaxing. , / ‘include manipulations and .
v ! ‘ g Rinse hair“thoroughly. ) ‘ Fnsing.
’ . . ~h. Make sccond application of
L . < shampoo and rinse. ‘ -
o '~ 'thoroughly | | ":\] L §
& 4. « Partially tqwd-,lry hair - METHOD: bxplanatmn/ .
£ o Demaonstration :
- F . a, Toweldry excess moisture .
L from hair before leaving MED]A: :
., ( . shiampoo bowl. Same as above.
1% b. Wipe excess moisture from B
‘ - patron’s face and ears.
¢. Drape patron’s head- with o
. - d. Massage scalp, through Practice {mrtiany towel-drying ‘hair
¢« . towel, until the hair is ]
. tially d
........................................... ‘ ,pawlywj.,_{
.' ’ . o . . *
N _ |
- 5Y Complete the shumpoo METHOD: Explanation/
N 4 ! ‘ Demonstration
-~ A - - &  Comb. o S S = -
’ b. © Set. MEDIA: . .
. «. Dry. Dryer and comb N
’ ] d.  Comb out. . ‘ ' Comb, set, dry. and
i : . N .o . .. . _| comb-out -hair.
i . IS . r “& : . ’
‘) . . ‘7 ‘. .
. . — ’ 1] -
9"3 ’ o
A% . L] : . .
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- PRESENTATION/DEVELOPMENT N
. N R w
RELATED KNOWLEDGE " MAJOR ‘STEPS AND PROCEDURES -+ METHODS/MEDIA STUDENT ACTIVITY S~
. 6. Cleanup ~ METHDD‘: Explanatiori/
e ' - Demonstratign
a.  Discard Qsed materials. | o
. b.  Place unused supplies in proper MEDIA: . - #
storage.. _
c.  Wash .and rinse combs and
brushes and place in wet ,
. sanitizer. ‘ .
d. Clean and sanitize shampoo*~
bowl. . o
. \ e.  Wash and sanitize hands. * Practice cleaning up after giving a
B " ‘ plain shampoo. o
\':‘,' ‘ K k Ny
s .
* )
‘ . b ‘ ~
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, APPLICATION ‘ _ S
| INSTARUCT OR: Provide each student a patron (real or simylated) and the necemary eqmpment and supplms to give i phun sh.xmpoo
‘ - : Provide individua} supe.n?smn as necessary IR ‘ $ b | '
B \"'ST_UDENT; o 'Usmg ‘the materials and supplies pmvxded practxce giving a plain shampoo to a patrcn (real or simulated) under supervision. -
. = v ' ‘ v ’ » - ﬂ

} ; % : . EVALUATION (Criteriori-Referenced . Measure)

? o | -
I&STR’UCTOR: Provide each student a patron and the necessary quipmens“d supplies to give a plain’ sham poo. ' . Y
SfI'UDENT.: - Give a plain shampoo to the patron provided. - ' ‘ ot E . .

i . . . ‘ : K ‘ : : . *"g ,

iINSTRU,CTOR: Evaluate according to performance objective. . i ( B R
‘ : o T SUMMARY/CLOSURE
1. Introductmn to! shampoo ( _ Making second application of - . ~Combs and brushes
. T shampoo and rinsing _ Cleaning shampoo bowl
.. 2. . Making prepdrations - Washihg and sanitizing hands
. o 4. I*‘artxanyL tgwel drying hair .
Selecting and arranging ‘materials ' . ‘ 7.  Assignments
Washing ‘and sanitizing hangs . 5. Completmg shmpoo _ : ‘ ,
(geeting and seating patron \ . . ‘ :
Selecting shampoo - g > Comb o N
Preparing patron ’ C , R ) \
‘ v R - . - - ‘ — . l ‘. my . ,4.—_. ‘\‘ - . - - . ‘ ‘_ft, . - -
3. Giving the shampoo ' S ' Comb-out - - b . o - .
Adjusting voiuy{e and temperamre ‘ 6. Cleaning-uﬁ ;| ‘& : | | .-
of water . . _ ol - -
Applying shampoo : : . Disposition of: e
-Giving manipulations . o v Used materials - R
Rinsing L , ' Unused materials. [ | ' o 9;’]

o ‘ -

e . .'f“l . )
O . ? . ‘ \ . ’
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. SAMPLES . ..
. TAKING-AND STORING BECIDUOUS HARDWO()D CUTTINGS

- - Developed jointly by a term of Agnbusmess teachers, this sampk. is represmtatwu of
o ~ the printed volume t#tled “A Catalog of Instructional Guides for Performance-Based
- Instruction for Nursery Production.” The volume provides guidance for teaching the
required tasks. Designed as the basic guide or lesson plan, it can be modified by each teacher

. who elects to use it. You will note that it does not include “PREPARATION” and . '
' "SUMMARY/CLOSURE" sectxon it is assumed that teachers wﬂl add those portions in . R

~ whatever formats desired. .
\ ’ . . ) ¢ -t

-

. ‘ / . o
1. The task and pert‘armance objectives are’stated at the top of the first page. ,
- 2. The structure and content are mciud‘sd in th:, first column on the; Ieft undcr the

heading MAJOR STEPS/SUPPORTING SKILLS AND KNOWLEDGES. 'Ihxs isan outixm in
suggested teaching sequence ot what is to be taught.

3. A RESOURC}:S column ;dentxtxus the eqmpment plies and the other
instructional materials by type. Each teacher can write in the specific printed and
audiovisual materials.- Appendices in the bgck of the’ volume give detailed listings of -

. instructional materials. : é S A . \ : T
l( 4. The METHODS column 1dmtxﬁes general methods to wiich each teacher ¢an -
- % add more specxﬂc Ie.u‘nmg experiences. . |

. 5. A STUDENT AQ’TWITIES column mcludes the major studnnt performam.es N Rt
‘ / thh >dee for additional agtxvxtxcs to be added.

i - . . : o T
N . NOTE In seiec.tmg the approach, the t;dm considered both the ne;ds of the average
y student and fhe special needs student. By including the basic g é,l“ddnCL they have iy
U - provided a plam for gendral instruction. At the same time, they left room for the
- : guide to be modified through addxtmnal methods, media dné dCtiVihes for tht
" special needs student. : . g
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'IASK S v T.:kmg .xnd Stomn}, Deciduous Hardwood Cutting
. No. 13 ,:’ ' CE . ‘ ‘ , S ) - = “

Given healthy, dormant, deciduous "plzmts und necessary tools, take cuttings from <urrent scason’s growth.

' ,PERPORMA’NCI: OBJEC‘TWL
Satisfuctory pcrformamc is realized if cuttings are 8 to 12 inches long, bundled 25 to 30 per bundle with

wh

. . o all basal ends together and prapcriy stored. . , . , ‘ v
Y \ ' . ! . : ‘. . ’ i . [y
' ‘ MAIOR STFPS/SUPPORTING : T SR _ ' C ‘ A
: SKILLS & KNOWLI:DGES - g  RESOURCES © "<, METHODS -~ STUDENT ACTIVITIES
Cel , : : . - e ' e :
%, C 'A'k\ : ' ' s . v
YL Select and cut plant materials ' Equi’pmcnt and %upp}ics Expl.maUun/Dununstmtnou Sclect and cut plant materials
‘ ’ from’ whxch hardwoud Luttmgs o , ' % Practice/Performance ' from which hardwood cuitings
' wm ‘be taken. L ’ ‘ - Stock plants ~ | Simulation _ will be taken.
' ‘ : - Pruning shears or o S - '
- Timc off; year to make cuttings. L. clippers S ' L )
- Select wood for cutting. . - Label and marker 3 o
© ~ Determining current seasons growth, - Twine for tying. m - ‘
- Cut plant materials. T bundles . .
- “Buadle, date and label plant ’ - Stc)mge arca } L
_matuml ‘ ¢
v - Basal cuts should be at same end .- Printed Matum >/Audxo— . ‘ ‘ _
x of bundies. ) " visuals . ‘ _ ¥ : {
' - Bundles should bhe of convenient » ' ‘ N
size for handling. - N L : | . I
N - Label with appropriate mfommtmn !
for future reference. :
- Store temporarily, to avoild drying out
L o or freezing. ‘ : . o _ o
RUP . ‘ : ' - (Continued)y
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No 13 - 2 , ~ ' . .
I MAJOR STEPS/SUPPORTING ‘ oo o >
coeve 0 ~SKILLS & KNOWLEDGE I RESOURLES ) METHODS STUDFNT A(‘"HVIIIE:S
S £ .
- Make:and ‘bundle the ceuttings, .~ Lquxpmem ..md Supplies N Explamtxon/l)cr onstr.mon Mdk; and bundle deuduous
‘ ‘ T s _- - Clippers or shears - Individualized Instruction” mmwood cuttings.
- Take the cuttings from : ' - Stock wo Practice/Performance
harvested plant materjals. \ ’ - Twine for tying in ‘
- Length of cuttings shouid bundles
be 870 157, ; R R ARt Y S
- There should be at least+3 ‘ Printed Matum s./Aud;o- T S S A ',‘~"f-;, . B
nodes on cach cutting. ' 1 visuals LT ’
- Bundle cuttings in gmupx of 25 or ‘ o e R T S
- 50. 1 . . : - A U TR : i
. . . ‘ ) . . .“.‘ -"'i",' },‘,'," N B ”w” <A . .
NOTE: Be sure all basal cuts are at - ' . N ah
T ‘ Cthe same end of the bundle, ‘ ' 5 ) '& ' ’
1
’ - | . ¢ f
~ P SO ;..-.‘ .................................................................................................. l; .............. g memee e [, seneramanosannieoad
. 3,. Store cultings, : Equipment gnd Supplies Explanation/Demonstration Store hardwood cuttings.
: ' o ‘ : Individuadized Instruction :
- Store by burying bund}cs' _ - Storage area Practice Performuance C— _
. in sawdust, shavings, or | - Sawdust, shavings or Simulation P X .
. similar -materials in an similar material | CRM: Tuake and store deciduous
‘ approprigte arca andjor a : o o . hardwood c;uttings from plants
- refrigergted facility : ' , ‘ : o provided by instructor.
to mamtuin darmancy . ' | \ s v N i
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The PRE}L RATION sectiqu hd\ "uwul dmmons for motzvatm& the student: and a
establishing the [¢ rm;w set. N
- . . ‘ Y
Falip{vmg thm section, thc PRESENT ATION sut:on'\ml\&s up tha, body and is dmded
into t»yp columns’ one for the procedures to be demonstryted and the second for the key '
points of/related knowledges. Although not us det tailedvas other samples, the two columns \
provide fhe ‘basic Lontent Jnd structure to which the tc‘uhu; can add further détails as
- necessary . —_—
Aﬂ APPLIC ATION section pmwdu "mchxmc for pr.u,tm: thc ’IFST su.ticm pmvxdgs
for wdhmtmn ASSIG]\MLNT S are made in the st sectiotsn, - '
N . £ ' - C il
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MEASU RE AN D\RECORI,) PU LSE

. Representing a Huith Ouupdtmm k‘\\&m th\ extimple i msthc LOHH“QH cleprents of
‘the prcvmus examples.

The fxrst pArt xdexmixcs thc unit, fesson.task . objective, equiipment/materials, tcuchihg A

aids, :md referenus

-
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T .i ‘ : . . _ Lessonm ‘ & v
. . ’ .o ’ ] ’ )
T TASK: - Measure, and record radial pulse. i . . )
OBJECTIVE: - . )
© " Given a patienf, a watch with a sccond hand, a note pad,” and 4 pen, measure and
record the radial .pu}sc rate. Wh&} counted twice, each count must’ dgree to -within plus . A ¢
_or minus 4 counts? ‘ : {
\ EQUIPMFNT/MATERIAIS PR o | -t
3 ‘ » ‘ » . Iy
R . 1. Watch thh second hand . \\ .
) L g 4. Note pad . v P : _
. . .’- T . Fd , N "
. 3. Pen v )
) “« ' - ;
SN +¥ 4. Graphic Chart . ‘ .. ‘ ) ,
N : S.  Nurse's "Notes : . ’ o | . -
féAcmNG AIDS: - B .
- 1. Transparencies | a0
‘ . o ' g
2. . Anatomical charts ‘ ' Y
v . .
. REFERENCES: P o B T .
Nursmg Skas for Health ()(.cupq_ons Saunders Jones Lucille, : 3
. Brown-Western, 1978
: ) - | - Y ‘ ) ' [
) bl . , - ﬁ ‘ - N o ) - -
) I.  PREPARATION (of thé student) .
¢ . A.  Explain importance of the_pu'ls‘e,and its correct measurement. .
B.  State that lesson will prepare participants to measure and record radial pulse. ‘
- A . N - .
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PRESENTATION . ‘

Opcrations or Steps

.

3.

4.

P T I

.
L]

Prepare the patient (Expldin
and demonstrate): ‘

a. kxplain procedire *
~ b, Position the. pdtient

.
'

. Count the pulse (Explain and
- Demonstrate) EAN
b.  Place first three fingers
over thumb side_of ‘patient’s
wrist; then press lightly
over the radial-artery. -

L
~

. .'D \
d.  Count the. pulse for one
minate.
\5e. . As you count, rote the’
force and rhythm. ’

’.

b

.

Record the .pulse ‘rate and any .-

observations.

v you
. pulsgfin your thumb.

[ ~
8]
a
- r
Key Points '
. ‘ 3

Usmg. anatomical charts,
explain the location of
the radial arteries’ .

Explain how to describe

thg force and shythm of -
pule beats. ;
R i .
e, ~Allow time to recover 3

from any recent

exercise or excitement.
a.  Always wash hands- e
before the procedure. o

4
.

c. Do got ust your thumb;
It feel your own "

Y ' -

ax  Record on Nurse's Notes
and Graphic Sheet when
taken with the temperature- ' -

b.  Record any irregulritigs
in Nurse’s Notes. -

-

A . -

&

—
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1. APPLICATION ) )
- — ‘ ; . — .
, A.  Divide the class into pairs. One xﬁ each pair will assume rtole of “patient”; the other ) .
will assume the role of “nurse.” Have' each “nursé” measure, describe and record the )
“patient’s” pulse. . Direct each “nurse™ to practice the procedure several-times as .
necessary. : , .
« b ~ ' . %
B Dgxrect\ach pair to reverse roles: #md practice the same procedures. '
é} . ) ) ' .
~ R}
\ ‘ * . ! + . *
& 5\ & N
V. TEST F;' .
R r .
' Tk A
. . e ! «’;’ -
A. Divide the class into dxf&.r‘é?t teams. Have each measure and record the pulse two
times. U N f : .
B. The two recordings madgﬁhy the same “‘nurse” on the same *‘patient™ should agrcc to
within plus or minus 4 codnts. If not, have the procedure repeated until standard is reached
2\ o >
5 .
V. ASSIGNMENTS o
e t . —— A p—
Direct students to study the chapter in text on .measuring blood pressure
. ..}'; ’ .
- . . d\ o ~ .
o ’ .' . i
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EXAMPLE 7 =~ ) | .
FILL OUT CASH REGISTER §UMMARY SHEET

This ‘Distributive Education lesson plan for a cashier-checker task is similar in most

- aspects to previous examples. The main components in the plan are the introduction, lesson

development, student application, performance evaluatian, and fesson summary. The plan is

selfexplanatory and needs'no further description. ' - N

v ' ’ L4 :

NOTE: Many Alabama Distributive Education teachers usg the learning activity

- packages in a self-paced, individualized system. Those teachers will not have a lesSon plan.
Instead, they will have an ‘instructor guide .spécial,ly prepared for the individualized .

packages. ) - .
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TASK:

- i

Fill out cash register sumrhaty sheet 3 )

. ' Y

PERFORSANCE OBJECTIVE: . o

i

N 10 -

Provided a cash regster and a summary sheg’t close out the register by ﬁlhng out gll.of the necessary

Aoy,
o~

information on the summary sheet. v N

MATERIALS/EQUIPMENT: - S

PRV U < R PS T 35 I L

—

7

-

_ Assignment sheets

je

Cash registers containing simulated hill, coins, checks and paid-outs.
‘Adding machines or calculators f ‘ y
Cash register summary sheets ",
Transparencies ‘

I"NTRODUC‘HON o . ‘
‘ \~ ‘ :

Explain importance of Llosmg out cash register and filling e)ut the cash register summary sheet.
. \_.x\

T~

Explain thgt Iessm..iﬁﬂ include;‘i, ‘ . ' '\\‘3_ | N

. .

a.  Explagation 4nd dunonstratmn of the procedurc.
b. Practice in filling out the “sh régister summary sheet : ' \
¢.  Evaluated pertonmme

' M 4LESSON DEVELOPMENT
. U : . ,
“Using transparency, explait the entries on the cash register summary sheet. '
. .

Using the transparency ofa filled-out summary sheet, explain how toatcomplish the tk;Huwi_ng:
Remrd store number. .I
Record date and time fegister is closed out.
"Record employee number or initial.

Record register number. 4

*Record cash register {rawer number.
Record cash registar drawer reading. .
Record actual countein drawer. AU
Record total amaognt of bills. ' )

i.  Record total amount of coins. ' "

j Record total amgunt of checks. \

k. Record total dmpunt of paid-outs.

[ .Calculage a sybtotal.” ‘ C

m. Record actual cpunt. ’

n.  Record shortage or ovefage.

o.  Sign the form. ¢ '

p.  Obtain authorfzed approval.

3

L3

®m s oo o

[y
—
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STUDENT APPLIGATION | ]
.' ' 1. Give each 'studen‘t the assignment sheet and three cash register 51_1mmary sheets.
. A ‘ - | . . “
© 2. Direct each student to use the date on 4he assignment sheet to fill out each of the summary.
sheets. ' .oy N : .
4« . , ! SN ' i - ) . '
3. Correct any errors and clear up any misconceptions. . o .
. . i .
. - PERFORMANCE EVALUATION
I Assign each student to a cash register in which the contents have been simulated.;i B .
- Direct each to close out the register and complete the cash register sumsnary sheet.
. & ’
.o 3. Evaluate each completed sheet to verify ’accurate counting, correct entries 6n summary sheet
and accurate calculations, : ‘ ' '
: o f : . _ .
© LESSON SUMMARY ' j
. #
1. Re-emphasize any points or procedures with which student. experienced problems- or
difficulties.
T2 Re-emphasize importance of accuracy in closing out cash register and filling out the summary

sheet. S .
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