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Phase II

INTRODUCTION

This is the second phase of a designed multi-phase projeLt of pre-apprenticeship

study. Phase II begins in earnest the development of manipulative skills essen-

tial ;to the trade. It re-introduces and elaborates on many of the tools, mater-

ials and equipment set forth Phase I, and introduces projects and assignments

designed to build trade knowledge and trade manipulative skills.

The project consists of three major components:

I) INSTRUCTOR'S GUIDE, containing a brief summary of each of the tt,!de

modules, including the materials, tools and equipment necessary to tom-

, plete the Job Sheets and/or Assignments; an annotated bibliography for

further study and/or, clarification of a topic.

2) Self-paced LEARNING MODULES for student study. The modules are designed

to impart trade knowledge and skills to the student. Each module is

comprised of the following:

a) Cover Sheet--lists mody,le title, goals, performance indictors

b) Study Guide--gives directions for completion of modtle

c; Introduction (optional)--explains why the module is importan

d) Vocabulary--lists and defines any new trade terms or technic,

words necessary for understanding the module's content

e) Supplementary References--details where to go for further study

f) Information--provides information and graphics covering the
module's topic(s)

q) Self Assessment (optional)--provides students an opportunity to
test their comprehension

h) Assignment (optional)--enables students to research further Into

the topic

i) Job Sheet (optional)--lists materials and tools necessary to
complete the tasks which are designed to develop manipulative

skill

j) Post Assessment (optional)--enables the instructor to test
student comprehension

3) SURVIVAL or COPING SKILLS MODULES have been developed to promote

2
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social skills development. These 43 modules elaborate on the topics

introduced in Phase I and cover such topics as: Losing your Driver's

License, Death in the Family, Divorce, Time Managtment, Buying a '01110,

Maintaining Credit, and other social skills which have a bearing on

the quality of'work lVfe and personal satistaltion

IMPLEMENTATION

It is essential during Phase II that the student develop the skills necessary

to perform the tasks of the trade as outlined and demonstrated in the modules..

For this reason, the instruction should be conducted by a skilled craftsperson

frui the trade or occupation who has the necessary teaching skills.

At the completion of Phase II, the trainee/will have enough experience with

the occupation to decide whether to continue with the training into Phase III,

which will ultimately represent a career choice and entrance into apprenticeship.

Recommendations for successful Module completion

This phase of pre-apprenticeship study requires the student to develop job

which will enable him or her to be a productive worker or to decide

against pursuing the trade as a viable career choice. To that end, the

instructor should:

1) Realize that skill-building and development is dependent on repeated
physical performance and self-confidence.

2) Provide a setting in which students are encouraged to develop 'Allis
,t their own individual pace. Assessments are designed as tests of
comp4rehen'sion, not as tests of skills or trade abilities.

3) Coordinate the use of materials, tools and equipment so that each
student can fulfill his or her potential.

4) Ensire that each student practicbs the trade skills in the accented
manier, and practices enough to develop skills to a professioral
i...ade standard.

5) Make arrangements for visitations (to stores, shops, jobsitos,
and ensure that students participate fully.

6) Grade or comment on individual Assignments and Assessments, to enure
students are aware of their progress.

7) Ensure that the trade skills and knowledge presented in one module

are fully understood by the student before allowing him or her TO
continue to subsequent modules.

3
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SCOPE

Trades developed for study in Phase II include:

Drywall bricklayin,

Painting auni,,

Plumbing 1.Elt.ctrica

Floor Laying

Plastering *Auto Mechanic

Cement Finishing *Carpentry

Tilesetting

.

* Adapted from previously deve,lopeJ ILA

CONTENTS

Module titles and brief synopses of the 43 Survival Skills modules

may be found beginning on the next page.
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1. WORK

Learning about the importance of satisfying work for individual identity
and self-esteem, and becoming more aware of what work in the trades can offer.

2. CAREER DEVELOPMENT

Discovering how getting a job is only the first step le. developing a career.

Familiarity with why people change jobs and what to loo.: for in a
satisfying career.

3. WORK--RELATIONS WITH PEOPLE IN AUTHORITY

Learning about negative and positive responses to authority; understanding
about own reactions and being able to identify characteristics of a poor
and a good relationship with a person in authority.

4. WHAT'S INVOLVED IN BEING A SUPERVISOR?

Understanding, what is involved in becoming a supervisor and identifying
the characteristics of a poor supervisor and a good supervisor.

5, WORK--SURVIVING AND SUCCEEDING

Identifying some of the ingredients of being successful at work.

6. OUT OF WORK I--WHAT'S IT LIKE TO LOSE YOUR JOB?

Explaining the term officially unemployed and how losing a job can affHrt
individuals and their families.

7. OUT OF WORK II--UNEMPLOYMENT BENEFITS--WHO IS ELIGIBLE?

Explaining unemployment insurance benefits; discovering who is or is not
eligible, what the procedure for applying for benefits is, how to make sure
the be.-efits will 'continue while unemployed.

WORK--GETTING INJURED ON THE JOB

Describing the basic principles Of the Workers' Compensation system and
what a worker experiences when injured and eligible for compensation.

9. SEXUAL HARASSMENT ON rHE JOB

.Defining .sexual harassment and advising what can be done.

'10. JOB SEARCH

Learning about the importance of thorough and complete job search and
about ways to find the right job.

11. INSURING YOUR LIFE

Learning the difference between term.and whole life in(k.rance.



12. DAY CARE FOR LATCH KEY CHILDREN

Learning how to find good, affordable, convenient child (,arr, and why it's
important for the child and the workihg parent.

13. CHILD ABUSE--WHAT IS MEANT BY CHILD ABUSE? WHO ARE THE AbUSEPS?

Exploring the nature of child abuse and the conditions wriL:, iu it.

14 CHILD ABUSE II--WHAT TO DO ABOUT IT ra

Explaining the extent of the problem, what procedures to foi' m in
reporting a suspected case and what happens to the child and the farily
following a report.

'15, FAMILY CONFLICTS--TEENAGERS

Describing some of the major problems in pal-ent-teenage reldtionships, how
to establish a good relationship with good communication, mutual respict
and understanding.

16. TAKING RESPONSIBILITY FOR THE ELDERLY

Identifying some of the problems and decisions involved in taking
responsibility for elderly relatives, how and where to find near' from
support services in the community.

17. DIVORCE I--THE WHY AND HOW OF A DIVORCE

!earning about the frequent causes of divorce and about problems and isyiec
In reaching an agreement between husband and wife.

18. DIVORCE II--HOW TO COPE AND SURVIVE

Identifying the effects of divorce on adults and children; learning about
the types of problems involved, how to survive and.help others come
'successfully through divorce.

19. DEATH IN THE EMILY -- MAKING THE FUNERAL ARRANGEMENTS

Identifying the various options, costs and arrangements involved in
planning a funeral.

20. HANDICAPS OF FAMILY MEMBERS--PART I--PHYSICAL HANDICAPS

Identifying the rights and benefits available to handicapped people and
their families, where and how to go about finding the maximum help
availible in the local community.

21. HANDICAPS OF FAMILY MEMBERS--MENTAL HANDICAPS (MENTAL RETARDATION)

Identifying the causes, feelings and problems in 'having a mentally
retarded family member and how to cope with the situation.

qk
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22. MENTAL ILLNESS OF FAMILY MEMBERS AND MENTAL ILLNESS AT WORK

.Identifying some of the major causes and behaviors and it'arning about
different methods of treatment.

-

..-

23. BEIEOVERWEIGHT /

J r

iden- tifying.the causes, extent ana problems cif being oi,oweignt, how to
deal with and correct the problem. -1.,,tr

24. DRUGS--WHAT ARE DRUGS? WHAT IS DRUG ABUSE? -:

1 Identifying six different categories of drugs' and,uhie of- the sips of
drug abuse: . .

25. ALCOHOL--BY ITSELF AND WITH OTHER DRUGS

Explaining the main effects end nature of alcohol and what happens when
alcohol is takerl,with other drugs.

26. WORK AND ALCOHOLISM-

Identifying typical alcoholic behavior, .available belp apd treatment plans.

27. LOSING YOUR AUTO INSURANCE OR YOUR DRIVER'S LICENSE

Explaining the prdblems involved in, the causes and Lons0quences of havi:id
auto insurance and/or a driver's license taken away.

C ,3. 'IN TROUBLE WITH THE LAW--YOUR RIGHTS IF YOU ARE ARRESTEr;

Identifying individual's rights if ever arrested, and some of the legal
problems and possible solutions involved.

29. RELEASE FROM PRISON 4

Explaining the major problems an ex-prisoner faces when returning to
the community., how to find support and help.

30. ESTABLISHING CREDIT,

Explaining the nature and use of credit, how to obtain it and use it
to benefit.

31. HOW AND WHERE TO GET HELP IF YOU'RE IN SERIOUS FINANCIAL DIFFICULTIES

Identifying places where people who are in serious financial diffioultit,
can turn for help.

32. BANKRUPTCY

Idehtifying the causes and extent of bankruptcy, recent law eeforms,
options open to an individual and procedures to follow in t-iting for .

bankruptcy.

r
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33. HOW TO,FIGHT INFLATION AND SAVE MONEY

S

Identifying causes and effects of inflation, examining spend)ng pltlernc,
learning hgw to save money on a.day-to-day

34. H00 TO PLAN ABUDGET-THAT WORKS FOR YOU/YOUR FAMILY

Discu5sing budget planning for indis;idual/family needs:
,21/

5-=,beW,TO STAY HEALTHY AND CUT YOUR)VEDICAC AND DENTAL t'ILlS

. '

Describing some of the
/
influences on people's health care attitudes, 0nefits

of health insurance plans, ways to cot costs of health bills.

36., EVICTION

--V
Identifying the causes of eviction and procedures to protect rights.

37. BUYING A HOUSE

Identifying some of.t e problems involved in buying a house, some ways
topurchase a house.

38. MOVING INTO ANOTHER HOUSE

Assessing values and services offered by moving companies; avoiding mistates
which result in wasted time and money.

39:STRESS I

Explaining the nature of stress;when it is beneficial, when it is 3 strain.
utOes

40. STRESS II-- COPING WITH IT

Describing how to prevent too much stress and how to deal with it. .

4

41. USING TIME EFFECTIVELY

Describing personal goals and pra,ticinq learning how tc . time .crr.
effectively. 4

42. EFFECTIVE LISTENING

Practicing being an effective listener and ot:einin6 you wart.

43. FROM STRANGER TO INTIMATE

Identifying different ways in which people relate to (AO other.

I .4-



'Goal:
The student will learn about the impor-

tance of,s4tisfying work for individual

identity and. self esteem and become more

aware of what work in the trades can

offer.

2

Perforrrimai Indicators:

The student will.:

1. be able to identify.and list some
of the important reasons why.people
work.

2. be able to list the characteristics
Of satisfying,work.

3. be able to list important aspects of
beiffg a craftsman.

4. conduct a short survey on how impor-
tant work is to people and what they
hope to get from their work.

5. look closely at a perknally satis-
fying work experience and identify
at least five important ingredients
that made it satisfying.
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INDIVIDUALIZED LEARNING SY§TEMS.

Study Guid

,.,

,

- In order to finish this module, do the following tasks. Check each item off
as you complete it.

I Read the Goal and Performance Indicators on the cover of the module.

This will tell you what you will learn by studying the module, and how

you will show you've learned it.
r-

2. Study the Information section. Thjs section will giye you the informa-

tion you need to understand the subject.
,A

3. Take the Self Assessment exam. This is a test for you to prove to your-

self that you have learne&the material you have studied. Compare your

answers with the answers on the Self Assessment Answer Sheet, which is

on the page following the SelfAssessment. If you scored poorly,

re-Study the Information section or ask your teacher for help.

4. Do the Assignment page. Follow the instructions at the top of the

Assignment page.

5. Take the PostbAssessment exam. Give the exam to your teacher after you
have completed it. Your teacher will grade it for you.

a
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INDIVIDUALIZED LEARNING SYSTEMS

Information

4

Now important is it for you to have paid work? If someone gave you enough

money to live as comfortable as you liked for the rest of your life, would you
give up working? If you would choose a life of leisure you are in the mincrity;,

seven out of 10 Americans would rather work even when they don't enjoy the job
they're doing. It's clear, however, that everyone would prefer satisfying work

and, for people who don't have it at the moment, their.hopes stay alive for a
long time

Why is work still so important to so many people?

1. For most of us, earning enough to support and improve our

standard of living is very important. People on welfare

are just as committed to work. Most ptople would prefer to

support themselves by working then to be out of worn and

dependent on being given the money.

2. Having the day organized for us is also important; it's good

to be able to predict what's going to happen on most days.

For some people, Sundays lack anything regular and predictable

and seem empty and boring.,-

1. Work can still give us a feeling of belonging, of being some-

one in society. The unemployed,'retirees and children sharp

similar indignities trying to get the money they need.

4. Work provide; an opportunity for meetina and comr,unicatinq

with people who share many of our values and who can respect

us for our slWls and at)ilAy.

5. Work ZS likely to change and improve-family relations. Member.

of a family can shed fixed roles, (of mother, wife, child) and

gain a new sense of identity in the world of work.

6. Work can lead to better marriages and more stahle family life

by providing interest, variety, something tc talk about, an

acceptable "escape" from the house, as well as uniting people

4



in aiming for long term goals, (e.g. buying a house, next

year's vacation, returning to school, etc.).

7. Work can be enjoyable; a chance to do something different,

use complex machinery, drive expensive equipment, produce

something that is valued by other people.

8. Our identity may become part of our work. "What do you do?"

is still one of the first questions asked of strangers. We

make generalizations about people based oegIrTdea of their

job. What are your ideas about a tj11i c doctor, carpenter,

sheet metal worker, teacher, etc.?

9. Probably most important of all is the sense of self esteem

it's possible to experience from working. This involves a

sense of control over our own future, a knowledge that we

have some effect on things and people around us, that we are

able to use our talents and do a good job.

Few people are lucky enough to be doing satisfying work. For some workers, jobs

are dull, repetitive and meaningless; conditions are unpleasant, often dangerous,

and those in charge are either incompetent or treat people like objects. Workers

in these jobs probably didn't choose the work; they took whatever was available.

Sometimes people stay at jobs year after year because the pay is high,even

though work is only a means to try to get after-work happiness. To these

people the alternatives seem few. They could:

I. Leave and look for another job (maybe with lower pay).

2. Give up hopes of ever being satisfied at work.

3. Hang on to their hopes of having satisfying work and

be constantly frustrated.

These workers may still believe in the importance of work but they find their

role at work doesn't fit with their-image of who they think they are. When

this happens, people are likely to become ill more frequently, have more acci-

dents on the job, enjoy less out-of-work activities, carry over tensions to

home and even die at a younger age.

Satisfying Work

It is challenging, makes you feel you're achieving something, gives you respon-

sibility as well as enough pay. With a satisfying job you're more likely to

enjoy a stable family life, be involved in your community, feel good about your-

self and live to ripe old age. A lot of force behind the women's movement and

5
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pressure for equal opportunities for minorities is the wish to have the experi-

ence that satisfying work can give to an individual. (At the present time, much

of the work women do probably drags down the.ir self image.)

Changing the conditions at work (e.g.limproving food service, safety, heating,

air, etc.) does not Bring about job satisfaction. Poor conditions do contri-

bute to feelings of dissatisfaction, but in the experience of work, satisfaction

does not just mean the absence of dissatisfaction; the ingredients of job satis-

faction are the content of the work itself - what your duties are, what your

supervisors and fellow workers are like, how involved you feel in the whole

production process, whether you feel what you are doing is important. Choosing

the right line of work is very important; it can affect your feelings about

yourself, your family and your overall level of happiness for the rest of your

life, and most of us have a minimum of forty years at work.

What then is the possibility of having job satisfaction in one of the trades?

How are the trades any different from semi-skilled work where you operate the

same machine everyday?

1 Becoming an apprentice is highly competitive and only

applicants who show real interest and enthusiasm, as well as

having appropriate background experie.ce, are going to be

accepted. Descriptions written in State Employment Division

booklets repeat phrases such as: "applicalts should enjoy

working with . . "must like to work with . . ."

2 "Apprenticeship standards' are drawn up by experts in the

field. These involve many hours on the job and in related

training; often as much as 8,000 hours, which is as much

time (four years), as it takes to get a college degree.

That's a big commitment to getting into one line of work.

Why can the trades maintain such high standards? There's a Hebrew proverb

that says, "A man at work at his trade is the equal of the most learned doctor."

The skill level is high for both and so is the possiblity for job satisfaction.

Working in a trade:

1. Requires expertise in using tools, handling materials and

carrying out special processes; this expertise is built up

gradually during apprenticeship.

6



2. Promotes a sense of loyalty and pride in the craft and a

feeling of being needed.

3. Brings about companionship and acceptance within a respected

grow.

4. Encourages showing initiative and taking responsibility for

what you do.

5. Provides, at most times, interesting, non-repetitive tasks.

6. Allows you to finish a job or clearly identify with the

overall production.

7. Generally pays very well.

By becoming an apprentice there is a definite prospect of having a satisfying

job. It is this experience of satisfying work that justifies craftspeople

upholding standards and defending craft skills against easy entry by non-

craftspeople or attempts to build craft skills into machines that non-crafttpeople"

can operate. (In contrast to skilled work, semi-skilled jobs usually involve

only a few months of practice to reach real proficiency.) The trades have a long

history of excellence and of individual satisfaction at work. This is worth

defending and worth sharing in.

7
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INDIVIDUALIZED LEARNING SYSTEMS

t

I

LISTED BELOW ARE SEVERAL STATEMENTS. IF THE STATEMENT IS TRUE, PLACE A "T"

IN THE BLANK PROVIDED, IF THE STATEMENT IS FALSE, PLACE AN "F" IN THE BLANK.

1. Mos't of us have a working life of at least 40 years.

2.
..._._ ___. One of the most important reasons why-People choose to work is that it

can make you feel good about yourself.

If people didn't need the money, nobody would ever work.

4. Most people on welfare don't want to work.

5. ___ _ Family life is likely to get worse if the main provider of money is

not satisfied with his or her job.

6. ___ People who are in jobs they hate, usually have a satisfying life out-

side work.

7. Improving the work conditions is not enough to make a job satisfying.

8. In semi - skilled work it is possible to become an expert after a few

months practice.

9. Working in a trade can provide many of the %ncperiences associated with

satisfying work.

10. People in satisfying jobs are likely to lie longer than workers in

jobs that they dislike.

1L



INDIVIDUALIZED LEARNING SYSTEMS

Self Assessment
Answers

"N.

1. T

2. T

3. F

4.

5. T

6. F

7. T

8. T

9. T

10. T

9



.. INDIVIDUALIZED LEARNING SYSTEMS

Assignment

,

COMPLETE'THE FOLLOWING ASSIGNMENTS.

1. Ask the following questions of at least ten people, outside your class,

who have worked a minimum of five years:

How satisfied are you with your present job?

What makes a job satisfying to you? (Ask for several reasons.)

Write down the responses and compare them with the Information section.

Discuss what you find with two other people in your class.

2. Write down one personally satisfying work experience (paid or unpaid)

that you have had - it doesn't matter how young you were at the time.

Identify and describe in writing what was satisfying about it. Find at

least five things.

10

r

0,
i



INDIVIDUALIZED LEARNING SYSTEMS
Sr

t
,

1. List at least five reasons why people choose to work.

..,

,

2. List at least five characteristics of satisfying work.

I.

3. List at least five satisfying features of being in a trade.



CAREER DEVELOPMENT

:ti

Goal:

The student will discover how getting a

job is only a first step in developing

a career. He or-she will become more

aware of the reasons why people change

jobs and what to look for in a satisfying

career.

12

Performance Indicators:
The student will demonstrate understand-

ing of the information by:

1. successfully completing a Self
Assessment.

2. writing down a dozen different
directions a job of his or her
choice could lead.

He or she will extend his or.her know-

ledge by:

1. asking questions of experienced
workers to find out how satisfied
they are with their present job or
career.

2. find out details of pension plans
in one trade.

3. write down career paths in two
trades.

2r14.0



INDIVIDUALIZED LEARNING SYSTEMS

Study Guide

In order to finish this module, do the following tasks. Check each item off
as you complete it.

1. Read the Goal and Performatice Indicators on the cover of the modifle.

This will tell you what you will learn by studying the module, and

how you will show you've learned it.

2. Study the Information section. This section will give you the informa-

tion you need to understand the subject...*

3. Take the Self Assessment exam. This is a test for you to prove to your-

self that you have learned the material you have studied. Compare your

answers with the answers on the Self Assessment Answer Sheet, which is

on the page following the Self Assessment. If you scored-poorly,

re-study the Information section or ask your teacher, for help.

'4. Do the Assignment page. FolloW the instructions at the top of the

Assignment page.

5. Take the Post Assessment exam. Give the exam to your teacher after

you have completed it. Your teacher will grade it for you.

13,
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INDIVIDUALIZED LEARNING SYSTEMS

Information

Even people 41c, have a lot of drive and wht to succeed at work, often believe

the hardest part of a job is getting hired. THE REAL STRUGGLE IS NOT GETTING

HIRED, BUT GETTING HIGHER on ;he career ladder. A career is your way of making

a living. It may be one job that offers you increasing responsibility and

rewards, but it is:much mere likely to be a succession .of jobs. Among the 30 -to-

50- year -old group of workers (people who are probably skilled .and experienced),,

there is only a 1 in 50 chance that a person will be with the same employer in

five years. If you extend the period to 10 years there is only one chance in

100 of being with the same employer. Over 50% of skilled craftspeople leave

their line of woikand take up something different. A careernowadaysinvolVes

change and movement. If you are aware of this possiblity, the change can be

planned to increase. your sense of progress and success in life, to aim for

career satisfaction.

In a steady, unchanging economy there wouldn't be the same need to plan a career.

If the economy stood still", the number of workers in each skill area would

remain the same. If this were so, each person would only have to make the right

choice of job and stick with tt, maybe.waiting for promotion and eventual retire-

ment. But old products andprochiction techniques do become obsolete. New

materials are constantly b"eing introduced that affect work done within the trades

(50.Anew floor covering materials). New needs arise (such as energy conservation)

that require different solutions. Mechanization is still increasing as some

craft skills become possible by machine --t hejnail gois a:simple example.

Computerization has changed ways of drying thdings'thgt hgve been traditional for

centuries (e.g., printing).

thgeneral-state of the economy has a great impact on how many opqnings there

are. When money is expensive to borrow, construction declines. When national

priorities change, such as in wartime, there is little unemployment. In peace-

time, within an industryqrnwing.at an average rate, there will be five new

14
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openings for every one hundred workers (due to retirement, promotion, expansion,

etc.). In stagnating or declining industries or non-adaptive trades, theopen-

ings-will be few, and by mid-career there will be slim chances of promotion.

Workers who feel "locked in".with no job alternatives will have low cArr

satisfadtion and probably develop physical and mental heal4.11 problems.

Getting the job you want, entering the trade of your choice, s the first step

in'your career. A satisfying career has many of the same ingredients as a

satisfying job: - e,

1. Feeling that what you're doing has some meaning and.purpose.

2. Having some control over what you do:

3. Being respected as an individual with definite skills and abilities.,

4. Feeling that your world is reasonably stable.

5. !Having enough challenge to keep interested.

6. Feeling good about yourself and who you ire, both in and out of work.

SOME REASONS WHY PEOPLE CHOOSE TO CHANGE THE DIRECTION OF THEIR CAREER

Some Jobs are Never Satisfying.

Some jobs.start out all right and get boring after people are in them a lony

time. 'This usually happens in semi-skiTled jobs, that's why there is so much

turnover even when jobs are hard to find. . Also, individuals change--what

excited you, or you found challenging when you first began, becomes stale and

ordinary. For most people, chinge and variety are essential in order to con-

tinue feeling satisfied. It's impossible to feel happy and bored at the same

time.

Lack of Job Security.

II you're single, looking after only yoUrself, or if you have two reasonable

incomes in your home, the prospect of the'work being seasonal, of there being

layoffs and periods of-unemployment may not worry you. With-a house, a family,
4).

payments on your car, etc., it becomes more difficult to budget and-stretch

money that is not there reliably every week. Craftsmen do a lot better than

. semi-skilled workers but they have more periods of unemployment than people in

office, sales or professional work.

Inadequate Pension.

o
For most young workers retirement is so far off that they rarely consider

pension plans. For the established worker (someone who- has spent a number of

a
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years building up specialist skills and' experience), it could become an impor-

tant issue. How long do you expect to be in the trade you're trying so hard to

join? Some unionized trades have excellent pension plans, but a great number

of American workers 'ever receive a pension from their emplo/ment, even it
..///:

they started in a job with a'definite pensibn plan, In the job that you want
, .

is there a private pension p'an? Is it transferable when you change job? ,ghat

happens when you're out of work through no fault of your own? /-

Changes in Health and Strength.

Many workers change"their line of work because it is4dangerous. it is too much

of a physical strain or it is outside all kinds of yeathei-. In fact, some

of the same things that attracted you'to the job in the fkrst place (you could

use your muscles, be outdoors and haye some type of excitement and risk), might,

at the mid-point in your career, ue the reasons why you're looking for another

job. Thousands of worker's are injured on the'job every year (in construction

it is as high as 15 out .of 100). Although some injuries are minor; there are

many more that prevent the worker from returning to his or, her previous work.

For example, people who are supposed t<o have recovered from back problems (the

most frequent injury) often can only lift up to 20 pounds.

Changes.Within the Family. )

If your family is "the beginning and end" of everything, you may stick with a

job that haS become unsatisfying as a "sacrifice" for the good of the family.

Changes, such as divorce, both partnefs working row after one of them stayed

at home to raise the kids, or starting to work, can change priorities

so that ;the dissatisfied worker s!ots to-look'for another type of job.-.-

PLANNING YOUR CAREER

What career education have you experienced? Unless you're been,very lucky,

you'll have discovered that much more time is spent helping students who ate

going to go to college, even though they are in the minority. Thinking about

and preparing fora satisfying. career is more than trying to match your inter-

ests and abilities with available jobs. It involves more than one job; it is

a preparation for a lifetime in work, a lifetime of relationships with ocher

people, a lifetime of trying to make the most of your talents, a lifetime of

surviving and winning within social and economic systems.

z
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A pattern shown.by people leaving high school for their. -first permanent job

is low-level vocational aims.' At worst, these young men and women fall into

whatever work is available or Ube short term semi-bearable traditional jobs

and either accept their fate or passively hope that something or someone will

turn up to rescue them.' At present level's of unemployment, it is difficult get

.what you want immediately': But this shouldn't mean a lifetime of boring work.

It's estimated, for example, that 75% of young women from workers' families

underachieve the whole of their lives. They learn never to expect to obtain

a job they'would most like-to have. Both men and women could help themselves

and each other:experience career satisfaction by realizing that it is not some-

.. thing out of reach. It is possible to have a satisfying lifetime of work if

you are alway's aware of where a job can lead you, what the possiblities are,

of using the skills,you gain in another job, and whether you can move on to

something different and more challenging as your present job becomes too easy,

trtosthai there are plenty of prpssures: on a person to find work quickly.

Unem loyment benefits run for a limited 'number of weeks and are based on whit"
ou earned before, not on what you might need now. Unemployed people have .

j.feelings oflosing identity and self-confidence that can lead to their becoming

"depressed'or hostile. For young people who have left school and have not been

lucky enough to find a permanent job, there's frustration; resignation and

feelings of being in limbo--in between two things and not knowing where they,
r-

belong. (Over 50% of black youths are unemployed.) But even tegative experi-

fences like these are temporary. There are over 40 years of work. In that time

it is realistic to go -or a satisfying job and a satisfying career. You desei-ve,

it just,.as much as people "in.higfr statusiprofessions.

WHAT:TO LOOK FOR IN PLANNING A SATISFYING CAREER

Mobility.

There should be several ways of moving on from your starting position. The

movement could be upward by proMotion. There should be a clear line Of progress

. open to.yoUL-as long as you work hard, efficiently and show yoWre capable of

taking on more responsibility for people and work activities. There should also,

be the definite chan*pf moving sideways into related jObs and roles (e.g.,

fromjoU6eymancarpenter to contractor, teacher, estimator).

17



Continued_ Challenge and the Opportunity to Learn New Skills.

In satisfying careers you should be encouraged to continue learning so that
your job stays a challenge and doesn't become routine. Even some highly-
skilled lobs can become repetive and boring if the same activities are done
week after week. You'll still get bored, even though it'll take longer to hap-
,pen than in a semi-skilled job.

What You Have to Do.

I. Find out before you start where an entry level job can lead.

What are the realistic chances of promotion? What do workers

go into if they leave that line of work? Is there encourage-

ment and opportunity given to retrain and update your skills?
2. Be realistic about the job you're.applying for. Some work

has no chance of being satisfying over a long period. Find

out how long workers stay in that line of work.

3. Be sure you know what fringe benefits are available and how

secure they are.

4. Take notice of your own wishes (and even fantasies) about how

you'd like to earn a living. Find out what else you could do.
Whom do you admire in your neighborhood; what is their work?

5. 5e prepared to attend classes, take part in retraining, take

short courses. Do anything that will increase the alternatives
open to you.

6. As soon as you're in a job', ask yourself, "Where do I go from
here?" Keep the doors open!

A Comment on Classes.

Even classes should be interesting and satisfying. Classes and courses you
,attend should be judged in the same way as jobs and careers. <Does the class
you're taking part in now encourage you to become more curious about things,

progress individually, take on more responsibility, build up confidence in

yourself, feel supported by other people? If you look for these things in your
classes, you're on your way to getting them in a lifetime of jobs--your career.

Some Career Development Possibilities in Construction.

:Mere are many more paths open to you than are shown here, but this may give you
an idea of what's possible and show that it's worth thinking more than one step
ahead. True, you usually can only take one st4 at a time but it's important to
know that a satisfying career involves moving forward all the time.

18
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High SchOtOk-Graduate

r-
1

1

,...._ ,
, .4 ----- 1Apprentice Technical School Junior College College_ Graduate

I.
Graduate .... Graduate

I

Journeyman

I I I
Junior Estimator

Foreman Assistant Assistant i

Expediter Engineer
Job I

1

,

.

...

Estimator
Superintendent

1

I

General

Superintendent

Purchasing
Agent

Engineer ....

Construction Engineer

, i

I

Vice g Job Marketing Manager
President Superintendent

Partner
Vice :'resident

Safety Engineer . Union,Representative

General Contractor Building Inspector

I Teacher Draftsman

I

[General Management Sales

Several of the positions shown,at the top of the page could cross sideways and

also lead to positions shown in the box. Other possibilities depend on your

being prepared to take on further training. There is always something new to

learn! Ther( are over 100 colleges and universities and more than 300 two-

year schools that offer construction education and training opportunities.
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41--- Self
Ass

INDIVIDUALIZED LEARNING SYSTEMS

t
WRITE IN THE SPACE PROVIDED THE PAGE AND LI,E NUMBER IN THE INFORMATION

SECTION WHICH CLOSELY MATCHES EACH STATEMENT.

1. A career nowadays usually involves Working in several different

jobs.

.2. Being a journeyman is only the second step on a career ladder.

3. Things you want in a job when you're young might not be satis-

fying when you're older.

4. The most satisfying career would be a succession of satisfying

jobs.

5. Workers who feel "locked in" with no job alternatives are in

danger of having physical and mental health problems.

6. Only by planning ahead can you be sure cf keeping open altr;rnative

lines of work.

7. i The breakup of a family could change the course of someone's

career.

8. If you make sure the classes you attend are satisfying,you will

be better prepared for finding and recognizing satisfying work.

9. Mobility means opportunities to move into related jobs as well

as to be promoted.

10. Injured workers often cannot return to their same job even when

it's held open for them.
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INDIVIDUALIZED LEARNING SYSTEMS

A signment
1

COMPLETE THE FOLLOWING ASSIGNMENTS.

I. Pick a job that ybu think you would like and write down a dozen different

ways in which you could progress from an entry level position.

r

2. Ask the following questions of at least ten different people (out of-school)

who have been working a minimum of five years. Write down their answers and

discuss them with two people in your class.

a. What type of work would you go into if you could start

all over. again?

b. What would you do with the extra two hours if you had

a 26-hour-day?

Find out how many would go into the same work and how many would do work

related activities in the extra two hours. Those people are likely to be

satisfied in their career.

...

3. Call the Business Representative (or Agent) of one of the unions (under

Labor Organizations in the yellow pages) and ask about pension plans in

that trade. Share your findings with other class members.

4. Choose two trades and write down what options there are after someone

becomes a journeyman.
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Post
Ass

ie
V

WRITE A HALF PAGE OF CONCLUSIONS YOU'VE REACHED AS A RESULT OF DOING THE

ASSIGNMENTS.

%
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WORK--RELATIONS WITH PEOPLE IN AUTHORITY

Goal:
The student will learn about both nega-

tive and positive responses to authority,

will understand more about his or her

own reactions and be able to identify

characteristics of both a poor and a

good relationship with a person in

authority.

23

Performance Indicators:
The student will:

1. Successfully complete a Self
Assessment.

2. Write down his or her own
responses to two people in
authority.

3. List 10 characteristics of both
a positive and a negative rela-
tionship with people in authority.

4. Complete a Post Assessment,
ing the 8 most important things
he or she learned while doing
the module.



INDIVIDUALIZED LEARNING SYSTEMS

Study Guide
In order to finish this module, do the following tasks. Check each item off

as you complete it.

1. Read the Goal and Performance Indicators on the cover of the module.

This will tell you4hat you will learn by studying the module, and

how you will show you've* learned it.

2. Study the Information section. This section will give you the informa-

, tion you need to understand the subject.

3. Take the Self Assessment exam. This is a test for you to prove to your-

self that you have learned the material you have studied. Compare your

answers with the lanswers on the Self Assessment Answer Sheet, which is

on the page following the Self Assessment. If you scored poorly,

re-study the Information section or ask your teacher for help.

4. Complete Assignment #1.

5. Complete Assignment #2.

6. Take the Post Assessment exam. Give the exam to your teacher'after

you have completed it. Your teacher will grade it for you.

24
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Information

Which of the following would you choose in your work? Put a check mark next

to the one you prefer.

Wanting to follow directions and leadership on how to, do your work.

0 Not wanting to take directions. Wanting to be on your own, be creative

and in charge.

How you answer will probably indicate whether you prefer to supervise others or

be supervised, because there is no way that even a self-employed person can be

totally independent. Even though these job pay-offs seem totally opposed, they

both involve attitudes toward AUTHORITY. Either choice is perfectly all right,

as long as you make a free choice and aren't drawn to one because you can't

take responsibility 9r you can't stand being told what to do. As a skilled

craftsperson, it would be realistic to expect both. A self-employed journeyman

is still paid by someone else, and the person who pays is the one who calls the

tune. Also, in any skilled craft you have to take a lot of responsibility and

use your own initiative in getting the job completed.

A HEALTHY ATTITUDE TOWARD AUTHORITY involves the following personal skills:

* the ability to accept that some positions and institutions have the

right to have authority

* the ability to accept the,existence of rules and standards without

having to challenge each one

* the ability to speak out clearly and effectively if you experience

something as unjust or totally unreasonable

Go back and read the above description again. How you respond to it is likely

to ke_similar to the way you feel about authority in general.

2c
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How do you respond to authority? It's important to know if you want to act

independently rather than respond like a programmed robot; that's what happens

to many people in the face of authority. What is your first reaction when you

see a police car in your rear view mirror? Do you immediately feel angry and

resentful, or do you immediately assume that you're-in the wrong. It is the

first emotional response that tells you about your attitudes. Of course, you

can train yourself not to follow through on that feeling. You can learn

to change the way you're behaving, but the initial feelings in response to

authority have a long history that goes back to your early childhood and it

takes a long time before they disappear. If you feel uncomfortable in response

to authority, and that includes supervisors and employers, it's very likely

that your response arises from emotions in your childhood that you haven't yet

resolved.

Sometimes the way we react is influenced by feelings that are secret from us.

This means that the anger that some people feel when confronted by others in

authority could have its origins in "getting even" withyour parents. Crazy as

it sounds we all carry around with us ways of-behaving-that-we learned before'

we were even five years old. The problem is that these reactions from child-

hood are inappropriate responses as adults.

Some signs that you may not be respondingas freely as you would like.

* Based on,your "experience" you believe that most of the time people

are going to "rip you off," let you down or generally take advantage

of you.

* You frequently reveal more promise than you achieve; you repeatedly

fail to come up to other people's expectations, by dropping out,

claiming something isn't worth the effort.

:* You are trying to be independent but you feel held back or treated as

a child.

If you frequently experience any of the above then it's likely that you're

responding in ways that you learned as a small child and which are no longer

very effective,if you're going to feel confident in what you're doing and have

healthy. relations with people in authority.

1111

The experience of being supervised.

Having your work supervised involves having someone else telling you what to
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do and then assessing the quality

they are responsible only to themselves, but it

true. Anyone who provides products or services has to meet

be judged on his or her quality of work. The public will buy a bad produ

once! If you're not good enough, if you don't follOw through on what other

people want or order, you Won't be eating very often.

of your work. Some people might claim that

is very unlikely that this is

market needs and

ct

Natudlly, things could be much easier and more pleasant if the person in

authority giving the.orderswere perfect. The perfect workplace supervisor

would be an excellent teacher, the best person at the job, with many years

of experience. He or she would be encouraging and considerate, as well as

know when to leave you alone. This perfect supervisor would be a skilled

listener and be able to communicate clearly, directly and respectfully. He

or she would have a good sense of humor, high standards and be able to get

you motivated and believing in what you are doing. The perfect supervisor

would . . . well, maybe he or she no more exists than the perfect workplace,

the perfect job or the perfect employee. All of them exist in the mind only

as guidelines. We'll discuss,later, ways that you might improve both your

supervisor and your workplace, but before that, we'll return to your reactions

to the far-from-perfect supervisor or other person wielding authority over you.

What happens when,you don't like the way you're being supervised?

Do you feel frustrated that you're not getting what you want? Do you feel

resentful that you're keing picked on or being exploited? Do you feel threat-

ened and powerless because your job seems insecure?

Three unproductive and unhelpful ways of reonding to authority you don't

like:

I. Passive and pathetic--Acting like a doormat--unsure, helpless

and vulnerable. Always asking how to do everything. Lacking

confidence to go ahead. Being "the victim"--moaning and com-

plaining, feeling everyone in authority is corrupt and lining

his or her own pocket. Being negative about problems that arise

or about the quality of the job. People like this wear their

co-workers out and yet it's their attempt to show they are an

individual inIspite of authority.
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2. Resentful and uncooperative--Always challenging orders in words

or actions. Listening to directions with 4 skeptical look on

your face as if to say "okay you're the boss, but you don't know

a front-end from a rear-end loader." Showing contempt and dis-

respect--greeting everyone else, but ignoring the supervisor.

Acting offhand--hearing what's being said but not showing with
4

your eyes or slant of your body that you are listening.

O a

3. Aggressive and explosive--Sabotaging quality or equipment, either

actively or by neglect--knowing that something needs extra work

or maintenance, but neither reporting nor doing anything about

it because "it's their equipment,.it's their problem." Getting

physically very angry, losing your cool, threatening violence

when the supervisor makes a mistake that upsets you.

These three ways of responding to authority, even where you think it's mistaken,

unfair or just plain stupid, will rarely bring about the changes that you'd like.

They usually have only two predictable`outcomes: I. you get fired, 2. you quit
..,

your job and say the supervisor was4 "dumb jerk." Either way YOU LOSE.

Questions to ask yourself when you're havingrproblems dealing with someone in

authority.

I. Why am I responding with these feelings? Whaqs he or she doing

to me?

2. What am I,doing to him or her?

Behind these questions is the basic fact that it takes two too tangle. When

you are having difficulties in the supervision you're getting then at least

two people can do something about it. You can change your own behavior and

hope that your feelings will change too. But here are also things Eu

can do to improve your supervisor and to make your working conditions closer

to the ideal.

Can you get a better deal? Is it possible to get what you want without becoming

agressive or without feeling hurt? The answer to both is probably you can. It's

not absolutely certain because the days of getting other people to do exactly

what you wanted probably ended shortly after you were born. However, it is

. 28
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possible to improve working conditions and even improve the quality of YUtlr,

supervision if you go about it in the right way.

How to improve the supervision you receive.

* Be sure of what you want. Do you want more autonomy (allowed

to use your initiative moreYor do you want more directions?

What are your expectations of a supervisor? Check these out

with other people. Are your expectations reasonable and real-

istic?

.* Be prepared to ask for what you want. The best way of asking for

something you want is to be convinced that it's a reasonable re-

quest and to show old-faihioned courtesy to the person You're

making the request of. Courtesy shows respect and makes the other

person feel good and more open to what you want. For example, if

you have a supervisor who frequently interupts you and tells you

to do,another task before you've finished the one you're on, then

you can have the confidence that, if the task you're being re-

directed to isn't more urgent, you've got a reasonable cause for

complaint.

From your own experience you know that,when you're taken away from

a job that you want to complete,your mind keepS returning to it.

This is the meaning of unfinished business; it's impossible to do

other things as well as you'd like when your mind keeps reminding,

you of something else you have to do. So, armed with this convic-

tion, you approach your supervisor at a convenient time (when he

or she is able to listen) and you ask if it's okay to finish what

you're doing before starting another task. You explain that you

do your best quality work when you've got your whole attention on

what you're doing: "When I move on to another task my mind keeps

going back to the thing I've left unfinished." Wh5t you're doing

here is attempting to get what you want by being reasonable, put-

tins forward yoUr reasons and being courteous at the same time.

It is sometimes difficult to practice, but it's a winning combina-

tion.

29
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* Ask for feedback. Many people, never know how they're doing'on the

job unless they make a mistakes., You could do nothing exceptablame

your supervisor for not giving you a pat on the back when you think

you deserve it, or you could do something abo ut it. Go toyour

supervisor and say "I'm interested to know how well I'm,doing. How

do you teel about the job I just did? Canyou give me advice on

how I can improve?" Knowing how a supervisor evaluates your work is -.

essential if you acre going to feel secure-and competent in your job.

* Ask for responsibility

co-workers is do use.

gestion of the sort of

like to take on.

and.more meaningful work. Complaining to

Go to your supervisor with a positive sug-

task, responsibility or challenge that you'd

* Make su ,ggestions for solving problems. Be aware of the things

thatm wrong on the job. Instead of being negative and thinking

"theyi' ought to know what they're doing, try offering a positive
. .

suggestign. Again,,show courtesy and respect: "Is it possible to

do it in this way?" "What if we triedto . . . ?" Always think

of the complications on the job as work problems and not as people

problems; if you feel that a supervisor doesn't know what he or

she is doing, maybe you can look at the problem and share ideas of

possible ways to handle it.

* Use your own initiative. Whenever possible try to Complete the

task yourself unless -the consequences of making a mistake could be

costly. It could also be using your own initiative.to seek out

your supervisor and ask for guidelines and directions hen it's

important to have them.

When you accept that you hare'some responsibility and power in getting better

supervision and a better workplace/you'll feel a lot more at ease with people

in authority. You'll become an equal even if someebe else is being paid co

supervise and organize. Trying to get what you need from your supervisor is

not "brown-nosing." I.f asking for what is reasonable feels like "sucking Up"

to authority, then you'll think it right and normal to feel resentful, Uncoopera-

tive, passive, pathetic, angry and aggressive. Getting the job done in the best
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-possible way and feeling good about what you've done is worth aiming for.

You can only experience that if you have a healthy and confident response to

people in authority.

C'
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LISTED BELOW ARE SEVERAL STATEMENTS. IF.THE S ATEMENT IS TRUE, PLACE A "T"
IN THE BLANK PROVIDED. IF THE STATEMENT IS FALSE, PLACE AN "F" IN THE BLANK.

1. A self-employed worker is free to do exactly as he or she likes.

2. Some positions and institutions have the right to be in authority.

3. The way you feel when you see a police car in your rear view mirror
is likely to tell you about your attitude toward authority.

4. Most people in authority are "out to get you."

5. The "perfect supervisor" probably occurs about as frequently as the

"perfect worker."

6. Supervisors don't respect you unless you're prepared to fight for what

you think is right.

7. If you have a poor supervisor there's nothing you can do about it.

8. When you are courteous in youf dealings wit

respected.

it makes them feel

9. If no one tells you how you're doing at work it's certain you're doing
badly:

10. You are likely to feel better about any job if you have a healthy and

confident response to people in authority.

32
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Self Assessment
Answers

.,,

1. F

2. T

3. T

4. F

5. T

6. F

7. F

8. T

r

s

.c
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Assignment
COMPLETE THE FOLLOWING ASSIGNMENTS.

1. Think of the best teacher or instructor you've ever had. Why do you think
he or she is go good? What did he or she do for you? What did you achieve?
Now did you feel about yourself?

Answer these questions in note form then share them with at least two other

students who are working on the same module. Make a list ()fat least 10

characteristics of what people think of as a good teacher.

2. Think of someone in authority,you disliked. Why didn't you get along?

What happened between you and the person? Think of the characteristics

about your relations with this person that you most disliked.

Share what you've written with two other people and make a list of 10

different characteristics of an unpleasant relationship with someone in

authority.
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Post
Assessment

LIST THE EIGHT MOST IMPORTANT THINGS YOU LEARNED FROM DOING THIS MODULE.



WHAT'S INVOLVED IN BEING A SUPERVISOR?

Goal:

The student will understand what is
N

involyed in becoming a supervisor and

will be able to identify the character-

istics of a poor supervisor and a good

supervisor.
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Perforniance Indicators:

The student will:

1. Successfully complete a Self

Assessment.

2. Interview two people in the trades

and find out their opinions on

, what makes a good supervisor.

3. Be able to write 10 character-

istics of a good supervisor.
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Study Guide

In order to finish this module, do'the following tasks. Check each item off

as you complete it.

1. Read the Goal and Performance Indicators on the cover of the module.

This will tell you whatou will learn by studying the module, and

how you will Plow you've learned it.

2. Study the Information section. This section will give you the informa-

tion you need to understand the subject.

3. Take the Self Assessment exam. This is a test for you to prove to.your-

self that you have learned the material you have studied. Compare your

answers with the answers on the Self Assessment Answer Sheet, which is

on the page following the Self Assessment. If you scored poorly,

re=study the Information section or ask your teacher for help.

4. Find out the views of two people in the trades on good and bad super-

visors and share your findings with three other class members.

5. Take the Post Assessment exam. Give the exam to your teacher after

you'have completed it. Your teacher will grade it for you.
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Some people who get to be supervisors or foreinen may never have wanted the job

in the first place. They may have been persuaded by family, friends, their own

supervitors or co-workers, without being realistic about what was involved.

They might, even if they 'wanted to get into a supervisory position, have chosen

it for the wrong reasons. In this module we'll look at what a person who wants

to take charge of other workers should know.
,

It's not enough to be aware of every stage of construction, or .to think you've

been with your boss long enough or even to be able to work on every sage of

the operation. This sort of knowledge and experience is impressive-and could

be useful if you were promoted, but it isn't enough.

Agooa utility worker might be far better off staying as'a utility worker;

there's a misunderstanding among many workers and employers that the best person

at the job should be the one promoted out of it. This could be disastrous for

everyone--the other workers, the business and the person hiin-or herself. Some

people who are promoted hate it because it puts a distance between them and

co- workers. It can often mean less money, as well. So it's really important

for you to work out beforehand what your job goals are and whether they include

taking on supervisory responsibilities.

Some good reasons for wanting to become a supervisor (and this means any job

that involves being responsible for other people's work) would include:

I. Wanting to lead,motivate, direct counsel and train others.

2. Wanting to have more personal responsibility for the safe

and effective operation of the business you'e part of.

3. Wanting to take part in more administrative as opposed to

practical and physical activities.

4. ,Wanting to change the direction of your career to become a contractor

yourself, a superintendent or take on some other managerial position.

38

4r



a

The workers who want these responsibilities may not be the most experienced,

the oldest or even the best at what they're doing. Being a supervisor is a

different job and requires different skills. Of course, it's better to have

someone in charge who knows from hands-on experience what he or she is talking

about, but it can work against everyone if the foreman or supervisor feels he

or she has to gee in there and take over as soon as another worker is doing a

job less efficiently or quickly than he or she can do it.

Poor supervisors come in many shapes and forms. Some of the behaviors they

reveal are'described below. If you think that you'd fall into any of these

behaviors, maybe you'd better question whether'you're really suited to a

supervisory job. There are plenty of alternatives that might be more satisfy=

ing to you.

A Poor Supervisor

* Thinks he or she has to be able to do everything in order to get

respect

* Has a low confidence in his or her own abilities and takes it out

on people who are threatening, like workers who are very skillful.

* Has difficulty in delegating; in entrusting someone with all of

a task. He or she is unable to allow anyone else to make even a

small mistake without either bawling the person out or completing

the task him-or herself.

* Is negatiVe and rarely gives any praise.

* Gets on people's backs all the time, never trusting that they can

do the job properly or stay on the job without goofing off.

* Acts out pressures from home or from the boss on the people under

him or her at work.

* Creates a climate of suspicion and aggression and is the cause of

anti-authority feelings among workers.

* Could sometimes be a "nice guy" who has to be buddies with every-

one and is unable to give clear leadership when it's needed, or

ever make an unpleasant decision.

A Supervisor's Duties

Although the duties of a supervisor, foreman, shop manager or crew boss vary

from trade to trade, there are many responsibilities that, are common to all

supervisory jobs. If you're going to be realistic about wanting to be a
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supervisor, or if you want to know what your foreman does, here are a few

of the general duties.

Supervisors have to be able to:

* Assign work tasks.

* Supervise what workers are doing on the job.

* Motivate people to get things done well and on time.

* Encourage teamwork.

* Train new workers in what is required.-

-* Give advice--job-related (and sometimes personal).

* Evaluate how people are doing in.their jobs.

* Recommend workers to be promoted, laid off, fired.

* Observe performance of workers under them, watch over the way equip-

ment is used, maintain safety standards and keep up the quality of

work.

* Correct things when they are going wrong or know how to ask for and

'get help from others.

* Get replacements when needed.

* Carry out safety inspections and meetings and enforce safety require-

ments.

* Deal with emergenCies.

* Get parts, equipment, material that is.needed to complete the job.

* Have material, equipment ready for use.

* Report unusual happenings and difficulties with plant or personnel

to the person above .him or her in the authority chain.

* Follow labor agreements and deal with any initial complaints.

* Make recommendations/and suggestions for the improvement of work in

order to make it more efficient, productive and safe.

So, a supervisor does not, just walk around telling everyone else what to do; a

lot is involved in being ii supervisor. In addition to the above list of duties,

_there are many other characteristics and behaviors that are required if someone

is going to be better than an average supervisor.

A Good Supervisor

The best supervisor is not necessarily the best at everybody else's job but should

be the best at organizing and supervising others.
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Sometimes supervisors measure other workers' productivity by what they can
do themselves. This.As a mistake for two reason's.. First, the supervisors

might be slower or less efficient than some skilled tradesmen. Second, even

if he or she is better, there is no possibility that everyone will work to
the same standards. It's possible that only about 20Z of the people working

will be real producers and 80% are going to fulfill the basic requirements and

no.more. A supervisor can wear him-or herself out by trying to bring about

great changes in other people's working speeds.

In addition to requiring a basic standard in punctuality, attendance, reliability,

dependability and productivity, good supervisors can greatly improve working

conditions and increase cost efficiency for the employer by:

* Knowing that they are not just responsible for getting the maximum

amount of work outof people, but also have responsibility for men

and women's jobs and indirectly the families of those workers.

Workers show loyalty to basses and supervisors who give them a

sense of security in their jobs. This requires the supervisor to

realize just how important that job is, and that he or she does

everything possible to help the workers under them master the nec-

essary skills to be successful.

* The best supervisors are less authoritarian and more democratic.

". They don't just "bark" out orders, but whenever possible they ask the

people they're supervising to give positive suggestions and be

involved in decisions. This does not require a supervisor to consult

everyone at every point; he or she has to be able to make decisions

and get things done quickly, but there are many occasions when prob-

lems' arise that could benefit from the input of all the people involved.

* A really good supervisor encourages people to produce their best,

praises the lthings that a worker-does well, shows that the person he

or she is supervising is a whole person and not just "hands." It's

important, to give recognition where it's due, to use positive rein-

forcement because it works. Positive reinforcement is saying some-

thing good to a person after he or she has done a task well. The result

will be that the action that was well done once will be repeated. If

a supervisor giVes only negative criticism the outcome will be a work

environment filled with mistrust, resentment and indirect aggression--

f
,

sabotage o work and equipment, going slow intentionally, misunderstand-

ing instructions, etc.
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When the supervisor feels confident about his or her abilities to lead, motivate

and encourage of er people, the atmosphere at work is positive and productive.

It's not easy! he supervisor has a very difficult task of meeting the needs of

both the employer and the people he or she is supervising. It can be a great

challenge; a really good supervisor is the "linch pin" securing the combined

efforts, energy and talents of many different individuals. 'Without him or her,

the job doesn't get started or finished. He or she can make or break a company

and can make or break a starting worker's career.
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Self
A es merit

tISTED BELOW ARE SEVERAL STATEMENTS. IF THE STATEMENT IS TRUE, PLACE'A "T"
ti , 3IN THE BLANK PROVIDED. IF THE STATEMENT IS FALSE, PLACE AN "F" IN THE BLANK.

1. The best sUpe visor is the person who is best at every job on the site.

2. Some people become supervisors not because they want- to, but because
someone else has persuaded theM to-apply.

3. As a supervisor you can expect to have more administrative tasks and
less practical work.

4. Sometimes a "nice guy" supervisor could be as bad as one who's on your
back all the time.

5. If yoU want to become a supervisor it's important to be realistic about
what the job involves.

6. The main task of a supervisor is to walk around telling other people
what to do.

7. The best advice to a supervitor is "see that the workers you supervise
always work to the standards and speed that you do yourself.."

8. A good supervisor realizes that he or she is responsible not just for
productivity, but workers' jobs.

9. A good supervisor is paid to make decisions and shouldn't be a supervisor
if he or sne asks for suggestions on the beseways to solve-'a problem at
work.



10. A good supervisor notices what you do well, says positive things and

gives you encouragement,

I
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Self Assessment
Answers

1111

1. F

2. T

3. T

4. T

5. T

6. F

7. F

8. T

9. F

10. T
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A ignment
NI

COMPLETE THE FOLLOWING ASSIGNMENT.

Ask two people in the trades their ideas on what 'pokes a good supervisor and

what makes a poor supervisor. Write down what they tell you and share your

findings with three other class members. ,

.

\

.,
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Post
A meat

-

.
COMPLETE THESE LISTS FROM WHAT'YOU'VE READ AND WHAT YOU'VE LEARNED FROM OTHER
PEOPLE.

A Poor Supervisor
A Good Supervisor

1.
1.

2. ,

2.

3.
3.

4.
4.

5.
5.

6..
6.

7.
7.

9.
9.

10.
10.
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WORK -- SURVIVING AND SUCCEEDING

Goal:

The student will be able to identify

some of the ingredients of being success-

ful at work and will be able to give

good advice to someone else starting in

a new job.

48

Performance Indicators:
The student will:

1. Successfully be able to dig

tinguish between good and bc.,

advice to a person starting a

new job.

2. Identify in writing at least

6 unwritten rules of three

different jobs. He or she will

get the material either from

personal experience or from an

interview with someone else.
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Study Guide
In order to finish this module, do the following tasks. Check each item off

as you complete it.

1. Read the Goal and Performance Indicators on the cover of the module.

This will tell you what you will learn by studying the module, and

how you will show you've learned it.

2. Study the Information section. This section will give you the informa-

tion you need to understand the subject..

3. Take the Self Assessment exam. This is a test for you to prove to your-
,

self that you have learned the material you have studied. Compare your

answers with the answers on the Self Assessment Answer Sheet, which is

on the page following the Self Assessment. If you scored poorly,

re-study the Information section or ask your teacher for help.

4. Do the Assignment page. Follow the instructions at the top of the

Assignment page.
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nformation

The best predictor of a long life is satisfaction in your work'. The best pre-
dictor of a long and secure stay in your.job is'your boss's satisfaction in

your work. Your ability to survive and prosper in your job is likely to lead

to your own feelings of satisfaction. So, your work satisfaction and the satis-

faction of your boss with your work are closely connected. The key to both is

finding out and acting on, whatever is important in your work. In this module

we are going to look at some of the ways you can do that.

Starting a new job can be a confusing time. Even if you have experience in that

line of work, most employers claim there is a "breaking in" period that is cost-
ing them money because you are not being fully prOductive. When you are in a

training position the length of time you are gOing to be, unproductive is obvi-

ously much longer. So, the more you can do to become a productive worker sooner,.

the more it is going to help your employer. improVe your prospects and make your
job more interesting.

FINDING OUT WHAT TO REMEMBER

-As a ,starting apprentice you'll probably be assigned to an experienced journey-

man who will be responsible for overseeing much that you do on the job. If you

don't have a journeyman supervisor working closely with you there is bound to

be another on-site supervisor: This is the obvious perSon to ask what's

tant to remember in your first few weeks on the job.

* Everything your supervisor tells you should. be remembered (there are

many unwritten rules in any job).

* Remember the names and purposes of all tools, equipment and parts.

* Memorize and use new words to do with the job. (If they are words

that you don't understand and which are used as part of the job,

you'll have to find out what they mean. Yes, that means slang as well

as technical words. People's safety depends on understanding each other.)
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It's important that you speed up your remembering; it will make you productive

much'sooner. Be active in remembering. If you forget something ASK FOR IT TO

BE REPEATED. Say things over to yourself. The more you use a word, the more

you repeat an action, then the faster you'l be an expert. There are many

things that you can practice at home. The.correct use of a tool or piece of

equipment can be practiced even without having it in front of you. Imagine

what it's like, then go through the motions using the correct movements and

muscles. When we use our body at the sawe time as trying to remember'something,

it is many more 'times effective. Another way is to break down things that you

need to remember into small-parts. For example)in floorlaying, instead of try-

ing to learn the names and uses of every adhesive used, find out the names and

properties of those used in one process only. Master this, then go on to

another process.

There are many unwritten rules and customs that you. have to find out about,

remember and act on. An experienced journeyman is likely to be able to tell

you what you need to know to survive on any job,. But if you don't ask, you'll

probably take many months of mistakes to learn. Go to your supervisor or boss

and ask him or her if there are any rules, regulations or customs that you

should-know about to avoid accidentally offending anyone.

Many young workers feel they are bringing attention to themselves by asking for

information. It makes them feel too much like a beginner. Well, at the start

of any job you are a beginner and you'll keep on making beginner's mistakes

unless you are very active in finding out the way to do things at the place

you're working. There are younger workers who have badly injured themselves

because they rushed ahead on something they weren't sure about without re-checking

how to do it. The younger you are)the lIss likely it is you'll, believe that you

could be injured, and yet safety increases, even on high-risk jobs, when the

person doing the work knows all the dangers and respects them. IF IN DOUBT,

ASK ABOUT THE SAFEST WAY TO DO SOMETHING.

In or out of work the most interesting people to be around are those who show

some enthusiasm about what they're doing. Just as many people have a short

fuse that makes them explode with anger when they experience certain things,

people also have experiences that "light them up." You've probably talked

with someone who--when you get on to a subject (let's say steelhead fishing,

bowling, travel) that turns them on--will change dramatically. His or her eyes
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take on an added sparkle, he or she smiles more readily; there's a greater

feeling of liveliness and energy, and it's enjoyable to be around them. It's

exactly the same at work. If you are working with people who are interested

and enthusiastic about what they're doing, work can be enjoyable. The same

goes for you. You are more interesting if you can find and express interest

in'your work. Also, you'll have more energy when you enjoy what you're doing.

Boredom is the main cause of fatigue and tired people are not only boring'to

others, but,they are unproductive and unsafe.

Being enthusiastic about what you're doing is a skill you can learn. You can

. "get excited by creating an urgency and importance in your work. ,Laying bricks

could be just laying bricks or, in addition to demonstrating that skill, it

could also be building a school where the future of thousands of kids is going

to be decided. Each trick contributes to the outcome. If you use your imagina-

tion and get beyond the immediate action you can create an importance to almost

any job. If you are practicing a trade, whatever you do will indirectly affect

people's lives.

Occasionally any job is boring. There are tasks to do that tax anyone's interest.

But these, dull periods are going to be few if you take responsibility for making

things interesting. NEVER COAST. You are doing nobody a favor by just taking

it easy. If you hit a dull stretch in your work where you are not using all the

skills you want to use, try any of these things:

* Act as if the job is interesting. Become aware of each movement that

you makec. If you're doing clean up, be conscious of how many different

positions and movements you make with your body. See if you can increase

the efficiency of each movement.

* Create a challenge by increasing speed, doing things in a slightly dif-

ferent way, competing with yourself or other people.

* Remind yourself of your longer term goals. If you are aiming to become

a skilled journeyman who is recognized in hisoor her craft, who is given

plenty of opportunity to make decisions, who uses his or her initiative

and is paid well, then remind yourself that even a boring, undemanding

task occasionally still brings you closer and closer to your goal.

STRESS AT WORK

All work that is interesting is also stressful. A certain amount of stress is
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healthy. It gets you going. Deadlines, inspections for quality, new things

to learn fast can get you motivated., Even problems on the job are likely to

`bring out your strengths. The most important thing to recognize is that the

only problems on the job are our reactions to difficulties and ,challenges.

Stress can become harmful if you have no sense of control over what is happen-

ing to you--Where you feel insecure about the future of your work. But where

you are accepted as an apprentice, youi.: future is pretty much assured as long

as you fulfill your side of the bargain and do what's expected of you. Nothing

will go totally smoothly. Remember Murphy's Law: "If anything can go wrong,

it will."

Being prepared is an important survival skill and to be prepared involves a

moderate amount of worry. If your job is completely free of worries then it's

likely either'you're not taking it seriously enough or that the job is far too

easy for you. Of course, it isn't very healthy to be worrying all the time

and fearful about the outcome of everything you do. But, it's been proven that

the people who feel a moderate anxiety about the outcome of what they're taking

on come through difficulties much easier and solve problems with greater success.

, Just as some stress can get you moving, a certain amount of worry can keep you

on your toes. So, surviving and prospering in a job will involve taking on and

experiencing some-stress and some worry; both are normal and healthy.

Too much stress.

This most frequently comes about when there are tensions between you and someone

in authority. If you find you don't get along with your boss you need to ask

yourself some serious questions. For you to be satisfied at work it's impor-

tant that whoever is in charge is comfortable with you; this involves finding

both your work and your personality satisfactory.

Although the main responsibility for getting along well is in your ball park,

there are times when you may have to drop out of the game. Occasionally your

boss has such a negative self-image that he or she is going to feel threatened

by anyone with self-confidence. It's possible to find out before you start

work, but if you made the mistake of waiting until you started on your job, then

be honest about the situation to yourself. How does your boss respond to reason-

able requests? Can he or she be flexible? Can the boss ever make exceptions to

the rules? Does he or she hold people back? Does he or she feel threatened by
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an.employer who is skilled and acts self-confidently? It's very important

for your own future tfiat you know what you're prepared to put up with and

what you won't endure.

There's a point for most people where the experience of being put down, under-

mined or given only negative feedback becomes humiliating, taking away your

own'pride in yourself. If this is beginning to happen and you've tried to

bring about changes (such as those suggested_in the module on dealing with peo-

ple in authority) then you need to ask yourself, "why am I choosing to work,

for a boss who feels so badly about him or herself that he needs to put every- ,

one else down who works for him or her?" If you don't feel respected it's

difficult to show respect. The writing on the wall. It is better to start

looking now for a different employer.

Always have a fallback plan.

If you experience a job totally lacking in satisfaction--like the one described

above--then you need an alternative plan so you can syLh1 back on /21.1r feet.

The dangers of having no alternative to an unsatisfactory 'job are that you may:

'* Limit your hopes and goals so that they fit in with what you're

experiencing.

* Sabotage your work and your future by taking it easy and getting

away with the minimum.

* Start drinking more or using drugs before or during work.

The person who invests everything in one Job has no fallback plan. Maybe you

know people who are always working late,` choosing, whenever possible, to work

overtime and take on more and more responsibilities. At first'this may pay

off in your job. As long as everything is going there you'll probably be

highly regarded by the boss and build up an impressive reputation with your

co-workers. What happens, however, is that it can bring about crises outside

work that eventually destroy what you're trying to achieve on the job. For

example, your close personal relationships also need some work. This involves

time, attention, interest, enthusiasm and the practicing of skills. A person

who is happy at home, who feels accepted and loved in an intimate relationship,

is likely to be able to survive at work even when the going gets tough, and be

able to treat other people with respect. This creates a working atmosphere that

is, more productive and more satisfying for everyone. This is true at all levels

of responsibility.
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We've discussed the effects of a boss with a poor self- image, but someone in
authority who feels good about him or herself (and that often is mirrored in
the quality of his or,her close relationships) can have a positive effect on
your career. When both you and your supervisor feel good about your own self-
',Inge it's more likely that you'll work well together. Whenever a boss or
supervisor and'the employees work toether,the effect is one of synergism--
a lot more gets done, and everyone feels satisfied. So, the long term conse-
quences of having a loving relationship with someone can be enormous for your
work.

Succeeding at your work is made easier if you succeed in your close relation-
ships. Having ambitions at work will not just be for power over others but
for positive reasons. You have other people you're succeeding for as well as
yourself. You will also have that fallback suppocrt system that is essential
if things are going badly at work or if you are at a major career decision
point in your life.

Having a fallback plan also involves being able to see where your job is taking
you. Are you rapidly closing doors behind you, or are there increasing oppor-

-tunities? In the construction industry there are many accidents and injuries
that cause thousanOs of workers each year to drop their jobs and careers. If

, you injure your back or shoulders, but have done nothing other than hang drywall,
then you'll be in for an unpleasant period of adjustment looking for something else
to do. If at all times you think of opportunities that arise and of different
directions that you can take and prepare for the worst, then it's even better
than having a highly expensive insurance coverage.

Being, successful and satisfied in your career involves repeatcedy askirig your-
self, "where is this taking'me? How many options am I cutting out? What can
I do to maintain some flexibility in my,career?"

Everyone experiences crises at some time in his or her working life. If you
are unprepared, then you'll need rescuing to survive. If you are prepared,
each crisis could prove to be a challenge, a new opportunity.

You are more likely to succeed in your job if you are. yourself; being phony or
bragging in order to impress co-workers will get YO.14 nowhere. It is far better'
to be unique, even if you haven't had the same experiences as everyone else
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claims. A winning way of getting along with anyone is to admit if its true
that you know little about what they're interested in, be then to ask about
it. Focus on their interest rather than trying to compete. Sometimes you
can devalue a person's experience by'pretending

you share exactly,the same
interests. If someone is excited by the way le or she got more mileage by

.adjusting the carburetor, then show interest rather than saying how you would
do it or how your uncle, who runs a garage, said that people are fooling them-
selves if they tinker with their car.

Being yourself involves doing the best you can and having a sense of your own
worth. Maybe someone else can do a part of the job better than you. If so,
why net tell them what you've seen. As long as you are doing your best, then
criticism you may hear from people (other than your boss) needn't bother you.
Take it as an indirect compliment. People who are never criticized are usually
those who are trying desperately to fit in all the time, too afraid to be them-
selves.

By, being, yOurself you will have responsibility for your own success on the job.
You have to be able-to take orders, follow directions and learn from others
with more experience, but you also have to be able to speak up when things are
unsatisfactory. If you constantly submit or "give in" to things that make you
feel unhappy about your job, then you are not being true to yourself. If some-
thing is going wrong at work it's important that you value your own feelings.
Check with people you trust to see whether -;hey think you're'being reasonable
or if they share your feeling. If you arse unhappy, assert yourself, ask to
talk with your boss or supervisor to sort things out. You,will be more respected
for doing that'than being quiet and submissive. Trying to resolve a situation
where you are being constrained and restricted--not permitted to be yourself--
is comparable to being able to stand up for quality in work or being able to
counter injustice.' 'A craft'sperson has pride in the trade and in him or herself.

The last skill is probably the most important survival skill at work. It is the
ability to know when it is appropriate to fit in. Standing up for yourself is
nothing you have to demonstrate all the time. It's very important you know
when to shut up. By joining a trade, by starting at a job, you are already show-
ing that you share many of the same work goals and expectations as other people
there. If you)find you have very different expectations then you're in the wrong
place. When you do share similar job-related goals, it should be very easy toP

show layalty to co-workers, employers and customers. All workers in
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your trade are in the same boat and once you have freely chosen to be on board,

to joi1i the crew,, then you have a responsibility to work with ethers to arrive

the same port efficiently and safely. In other words, if you want to survive

and succeed think very carefully before you rock the boat. If you rock the boat

you may have to dive overboard and swim to safety before someone else kicks you
.

over the side.

Find out what is expected, do everything you can to acquire and demonstrate

your competence, show loyalty to the values and goals of other successful people

in your trade and you will not only survive, you will succeed!

.

...
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Self
A ment

BELOW ARE 20 PIECES OF REMEMBERING WHAT YOU READ IN THE INFORMATION,

WRITE "GOOD" NEXT To THOSE THAT WOULD BE GOOD ADVICE TO SOMEONE WHO WANTS TO

SUCCEED AND WRITE "BAD" NEXT TO THOSE THAT WOULD BE POOR ADVICE.

I. If you want to be satisfied lat work remember to look' out for

Number /One.- '

2. Questtpii everything your supervisor tells you.

3. If you don't understand something ask. or it to be repeated.

4. There are many unwritten rules and customs in any job. If You

v make sure'you firld out about them early on you'll be.accepted

and trusted much sooner.

5. If you think something is dangerous, don't show anyone that you're

not sure what to do; give it a try--if will show ydu mean business.

6. Wh6 you're bored try to create some c allenge in the task.

7. If you can see a way to solve a work problem that involves other

people, keep.it to yourself. Otherwise it will seem like you're

trying to take over.

8. The best advice is-to act stupid at all times, then'you can't

do anything wrong.
1:Nk

9. Taking on quotas and deadlines card get you motjvated.
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10. It's a good thing to worry to some extent about what might go

wrong because then you'll be prepared if it does happen.

11. Sometimes it's necessary to change jobs because you realize

that the boss is not going to give you any encouragement to

succeed.

12. You have to decide for yourself what you're prepared to put up

with and what is too much to take.

13. If you have a close personal relationship with someone, it's

important to work on that, as well as on your job.

14. The easiest way to adapt to an unsatisfying job is to expect

less, then you can never be disappointed.

15. Go.d relations between you and your boss are worth paying atten-

tion to; when the boss and the employees are working together,

rather than against each other, there's an effect like synergism

where 1 and 1 add up to more than 2.

16. When you start a job everyone is out to test you, so it's a good

idea to spin a line about how experienced you are.

17. In the long run it is far better just to be true to who you think

you are and not to put on any phony front.

18. You get respect by demonstrating you'll put up with anything that

anyone sends your way.

19. Don't rock the boat.

20. Be loyal to your trade and to the people in it.
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t

Self Assessment
Answers

1. Bad

2. Bad

.3. Good

4. Good

5. Bad

6. Good

7. Bad

8. Bad

9. Go 6d

10. Good

11. Good

12. Good

13. Good

14. Bad

15. Good

16. Bad

17. Good

18. Bad

19. Good

20. Good

14.

1
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Assignment
COMPLETE THE FOLLOWING ASSIGNMENT.

You can either draw on your own experience of paid work or interview a friend
or relative. Think of THREE jobs and write at least six unwritten rules or
customs that are (or were) important to know in order to survive and succeed.

Ask yourself or the person whose experience you're drawing on:
1. In what ways did you have to be careful not to offend people?
2. What sort of mistakes was it important to avoid in your dealings

__.
with the boss, supervisor or your co-workers?

3. What were the boss's special likes and dislikes regarding work?
4. What was the best way to get ahead?

5. Was there anything that you forgot to do that you didn't realize
at the time was so important?

JOB #1

1.

2.

3.

4.

5.

6.

b1



JOB #2

1.

2.

3.

4.

5.

6.

JOB #3

1.

2.

3.

4.

5.

6.
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OUT OF WORK I--WHAT'S IT LIKE TO LOSE YOUR JOB?

Goal:

The student will be able to explain the

term "official" unemployed and how losing

a job can affect individuals and their

families.

63

Performance Indicators:
I. Successfully complete a Self Assess-

ment.

2. Research local unemployment figures.

3. Talk with an experienced worker about
unemployment.

4. Write a description of an unemployed
worker with a partner and share it
with two other people.

5. Be able to list five probable negative

emotions that someone might experience
who loses hi, or her job.

6. Identify ways that a family or marriage
might be affected by t e main income
provider losing his or her job.
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Study Guide
/11

In order to finish this module, do the following tasks. Check each item off

as you complete it.

1. Read the Goal and Performance Indicators on the cover of the module.

This will tell you what you will learn by studying the module, and how

you will show you've learned it.

2. Study the Information section. This section will give you the informa-

tion you need to understand the subject.

3. Take the Self Assessment exam. This is a test for you to prove to your-

self that you have learned the material you have studied. Compare your

answers with the answers on the Self Assessment Answer Sheet, which is

on the page following the Self Assessment. If you scored poorly,

re-study the Information section or ask your teacher for help.

4. Do the Assignment page. Follow the instructions at the top of the

Assignment page.

5. Take the Post Assessment exam. Give the exam to your teacher after you

have completed it. Your teacher will grade it for you.
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Information

THE WAY IN WHICH LOSING YOUR JOB WILL AFFECT YOU WILL DEPEND UPON:

I. How closely you identify with your work.

2. How satisfied you were in your job.

3. How many debts you have.

4. How many people depend on your bringing money home.

5. How long you expected your job to last.

6. How much you think you are to blame.

7. How much pressure you think you're under from other people to

get and keep a permanent job.

8. How'well or badly you think you've been treated by your employer

(whether there was a layoff, you were fired or you quit).

WHAT'S IT LIKE TO BE TOLD YOU'RE NO LONGER NEEDED AT WORK?

If you're in a job that you think is full time and permanent and you get laid

off, you can expect to feel any of these negative emotions:

I. SHOCKED that it has happened to you.

2. ANGRY that you're disposable.

3. SCARED by the bills that continue to arrive.

4. A FAILURE,thinking that it may have been your fault.

5. RESENTFUL toward anyone who depends on you for money.

6. FRUSTRATED because it seems there is little you can do about it.

7. LESS A PERSON because your job identity was part of you, and to

have it taken away is like losing part of yourself.

If your wore is seasonal, you'll have prepared yourself better for the end of

your job as far as feelings go. If you've also budgeted enough money until

your work picks up again, then you'll be able to survive. However, in recent

years layoff periods have lengthened. Jobs in construction are not dependent

only on the season but on prime interest rates and the general state of the
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economy--state and nationwide. So, even for a worker who anticipates some

unemployment during the year, the realization that this period of unemploy-

ment could last longer than before could cause many of the same feelings of

upset and distress.

WHAT'S THE EFFECT ON YOUR PERSONAL LIFE OF BEING UNEMPLOYED?

Not being sure about money brought in due to unemployment or having only

short term jobs is one of the main reasons why family relations deteriorate

or break apart. Within a marriage, any weaknesses in the relationship are

likely to surface and get worse. Divorce is more frequent at this time.

Losing a job by either husband or wife can be a crucial test of the strength

of a marriage.

For many men, losing a job feels like a blow against their manhood. If the

man has been bringing home most of the income it means that, he can no longer

provide adequately for his family. Increasingly, women -re experiencing the

same type of loss of self esteem when the job that is essential to their family

is suddenly taken away from them. Many women in jobs where there is a seniority

clause are likely t- 'e among the first to be asked to leave when there is a

layoff. After proving your abilities in a job, being recognized by ..o- workers

as skillfull, and receiving enough money for necessities, it's as if you've

been devalued as a person and become a commodity that is too expensive.

There's always the self doubt about whether it could have been avoided. Of

course if the whole work force is laid off in your place of work, then you know

it's not your fault. But what if you're asked to leave before other people?

A unemployed worker is in danger of being thought by others and by him or her-

self the

I. There's something wrong with him or her.

2. He or she is not really trying.

3. He or she is not good enough to.get a job.

It's difficult to feel good about being rejected; it is a letdown, especially

when other people have accepted and admired you as a worker. Young people who

have never had a paid job are more likely to feel frustrated that they can't

start working. They feel like they're.in a limbo that at some unknown time

will end. Experienced workers in this time of self doubt may become depressed
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and unable to stay motivated to find work'and remain confident in their own

abilities. Some people attempt to escape these feelings by overuse of alcohol

or drugs.

After the shock and self doubt, many people become angry. This is probably

better than getting depressed, but it's hard on your family and other people

who are close to you. An unemployed worker can become resentful, critical and

short-tempered within close relationships.

Child abuse and other family violence and crimes against society increase

during times of unemployment. Unless the person who is unemployed has under-

standing and support from people close to him or her, all the negative feelings

are more likely to be acted out in harmful ways.

WHO IS LIKELY TO BE UNEMPLOYED?

At the present there is little job security for anyone.

Unskilled and semi-skilled workers have it worse, but even skilled craftspeople

in year-around job can expect to be unemployed more than people in clerical,

sales, managerial and professional jobs.

Without a journeyman's qualifications you can expect to feel insecure in your

job. Workers have no rights of possession to their jobs and can be laid off

whenever an employer feels the economic pinch and needs to cut costs. Most

unskilled and semi-skilled workers are watching for clues that may indicate'

they are dispensable. They keep their ear close to the ground, find out what

contracts are coming up, listen to the mtley complaints .of bosses, etc. There

is also a general fear that their skills will be outdated once they're middle-

aged, and they'll be of no further use. In skilled trades there is a resistance

to this hIppening, but the crafts are affected by new technology and the chang-

ing market like any other jobs. There are no permanent jobs.

Young people are much more likely to be without jobs than any other section of

the working population. As a rough rule of thumb, take the national unemploy-

ment rate and double it foryouths throughout the nation. Double that figure

again for the number of unemployed minority youths. It's estimated that in
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March 1981 at least 40% of black youths didn't have jobs.' Young people,

increase their chances of employment a great deal if they stick it out and

get their high school diploma.

WHO IS COUNTED IN THE "OFFICIAL UNEMPLOYMENT FIGURES"?

The figures you hear on radio and television or read in the newspaper are those

people who are actively seeking work. These figures don't count millions of

people who answered "no" to the question "are you seeking work?" but who would

like a job if one were available.

The unemployed figures exclude:

1. People in training,who are there because they couldn't find

suitable work.

, 2. Millions of women who are not seeking work because it's not

available or because they can't find ajob with the hours that

would allow them to look after a family at the same time.

3. Older workers who have given up looking for a job after being

constantly turned down, even though they'd like to work.

4. People on welfare.

5. Many handicapped people who require special working conditions.

6. People serving time in prison.

7. People who are getting money in illegal ways because there's

no work available.

HOW TO COPE AFTER LOSING YOUR JOB.

1. As soon as possible, go to the unemployment insurance office to

file a claim for benefits. (This will be explained in detail in

the next module.) The most you can expect to receive is about

50% of your previous' earnings, up to a maximum allowed by each

state.

2. Keep calm and examine your 2pstion objectively. Losing your

job, even if you're fired, does not detract from who you ar0 as

a person. The main problem is that your income is cut off.

3. Look at your present spending habits and make a budget. The

financial effect of losing a job can last a long time before you

catch up aga4n. It's important to make cuts in your spending

immediately even if, at firSt, it doesn't seem necessary; it's,
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always easy to loosell)up Later it you find you have more money.

Making these immediate cuts will also make it clear to any other

family members that the situation is serious. Being unemployed

is not a vacation!

4. Recognize that the negative feelings you are exneriencing are

normal. Snare them with people'who are close to you. Tell

them you're feeling low, frustrated, angry, resentful. If you

- -communicate feelings when they arise there is less chance of

them harming your relationships with other people.

5. If you have.children, be prepared to tell them,what's going on.

Even young\children can tell when there is trouble in the fanily,

and if they're not told why it's possible for them to feel anxious

and insecure.

6.- Be ready to change your lifestyle during this difficult period;

it's likely that you'i-e not going to be able to take part in

the usual leisure activities or put down a deposit on a vacation

you've been looking forward to.

7. Plan your job search; it is not enough just to make contacts

with possible employers. See the module on Job Search to get

ideas.

69



INDIVIDUALIZED LEARNING SYSTEMS

Self
Assessment

WRITE IN THE ANSWER TO EACH OF THE FOLLOWING QUESTIONS. YOU WILL FIND ALL
THE ANSWERS IN THE INFORMATION SECTION.

I. Why might a person who loses his or her job feel scared?

2. What often happens within families when one of the parents loses his or
her job?

3. What doubts about him or herself might an unemployed worker have?

4. What does an unemployed worker need, in addition to a job and money?

'5. What type of work is least secure?

6. If the nation/ unemployment rate were 9%, what proportion of minority

youth would you expect to be reported as unemployed?
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7. Do the official unemploymert figures account for everyone who would like

a job?

/

8. Why is it a good idea to start budgeting immediately after you lose your ,/
job?

o

9. Is it usual to feel angry, frustrated and resentful when, you lose your job?

10. Is it true that,for some people, losing their job is like losing part of

their own identity?



INUIVIOUALILED LEARNING SYSTEMS

Self Assessment
Answers I

/

I 1. Evep though the wages have stopped, the bills keep coming in..

2. Family ve7itions'ar in danger of detgriorating. Irputs agreat sttain
op the marriage. /

3..(A person who has lost his orer.job might worry that:

a.' rt washis or het own fault.

b. He or she is not really trying when no other job is offered.
c. He or she is not good enough to get aicther job.

4., Sdpport and understanding from people close to him or her.

a5.. Unskilled and semi-skilled.

6. 36%

7. NO, they represent only those people who are actively seeking work.

8. There is goinota be only half the amount of money available--at the most.
Also it makes it clear to anyone else in the family that losing your job
is serious andthat.it 'Affects everyone.

9. Yes.

10. Yes.

C
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A ignrn t
COMPLETE THE FOLLOWING ASSIGNMENTS.

1. Find out what percentage of the work force is unemployed in your county
and state. How do these figures

compare with the rest of the nation?

2. Talk to someone who has been in paid work at least ten years and ask him
or her:

a. "What's it like to lose a job you really like?"

or

"How would you feel it you lost a job that you really liked ?"
b. 'In the place you work (or worked) how was it decided who had to leave

first during slack periods or layoffs?"

c. "What would be the worst part of being out of a job?"

3. With a partner, write a description (inabouthalf a page) of an unemployed
worker. Describe how he or she might feel andbehave.

Share what you write
with another team.
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Post
Assessment

WRITE AN ANSWER TO THE FOLLOWING.

i

I. List at least five differeht negative emotions that someone who loses his

or her job might experience.

2. List some of the difficulties that might surface within a marriage or

family when the main income provider is out of work.

r-%
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OUT OF WORK II--UNEMPLOYMENT BENEFITS - WHO IS ELIGIBLE?
. s.

Goal:

The student will be able to explain

unemployment insurance benefits. He or

she will discover who is and who is not

eligible, what the usual procedure in

applying for benefits is and how to make

sure the payments continue while unem-

ployee.

7.5

Performance Indicators:

The student will

1. Complete a Self Assessment.

2. Make his or her own arrangements

to visit the local unemployment

insurance office and ask questions

about eligibility and procedures.
e

3. Collect information about available

jobs from the local employment

office.

4., Complete a Post Assessment and

compare information from this

module and from his or her visit to

the local unemployment insurance

office.
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Study Guide
In order to finish this module, do the following tasks. Check each item off

as you complete it.

1. Read 'the Goal and Performance Indicators on the cover of the module.

This will tell you what you will learn by studying the modue; and

how you will show you've leaned it.v-

2. Study the Information section. This section will give you the informa-

tion you need to understand the subject.

3. Take the Self Assessment exam. This is a test for you to prove to your-
.

self that you have learned the material you have studied. Compare jour

answers with the answers on the Self Assessment Answer Sheet, which is

on the page following the Self Assessment. If you scored poorly,

re-study the Information section or ask your teacher for help.

4. Do the .Assignment page. Follow the instructions at the top of the

Assignment page.

5. Take the Post Assessment exam. Give the exam to your teacher after

you have completed it. Your teacher will grade it for you.
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Information

ti

WHAT IS UNEMPLOYMENT PAY?

The money comes from a payroll tax on your employer. It is intended to help

workers who have lost their jobs through no fault of their own. The payments

are designed to aid You during the difficult period in between jobs. It does

not cover young people who have never had paid work, people who have only had

temporary, short term jobs or any others who have been out of the labor force

over a year. With only a few exceptions the money is given to the "officially

unemployed" who have had paid work during a large amount of tne past year.

HOW TOSURVIVE AT THE UNEMPLOYMENT OFFICE

At the first opportunity after losing your job, go to the local 'State Employ-

ment Office. During the present high unemployment rate you'll find it fairly

crowded. There are generally lorg lines of unemployed workers not looking very

happy. They will-already have gone through the procedure to file a claim and

are probably there to pick up benefits or to prove they are available for work.

It's a busy place and people go there because they have to, so you can expect

the employees at the counters to have a had time dealing with complaints of

unhappy people who are out of wot'k. This is the place where many of the nega-

tive feelings described in the previous module are in danger of being communi-

cated. The best advice is to keep calm, be pleasant and practice your human

relations skills. There is no way of beating a bureaucratic system by a "head-

on" confrontation. The clerks at the counters are workers like you, but if

they are attacked in words, they can use the system against you. It's all too
0'

easy to close down one of the windows, go and do other "essential" work, ask

the person to wait until his or her papers are in order, demand full details

trying to do your job as well as you could but you were constantly having to

about how you left and then question them as if they doubt them. If you were
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deal with miserable or angry people who acted as if you were out to cheat them,

wouldn't you think of ways to protect yourself?

'It is obvious that if you "make waves" at the unemployment office you will only

make it difficult for yourself. The best way to deal with the bureaucratic

system is to follow procedurei exactly as required. Don't try to circumvent

the picadure. Don't bring attention to yourself. Be friendly, seem calm and

patient and you are much more likely to get what you want; your claim is less

likely to be questioned.

5

WHAT IS THE PROCEDURE?

1. Go in person to the unemployment insurance office.

2. Fill out the forms given you. Treat them like an application.

Be neat, concise and give only the information asked for. The

most important questions, as far as getting benefits, relate

-to the reasons why you are out of work. If there was a layoff

there will be no complications. If you were fired it .11 be

necessary to write in "without misconduct on my part" if, of

course, that is' the truth. If you 16t of your own decision

You'll have to explain a "good cause work-related reason."

This will be explained in more detail later in the module.

3. You'll be told when to return for an interview. (Union members

also registeP with their union. If the union operates a hiving

hall, jobs are offered in order of putting your name on the list.

However, even if you're in the union you need to file for bene-

fits, go for an interview and take proof that your union dues

are paid up- to- date.)'

4. When you return for the interview at the unemployment insurance

office remember that the'clerk is not there to give you problems.

He or she would prefer, just like you, to get the procedure done

without hassle. So, be reasonable and open but don't volunteer

information that isn't asked for.

5. A notice of your claim will be sentto your forMer employer.

He or she is given 10 days to dispute anything you've said,

although a decisiOn on your claim will be made before that.

6. If your,claim is approved, you'll be told in writing what you

will receive. There are usually, two more weeks before you'll

have it in your hands.
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7. You'll be given a time and place to report either once a week

or once every two weeks and a booklet giving rules and a form

to record your efforts at looking for work.

WHO QUALIFIES FOR BENEFITS?

ReOple_qualify who_haNgLNd_a_jobAduring the base period or "benefit year"

which is usually a 52 week period that ends at the date you lost your job.

How long you're supposed to have worked or how much money you're required

to have earned varies from state to state.

t

You qualify for unemployment insurance if:

1. You lost your job as a result of a LAYOFF. There simply wasn't

enough work for you and there was no labor dispute involved.

2. You quit jt-Air job for "A GOOD CAUSE" reason. The sort of reasons

that are acceptable are those involving safety, health, working

conditions, reductions in pay. Examples would be:

Your employer is violating health and/or safety regulations.

Althlugh in situations like the'se you must have asked your

employer to do something about it before quitting.

Your health is being affected by'clust, paint, chemicals, etc.,

which are an unavoidable part of the job. Get a doctor's note.

You're an older worker or you have developed varicose veins

or you've strained your back off the job and you have to do

heavy or repeated lifting. Again, you need a doctor's note

to back up your claim.

Your errYloyer is not paying at least the minimum wage (unless

there are extras such as tips coming in). Another good reason

would be if your wages were reduced by at least 10% or your

full-time position became part-time.

You've been subjected to sexual harassment which the boss or

supervisor won't stop. Sexual harassment is the attempt by

someone in autnority to use their position to get sexual

favors.

You've been switched to swing or graveyard shift and have'to

walk through the roughest section of town at night.

You are told to change to a job entirely different from the

one you were origifially hired to do.
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These are examples of reasons that are likely to still get you
unemployment benefits. However, sometimes non-work reasons
are acceptable (e.g. illness or injury that prevent you from
going back to your original job). Also some states pay benefits
after a waiting period)even where the reason fur quitting is not
considered "good."

3. If you were "fired" for something other than misconduct. Examples
of this would be:

* If you were doing your best but the boss considered you ineffi-
cient or incompetent. It'striot an attractive label, but being
prepared to say that's why you were fired could make collect-
ing benefits much easier.

* The boss might have been feeling "threatened." You might have
been too good. Maybe the boss thought ycu would walk off with
his or her contracts.

* You did something minor but the boss considered it "the last
straw" after a long list of non-serious complaints about your
work.

* You "talked back" once to a supervisor.

These are examples of the sort of reason that would probably still
allow you to get benefits even though you were fired.. It's impor-
tant that you write down the reasons clearly on the form when you
apply.

WHO IS INELIGIBLE FOR BENEFITS?

Even if you worked during the qualifying base period you may still be judged
ineligible for benefits if:

I. You were fired for misconduct. This means theft, refusing to
follow the rules of the jot , assaulting another worker, being
drunk on the job. All the reasons must arise out of what you
did at work. Benefits are disqualified for serious acts, not
fora series of incompetencies or inefficiencies.

2. You left work without good cause. This has already been dis--
cussed. You may still get money, but only after awaiting

period.

3. There is a labor dispute that prevents you from working.
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4. You are not able, available and actively seeking suitable work.

HOW MUCH DO YOU RECEIVE?

* The most you can expect is 50% of'what you were earning each week up to

a maximum, which differs from state to state. The way in which it is calcu-

lated also varies. For example, it might be based on an average of your weekly

wages or an average_iof_the_highest amountearned during a three-mon-th-per4od,-

* If you remain eligible by reporting and being available for suitable employ-

ment, the benefits in most states last 26 weeks in one year. They could be

paid during more than one period of.unemployment in a year.

* You can also earn a certain amount of money from part-time work but you must

declare this. The amount you can earn on top of your unemployment insurance

will be told you by the local offite; above a certain sumthe money will be .

deducted from your insurance check. As you c'n see, the system is set up to

keep you motivated. hungry but not starving.

* The money you recieve is not taxed, it is yours to live on. It cannot be

claimed by a creditor, so it's wise to keep it separate from any savings you

may have.

WHAT CONDITIONS DO YOU HAVE TO AGREE TO?

To continue collecting benefits during a period of unemployment you must be

available to look for work and you must be actively seeking a suitable job.

(Union members, must be on the active list of their union, waiting for jobs to

cope up,and they must be prepared to show proof that their membership dues are

paid up to date.)

1. You must be available for work.

a. You can't be-a student unless you are attending a night

,class that wouldn't interfere with your availability for

work.

b. You can't look only at work where you are not qualified.

c. You should have' satisfactory means of transportation (car,

bus, etc.) that would enable you to get to work.
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. You would be unavailable if you were asking for more

money than you used to receive.

e. You would be limiting your availability if you demanded

unreasonable hours or that the job be within walking dis-

tance of your home. The guideline would be that you are

prepared to do, at a minimum, what you did in your pre-

vious job.

You will be told at the employment office if they consider you

are not making yourself available. If this happens it's best

to listen and be prepared to adjust the restrictions you're

making. There may be exceptions where it is worth holding'

out for your demands because, for example, you may have left

your previous job because the conditions were not satisfactory.

2. You must be able to work.

a. If you beLome ill or are injured during the time you're

unemployed, you may lose your benefits. States differ on

this.

b. Even if you are not able to go back to exactly the same

type of work because of, for example, back leg trouble,

you will still be judged able to work at a different job.

3. You must be actively seeking work.

a. If you're asked to attend an interview by someone at the

employment office, you must go.

b. In some states you are required to give proof that you

have coi _acted two or three potential employers each week.

c. You must agree to attend any job-finding iorkshops that

the employment office offers to you.

d., You can travel out of district or out of state to look

for work but you will still have to report each week at a

local office.

4. You must be prepared to accept any suitable work.

a. You are not forced to take work in a 'totally different,

area, but you may have to travel further than you'd like.

b. In determining whether a job is suitable, most states also

consider risks to your health and safety andyour level of

physical fitness.
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c. You cannot be forced to take any job just because it's

available, but if your line of work is scarce in the

district you may be asked to give an alternative job or

occupation that you would be prepared to tae.
d. If the_unemployment office decides a job is suitable for\

you and you disagree, it is possible to appeal their

decision.

ANY COMPLICATIONS?

1. Avoid hassles by reporting ,t the time and place that you're

asked, even if long waits are involved. Also, make sure you

have proof of where you've tried to find jobs. Don't putthem
down in alphabetical order. It looks as if you've copied them
from the phone book.

4.

N \
2. If your work is seasonal it might restrict you tc collecting

benefits only during your normal period of employment.

3. If you become ill you may lose your benefits, probably aat,
-)time when you need them most.

N

4. You might have to prove that you weren't fined for misconduct

by getting witnesses and arguing your case. %

5. Ifyour former employer disputes-your reason for leavingeyou
m have to argue at a special appeal, This is a real posc.i-1'

bl ity with some employers because it is to their disadvantage

if you collect unemployment insurance.' The amount that an

employer pays in payroll tax is increased if his former employees

collect unemployment insurance.

6. The people at the unemployment office may deny you benefits

because they say you don't qualify or may withdraw payments

because they consider you'Ire not able and available to take a

,r

job,, or that you're'not actively seeking suitable employment.

If your benefits are denied and )j believe that you should

be paid, it is worth your time to go to the trouble of making

/
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an official appeal. ;They will you at the office what the

procedure is. You may have to go a certain amount of time with-

out money but 50% of appeals made by unemployed people for'bene-

fits succeed. If yOu think you have a good argument with proof,

you have a one in two chance of winning. Go for it!
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INDIVIDUALIZED LEARNING' SYSTEMS

Self
Asss t

LISTED BELOW'ARE QUESTIONS OR STATEMENTS FOLLOWED BY A NUMBER OF POSSIBLE

ANSWERS OR COMPLETIONS. SELECT THE ANSWERS OR COMPLETIONS WHICH ANSWERS THE

QUESTIONOR COMPLETES THE STATEMENT CORRECTLY AND PLACE THE LETTER IN THE

BLANK PROVIDED. THERE MAY BE MORE THAN ONE CORRECT ANSWER.

1. -Where dabs most of the money come from for unemployment insurance?

a. contributions from worker's wage's

b. income tax

c. a payroll tax' on the employer

2. When you file a claim for unemployment insurance paymeRts, it's best

to:

a. take no nonsense from the clerks

b. 'stay calm and pleasant

c. only give the information you are asked for

3. You quajify to receive unemp19.0ent benefits if you:

a. have worked during the qualifying year'

b. lose your -,,job because of a layoff . \

c. are fired for'being inefficient or incompetent

4. You are eligible for benefits if:

a. you are fired for stealing something very inexpensive

b. you uit your job aecause you wanted to move to a more pleasant

rarea of the i'

c. you left your job because lifting heavy objects is becoming/too

much of a strain
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5. You are unlikely to receive benefits if:

a. you have only worked a few weeks in the preceding year

b. you are eligible for workman's compensation

C. you are out of work.because of a 'abor dispute

6. The most you can expect to get in unemployment benefits is:

a. the amount you were earning six months before losing your job
b. enough to maintain your present standard of living

c. about half of what you were earning

7. Which of the following people are likely to lose their benefits?

a. someone whp goes back to school so as not to waste time

t b. a person who becomes ill and cannot work

I c. an unemployed worker who doesn't want to attend an interview

arranged for him

tg

8. In order to continue to qualky for payments, a person must be:

a. physically and mentally able to work

b. available to work during normal working hours

c. ready Ito accept any suitable work offered i

9. If you work part-time while drawing benefits:

a. you'll have youCbenefits stopped

b. you'll be able to keep some of the money before having your

unemployment payments reduced

c. you are required to report the full details

10. If you think you are unjustly denied benefits:

a. you should appeal the decision because there's d one in two choce

.that you'll succeed

b. you should.accept the decision as final

IC. you should demand to see a supervisor and really assert yourself

/
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Assignment

COMPLETE THE ASSIGNMENT BELOW.

Visit the local unemployment insurance office. Find the address in the

telephone book under Labor or Employment.

1. Ask for a leaflet on eligibility requirements. Read it.

2. Look at the jobs advertised and copy Sown examples of three of them that

would interest you if you had the necessary qualifications and experignce.

3. Ask someone who is waiting. to collect benefits how long he or she has to

wait each week and what he or she is required to do in order to remain

eligible for money.

4. Look at the questions in the Post Assessment before making your visit.
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Po t
Assessment 10

WRITE AN ANSWER TO THE FOLLOWING QUESTIONS.

At your local unemployment insurance office, find out:

I. Who is eligible to receive benefits?

2. How is an unemployed person helped to find another job?

42

P

3. What does a person have to do in order to continue to receive benefits?
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WORK--GETTING INJURED ON THE JOB

Goal:

The student will learn the basic prin-

ciples of the Workers' Compensation

system and be able to describe what a

workerexperiencts when he or she is

injured and becomes eligible for com-

pensation.

90

Performance Indicators:
The student will:

I. Successfully complete-a Self

Assessment.

2. Interview an injUred worker.

3. Share his or her findings with

a group of fellow students.

4. Produce a written summary of

his or her findings.



INDIVIDUALIZED LEARNINr1 SYSTEMS

go

Study Guide

g,

In order to finish this module, do the following tasks. Check each item off

as you complete it.

1. Read the Goal and Performance Indicators on the cover of the module.

This will tell you what you will learn by studying the module, and

how you will show you've learned it.

2. Study the Information section. This section will give you the informa-

tion you need to understand the subject.,

3. Take the Self Assessment exam. This is a test for you to prove to your-

self that you have learned the material you have studied. Compare your

answers with the answers on the Self Assessment Answer Sheet, which is

on the page following the Self Assessment. If you scored poorly,

re-study the Information section or ask your teacher for help.

4. Do the Assignment page. Follow the instructions at the top of the

Assignment page.

5. Make your verbal report to a group of students in your class.

6. Complete the Post Assessment and show it to your instructor before

continuing to another module.
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Information

AboUt 14,000 workers are killed each yeat in work-related accidents. The

number of people who die as a result of illnesses such as "brown lung",

asbesteosis and others caused by poor working conditions is not known--certainly

many more than are killed. Reliable figures on work-related injuries and ill-

nesses are not easily available. The numbers published depend on how many

are officially reported. So, illnesses are not reported and accidents are

reported only if they involve a worker having to stay away from the workplace

and claim insurance. If workers are hurt, but stay at work doing either light

duties or a different job while they're injured, it' 'likely that the accident

will not be reported.

-`+' Sometimes there is a pressure from employers and even co-workers to continue. .

working; it becomes a matter of team spirit, a test of loyalty to the employer

not to lose time or damage the safety record. When workers are injured it

means both bad publicity and higher insurance premiums for, the employer. Some

employers would prefer you to hang around on the worksite reading magazines

rather than report your absence due to a work-related accident.

In construction work about 1 in 10 workers will lose time from work this year

because they,are injured while doing their job. Building workers experience a

lot of hazards and dangers and although it's pos'sible to make more per hour

than many factory workers, the job is often performed almost on the run--with

constant pressure to meet deadlines. Danger is a part of the job. The danger

is not always as obvious as the threat to life or limb. There are many injuries

that are less obvious but just as serious as far as your job is concerned--for

example, back injuries. A worker who loses two fingers in an accident at work

might in the long run be in a better position than one who has a back injury

that prevents him or her from lifting more than 20 lbs.



You can't imagine many successful' plumbers, floor layers, electricians, drywall
hangers, etc. with weak backs. Similarly a knee injury could destroy someone's
career if he or she needed to climb poles or ladders.

Many workers think only in terms of injuries such as losing a hand or a leg
or of death on the job and they think the odds are so great that it could never
happen to them. However, the odds on being injured and being at least tempor-
arily disabled are very high indeed. .The official figures give only a part of
the number who are actually injured. However, even the official statistics
indicate that over 100,000 workers each year suffer permanent disability of
different levels of seriousness and over two million workers are totally dis-
abled for a temporary period of time.

WORKERS' COMPENSATION

A Workers' Compensation system exists in each state to ensure that workers are
covered by insurance incase of injury on the job. The insurance protects
employers from workers' lawsuits and provides money for medical bills and lost
wages. The insurance premiums are paid for by the employer. Employers are
required by law to carry workers' compensation insurance. They can buy this from
an insurance company or can self-insure, although this is usually done only
by large companies. Self-employed workers have to make their own arrangements'
if they want to be insured.

A contractor in residential construction would pay at least $11 for every $100
of payroll. It's a high premium and it reflects the nulber of claims that are
made in the industry. In addition, both the employer and the worker contribute
about 8 cents a day each toward improving benefits of workers injured in previous
years and to help' in re-employment. In each state there is a Workers' Compensa-
tion Department which controls the whole system and sees that workers receive
the benefits to which they are entitled.

What to Do if You are Injured on the Job

If you are injured on the job, tell your boss immediately. Sume workers think
they have to be tough, to "grin and bear it" if they're hurt, but it's important
for.both the worker and the employer that the injury (even if it doesn't seem
serious at the time) is recoed. There's a form you'll have to fill out as soon
as you can which is an official report of the accident to your employer. He
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or she is required to send the form within five days to his or her insurer.

However, if the injury is slight, if you don't require outside medical treat-

ment and if you are off work for less than three days, you will not be eligi-

ble for any compensation.

If your injury is more serious, your medical -bills will be paid by the insurance

company and after three days away from work you become eligible for a percentage

of your weekly wage (around 67%) until you are declared well enough to return.

It may take a period of time before the insurer decides whether your claim should

be accepted. If they turn you down you can appeal, but you'll be without money

until after the appeal is heard. The important evidence is whether your doctor

and, if the insurance company asks for it, their doctor agree that your.injury

was work-related and that it is preventing you from returning to your job. The

insurance company is not going to pay any money if they think your injury was

Jo" not 'work- related.

Someone who loses his or her job because of an injury--even through someone

else's carelessness--is going to feel very frustrated having to go through all

the formalities to receive some compensation for the wages he or she is losing.

But there is little else to do unless you're going to live on'your savings (if

you have any). If you have difficulties in finding out what to do while you're

waiting for the insurer to approve your claim, it's possible to get help from

your State Workers' Compensation Department. Ask for their toll free number.-

What Benefits are Available?

1. If you're injured at work and you need medical treatment, all the bills

will be paid by the insurance company. The doctor's office or hospital

sends the bill directly to:the insurer. If you want to know how much things

cost, you'll have to ask or you'll probably never be told.

2. If you're away from work for more than three days and the doctor has

authorized it, you are eligible to receive,every two weeks,payMents of

up to 2/3 of your wage. You'll continue to get a check/every 14 days as

long as your doctor reports that you are unable to return to work.

3. If you are going to need help to return to work, you can get it through

the Workers' Compensation Field Division. Field Service Coordinators are

likely to have been injured workers themselves,so should be able to relate
to what you're going through.
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The Coordinator will:

a. Contact the injured worker to assess his or her employment handi-

cap and,then make an evaluation:of the worker's present skills

and any other factors that might relate to returning .to work.

b. Contact the worker's employer to see if the worker will be able to

return to the old job.

c. If, because of the nature of the injury, the worker can't go back to

the same job, the coordinator will try to work out a pla with the

employer fora modified or new job. This could involve paying for

an aZtaptation of the job site, such as installing special fleor

covering, buying seating, a hydraulic lift, etc. Sometimes several

thousand dollars is spent in adapting the job site, although this

would rarely be possible in-construction._

d. If the worker cannot return to the old employer but has other job-

related skills, the coordirator will, along with the worker, try to

find job opportunities in a different of work. It can often

happen that a journeyman or apprentice in a trade is no longer able

to practice the skills learned in that craft; there is usually no

alternatiye other than starting a different career.

e. Some workers have no other job-related skills. If you've had no

other work than .hanging drywall for fifteen years, then you're likely

to need\some retraining. Coordinators in the Field Service Division

help with advice and money in some retraining. However, this is

usually only-available while the worker is still under.a doctor's

care. (Any longer term retraining would be paid for by Vocational

Rehabilitatfon Services.)

Permanent Impairment and Disability

`1. Permanent impairment. This is a medical condition and means any physical

problem that continues to exist after a doctor has decided that-your

injury is no longer changing for the better or for the worse. Doctors

are required by the insurers to make a written report describing the

impairment in terms of loss of parts of the body, ltrilitations on movement,

amount of pain, etc.

Permanent disability. After the doctor or dOctors report on the degree
<-

of physical impa3irment a person is suffering, the Evaluation Department

of the Workers' Compensation Department decides on the worker's ability
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to go back to work. In doAg this,they consider not only the physical

injury:, but also things like the amount of education, economic and social

factors, age, etc.-.in faet, anything that might affect a worker's chance

of gting another job. When this has been determined you'll be sent a

Determination Order, which will tell you the amount or degree of your

disability and the total dollar value of the disability.'

° 3. Total disability. If you are considered permanently totalldisabled,

you'll receive monthly checks for the rest of your life, although you'll

still be expected to report once a year to the Workers' Compensation -

DNpartment.

If You Don't Think You've Been Treated Fairly

1. If your claim for compensation or the payment of medical bills is denied,

you have the right of appeal by law. The insurer is required to give you

this information. If you are sure that you have a good case and are being

denied your rights and benefits it might be advisable to consult an attor-

ney. There are many attorneys who specialize in workers' compensation law

and they usually make their money on a percentage basis of what they win

for you above and beyond your basic benefits. So, it could be that you

can get your benefits without having to pay the attorney anything. However,

always make sure before how fee-s will be charged.

2. If you are giv'en a Determination Order, the amount of compensation payable

either in installments or in a lump suni will be deciddd on by the Workers'

Compensation Evaluation Board. Each state has different amounts which are

awarded. There are definite fixed payments for loss of life or the loss of

part-of your body. In fact, each part of the body has a price tag on it.

However, when it comes to the more difficult injuries to evaluate-- joint,

muscles, vertebrae', etc., the amount of money given in settlement depends

on the degree of disability that the Worker's Compensation Evaluation

Division decides that you have.

Awards for permanent back problems are usually less than $10,000. Again,

if you disagree with the settlement you can appeal. You might well neer

an attorney at this stage because the insurer will have an attorney whc,

has already gathered evidence from your neighbors, family and others and
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even have photographic evidence of you bending to tie your shoelace or

shooting a basket or doing yard work. It is essential to be well prepared

at an appeal.

Psychological and Emotional-Problems

A worker who is injured at work and unable to'return to the job suffers a lot

of emotional and psychological stress, in addition to all the physical pains

and limitations.

* Finding he or she is no longer able,to do what he 9,r she enjoyed and

'was skilled at can make an injured worker lose self-confidence and

feel depressed.

* Many people identify closely with their work, especially craftsmen.

When a worker loses his or her occupc6ional identity, it's also likely

he. or she will experience a loss of self identity and feel a bit like

a pon-person at home and among friends.

* Becoming a patient and having tdepend on compensation -after being an

active, hardworking person can decrease someone's self motivation.

* Having to deal with bureaucracies at the same time as being in physical

pain can be frustrating and make many injured workers feel angry and

resentful.

It is a very difficult time.. Make use of all services that are available and

try to meet with other workers going through the same experiences. 'People

who've never been injured at work will find it difficult to understand what's

. happening. It's essential that you find some sort of support group. For.

manythe.famtly is a fantastic support, but for some the experierice creates

tensions anddifficultiet. with those close to them. Ask at the doctor's

office or the Field Serves'Division of the Worker's Compensation Department

how you can meet with other injured workers. y'talking with them you'll be

able to fitithways to survive the crisis and eventually turn it around into an

opportunity to start in a new direction.
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INDIVIDUALIZED LEARNING SYSTEMS

nt
LISTED BELOW ARE SEVERAL STATEMENTS. IF THE STATEMENT IS TRUE, PLACE A "T"
IN THE BLANKPROVIDED. IF THE STATEMENT IS FALSE, PLACE AN "F" IN T';c. BLANK.

1. The official statistics en work-related accidents show that the

American workplace is getting safer every year.

2. Whenever a worker is injured, the incident is reported to the insurance

company.

3. About 10% of all construction workers lose work time every year as
a result of job-related accidents.

4. A pain in the back could lead to a craftsman having to change to a

different line of work.

5. Over 2,000,000 workers are totally disabled for a period of time each
year.

6. The employer pays all'of the insurance premium for worker's compensation.

7. If you're injured'on the job the best thing to do is to wait a while to

see if it's serious or not.

8. If you are injured.in a work-related accident your medical bills will be

paid byiour employer's insurer.

/-
9. If you cannot return to your previous job you can get help in finding

410 another job frouthe Field Services Division of the Workers' Compensation

Department.
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10. A worker who is permanently disabled will be given a cash award that

more than makes up for his or her lost future earnings.
ON.

.---
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Self Assessment
Answers

1. F

2. F

3. T

4. T

5. T

6. T

7. F

8. T

9. T

10. F
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Assignment

COMPLETE THE FOLLOWING ASSIGNMENT.

1. Interview an injured worker. Ask your family, friends or instructor for

possible leads. If this fails, call one of the local union offices or

any representative of the Workers' Compensation Department. Ask the

following questions and any others of your own and report your findings

to a group of fellow students.

* How did you get injured?

* Why do you think the accident happened?

* What happened when you realized you had been injured?

* What does someone have to do to get workerst compensation?

* Did your injury permanently disable you?'

* What help can you get to return to work?

* What are the worst things about your experience?

* Hay, you any advice fcr another worker who gets injured?
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Po t
As ment

Make a written summary, in a list, of what you've learned about the experiences

of injured workers.
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SEXUAL HARASSMENT ON THE JOB

Goat

The student will be able to define and

recognize sexual harassment on the job

and be able to advise a person on what

can be done about it.

103

Performance indicators:

The student will:

1. Write a definition of sexual

harassment.

2. Write 4 steps a person can take in

dealing with sexual harassment.

3. Contact one union office and one

women's organization to ask for

instances of and attitudes toward

sexual harassment at work.

4. Write advice for a person who. (4. ,.A-D

experiences three differera.Vr,

based examples of sexual harassniOnt.
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Study Guid
In order to finish this module, do the following tasks. Check each item off as

you complete it.

Read the Goal and Performanceindicators on the cover of the module.

This will tell you what you will learn by studying the module, and

how you will show you've learned it.

2. Study the Information section. Thi section will give you the information

you need to understand the subject.

3. Take the Self Assessment exam. This is a test for you to prove to

yourself that you have learned the material you have studied. Compare

your answers with the answers on the Self Assessment Answer Sheet,

which is on the page following the Self Assessment. If you scored

poorly, re-study the Information section or ask your teacher for help.

4. Cowlete two Assignments. Follow the instructions at the top of the

Assignment page.

5. Take the Post Assessment exam. Give the exam to your teacher after you

have complete it. Your teacher will grade it for you.
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Information
Sexual harassment at work is nothing new. It has existed for centuries, tolerated

by men :endured by women. It involves unwanted sexual overtures on the job. Often
women who experience it are afraid they.will lose their job or miss out on

proMotion if they try to do anything about it. Sexual harassment can occur among
co-workers but it is most damaging when a person in a supervisory positionstries to -

get a sexual response or sexual favors through his authority.

Sexual harassment is unwelcome sexual attention on the job. It could be in the
form of sexual remarks and suggestions, touching, comments on clothes or a woman's
body, or even excessive looking--when it is obviously sexual in nature. Naturally,
there is going to be some sexual awareness in any relations between men and women
but it's not the glance or the one-time comment that is sexual harassment, but
rather repeated and persistent sexual attention when no encouragement is given. It

! is easy for a woman to recognizekbecause being treated as a sexual object than a

person with skillat the job is an unpleasant experience. In nearly all cases,

women are the victims. With changing work roles, there have belen a few isolated

cases of female supervisors harassing male employees.

Why do men tolerate it?

Many people regard making sexual overtures and remarks, even when they are not

encouraged, as quite normal and a fact of life. When you think of something as a

fact of life, it's unlikely you'll see it as anything that can be changed. Some

men see joking about, looking at and making sexual remarks to women as a badge
of their own maleness. They might claim that women like it. The truth seems to

be different; an estimated 80% of women workers have experienced and disliked the

experience of sexual harassment on the job.

With an increasing number of women entering previously exclusive male jobs, such as
in the trades, it is understandable that some men might resist and feel threatened

- by a woman earning as much as them while their wife or girlfriend is either at
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home or in a low - paying office job. There's likely to be even more resentment if

people think that a man has been replaced by a woman at work. What sometimes

happens, according to women in a male working world, is that some men try to gross

them out, telling dirty stories or making propositions.

1 It's even more threatening to men if a woman really does use her sexuality to win
'1.

attention and favors from the boss or supervisor. On occasions, maybe a woman is

doing a sexual hustle and gets involved with a man in a position of power at work.

It rarely pays off. Resentment is built up among co-workers and the supervisor's

motives are very suspect. He is feeling a need to show off his power not only to

the woman but to male workers as well, showing how successful he can be sexually.

He will usually lose power and respect because of his involvement.

Women are afraid. They fear losing their jobs and their livelihood and, with many

,.; women these days supporting a family alone, the fears are greater. "Blowing the

whist4e" on a supervisor could lose her promotions, raises or even the job.

Getting another job might be difficult'with poor references.

Women also believe that they can't do anything about it; most of the positions of

authority are held by men and, to many women, it might seem that men don't take

sexual comments very seriously.

Another reason for putting up with being valued for her sex, rather than as a whole

person, is the uncertainty some women feel about their role in the work world. For

women whose mothers stayed at home'or told them that the most important thing in

life was to marry a man with a good job, there's bound to be some feelings of

insecurity. Maybe in the building trades women can feel a greater sense of

achievement and accomplishment, handle men as good or bad workers only, and be

treated in the same way themselves.

One thing is certain, the traditional way of dealing with sexual harassment--putting

up with it and hoping it will go away--does .not work. It can lead to greater

pressure: the man responsible for the harassing can take it as a challenge to get

a response.

Another reason why women might put up with something they don't like is failure

of many people in authority to recognize that sexual harassment on the job leads

to unacceptable working conditions. It has been the experience of some women who
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quit a job because of sexual harassment that they were denied unemployment insurance

benefits because the reason they gave was not judged satisfactory, or because a

a woman did not produce written evidence to show that she tried to stop the

harassment by complaining to her employer in writing with witnesses.

Whose responsibility is it?

Obviously, it is first and foremost the employeds. There have been several cases

in the courts charging sex discrimination against an employer whose supervisor

made the acceptance of his sexual advances a condition of getting a promotion or

retaining a job, but these cases are rare. Usually the sexual harassment is more
difficult to prove. Also, if it gets as far as a court case, it's fairly certain

the woman has already left or lost her job and is unlikely to want to return.

It is the responsibility of a supervisor that he (or she) creates the bes-t working

conditions that make all the workers (men and women) feel secure, and gets
the work done efficiently, safely and to high standards. Where sexual harassment
is a'feature of the worksite--and it may be only one supervisor who's involved --

then it's the responsibility of anyone else in authority to stop it. A workplace
where there is repeated sexual harassment is less productive than one where all
workers are treated according to their skills on the job, rather than their sex.

It's also the responsibility of co-workers to say something, to tell the person

who's doing it to knock it off. One man speaking out to another man could stop

the unwelcome sexual attentions quicker than some women mighrbe able to do it
themselves.

JcHowever, the most important responsibility for doing something to stop sexual

harassment is with the woman or women themselves. It will not go away if it is

ignored.

What women can do about sexual harassment at work.

There are always risks in standing up for yourself, but there is no need to stand

up alonei,NOne of the most important experiences that a woman will have in talking

about sexuaiNharassment (especially to other women workers) is to realize that

she is not alone 'a d she is not to blame. Find out from other womenat your
''r\wOrksite whether then experience is similar to yours. Share your concern with

men who are likely to gVe.support.

1n7
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Forming some sort of solidarity among women is often difficult, first becauie in

traditionally male-dominated jobs there are few women, and secondly because

women have been brought up through the ages to be rivals for the attention of

men, while men have usually competed over jobs and money. Of course, there

have been big cultural changes in recent years, but the old values and prejudices

linger on. In the long run, it is better to stop sexual harassment "head on,"

rather than to avoid it by becoming more extremely.male than your male co-workers--

outgrossing everyone and despising feminine traits.

It's important for any female worker who is being sexually harassed to avoid at

all costs using her sexuality on the job or in a job - related context. If, as

a co-worker, you go for a drink at the end of a shift,, pay for your own. If you

attend a class connected with apprenticeship, it's best to stay away from getting

sexually involved with anyone You'll meet at work. In a traditional male job,

women are minorities and are being judged on their working abilities. How a

woman responds to sexual harassment indicates how seriously she is going to be

treated by everyone as an equal worker. This means that yr.,1 ',./e to stand up for

yourself.

If you experience sexual harassment on the job it's crucial that you star reasonable

and neutral. Sometimes, remarks and comments by male workers could be social

ineptness--maybe they haven''t had the. experience of working beside women and

therefore don't know how they should behave. Sometimes men who make remarks or

who gaze at parts of the body or look a woman up and down aren't even aware of

what they're doing. Having it pointed out to them could be all that it takes.

They might well be very embarressed to know they were doing it.

However, sexual harassment is repeated behavior after a woman has'indicated she

does not like it. So the first thing for any woman to do if she is receiving

, sexual attention that she doesn't like is to askthe man to stop. If he doesn't,

and ecnecially if he is in a supervisory position, further action is necessary.

Once you're sure that sexual harassment is happening, deal with it as soon as

possible. Write down what is annoying you, what was done or said, when and where.

It is important to gather evidence: It is not enough,with persistent harassment,

to hope that saying something again, if that didn't work before, will be more

effective .4,ust because you're feeling angrier. The more angry or aggressive you

become, the less likely it is that you will get what you want. It's much more
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p probable that you'll end up quitting the job. Remember, even if you get revenge,

it's the outcome that matters. If you want to keep your job and have a fair

chance to progress along with all the other workers, you have to act calm,

reasonable and very well organized.

In addition to your written notes on the incidents, its also best to make a

record of your own job performance in case it should be questioned at a later

date. Next, take your written record and go with a co-worker (as a witness) to

see the supervisor who is causing the trouble and ask if he'll stop. If you

believe that route is not going to be productive, go with your co-worker to see the

next person up the "ladder." Present your case and ask for something.to be 'done

about it.

Taking a co-wLrker along is important because much sexual -harassment occurs in

private. One women wrote that she complained to the 'personnel officer about a

supervisor sexually harassing her. His response was to grab her breast. Although

this is extreme, the message is clear: if you.want something done about stopping

sexual harassment, you have to' plan your approaCh, be'well organized, 'stay

reasonable and involve other workers- (male and female) irf supporting you. When it

comes down to the bottom line, sexual harassment is less an issue of sex than

one of POWER, and the m:suse of power by people in authority is something that

affects both men and "women.,

SOME MYTHS ABOUT SEXUAL HARASSMENT

1. Sexual harassment affects only a few women..

THEJACTS: Several surveys have shown how widespread sexual harassment is in

the workplace. One study showed that 88% of the respondents said they'd

experienced one or more forms.of sexual advances on the job.

2. If women ignored sexual harassment, the men would stop.

THE FACTS: In one survey, 33% of those reporting sexual harassment tried to

ignore the unwanted sexual approaches. In 3/4 of these cases the harassment

continued or got worse; 1/5 of the women who ignored the sexual,propositions

had unjust reprithands from supervisors or had their work increased.

3. If a women really wants to discourage unwanted sexual attention, she can

easily do it If she's sexually harassed,she must be asking for it.
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THE FACTS: Some men believe a woman's "no" is really a "yes" and therefore

either don't accept her refusal or see it as a challenge to their manhood.

Also, if a man is in a supervisory position and has influence on a woman's
_

money and advancement, she may feel forced to put up with it.

4. Many charges of sexual harassment are false. Women use the charges as a ''

'way of getting back at.a man they're angry with.

E FACTS: Women have little to gain from a false charge; even speaking the

t th can lead to not being believed, being laughed at or, at times, losing

a job.

5. There's no such thing as sexual Warassment. It's just a personal matter

between men and woven.

THE FACTS: If it happens at a hiring interview, there are clear grounds for

legal complaint on the grounds of sex discrimination. There have also already

been several cases brought'against employers for sexual coercion of women on

the job, so although the wording of legislation is still being discussed, the

existence of sexual harassment and the need to do something about it is

recognized by both state and federal governments.
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t
1. Write a definition of sexual harassment on the job.

Sexual harassment is

:6

2. List 4 steps a woman could take to deal with sexual harassment on the job.

a)

b)

c)

CI)

..,
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INDIVIDUALIZED LEARNING SYSTEMS

" Self As essment
Rnswers

The answers are in the Information and youn
4.
words might be different, but here.

are examples of the sort of content you should include.

lb. Sexual harassment is any repeated, unwanted sexual attention from a man to!

a woman on the job. It is at-its worst when the man is in a supervisory

position and can influence a woman's-progress,in her'job.
. ,

2. a) Point out whq the man is doing and askhimfto stop it.

b) Ask other worden if they have had similai experiences. Get support from

women working in the same job and fronimen who are likely to li."R

sympathetic.

c) Make written notes on the things that you don't like. Record when and

where the incidentf happened.

d) Take your motes and go with a co-worker as a witness and ask the super-

visor to change, or go to the next supervisor above and ask for something

to be done.

1 1 2
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-Assignment

It

111

cdnplete both.

1. Call one of the Business Agents at a union office and as about the union's

attitude and policies toward sexual harassment on the job.

2. Call a local women's organization (you'll find one listed in the yellow

pages) and ask for any information about sexual harassment at work. Ask if

`they have any examples they could share.



1

INDIVIDUALIZED LEARNING SYSTEMS

Post
Ass t

5

Here are 3 situations that might be experienced by a woman worker. Write a short
paragraph of advice on what you think she should do.

Situation 1 A woman goes for a job interview. During the course of the interview

she is asked by the male interviewer whether she has a boyfriend.

The interview ends and she still doesn't know whether she has the

job or not. The interviewer tells her a decision will be reached

soon; meanwhile he asks her out the following day.

Situation 2 A women on the job is being pressured by her supervisor to go out

With him. She likes him and if she had met him in another context,

would definitely have been interested.

Situation 3 After,working late to finish a job, the supervisor invites a woman

worker for a drink, suggesting that they ought to get to know each

other better.
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JOB SEARCH

Goal:
The student will learn about the

importance of thorough and complete

job search and about ways to find the

job he or she is looking for.

1 1 5

Performance Indicators:
The student will demonstrate understand-

ing by successfully completing a compre-

hension test on the information given. He

or she will interview three people in dif-

ferent jobs and report the findings to the

class. He or she will write a description

of how he or she would search for a job.

125



INDIVIDUALIZED LEARNING SYSTEMS

Study Guide
In order to finish this module, do the following tasks. Check each item off as

you complete it.

1. Read the Goal and Performance Indicators on the cover of the module.

This will tell you what you will learn by studying the module, and

how you will show you've learned it.

2. Read the Introduction. The Introduction will tell you why the module

is an important part of survival skills.

3. Study the Information section. This section will give you the informa-

tion you need to understand the subject.

4. Take the Self Assessment exam. This is a test for you to prove to your-

self that you have learned the material you have studied. Compare your

answers with the answers on the Self Assessment Answer Sheet, which is

on the page following the Self Assessment. If you scored poorly,

re-'study the Information section or ask your teacher for help.

5. Complete the Assignment. Tell your instructor how you are going to

mak this contact. Ask the instructor to help organize groups for

reporting your findings.

6. Complete the Post Assessment. After your instructor has seen it go on

to the next module.
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INDIVIDUALIZED LEARNING SYSTEMS

ntroduction

This information on Job Search is intended to help people who are looking for

a regular or a temporary job. It is not aimed at obtaining training positions
or being accepted as an apprentice. Becoming an apprentice generally requires

following clearly spelled-out procedures about how and when to apply, the docu-

ments, qualifications and experience that will increase your chances and even

definite dates when interviews are given. You will find that the material in

this module is helpful for increasing your general readiness for apprenticeship,

but you will find it more useful if you are looking for other work based on

your present work experience--whether unskilled or skilled.

To increase your chances of success in your job search you will need to have

worked on a resume, onddentification of all your skills, and on information

gathering and hiring interviews. These have been covered in other modules.

117



INDIVIDUALIZED LEARNING SYSTEMS

Information

)(NOW WHAT YOU'RE LOOKING FOR

It's even more important in times of high unemployment that you know what you're

looking for, what sort of place you want to work in and what jobs you're prepared

to take as second choice. It's no use deciding you'll take anything in the right

wage range. At the present time, there are long lines of people responding to

a classified ad for a semi-skilled job. But even out of a crowd, some people

attract the employer's attention. They do so because they have the right work

attitudes.

KNOW SOMETHING ABOUT THE EMPLOYER AND PLACE OF WORK

When you are interested in working at a particular place, go and see it with

your own eyes, walk around the outside, find out the benefits and disadvantages

of the location. *now before au speak to anyone inside whether you'll have

transportation problems. Many people lose the chance of a job simply because

they haven't worked out before hand how they would get there on time every

morning.

If it's a large organization, go to the front office and ask a few questions

about the place. They might have some written information you can take with

you. At this stage, you're not looking for a job, but are trying to find out

as much as possible about the business only because it's a place that might

interest you in the future Ask if there is anyone you can talk with about the

firm or business.

At a con.:truction site or small business, take time out to watch and observe, if

you can get near where the work is going on. You can tell a lot about the rela-

tions of workers with supervisors and the general conditions, just with your eyes.
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If possible, try to speak with a worker when he or she finishes the shift. Ask

what it's like to work there. Find out the boss's name and his or her likes and

dislikes. Find out whether they're values you can accept.

Go to the local library and at the reference desk ask thv librarian for a list of

local businesses with the names of owners. Look at any other information sources

about local places of employment.

All this information will help you know the nature of the work, the conditions

and the quality of human relations. It gives you insight. You'fl impress any

employer with the efforts you've made or'you'll have found out that it's not

the place for you. If it isn't the place for you, you'll have learned it at the

right time. Many workers don't discover that the job and employer are not for

them until after they've started it.

KNOW WHAT THE EMPLOYERS WANT TO SEE

They like people who make a real effort to get a job. They're impressed by

interested, enthusiastic, friendly, well-informed applicants who can listen,

ask questions,and pick up things quickly.

`Employers want workers who are never late, who can do a job well every time,

who can keep busy, take on responsibility and not wait to be told everything.

They're looking for people who are aware of the boss's needs, who will work to

increase production, cut costs and maintain standards.

Some people may not accept these values. Maybe they believe someone owes them

a living. Perhaps they're convinced that they're so experienced and knowledge-

able that they shouldn't have to give an inch. They'd prefer the employer to

come crawling to them on his or her knees, pleading with thearto accept a job.

Wellnobody can be forced to take on the employer's values--we are free to choose.

But the results of trying it only your way may not be very rewarding--an unsatis-

factory job or no job at all. The only alternative to joining the system is to

reject it and live outside it. Being realistic about work involves accepting

what exists and trying to do the best for yourself within those limits. There's

no way in which you can have a satisfying career and live in fantasy land, reject-

ing the society you live in. Being idealistic is fine, but you also need to be

realistic if you want to keep on eating.
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KNOW HOW TO IMPRESS EMPLOYERS

1. Show an honest interest in the work you're asking about or the

job you're after.

2. Convince the employer you're aware of and can meet his or her

needs.

3. Prove to the employer that you know something about his or her

business--its present successes and problems, its future prospects.

4. Show that you can listen, be friendly and polite, and can smile.

5. Tell the employer face-to-face that you learn quickly, that you

can do a good job, that you're the best possible person.

WHERE TO LOOK FOR WORK

Workers across the nation were asked how they looked for and found their present

job. Their answers revealed some surprising information.

Union Hiring Hall.

Only 6% of workers used this method. Eight out of ten who looked for work

this way did not find it.

Federal/State Employment Service.

A third of the workers tried to find jobs here, but 87 out of 100 of these

people failed to get work.

Private Employment Agency.

If you register with a private agency you'll be agreeing to pay them over half

of your first month's wages in fees. But among the 21% of workers who were

prepared to do this in exchange for a job they wanted, only 1/4 of them obtained

work this way.

It's clear that waiting for someone else to find you a job is not a very effec-

tive method. Of course, if you're prepared to pay a fee, then this increases a

little more the chances of finding a good job. Any job search method is all

right if it produces what you want without harming anyone else. Likewise, the

Employment Service should be used as a resource even if you're not receiving

unemployment benefits. At times of high unemployment some employers say they'll

only see applicants who come through the employment service. It is also a source

of State and Federal jobs.
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OVER 75% Of WORKERS FIND JOBS THROUGH THEIR OWN EFFORTS

Theoddsincrease in your favor in the next three methods: answering newspaper

ads, asking relatives and friends and applying directly to an employer.

Newspaper ads.

1. About 1/4 of the people using this method were successful.

2. Read through all of the Help Wanted classifieds and circle jobs

you are qualified for.

3. Go back and reread all the ads you didn't circle and ask yourself,

"Why not?" Mark any others you can add to the first ones you chose.

4. Rank them according to how interesting they seem to you.

5. Be wary of box numbers. If the job seems really interesting, try it,

but be prepared to never hear again of your application. A lot

of resumes disappear into box numbers.

6 -. -Call telephone numbers immediately. Ask if the position is still

open. Find out about the business and its location. Even if the

position is filled, it may give you a place to make an information

gathering visit. Tell them you have the skills and right attitudes

and wish to come and talk with someone. Try to arrange a face-to-

.face interview to discuss the job.

7. Even when the ad tells you to send a resume or application letter,

it's worth making a telephone call to find out something about the

place of work.

Friends and Relatives.

1. Tell everyone you know that you're looking for work and what sort

of job you want.

2. If you have a resume, give all your friends and relatives a copy.

3. When you meet an acquaintance and exchange greetings tell him or

- her "I"m fine, but I'm looking for a job in . . . .," Ask the

acquaintance if he or she has heard of any leads.

4. If you're looking for work it's nothing to keep quiet about.

Share what you want with everyone. If people know of openings

or places to try, they'll be pleased to show off their inside

information.



Applying Directly to the Employer.

1. This is the Number One method. You stand a 1 in 2 chance of landing

a job this way.

2. Employers can pick up work attitudes from the way you behave rather

than from an application form. You have a greater chance of con-

vincing an employer face-to-face that you can deliver what he or

she is looking for.

3. Even for jobs that require special experience the most important

qualities are good work attitudes and proof that the person is

easy to get along with--that he or she can fit into the present set

and not rock the boat.

4,

HOW TO GO ABOUT A JOB SEARCH

Be Organized.

Looking for a job is work. Keep to a' routine with regular hours. Immediately

after breakfast follow up on Help Wanted openings by writing letters and making

calls. Call up five places of work that might interest You from the Yellow

Pages; ask if you canncome and talk to someone. Make one jobsite visit or

information-gathering interview or job interview every day.

Visit the employment service twice a week and any other source of job listings

(e.g., State and 'Federal buildings). A tip for employment service leads: ask

other people for the name of the best counselor. If one name keeps coming up,

be prepared to request and wait for that particular person. The employment

counselor usually makes the first, contact with the employer,so his or her ability

with people caultrraffice-6r-break your chances.

Return Regularly to any Workplace that Interests You.

It's estimated that 80 out of every 100 job openings are never advertised.

Openings can occur suddenly or unexpectedly and an employer would welcome being

able to hire a good worker without going to the expense and trouble of adver-

tising and interviewing. Remember that jobs are advertised' because:

1. That particular organization is required by law to advertise.

2. 'The job is hard to fill.

3. They are looking for special qualifications.
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The lack of jobs in the classified ads doesn't mean that there are no jobs;

it means that there are none advertised. Many jobs do not need advertising.

A hot tip from someone on the inside, or simply being on%the spot at the right

time, cold be what it takeS to got the sort of job you're looking for.

When you've found a place you really want to work, don't take no for an answer.

Keep turning up regularly, -once every two or three weeks.

Check that your application form is still active. After a period of time,

employers assume that a person who left an application form and was never heard

of again has found work elsewhere. It's much easier to keep your application

alive than start again at another company.
C

0

Contact the Person Who can Hire You.

In small businesses it's usually ,easy enough to talk with the person who can

hire you. Go 4t a time when he or she is not too busy. Avoid construction

sites early in the morning, and restaurants at lunchtime.

Ask by name (that's something-you've found out earlier) for the person you want

to see.. Introduce yourself, be pleasant, look-him or her straight in the eyes

and say something like, "If you need a reliable, quick-learning, hard worker with

a good work record, I'd like to work for you." The worst he or she can say is,

"We don't have any openings.," Follow this with, "Would you please consider me

first when you do have a job opening ?" It's more likely, however, that the

employer will want to knoW more, why you think you're so good. Say why you're

interested in the business (you've found out about it beforehand, right?). Tell

the boss why he or she should hire you o(you've already worked out what skills

and experience you have that are relevant).

In a larger organization it's often necessary to get past the front office and

that can be difficult--two duties of front office employees and receptionists

are to screen people out and to protect the boss. But if you don't, get to see a

person who has the power to hire, you'll remain ink on paper. Ask either over

the phone or direct to someone at the front office for a 15-minute appointment

with the person you want to see. This time you are not going to ask about job

openings. The purpose df this appointment is to ask questions about the business

and`to seek advice. Be polite but insistent. Say you are investigating career
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possibilities. There are plenty of people in high positions who would be very
willing and even pleased to have the opportunity to talk about their line of
work.

If you do see someone, think of yourself as a journalist interviewing the boss.
If he or she asks whether you're looking for work say you will be but at the
moment are exploring several possibilities. But do take the opportunity to
show,what you've already found out about the business and communicate your
skill and experience areas. Keep to the requested 15 minutes unless you're
invited to stay.longer. Ask him or her for suggestions of where else you might
visit and names of people you might taik to. When you call to make an appoint-
ment with one of these other people, mention who told you to contact them.

Fol w-up

Send a short of thanks to"anypne who gives up, his or her time to answer
your questions. At this point you could write that what he or she told you
interested you so much that you would really like to work there if an opening

:occurs. You could also include a copy of your resume.

ti

It's'essential that you follow up all leads and if ifou wake a favorable impres-
sion on someone, don't let them forget you. You've-got to convince them that
your interest is real and long-lasting.

HOW TO KEEP MOTIVATED

It's difficult if you've been turned down several times to Beep up the enthu-
siasm. But, remember, each personal contact with an employer increases your
chances of success as long as your expectations

are positive and realistic and
you believe, "This will be hard*ind befemay be no openings, but if I keep
pushing, I'll get the job I want! If you fall back into having negative expec-
tations, you'll lack enthusiasm and lnergy and seem a very poor prospect as a
worker. EmplOyers want people who sound positive. A phrase to rememter:
"If it's going to be, it's up to me!"

Here are a few suggestions of ways to keep yourself motivated in your job
search.

1. Break up the day so that it's not all work. Do something relaxing
that will take your mind off your need for a job for a couple of
hours.
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2. Keep in contact with other people who are looking for work.

Exchangetitelephone numbers. Trade information and job leads.

Remind relatives and friends at least once every two weeks

that you're looking and need their help.

3. Get enough to eat, especially breakfast and keep up appear-

ances. Shine your shoes, keep your clothes looking neat and

tidy. It's necessary to have clean boots even if they're worn.

4. Learn something from each visit you make--gather information

about conditions, the name of the person who does the hiring,

the types of work available, future business prospects--in fact,

anything that could be useful.

5. Set reasonable goals. 'Don't overdo it in one day. The less

tired and desperate you appear, the more attractive you'll seem

to an employer.

6. Even if you have to pretend--look enthusiastic and friendly the

second you, reach the sidewalk in front of the place of work.

7. Try each job search method. In one week:

a. call up to 10 employers out of the yellow pages

and try to get an appointment to see somebody.

b. visit four worksites, make two information gather-..

inginterviewsand two direct requests for work.

c. .fill out two application blanks, fully and in

black ink. )v

d. leave or mail five resumes.

e. **call friends and relatives for leads.

f. visit the.employment office twice.

g. -read class'ifieds daily and act on them.

8. Make a list of things you enjoy doing--eating a hot fudge'sundae,

drinking a cold beer, etc. Reward yourself or ask someone else

to reward you after you've completed your daily job search activities.

Keep on searching. Even in periods of high unemployment there are over one .

million job openings every week across the nation. There are many jobs that

are ideal for you and you are ideal for them!

1,25.
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. Self
Assessment

WRITE YOUR ANSWERS TO THE FOLLOWING QUESTIONS IN THE SPACE PROVIDED.

OP
1. List four ways that you can get information about a workplace.

2. Write eight characteristics of the type of pedple employers are looking for.e,

4

4

3. List the most successful methods of finding a job.

4. What percentage of workers find jobs through their on effofts?

5. What 'is the best way to use the employment service?

.

6. How many jobs in every 100 available are advertised?

r

7. Why is it important to keep an application active by calling back regularly?

8. Who is the most important person to speak to whin you're looking for a job?

9. Why send a follow-up letter?
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10. List five ways that will help you keep motivated in your job search.

0 , -.,

.-' ''..........,

-,'
......

-,
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Self Assessment
Answers

.

;

1. Any four of:

* ask the reference librarian at the local library

* speak to someone who works there

* watch what's going on

* ask for information at the front office

* get an appointment to talk with someone at the workplace

i

, .

2. Any combination of eight characteristics of people who:

;

* mate a real effort to find work

* are interested, enthusiastic, friendly, wellinformed applicants,

* can listen, ask questions, pick up things quickly

* are always punctu.al, reliable, dependable

* do top quality work

* are aware ofthe boss's needs

3. * Apply directly to the employer.

* Ask friends and relatives for leads.

* Answer newspaper ads.

4. * 75%

5. * Go twice a week to see job listings.

* Find out the name of a good counselor and be prepared to insist you want

to see only him or her. :

6. * About 20%

7. * Because after a period of time employers assume that you've found another

job.
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8. * The person who has the power to hire you.

9. * It gives you a chance to send extra information that might get you a

job in the future.

* It will show you're prepared to make extra effort; that you're really

serious about trying for a job with that employer.

* It indicates that you know how to get along with people.

* It will increase the chances that you're remembered when there is a job

opening.

10. * Have some period of relaxation during each job search day.

* Give and ask for support from other job seekers you meet.

* Take time to eat and look presentable.

4 Aim to learn something new from each contact.

* Look. and act friendly and interested.

* Try a variety of job search methods regularly.

* Reward yourself for completing each day's job search tasks.
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e
A ignment

COMPLETE THE ASSIGNMENT BELOW.

a

1. Interview three people in different lines of work. Ask them:
a. How they found their job.

r b. Why they think they were offered the job.

c. What sort of person would get along best in that type of work.
d. What their employer wants from his or her workers.

Report your findings to a group of students in your class.
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Post
As ssment 1)

COMPLETE THE A IGNMENT BELOW. .

, Think about o /the jobs you asked about in the Assignment. Write, in

note form, w you could find further information and get an entry leyel

position in the same line of work. Write at least half a page.

1 3 1



INSURING YOUR LIFE

Goal:

The - student will learn the difference

between term and whole life insurance

and be able to make an informed

choice of what would be the best for

his or her circumstances.

1 32

Performance Indicators:

The student will:

1. Successfully complete a Self

Assessment.

2. Get:quotes on 2 different types

of life insurance from an agent.

3. Pool his or her findings with a

group of at least 4 other

students,

-4. Be able to write a simple

description of the difference

between a term and a'whole life

- insurance policy.
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Study Guide

N.

In order to finish this module, do the following tasks. Check each item off as
you complete it.

2.

3.

Read the Goal and Performance Indicators on the cover of the module.
This will tell you what you will learn by studying the module, and how
you will show you've learned it.

Study the Information section. This section will give you the informa-
tion you need to understand the subject. v

Take the Self Assessment exam. This*is a test for you to pebve to your-
self that you have learned the material you have studied. Compare your

answers with the answers on the Self Assessment Answer Sheet, which is

on the page following the Self Assessment. If you scored poorly,

re-study the Information section or ask your teacher for help.

4. Do the Assignment page. Follow the instructions at the top of the
Assignment page. Make your report to a group of at least 4 other students.

5. Take the Post Assessment exam. Give the exam to your teacher after you
have completed it. Your teacher will grade it for you.

1 3 3
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kg bon
The first purpose of life insurance is to provide an instant amount of money for

the people who rely on you for financial support. In most cases, this will be

your children, your spouse and maybe elderly parents. The idea is to safeguard

the people who would be most affected by the loss of your earning power.

Some people do not need life insurance. If you are young and single or old an:

single with no people who depend on you for money, then you probably do not need

life insurance. If you're married with no children and both of you work, live in

a rented house, you may not reed life insurance.

Ask yourself what would be the effect on other people close to you if you died.

Would they be left destitute (no money)? Would they be forced to give up the

house they are living in? Would they have to immediately change their life style

(e.g. leave school, seek welfare, take the first job available, etc.)?

It's difficult enough to re-adjust after the death of someone close without finding

that not only has the person gone from yours life, but his or her money has

disappeared too. Leaving your dependents with that sort of inheritance does not

indicate that you cared much about them.

Think in practical terms what the effect would be on the survivors. What payments,

would they need to make? There would be:

* immediate death expenses (the cost of medical treatment for you and the cost

of disposing of your remains)

* mortgage or rent

* everyday normal expenses f6r food, utilities, etc. -

* money to re-adjust to the new sitqation. (It might involve big changes in

plans about work and education. It is not a good time for someone who has

loved and depended upon you to be dealing with both the emotional distress

and to be forced into a totally new way of living without having a period

of time to adjust.)
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In summary, it is essential for your survivors to have:

1. immediate money for death expenses

2. a fund to allow them to re-adjust

3. money to protect their house mortgage or rental

Otfferent types of life insurance.

Even though the language of insurance seems so complicated and the different

benefits of each policy are confusing, when you come aown to it there are basically

two types of life insurance that are sold separately or in varying amounts of

combination. The, two are:'

1. term insurance

2. whole life insurance, sometimes called straight life or ordinary life

insurance

Term insurance.

This is the cheapest form of insurance and provides an instant cash payment if you

. die. It is usually sold for periods of one, fiVe or ten' years up to the age of

60 or 65. The cost of the premiums (how much you have to pay) increases as you

get older and as you become more likely, as far as statistics are concerned, to

die. This is the obvious type of insurance for anyone with a young family; it

allows the maximum amount of cash beck for your family and the smallest amount to

pay out.-' Of course, you get nothing back 4f you don't die before the period is

out, but it's doubtful that you'll be disappointed finding yourself still alive.

In buying term insurance you'd do yourself and your family a favor if you make

sure that it is guaranteed renewable and convertible. The first word indicates

that you will have the option to renew your term insurance without having to go

through the fuss of a medical examination. SometiMes, if someone's health

changes, the insurance company will not insure him or her on a similar policy

unless it has already been agreed that the insurance is renewable. The second

word, convertible, means that if you want at a later date, either when the premiums

becomb too expensive or toward the end of the time when you can be insured on a

term policy (around 65), you can take out whole life insurance. This would insure

you for the rest of your life.

135.
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Whole life insurance is also known as straight life or ordinary insurance. It

is more expensive than a term life insurance because it involves:

1. life insurance

2. some savings

These policies will cover you up to the age of 95 when, as far as the insurance

companies are concerned, you are unlikely to be alive. Ln whole life insurance,

the premiums remain the same. It seems as if it would come out cheaper than the

more straightfOrward term insurance, but thisis not the case. When the insurance

company eventually pays out, they will be using a large percentage of the money

that you've, already paid in. The longer you live, the less the insurance pays out

of.its own money. Remember, life insurance is away of making a living for a lot

of people with the same sort of needs as everyone else.

If you take out a whole life policy, over the period of years it will build d$ a

cash value, You are then allowed to borrow from the cash value of that policy.

In other words, you are allowed, if you pay interest; to borrow ,some of your own

money)ack.

It can also be used at retirement to provide you with a small monthly or annual

income. There ere several ways that you can use the cash value of, the policy at

retirement but in all cases you are getting out only what you put in. At its best,

whole life insurance provides a lifetime of protection for lifetime of payments.

Whole life insurance'is the main moneymaker for insurance salespeople.

By selling you a whole life insurance, he or she gets maybe a 55% sales commission

from your first year's premiums and perhaps another 5% on the next nine years)

Part of your payments during 10 years is going to*pay the insurance salesperson.

The commission on a term insurance is around 40% for the first year only. So you

can expect that someone selling insurance would advise you to take some whole life

insurance. Wouldn't you if you were selling insurance?

Are there any benefits from buying whole life insurance?

A whole life policy forces you to save. If you find it impossible to save money,

this is a way p ensuring that you put some money aside each month for,the future.eo

The amount of savings are small and build up very'slowly. So,until you are much
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older you could get more "instant cash" for your family if you died by paying the

same premiums on a term insurance. Also, there are other ways of forcing yourself

to-save: by payroll deductions, Christmas Clubs, etc. It's possible that if you

think you can't save, it may be that you don't yet need to, that you get better

value from'spending your money now, or that you can't save yet because you have so

many finandial commitments at the' present (a young family, a mortgage, etc.) that

it is not the best time to start saving.

Far better would be a term payment that protected your family and enabled them,if

you diedlto make the payments and meet the high expenses. The best advice is to

go for protection first and savings later. Protect your family; it's the death

benefits, not the savings, that are most important. When you take out a whole

life policy, you will get a smaller death benefit that in a term insurance for the

same amount of payments. Elyfttking out a term insurance at the same cost, you

could get 4 times the protection.

W do ou need Ito be forced to save? As long as a person has some cash and sees

the oint of saving for the future, it's fairly certain that it will be possible

to sa e voluntarily. The difficulty probably is in keepirig your hands off the

saving\at the first minor emergency or whenever you wish to make a large purChase.

Sometimes\this might well be justified, such as buying a house that could bring in

even more - money.

There are ways 'of keeping your hands off your savings by investing them in a bank

term account or a credit union. You gain'by keeping your money there for alengthy

period.

It's not easy 'to win with life insurance. If your family gains money it is because

you have died. Otherwise, it's pretty certain that the insurance company will

alyays have the advantage--that's why they're in,business!

If you can save regularly y-yobrself--at least-the amount that you would have paid

out in whole life insurance--and put that money into a savings account, then when

you have enough, buy tax-exempt local, state or U.S. bonds, your savings will be

far larger than those you could have made through an insurance policy.

There are two other frequently mentioned life insurances that the salesperson may

try to get you to buy. Each of them stresses the value of the savings. In other
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wordsothe emphasis of the protection moves more to you than to your survivors

(who are the main purpose of life insurance). These are:

1. limited payment life

2. endowment

They both cover death benefits and savings,but emphasize the savings component.

They are both expensive. With the limited payment plan you pay your premiums over

a much shorter period than with the basic whole life. Of course, your premiums

will much higher. With endowment you are promised a specific amount of money,

much larger than you could get with a basic policy. But who do you think pays for

that larger sum? You do, with your much larger premium!

Group insurance.

Often you can meet the first essential thing--the disposal of your remains--V

belonging to a Union. There is often a sum, about $2,000, which is payable on a

member's death as long as he or she has kept up the union dues.

There are further possibilities of wider insurance coverage through union membership)

as long as' ou work a certain numaeeof hours each month in ycur trade. These

benefits.ymuld,,cover much more than immediate death benefits. Also, it is possible

that you can obtain group insurance through your employer, a credit union, or a

club society op befong to. If you belong to any organization that has funds, ask
if they have coup insurance. It is always cheaper, and your employer often

covers half the cost. One problem of group insurance is that you often lose your

coverage if you leave that job. (

However, for mdch of your insurance needs it is likely that you have to do it on

your own and go through an insurance agentleither in the agent's office or in your

own home.

Things to watch for with insurance salespeople.

People selling insurance are just as likely as you to have dependents of their own,

so they want to make the most out of a sale. This means that it is in their

interest (but not necessarily yours) to sell you policies that give the highest

sales commission.
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Sometimes life insurance agents have printed on their card "financial planner."

This means that they'll help you plan how to spend your money on insurance, but are

very unlikely to advise you to use your money in any other way.

Beware of a sales "pitch" that'uses emotional blackmail, such as your starving

children" or "how to influence your spouse and family even after you'have passed

on." Although talking about your own death is an emotional subject, it is far

better, to deal *ith people whb can be straightlto-the-point
I

and realistic.

/
Be suspicious if the salesperson:

1. tries to persuade you to buy a high priced policy so that you'll have

money for your retirement

2. urges you to drop a policy that you already have and buy a "better" one.

Ask the insurance agent to give you a clear comparison between different companies.

(It's always better to deal with someone who represents several companies.) There

is a method for comparing whole life insurance (called a comparison of interest

adjusted costs) that the salesperson should be able to show you. Also, you can

ask him or her to see how the company which is being recommended -to you is rated

in a book called Best's. Life Insurance Reports. This book, rates all the insurance

companies from A+ .(excellent) through C (fair). If the insurance agent won't show

'you the rating, change agents. You can also look in the book yourself; it will be

in the reference section of your local library.

Once you decide that you need life insurance, remember that the only bargain is

one that meets your needs and which you can pay for. In order to be covered you

have to fill out an application form-;often the insurance agent will write down

what you say, The questions are about your age, occupation and details about your

health. You may also need a physical examination by a doctor; you pay for tnat.

It's good advice to pay the first premium when you make the application. In this

way, if the company accepts you as a reasonable risk, you'll be covered from,the

date ancron the details that you gave when you filled out the form.. if your health

changes, you'll "still be accepted. If you are not accepted, then you'll have your

premium returned.

Some people are considered bad risks by insurance companies.

The insurance company would love to keep your pp,ments coming in and not have to

pay benefits. If they consider your health it poor or your job or leisure time
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4111% activities are too dangerous, they might not insure you. If you are turned down,

it's worth trying other companies. There are a few companies that specilize in

high-risk people, although the premiumi are much higher.

0

Difficulties in making-the payments. de

The first guide is take on insurance payments that you know.dre within your

ability to pay., -Be careful about being "sold" by an agent. The amount of coverage

you get is determined by what you earn and what your dependents would need if you

were to die. It should not be. determined by an insurance saAperson's "rule of
. 4

thumb" about how much- insurance you should be carrying. An insurance agent will

often advise four, five; sfk or more times your annual income in insurance. You

can work out hO.w much coverage you'd like with your family, and then decide how7-

much money you can affordto give in payments.

Some situations may arise when you can't sake the payment. What if you were .

injured at work? Make sure sure that the policy has a disability waiver. This

means that if you are unable to return to suitable work because of illness or

injury, after six months the insurance company will pay the premiums until you

find suitable work.
"-\

Summary

The maximum coverage and protection for your family at the lowest payment is term

insurance. If you want life insurance comb4ned with savings, at a higher, cost,

then a whole life insurance would be necessary. Howeyer, with life insurance the

important thing is to insure the life of the person who 'provides the income. If

two people in the family are working and bringing in needed money, then both lives

should be insured. The most/important guideline to remember about life insurance.

is that it should provide enough money for the survivors. If the insured person

wants to save money there are probably far better ways than by paying whole life

insurance premiums.
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LISTED BELOW ARE SEVERAL STATEMENTS. iF THE STATEMENT IS TRUE, PLACE A "T" IN THE
BLANK PROVIDED. IF THE STATEMENT IS FALSE, PLACE AN "F" IN THE BLANK.

1. Everybody should have some life insurance.

2. All life insurances should provide money for immediate death expenses.

3. It is important that benefits from a life insurance policy provide

enough cash to allow the survivors time to re-adjust without having to

completely change their standards of life.

1111
4. It's always best to buy a life insurance policy that forces you to save.

5. The cheapest form of life insurance is called "term."

6. Most unions provide death benefits for their members.

7. Insurance agents can be relied on to give you the best advice.

8. It is best to go for protection first and sayings later.

9. Life insurance is first and foremost for the people who survive and not

for the person who is insured.

10. It is cheaper to get group insuranceolthough the benefits payable are
less.

There is no way of comparing the value of different life insurance policies.

It is impossible to get life insurance if your health is poor.

TAT--
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Self Assessment
Answers

i

1. F

2. i

3. T

4. F

5. T._

6. T

7. F

8. T

9. T

10.

11. F

12. F
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Assig

COMPLETE THE FOLLOWING ASSIGNMENT.

Call or visit an insurance agent., Tell him or her you are doing research for a

class project. Ask him or4her to quote premiums and benefits for a person your

age on:

* term insurance

* whole life insurance

fA
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St
Assessment

INDIVIDUALIZED LEARNING SYSTEMS

Write the terms that show the difference between term life insurance and whole life.

Show what you write to another student. If he or she cannot understand what you've

written, try again until it is clear. After you've done that, hand it in to your

instructor.

The difference between term and whole life insurance.

Term insurance

*

*

*

*

*

Whole life insurance

*

*

*

*

*

*
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A

DAY CARE FOR LATCH KEY CHILDREN

.

2

Goal:

The student will learn how to go about

finding good, affordable, convenient

child care, and know why it's so impor-

tant foe the child and the working

parents.

145

Performance indicators:
The student will:

1. Show understanding of the reading

matter: by completing a comprehen-

sion test successfully.

2. Arrange a visit to a Chid Care

facility of his/her own choice,

and report impressions back to

the group.

3. Write a report about the visit.



C.

INDIVIDUALIZED LEARNING SYSTEMS

Study Guide

In order to finish this module, do the following asks. Check each item off

as you complete it.

4

1. Read the Goal and Performance IndiCators on. the cover of the module.

This will tell you what you will learn by studying the module, and

how you will show you've learned it.

2. Study the Information section. This section will-give you the informa-

tion you need to understand the subject.

.3. Take the Self Assessment exam. This is a test for you to prove to

yourself that you have learned the material you have studied. Compare

your answers with the answers on the Self Assessment Answer Sheet,

which is on the page following the Self Assessment. If you scored

poorly, re-study the Information section or ask.your teacher for help.

4. Do the Assignment page. Follow the instructions at the top of the

Assignment page.

5. Complete the Post Assessment and show it-to your Instructor, and

arrange a time to present your report to the class.
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nforrnation

A

THE NEED FOR CHILD CARE

For working parents, child care is a necessity. More women than ever are

either choosing, or are being forced, to join the job market. Women

are about 1/2 of this country's work force, and 18 million of them are mothers

with children who need child care.

Single parents need to work--it can be a choice between work and welfare.

There's also an increasing number of one-parent families headed by men. The

need for-child care is enormous--there are millions of children who require

regular day care during work hours and school vacations. Working parents need

to feel relaxed and confident that their children are happy and being well

'-cared for.

WHAT'S AVAILABLE?

For Infants and Pre-schoolers.

Childminding--by relatives, friends, neighbors. This is probably the most

widely used type of care for infants._ Your mother, sister, aunt, friend or

neighbor will take care of your child in their home.

ti
1

This is probably the cheape7t care, but it can have its drawbacks:

1. With relatives, there could be arguments about the "right"

way to look after the kids, or resentments about being

taken advantage of, etc.

2. There may not be enough toys or games to keep your child

interested for long.

2. Older children may learn little and get bored.

Day care centers--provide a service for large numbers of children.
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1. They usually operate from 7 a.m. to 6 p.m., Monday through

Friday.

2. They serve hot lunch, snacks
e

and provide beds for naps.

3. They have a full program of care and training and usually

health superVision of some kind.

4. Some cities have facilities just for infants.

5. They can be licensed by the state, county or city.

6. Teacher/pupil ratio is goOd.

7. There are 5 times more centers in urban areas than in rural

areas.

£3 It's often very difficult to get your child in. Waiting

lists can be long, and you just have to wait your turn.

9. Centers-can provide good quality care for-children, but

they tend to be more expensive.

10. One-problem might be that they often don't allow flexible

hours, so if, you have to work.overtime, you're in trouble.

Family Day Care--run in private homes, licensed to care for small numbers of

children (up to 6), in a wide age group (2 to 14). State requirements vary

slightly on minimum number of children.

1. They have the advantage of a "home" atmosphere, and are

usually closer to where you live.

2. Cost is cheaper than Day Care Centers--the overhead is lower.

3. Can be especially helpful and flexible in fitting in with your

work schedule if you work erratic hgurs, or have to work over-

time.

4. More likely to accept all the chil&en of one family. Who

wants to'drop off your infant at one place and your pre-

schooler at another, on their way to work in the morning?

5. Infants often prefer family care because it's more homelike.

Group Day Care Homes--are similar to Family Day Care. They offer family-

like care in a larger home, take up to 12' children, and are usually staffed by

employees, rather than (or as well as) family members.

In-Home Care--Someone will come into your home, while you're working, and act

as "a second parent." Expensive and strictly for the "well-heeled" few.

148

1 -I-0 LI



For School Age Children.

After school programs--often provided free. Activities and games are provided,

under supervision, at school.

Friends/relatives/neighbors/baby sitters--you might make arrangements for

your child to go to a friend/relative/neighbor's house after school, until

you get home from work. You can pay them, or arrange a trade-off. Baby sitters

are best found through friends and fellow workers.

Family day care--if you have younger children in family day care, your older

child could walk there after school.

1. Can give your older child a chance to play with his/her

neighborhood friends and still have access to an adult in a

comfortable family, home.

2. Will be expensive if you have more than one child in day care.

If you and yoUr school-age child get really organized, you could arrange for

after school activities like baseball and football teams, Little League, swim-

ming, classes at your local Parks and Recreation Dept., et,:.

Another option is to allow your child to return home to an empty house. This

is not to bg,, recommended for various reasons:

1. It's against the law to leave young children alone in a

house.(usually 10 years and under, but it varies from

state to state).

2. Dangers of fire, accident, being locked out in bad weather, etc.

3. Your children may get more independent than you would like, and

become difficult to control.

4. They might resent the fact they're left alone (although they

might 'lot admit it) and your relationship could deteriorate.

DAY CARE COSTS?

Day care can be expensive! Costs vary a lot from place to place, and it also

depends on whether the care is subsidized. Some places charge on a slidirg

scale, based on parents' income. But, even at $1 per hour (which is low) for a

40-hour week, you're looking at $160 per month, per child, for day care!

With more than one child, it's going to be costly. You need to be earning a

lot, or really enjoying your work.
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To keep one child,,in day care for one year can cost anywhere between $1,000

and $2,500. To keep one child after school and give him or her summer care,

can cost at least $750 per year. One consolation is that child care is tax

deductible.

HOW TO FIND SUITABLE CHILD CARE

Work out your priorities. What's most important to you? (1) near your home

or work. (2) cost. (3) quality of care.

A few guidelines:

1. Ask fellow workers, friends and neighbors for referrals in

your neighborhood.

2. Check in the Yellow Pages under CP, ld Care Services, Day

Nurseries, Social Services. Social c_rices usually has

a useful referral service.

3. Call several possiblities and compare what they offer.

Use the phone and save yourself time.

4. Visit two or three, to see for yourself,, before deciding.

If you're already working-this may be difficult--maybe during

your lunchbreak? If you're preparing to start work, it's

worth taking the time now to find the best available child

care for your needs. It'll save worry and problems later.

What to look for:

1 During your visit, talk with some of the kids, as well as

the care-leader.

2 The best day care leaders are kind, responsible, flexible,

relaxed, warm, friendly and can handle emergencies without

panic. They like children and understand their needs and

problems. Watch out for leaders who seem tense, worried,

irritable, and avoid them if at all possible.

3. Are the children happy and interested in what they're doing?

4. Is the atmosphere busy, but not chaotic?

5. Are there lots of things for the children to do? (books,

games, puzzles, toys, water, sand, blocks dressing up,

paints, etc.).

6. Is there somewhere for the children to play outside?
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7." Is it clean, neat and decorated with pictures, (especially

those done by the children)?

What arrangements are there if your child becomes sick?

Deciding

Let the'person in charge know what your special needs and problems are. If

it's important fOr you to have a flexible schedUle, find out now if it's

O.K. Ask questions; but rely on your own intuition and common sense. If

you feel comfortable with the people, and you think the other children

seem happy and busy, you should be able to leave your child there and feel

good about it.

SIGNS TO LOOK FOR IN YOUR CHILD

Once your child has started day care, you can expect a few rough spots-but

they should settle down soon.

Look Out for Negative Changes.

Is he or she:

I. obviously unhappy about going to day care in the morning,

tearful and hostile?

2. miserable and unhappy, with signs of crying, when you arrive

after work?

3. always hungry after day care?i

4. afraid to go in the door at day care, and wanting to run after

you when you leave?

5. awkward, disobedient, aggressive at home or school?

These are signs that something is wrong! If they don't go away, you'll need

to,investigate and try to discover the problem,'or find alternative care.

Look Out for Positive Reactions

Is he or she:

I. pleased to go--looking bright, cheerful, well-fed when you arrive

after work?

2. friendly and relaxed with you at home?

3. wanting to tell you about the day's events?

4. relaxed and unworried, without sudden changes of mood and behavior.

Does he or she bring home things made at school e.g., paintings, crafts?
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If your child is happy and in good hands--relax, you're fortunate!

.1.

SOME BENEFITS FOR THE,CHILDREN

Up to now, we've discussed the benefits'of child care Lu the working parent.

It can also benefit the child. They will:

I. Learn new social skills- -how to listen, talk, be polite, help-

ful, share, be kind, have good manners, etc.

2. Become less self- centered and more aware of others.

3. Learn how to get along with children of different ages.

4. Learn new physical skills--building, painting, climbing,

setting the table, putting things away, singing, getting

dressed, etc.

5. Have a,tchance to explore, experiment, learn by "doing."

6. Become more creative by painting, playing imaginative games,

craftwork, telling stories, etc.

7. Develop their language skills by listening and talking,'

learning rhymes, singing songs,-hearing stories, etc.

SOME POSSIBLE PROBLEMS YOU MAY HAVE

Feeling Guilty

Women, in particular might feel angry and resentful, because they have to

leave their children and earn a living. However, research shows that "children

who attend day care and see their parents in the evening, don't appear to suffer

any ill-effects."

Finding Quality Time to Share with Your Children

--Even when you're tired after a hard day's work. It is important to set aside

time to give your child love and attention, if you want to avoid problems which

could develop. All children need to be able to give and receive love in order

to feel secure.

4i)

Coping with Your Child's Constant Demands for Attention

At home: wanting to talk non-stop, play, ask for help, ask you to get things,

clown arounch-anything to keep your attention on him or her. If charming means

of seeking attention fail, a child may switch to more distrubing methods like

whining, teasing, dawdling, spilling milk, drawing on, the wall, etc. This sort

of behavior may indicate your child is feeling uncertain about your love for
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him or her. It's demanding and upsetting, but you'll just have to spend

time reassuring your child that you do care.

Sharing Household Tasks and Interaction with the Children
i

And also with yo4r wife or huSband.

When both husband and wife are working full time, it's important that each

partner has some free time to him or herself. Even though you haven't seen

your kids all day, and they will need attention,.you still deserve some time

for yourcelf. As a single parent, it's essential for your mental and physical

health that you arrange some extra baby sitting, from time to time, so you cli

have fun and relaxation. If you are happy, you will make a much better parent!

4
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INDIVIDUALIZED LEARNING SYSTEMS

A merit

WRITE YOUR ANSWERS IN THE SPACES PROVIDED.

I. Why is there such a great need for day care today?

2. List 3 different types of .day care for infants and preschoolers..

3. Choose one of the above and give a brief description of what it might

offer.

4. What are-2 alternatives for after school care for children of school age?

5, Give 2 reasons why it is not a good idea to leave children alone in the

house.

6. wc4. would you go about finding good, child care? Who might you ask?
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7. What sort of person makes the best day care leader?

8. If you were visiting a Child Care Center for the first time, viewing it

as a possiblitiy for your child, what 5 questions would you ask the care

leader?

9. List 3 signs of behavior change in children that would indicate that they

were not happy with their day care arrangement.

10. Describe 2 problems you might have if your child were in day care.
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Self Assessment
Answers

1. Millions of children need day care--18 million mothers are working. More

single parents are having to,and choosing to,work.

2. 3 of the following: Childminding; Day Care Centers; Family Day Care;

Group Day Care Homes; In-home care.

3. See in the Information Section.

4. 2 of the following: After School Programs; Friends/relatives/ neighbor:I

baby sitters; Family Day Care; Organized after- school activities.

5. 2 of the following: against the law, dangers, children might resent

being "left.' they might be nervous and afraid, they might become too

independent.

6. Ask for referrals from workmates, friends, etc. Use the Yellow Pages.

7. 'They are kind responsible, warm, friendly, relaxed, flexible. etc.

They like children and understand their needs and problems. Quick to

react in emergencies.

8. cost, age range of chilaren, flexibility of hours, arrangements for naps

and meal times, provisions for children if they are sick, how often do they

play outdoors, The possibilities are endless.

9. 3 of the following: tearful, miserable, awkward, disobedient, fearful of

going to school, hostile towards their Mom, always hungry after day care, etc.

10. 2 of the following: feeling guilty, finding quality time to share with your

child, sharing household tasks with your spouse, coping with child's demands.
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Assignm t 0
COMPLETE THE FOLLOWING ASSIGNMENT.

Arrange to visit a local Day Care Center or Family Care Home of your choice.

Take a good look around. Watch the kids at play, talk with them and listen

to their interactions with each other and the care giver. Do you like the

atmosphere? Do you think the environment is bright, and stimulating? Is

there a good selection of toys and equipment inside and outside? Would

you improve it? If so, how? Report your feelings, impressions and experiences

back to the group.
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Post
Assessment

WRITE A REPORT (AT LEAST HALF A PAGE) ABOUT YOUR VISIT TO THE DAY CARE CENTER

OR FAMILY CARE HOME OF YOUR CHOICE.



CHILD ABUSE I--WHAT IS MEANT BY CHILD ABUSE?

WHO ARE THE ABUSERS?

..,

Goal:

The student will explore the nature of

child abuse and the conditions that

cause it.

\

1 5 8

Performance Indicators:
The student will:

I. Show understanding of the topic
by completing a Self Assessment.

2 See an educational film or hear a
spLaker on Child Abuse and take
part in discussion of the material.

or

Take out a book from the local
library on Child Abuse and discuss
the content.

3 Show understanding of the whole
subject by writing a short repor
of an abusing parent and an abused
child.



INDIVIDUALIZED LEARNING SYSTEMS

Study Guide
__....-------

I

In order to finish this module, do the following tasks. Check each item off

as you complete it.

1. Read the Goal and Performance Indicators on the cover of the module.

This will tell you what you will learn by studying the module, and

how you will show you've learned it

2. Study the Information section. This section will give you the informa-

tion you need to understand the subject.

3. Take the Self Assessment exam. This is a test for you to prove to your-

self that you have learned the material you have studied. Compare your

answers with the answers on the Self Assessment Answer Sheet, which is

on the page following the Self Assessment. If you scored poorly,

re-study the Information section or ask your teacher for help.

4. Do the Assignment page. Follow the instructions at the top of the

Assignment page.

5. Take the Post Assessment exam. Give the exam to your teacher after

you have completed it. Your teacher will grade it for you.

1 5 9



INDIVIOUALIZED LEARNING SYSTEMS

Information

WHAT IS CHILD ABUSE?

When we are discussing Child Abuse, "child" means any unmarried person who is

under 18 years of age.

Child abuse involves a hurt child in any of these 3 ways:

1. Physical Abuse--is violence directed against a child where

there are injuries: bruises, scalds, burns, head or abdominal

injuries, broken bones or poisoning.

2. Sexual Abuse--is exposing children to sexual activities

a. they do not fully understand

b. they are not in a position to give consent to

c. that go against normal family behavior.

3. Neglect, which leads to physical or emotional harm. It generally

refers to failure of the parent to provide the child with a mini-

mum of food, shelter, clothing, health care, education and loving

care.

WHO ARE CHILD ABUSERS?

Statistics of reported child abuse cases show:

71% of children were hurt by their biological parent,

14% " " " their step-parent.

1% " " their adoptive parent.

2 " " their foster parent.

1% " " their brother or sister.

4% " " other relatives.

7% " " someone other than family (e.g.,baby sitter,

friend, neighbor).
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I. Child abusers come from ALL WALKS OF LIFE, rich and poor, well-educated

and uneducated, from all races and religious backgrounds. They represent

all standards of living and all sorts of living conditions, from the very

filthy to the very clean.

There tend to be more reported cases involving parents from poorer families

wno live in bad housing conditions and where the father or mother is out of

work.

2. Most child abusers have SERIOUS EMOTIONAL PROBLEMS, and are often depressed.

3. Child abusers are usually living under a great amount of STRESS.

The stress may come from:

a. poor and overcrowded living conditions

b. unemployment, laid-off, on relief

c. low income, with little prospects of improvement

d. marriage problems, divorce

e. accident, illness or death of a close friend or-family member

f. lark of knowledge of child-care skills

g. a large, unplanned family

h. financial problems, serious debts

i. caring for a handicapped cnild

j. being in trouble with the police

k. excess use of drugs or alcohol

1. too much pressure or unsatisfactory conditions at work

m. both parents working full-time

n. added responsibilities of heading a one-parent family

o. frequent moves from place to place

When too many of these stress factors occur together, a CRISIS develops

and there's a chance the parent will lose control and take out his or her

frustrations on the child. They may be prone to violent outbursts of

temper.

4. Child abusers are often ISOLATED.

In times of crisis they often: ir
a. have no one to turn to for help and support

b. don't know where to get help in their community

d. don't like to admit they have a problem, seeing it as a ',ign of

failure, and try to struggle on alone
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5. Abusive parents PUNISH THEIR CHILDREN HARSHLY.

They may have rigid, unrealistic expectations of their child's behavior.

They often see their child as being deliberately difficult, disobedient

and unlovable (whether or not the child really is), and see punishment,

physical or emotional, as the only way to change the behavior.

6. Child abusers seem to share a particular type of parent - child relationship.

THEY EXPECT AND DEMAND A GREAT DEAL FROM THEIR CHILDREN, starting from the

time their children are infants. These parents believe that children exist

to satisfy the needs of the parents, and that the child's needs are not

important. Children who don't satisfy their parents' needs are punished!

WHAT IS THE BACKGROUND OF ABUSING PARENTS?

The background of these parents is very similar in the following ways:

I. Many abusing parents were abused themselves when they were

children, and bring up their children in the same way. Many

were physically abused (some were not) but they all felt exces-

sive demands and expectations from their parents about their

behavior.
,-.

2. Abusing parents felt they were constantly criticized by their

own parents. As children, they felt unloved, misunderstood and

thought whatever they did was wrong. They learned that their

own needs were not important.

3. Abusing parents suffer from a lack of "basic mothering" when

they were children. They never experienced the quality of

love and care needed for normal, healthy development that helps

children grow into confident adults, who feel good about them-

selves. As a result, they haven't learned how to give parental

love to their own children, and have great difficulty forming

a close bond with them.

4. Abusing parents learned at an early age that they couldn't rely

on getting the help and support they needed from their parents.

As adults they may be hostile, suspicious and distrustful of

other people and don't feel that other adults can help them.

Often lonely and isolated, they see themselves as unlovable

and inferior.

1 6 2
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5. The abuser's'spouse usually had a similar background, often

to a lesser degree. He or she either openly supports the abu-

sive behavior or unconsciously encourages it. He or she rarely

reports the abuse and usually supports the abuser in covering

up what happened.

°WHAT ARE SOME SIGNS OF CHILD ABUSE?

Although several'of the factors listed below may be present when child abuse

has occurred, they aren't always. These signs should alert you to the fact

that child abuse is a strong possibility and that further investigation is

necessary.

Child abuse should be considered when the child:

* bears signs of injury, such as welts, bruises, cuts, burns, frac-

tures, strap marks, swellings, lost teeth, etc.

* has a history of. repeated injury, new injuries added to old, and

untreated injuries

* has injuries which have obviously not been treated by a physician

(e.g., poorly applied bandages)

"* has an unexpected physical injury which the parents don't want to

discuss

* has injuries the parents claim were self-inflicted (e.g.Ilie

rolled over on his arm and broke it")

* has injuries the parents blame on somebody else, such as a baby-

sitter or brother or sister (The matter needs to be investigated

to find out who is responsible.)

* seems to be lying about the cause of an injury, possibly afraid of

the consequences at home if he or she tells the truth

* has injuries which do not receive prompt medical attention

* seems afraid of the parents

* is unusually afraid in general

* is kept confined for long periods of time (e.g.,in a crib, playpen)

* appears to be underfed

* is given inappropriate food, drink or medication

* is not dressed appropriately for the weather conditions

* cries oft',n and for long periods

* shows evidence of overall poor care

1 6 3 ", ,
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* is described as "different" or "bad" by the parents

* does seem different in physical or emotional make-up

* takes over the role of parent and tries to be protective or

otherwise take care of the parents' needs

* is destructive and aggresive

* is passive and withdrawn

Oild abuse should be considered when the parent:

* or parents don't encourage social contacts

* seem to be vry much alone and have no one to call on when the

strdsses of tieing a parent get to be too much to cope with

* is unable to open up and share problems with an interested listener

$ appears to trust nobody

* seems to be emotionally disinterested in the child's problems

* makes no attempt to explain the child's most obvious injuries, or

offers "hard-to-believe" explanations

* blames someone else for the child's,,injury

* shows, signs of lack of control, or.fear of losing control

* appears to be unaware of the seriousness of the child's condition

* delays taking the child in for medical care, either in case of

injury or illness

* appears to be abusing drugs or alcohol

* 'ignores the child's crying or reacts with extreme impatience

*expects the child to be mature beyond its years, and expects the

child to "mother" the parent

* indicates that he or she was neglected or, abused as a child, and

that he or she grew up under conditions of harsh discipline, and

feels it's right to bring up his or her children in the same way
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t

O

WRITE AN ANSWER TO THE FOLLOWING QUESTIONS.

1. Name the 3 types of child abuse.

\,2. Who are the main child abusers?

\
. \

\
il

3 Do child abusers come from one special type of backgroupd or do they

come from all types of backgrounds?

4. NAme 3 areas of stress that someone who is a child abuser might be under.

5. Do child abusers have high or low expectations of their children?

6. Were child abusers usually abused they themselves were children?
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7. The word "child" in Child Abuse refers to peopl'e whoare wider what age?

8. What type of child abuse would it be if.a chi14 had his or her teeth knocked,

out by a parent?

9. What type of child abuse would it be if the father weresexually interf

with his son or daughter?
A

10. What type of child abuse would it be if parents left two young children

asleep at home, without a babysitter, while they went out to the movies?

6 6
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Self Assessment
Answers

1. a. physical abuse

b. sexual abu e

c. neglect

2. parents

3. Child abusers come from ALL types of backgrounds.

4. Any 3 of the following'

* poor, overcrowded living condition=

* unemployment, laid off, on relief

* low income, with.little prospects of improvement

* marriage problems, divorce

* accident, illness or death of a close friend or family member

* lack of knowledge of child care skills

* a large, unplanned family

* financial problems, serious debts

* caring for a handicapped child

* being in trouble with the police

* excess use of'14..ugs or alcohol

* too much pressure or unsatisfactory conditions at work

* both parents dedig full-time work

* added responsibilities of heading a one-Rarent family

* frequent moves from place to place

5. high

6. yes

7. People ...der 18 years of,age.

8. physical abuse

/ 9. sexual abuse

10. neglect

7\

ti
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COMPLETE 1 OF THE FOLLOWING ASSIGNMENT-5:-

1. Your instructor may have arranged for either a film to be shown or a

----speaker to talk to your class aboutthild Abuse. If so, participate in

class discussion afterwards.

2. Go to your local library and take out one of the following books. If

they're not available, choose any other book about Child Abuse. Read as

much as you can and discuss your findings with at least one other member

of your class.

Violence Against Children, by D. Gil.

Child Abuse and Neglect: The Family and the Community, by R. E. Helfer

and C. H. Kempe.

Helping the Battered Child and His Family, by R. E. Helfer and C. H. Kempe.

Wednesday's Children, by L. Young.

The Developing Child Series--Child Abuse, by R. S. and C. H. Kempe.

A Child is Being Beaten, by'N. F. Chase.
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Po t
A t

TRITE ANANSWER-11-TRE FOLLOWING QUESTIONS.

1. Write a short profile of an abusing PARENT. (Who are th6y? What is

their background? Some signs that might alert you to -suspect they might

be abusing their children? etc.) Write at least 1/2 page.

2. What signs in a CHILD might alert you to suspect that the child has been

abused? Write about 1/2 page.
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CHILD ABUSE II--WHAT TO DO ABOUT IT

r

Goal:

The student will be able to explain the

extent of the problem of Child Abuse,

what procedures to follow in reporting

a suspected case and what happens to the

child and his or her family following a

report.

170

Performance Indicators:
The student will:

1. Show understanding of the reading
matter by completing a Self Assess-
ment

2.. Contact the local office of the
Children's Services Division and
ask questions about current statis-
tics and community support groups
for child abusers.

3. Collect information from the local
newspaper about cases or article.s
on child abuse.

4. Write a report comparing his or
her findings from the Assignments
With the information in this module.

1S;
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Study Guide
.........a,

In order to finish this module, do the following tasks. Check each item off

as you complete it.

1. Read the Goal and Performance Indicators on the cover of the module.

This will tell you what you will learn by studying the module, and how

you will show you've learned it.

2. Study the Information section. This section will give you the inform-__

tion you need to understand the subject.

3. Take the Self Assessment exam. This is a test for you to p.vve to your-

self that you have learned the material you have studied. Compare your

answers with the answers on the Self Assessment Answer Sheet, which is

on the page following the Self Assessment. If you scored poorly,

re-ctudy the Information section or ask your teacher for help.

4. Do the Assignment page. Follow the instructions at the top of the

Assignment page.

5. Take the Post Assessment exam. Give the exam to your teacher after

you have completed It. Your teacher will grade it for you.
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information

WHAT TO DO IF YOU SUSPECT CHILD ABUSE

Telephone, or go in person to either the local office of the Children's

Services Division, or to your nearest law enforcement agency (City Police,

Sheriff's Office, State Police).

What information needs to be reported?

Your report should contain the names and addresses (if known) of the child

and parents or anyone else responsible for the child's care, child's age, type

and extent of the abuse, including any evidence of previous abuse, explanation

given For the injary, and any other information you think would be helpful in

discovering the cause of the abuse and identifying the abuser.

Will your report be confidential?

Your name will be kept out of the matter, unless or until the case is taken to

court. In which case, you might be called as a witness or the court may order

that your name be made public.

Who must report child abuse?

State laws regarding child abuse vary. Many states (29 in all) require BY LAW

that anyone who suspects a case of child abuse should report it to the cor...c2ct

agency. All states (except for New Mexico) require BY LAW that any "public or

private cfficial" who suspects a case of child abuse should file a report, e.q.:

* Physician.

* Dentist.

* School employee.

* Licensed or registered nurse.

* Peace officer.

* Social worker.

* Clergyman.

* Chiropractor.
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* Attorney.

* Psychologist.

* Certified provider of day care, foster care.

* Optometrist.

* Employee of the Department of Human Resources, county health

department, community mental health program, county juvenile

department, or a licensed child caring agency.

What happens when you report a case of suspected child abuse?

-;-;When the Children's Services Division or the law efffurcemeat-agency receives

a report:

1. They will make immediate contact with the child and his or

her family to discover whether abuse has occurred.

2. If abuse is suspected, the child will be taken immediately

to a physician for examination before further invest'gations

take place.

3. A Complete investigation will include interviering.the parents,

the child and any brothers or sisters, neighbors, relatives,

school officials, and anyone else who may have knowledge of

the child or the parents which would help in understanding the

family.

4. The Children's Services Division must provide protective ser-

vices (e.g.lpetermine whether or not the child can stay in

his or her own home, provide counseling to try and.correct the

problems, or lessen the crisis, and provide such services as

day care, homemaker, medical services if necessary and available).

What is the Central Registry?

Twenty-eight states have their own Central Registry. The local Children's

Services Division Must report all child abuse cases to the Registry.

Information can be made available to physicians, law enforcement agencies and

abuse agencies in other states.

When are the police involved in a child abuse investigation?

The police are always notified by the Children's Services Division in cases of

suspected child abuse. The police assist Children's Services Division in

investigating the complaint and, if necessary, preparing evidence for court.
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When is criminal prosecution taken against parents?

Law enforcement agencies must investigate all reported cases of child abuse and

submit a report to the District Attorney's Office. The District Attorney decides

whether or not criminal proceedings will be taken against the parents.

When is a child placed in foster care?

A child is placed in foster care when it is determined that his or her physical

or emotional well-being cannot be protected while remaining at home. Foster care

is provided by licensed individual families throughout each state.

When does the Juvenile Court become involved?

The Juvenile Court becomes involved in child abuse cases when it is felt the

Court is necessary for the protection of the child. Parents have the right to

legal counsel and, if they can't afford an attorney, the Court will provide one.

If a child is removed from home against the parents' wishes, the parents have

the right to a hearing, which usually takes place within one. to three days after

the child's removal. When the Court feels that the child needs its protection

until the problrms are solved, additional hearings are necessary.

What services does the C1.4.1dren's Services Division provide?

Less than of the children referred to C.S.D.--,Must be removed from their homes.

The goals of C.S.D. are:

1. To strengthen the family unit.

2. To keep children in their own homes.

Even when foster care is necessary, the aim is on correcting the problem and

reuniting the family as soon as possible. This usually takes from 6 months to

1 year:

A social worker is assigned to each family, and will either go to the family's

home, or meet with-them in the office of the Children's Services Division.

They will:

1. Provide counseling on a one-to-one basis.

2. Refer the family to other helpful resources in the community.

3. Provide help in coping with day-to-day problems.

HOW BIG A PROBLEM IS CHILD ABUSE?

Many more instances of child abuse occur than are actually reported, regardless

of state laws.
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There are very few statistics on Child Abuse and'it is widely believed by

experts that the number of reported cases represents only the tip of the

iceberg.

At present, reported cases of child abuse show that: One child in every 100

in America, per year,is physically abused, sexually molested or severely neglected.

About 45% of these cases are of a sexual nature.

One recent report suggests that: One out of every 4 children will be sexually

molested before reaching age 15. These figures are alarmingly high, and include

an estimated number of cases which are not reported.

Why is Child Abuse so frequently not reported?

There's been a long taboo of silence about child abuse and, in particular,

sexual abuse. It's a subject that the general public has regarded with revul-

sion or disbelief and has-Made professionals feel very uncomfortable.

Public awareness, interest and concern about child abuse has greatly increased

during the last 10 years, which has led to an increase in cases reportedoby the

general public. Still, most people are very reluctant to get involved in what

they think of as "a family matter," and prefer to ignore the situation and hope

it will go away! CHILD ABUSE RARELY GOES AWAY-WITHOUT OUTSIDE HELP.

Incest--Why is there so much family collusion and support to "hush it up"?

Incest deserves a special mention, because its under-reporting is massive.

Cases of father-daughter incest account for 3/4 of all incest cases, and is

usually non-violent. Incest is usually hidden for years, often with the full

knowledge and support of the family, and only comes to light at a later date

when the child is adolescent, has left home and seeks professional help because

of emotional problems, or becomes pregnant or has venereal disease.

Some reasons for the secrecy may be:,

1. Discovery would mean public shame, humiliation, scandal, loss

of job, etc.

2. The children involved usually don't know that what's goirfron

is not normal family behavior.

3. Family members want to preserve the family unit at all costs

and want to avoid any crisis or disruption.
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I 4 The collusion of the mother in cases of father-daughter incest.

In cases of long-standing incest, its rare to find a mother v'-.o

is not fully aware of what is going on. Often the mother will

actually arrange situations that allow privacy between father and

daughter. These mothers want to hold on to their man at all

costs, and see their daughter as providing a younger, more attrac-

tive sexual bond within the family than she can provide. This

is particularly true if she is frigid, sexually rejected or having

an affair with someone else.

Where can abusers seek help themselves?

As public attitudes become more understanding, the numbers of parents who

voluntarily are seeking help is increasing, but is still very small. Since

the abused frequently grow up to abuse their own children, early recognition

and prompt treatment can,help to break the chain for future generations.

If you know of a friend, neighbor, or fellow worker who you suspect might be
..... , .

abusing their do encourage them to seek help now. Suggest they look
t i ,

up in the Yellow Pages, under Children's Services and give tyem a call. Child-
.,

ren's Services Division will be very willing to offer help and support and also

kno4 of all the local support groups, which might include a branch of Parents

Anonymous.

Parents Anonymous is a support group for parents who abuse their children, or

are afraid they might do so.

The outlook is good for those parents who are brave enough to seek help them-

selves--four out of five of these parents can be nelped to stop abusing their

children.
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WRITE.AN ANSWER TO THE FOLLOWING QUESTIONS.

1. Who should you contact if Yeu suspect a case of child abuse?

2. Do many states require by law that anyone who suspects a case of child

abuse should report it?

3. Are most cases of child abuse actually reported?

4. Are the police alwaysinvolyed in cases of suspected child abuse?

5. Who decides whether or not criminal proceedings will be taken against

parents who abuse their children?

6. Are most abused children removed from their hoMes?

7. If you report a case of suspected child abuse, might you be called as a

witness if the case is taken to court?

8. Are cases of incest very much under-reported?

9. Is it true that in most cases of long-standing father and daughter incest,

the mother is aware of their sexual involvement?

10. Do many child abusers seek help themselves?
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Self Assessment
Answers

Y. te local office of the--0-hi-ldren-'s -Services-Divi-sionoryour near

est law enforcement aga,,y ;City Police, Sheriff's Office, State Police).

2., Yes

3. No

4. Yes

5. The District Attorney

6. No

7. Yes

8. Yes

9. Yes

10. No
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z

O

Assignment
t.

COMPLETE- THE FOLLOWING-ASSIGNMEtd.

i-\

1. Call or visit your local office of the Children's Services Division and

try to find out the following information:

a. What are the current figures for child abuse in your town, county or

state?

b. What support groups are available in your community for parents who)

abuse their children, or are afraid they might do so?

Share your findings with your claw.-7-

2. Read your local newspaper thoroughly for one week and cut out any reports

or articles referring to Child'Abuse. After reading the reports, give .t

them to your Instructor.
!*
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Post
Ent

.0'

.WRITE-A-REPORT, ABOUT 1/2 PAGE LONG, ON THE FOLLOWING QUESTION.

How do your findings compare with the information given in this module?

(
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FAMPY CONFLICTS -- TEENAGERS

*4,

Goal:

The student will be aware of some of the

major problems in'parent-teenage rela-

tionships today, and will, learn how to

establish a good relationship with either

his or her pwn parents or teenage child-

ren, involving good communication,

mutual respect and understandihg.

181

Performance Indicators:

The student will:

1. Successfully complete a Self
Assessment.

2. Complete 3 Assignments involving:
*group d4cussion of the subject
me.ter.

*assessment of their answers to
a personal questionnaire and
suggestions for improving their
relationship with either their
parents or their teenagers.

*research of agencies and sources
of help for teenagers in trouble,
within the local community.

3. 'Complete a Post Assessment.
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S
Study Guide
In order to finish this module, do the following tasks. Check each item off

as you complete it.

1. Read the Goal and Performance Indicators on'the cover of the module.

This will tell you what you will learn by studying the module, and

how you will show you've learned it.

2. Study the Information section. This section will give vou the informa-

tion you need to understand the subject.

. 3. Take the Self Assessment exam. This is a test for you to prove to your-

, self that you have learned the material you have studied. Compare your

answers with the answers on the Self Assessment Answer Sheet, which is

on the page following th., Self Assessment. If you scored poorly,

re-study the Information section nr ask your teacher for help.

Do the Assignment page. Follow the instructions at the top of the

Assignment page.

.5. Take the Post Assessment exam. Give the exam to your teacher after

you have completed it. Your teacher will grade it for you.
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Information
.0.

Many parents today feel frustrated and helpless in dealing with their teenage

children. They feel that times have changed for the worse and that their child-

ren are too stubborn, independent and irresponsible for them to handle or under-

stand.

Parents worry about sexual freedom, venereal disease, drug abuse and violence,

and are bombarded by the mass-media with propaganda, scare stories and advice

on howo raise their adolescent children. It can be a difficult, bewildering

and trying time, not only for teenagers, but alsq for parents.

WHAT'S NORMAL TEENAGE BEHAVIOR?

All teenagers have clashes with their parents. No matter how happy the family

relationship, it's quite NORMAL and part of the process of growing into adult-

hood. It's a time that's characterized by rebellion and domestic explosions.

It's a time of great energy, increasing freedom from parental supervision and

an eagerness for, and an accessibility to,new ideas, behaviors and relationships.

Teenagers have the potential to be a tremendous constructive or destructive

force in society. Parents recognize that teenagers, verging on the attainment

of full physical and sexual maturity, are a force that HAS to be dealt with,

but all too often they're not sure just how to go about it. They may be either

over protective or allow their teenagers too much independence, too soon.

Being a teenager can be a wonderful and exciting time. It can also be a time

of great difficulty, frustration, uncertainty and insecurity. Teenagers really

need the support and security of their parents, while at the same time they're

learning to gradually grow apart from them, become independent and stand on

their own two feet. Parents have traditionally felt threatened by their
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teenagers. Young people suddenly begin to see their parents as narrow and
old-fashioned. They are no longer regarded as people who always have the
right answers.

Normal teenagers can change their moods quickly and without any apparent reason
--happy one minute and depressed the next. As parents, these moods can be hard
to Live with and difficult to understand.

Most teenagers are often very unsure of
themselves, although they do their best

to hide the fact, and can be easily confused when making judgements. They want
very much to give the outward impression of being adult and sophisticated, so
they take great pains to cover up their insecurity and unsureness by a careful
act of self-confidence,

false knowledge and maturity. This "know it all" approach
can be quite infuriating to some parents.

Do parents cause adolescent misery?

No, they don'ts but many parents tend, througn ignorance, to make the situation
worse. On the other hand, many parents help ease it What distinguishes between
the two? It's not love, because most parents love their children and want them
to be happy and feel good about themselves. Most parents don't choose to see
their kids moping around, irritable, or just downright miserable. It doesn't
do much for the family atmosphere! Parents don't usually plan to embarrass or
irritate them or repeatedly make them angry.

There is a quality that sets apart the relationship of some parents with their
teenage children--GOOD COMMUNICATION:-Is

quality in family life can ease
pain, soften hurts and help the growing teenager. Try answering honestly the
following questions--it will give you a good idea about the quality of communi-

'cation you have with your parents. If YOU are the parent of a teenager, look
through the questions and try to guess how your son or daughter would answer.
How do you think they rate you as a parent? How do you rate yourself? You
should find your answers revealing.

YES NO

* Do your parents wait until you are through talking before "having
their say"?

* Do your parents seem to respect your opinion?

* Do your parents tend to lecture and preach too much?
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YES NO

* Do you discuss personal problems with either of your 7;orents?

* Do your parents talk to you as if you were much younger?

* 00 they show an interest in your interests?

* Do your parents trust you?

* Do you find it hard to say what you feel at home?

* Do your parents have confidence in your abilities?

* Do you hesitate to disagree with either of your parents? 4

* Do they really try to see your side of things?

* Do you fail to ask your parents for things because you feel they'll

deny your requests?

* Do your parents consider your opinion in making decisions that con-

cern you?

* Do they try to make you feel better when you're feeling miserable?

* Do your parents explain their reason for not letting you do something?

* Do you ask them their reasons for the decisions they make concerning

you?

* Do you help your parents to understand you by telling them how you

think and feel?

If teenagers feel their parents lecture them, don't listen to.their feelings and,

point of view, don't make them feel better when they're down, it's no wonder they

have little incentive to share their concerns, worries and problems. Teenagers

don't like to be told what to do, any more than adults do. Lecturing only puts

them immediately on the defensive and turns them OFF!

Many parents make the mistake of trying to "put their teenagers down", by'belit-

tling them or laughing at their ideas. Exposing their ignorance and lack of

experience is not helpful, particularly in front of their friends.

Teenagers do need to be treated with RESPECT, just as much as their parents do.

This doesn't mean they have to be treated as Equals, but it makes good sense tc

give them equal consideration. They'll then feel free and relaxed enough to

express their thoughts, exchange ideas, which will lead to greater understandim

and mutual respect. It's often hard, but a wise parent will ACCEPT THE TEENAGER

FOR WHO HE OR SHE IS, NOT WHO THEY'D LIKE HIM OR HER TO BE.
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Wise parents will encourage their children to follow and pursue their talents

and interests which might not necessarily be those that they themselves would

choose for their children. Parents who push their children in directions which

give them vicarious pleasure are often resented later on. Also, parents who

pressure their teenagers to succeed in areas where they failed--sociar, work,

education, etc. are not doing themselves or their children a favor.

HOW CAN PARENTS HELP TO BUILD A GOOD RELATIONSHIP AND IMPROVE COMMUNICATION WITH

THEIR TEENAGERS?

Being able to LISTEN.

If there's one complaint teenagers have against their parents above all others,

it's that they don't listen, If parents don't listen, their children feel they're

not understood and they're likely to "clam up" and become secretive about their

problems and feelings. Communication can soon break down. It's very important

that teenagers have parents who are "emotionally" available and approachable, to

talk things over with.

Showing PRAISE and APPRECIATION.

All children need praise and appreciation--not all the time, but when it's

deserved.. Advice has it's place, of course, but it needs to be well timed and

offered after the effort has been appreciated. Too much advice can sound like

nagging; advice given in anger arouses hostility and advice given without

respect for the teenager's feelings can damage self-esteem.

Like mast adults, teenagers respond to TRUST: If they feel others are relying

on them they'll try to make good. Parents should try hard not to lose the trust

of their teenagers; once lost, the chance to receiver it may never return.

Teenagers are entitled to PRIVACY. It's a mistake for parents to listen in on

phone calls, to open mail, to snoop in a diary or eavesdrop conversations. It's

always discovered!

Being SUPPORTIVE.

Parents should let their teenagers know that they believe in them and have faith

in their ability to make decisions. They don't have to like or agree with every-

thing they do, but it's a good idea to let them know that they'll always be

around with emotional or practical support whenever needed. This knowledge can



make a teenager feel more secure. If your teenager gets into trouble or makes

mistakes, try not to make him or her feel guilty-they'll be suffering anyway.
Stand by them and help. Be-sure you will be earning their respect.

Being ACCEPTING.

It's a fact that both parents and teenagers can be verPjudqmental and critical
of each other. 'finis can end up being a vicious circle with everyone feeling

anger and hostility toward the very people they need and love most.

Typical of this age is "You never " or "You always ." Any parent can
fill in the blanks. The teenager cancels out all the ways their parents have

tried to be helpful and understanding in a blanket criticism, not only of present,
szbut of past behaviors. (Parents are also sometimes guilty of this.) Parents

are not always directly under attack, but can be a convenient escape valve for
"letting off steam."

Parents need to "take" a certain amount of rudeness and irritability during the

teenage years(stopping short of martyrdom) without doing battle. One of the

most difficult problems for most parents of teenagers is coping with the unplea-

sant behavior which is directed,toward them. Teenagers can be very critical of

their-parents; for parents who may not be feeling good about themselves, this
can be very painful indeed. They can feel disliked and even hated. They can
also feel a total failure as a parent.

It IS a very normal part of growing up for young people to increasingly question

the values, attitudes, behaviors and relationships of their parents. If parents

co understand ,this, they'll be able to "weather" the conflicts and storms with-
.out feeling that the criticisms are totally personal. By accepting their teen-

agers .for who'they are, most parents will find that eventually they'll have a

good relationship with their grown-up children.

Showing POSIAVE FEELINGS.

Teenagers often feel their parents don't like them much, and on the surface it

can seem that way. Many parents find teenage behaviors increasingly trying and

irritating and there can be a wide gap between what a parent really FEELS and
the way in which those feelings are EXPRESSED. Parents who love their teenager

very much, may, on a day-to-day basis, criticize, nag, find fault with and "get

at" their teenage son or daughter, rarely exprej(ing signs of love or affection.
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It's much easier to show negative feelings, especially after the pressures of

a hard day's work. If you're tired, it can take a conscious effort to treat

your teenager with respect. A good test is to ask yourself, "Am I treating

my family members at least as well as I behave toward .my co-workers?"

It's a good idea for parents to praise positive qualities and behaviors and

to try to bring up any negative problems in as calm and tactful a way as possi-

ble, for reasonable discussion to take Rlace. This is often easier to say than

to do!

Handling MOODINESS positively.

Parents don't have to and should'nt tolerate ALL the moods and outbursts of

their teenagers. There should be clear limits as to what is tolerated in the

housebold. There must be room for parents' moods, feelings and concerns, as

well.

Ideally, the home should differ as much of a haven as possible for the teenager

to express his or her true and honest feelings, without making everyone else's

life a misery. How much parents can handle depends very much on their resilience

and flexibility,at that particular time, but it's NOT a good idea to let teenage

outbursts go too far. Nor is it good for parents to let themselves get out of

control and attack their teenager's "tender spots"--their personality, appparance

or abilities. If possible,it's wise to confine any comments to present behaviors

only.

Working on better COMMUNICATION.

It is the KEY to good relationships between parents and teenagers. It's very

important to keep the channels of communication open. Often the direct approach

works fine--"Is there something at home that's getting you dowlig", "Is something

the matter?", or "Is there some way I could help you?" 'If there's a response,

it's important for the parent to be attentive and patient, to be a good listener.

Maybe some changes could be made to ease the situation. Parents should try to

see and feel things from the teenager's viewpoint., Some teenagers won't come

out withWhatlns bothering them and complain that it never helps to talk to their

parents, starts a fight and nothing ever changes. A teenager who's will-

ing to talk things over, at least hasn't given up on his or her parents.

Both parents and teenagers should try to keep communication open and honest.
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Parents can help by attempting not to threaten; degrade or judge their son

or daughter. It will only encourage lying or secrecy.

There seems to be little doubt that the greater the distance between parents

and their teenage children, the more the children will turn to their peers for

approval, which can lead to trouble. It's important that parents share some

QUALITY time with their 'eenagers each day, if possible, and should be flexible

enough to be able to drop what they're doing if their son or daughter wants to

spend some time alone to ask advice,. or just chat. Try to create some unhurried,

npressured, agreeable times and situations that encourage communication--(watch-

ing or playing sports, working on a hobby, recreational activity, etc.). Great

communication happens when parents and their teenagers really get to know. each

other, love each other, and respect each other.

t.
-4"Gradually allowing teenagers RESPONSIBILITY.

As teenagers grow older; direct guidance and discipline should give way to support

and encouragement, interest and concern. Responsibility should gradually be given

to,and encouraged'in teenagers, until eventually the teenager has to make his or

her own decisions and take the consequences. They'll learn that they can't do

their own thing at the'gxpense of everyone else.

Making sure teenagers are well informed about SEX and DRUGS.

Ideally, a child learns as he or she is growing up about matters related to sex

and drugs. It should be a gradual process of obtaining information, as queries

and questions arise. But, this is not always the case.

Many parents feel embarrassed and ill-informed, and hope that if they don't bring

the subjects up, their child won.'t be interested or concerned with them. They

argue that talking about these matters may upset the child, make him or her overly

curious, overstimulated or encourage experimentation. The issue is not really

one of ignorance vs. information, but one of information given carefully, by

responsible sources, as opposed to getting it from poorly informed or irrespon-

sibleones.

Today, when so many bits of information, or misinformation are available through

T.V., movies, magazines, books and from peers, it makes good sense to provide

teenagers with accurate, honest information to counteract any misunderstood or

incorrect knowledge they may nick up.
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Adolescence is a time of increased and intense curiosity about sexual matters,

and a time when many teenagers today start to show an interest in, and experi-

ment with drugs, at a much younger age than ever before. Wise parents will
.

KEEP "WEIR TEENAGERS WELL INFORMED--preferably by themselves,sbut if thats.s"

not possible, by providing them with helpful literature and then being available

to answer any'questions which might arise.

p
If parents do feel uneasy or self-conscious about discussing the subjects

themselves, there are many excellent leaflets and books available &o. book-

stores or the doctor's office. Too, many parents blindly rely on school courses

to inform their teenagers about sex and drugs, but it's a mistake to assume that

ALL schools do a good job of it. Parents should ask their children what they

learned at school and then add their own thoughts or be open to possible discus-

sion.

Teenagers should realize and be sympathetic with their parents if they seem to

have a hard time talking openly about sex, because times HAVE changed, and it's

possible that when their parents were young, sex was a dirty word and very much

"hushed up; or not even mentioned at home. Drugs were less available and drug

abuse wasn't such a problem.

For those parents who are afraid and truly concerned that their.teenager is

experimenting with sexual relationships and drugs and could have a problem, if

they can't handle the situation themselves, there are several confidential

sources of advice and help within the community. Ask your family doctor for

advice: He or shewig probably refer you to the bestlocal Social Service

Agency in your community for practical help or counseling.

5

IN CONCLUSION

The goal of all parents should be to have their child grow into an independent

adult--one who can support him or herself, establish warm relationships With

others and accept him or herself for who he or she is. To achieve this end,

wise parents will:

* treat their teenagers with consideration.

* recognize and correct their mistakes.

* encourage theCto pursue their own interests and abilities.

* gradually allow them to assume responsibility.
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* support tharin their steps toward maturity.

*show a 'genuine' jnterest in. their friends and activities.'
.

.*,be available' fir .open and honest communication

Let's-not forget that parents have ALWAYS had problemswith theii teenage 41d.-

ren, and-it'sinteresting that parents' experiences of beinga teenager themselves ''

seems to be of little or no value in trying to understand teenagers today--in"

'particular thei?- own!

The teenagers of today are ALWAYS seen as worse, more degenerate and more destruc-.

tive, whether or not it's true. It will probably always be the same. Even

HESIOD, a writer way back in_the 8th dentury B.C. wrote about teenagers:

AI-see no h'ope.for the future of our people If they are depeAdent on

the frivolous youth of today, for certainly all youth are reckless

beyond words. When I was a boy, w4 were taught to be discreet and'

respectful of o6 elders, but the present youth are exceedingly

impatient of restraint."

.

But, to end on a positive note. Today, experts believe that there seems to

be more potential than ever before for parents and their teenagersto work

together through the somewhat stormy adolescent years toward a close relation-

a

ship,ship, based on mutual respect and understanding.
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WRITE AN ANSWER TG THE FOLLOWING QUESTIONS.

I. List 3 possible worries which parents today have about their teenagers.

2. Have teenagers ALWAYS had clashes with their parents, or is this a modern

day problem?

3. Why is it important for parents to LISTEN to their teenagers?

4.- List 3 ways in which parents can break their teenager's right to privacy.

5 What's the best way for good parents to respond when their teenager makes

a mistake or gets into trouble?

A

.se

'6'. Which of these statements is the MOST accurate?

a. Parents "are always judgmental and critical of their teenagers:

b. Teenagers are always judgmental and critical of their parents.

c. Both parents and teenagers can be judgmental and critical of each.other.
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7. Is it normal for teenagers to go through phases of moodiness (e.g. feeling

high one moment and low the next)?

8. Why do some parents have a hard time discussing matters related to sex and

the use and abuse of drugs with their teenagers?

9. Many parents tend to lecture their teenagers. What sort of reponse do

they-often get?

4
I

'W. What is the KEY to a good, honest relationship between parents and their

teenagers?

7

(

c
R
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Self Assessment
Answers

1. Any 3 of the following, or any other worries YOU can think of:

* sexual freedom

* venereal disease

* drug abuse

* violence

2. Teenagers have ALWAYS had clashes with their parents as part of the normal

growing up process.

1.

3. If parents don't listen, their teenagers feel they're not being understood

and they're likely to "clam up" and not want to talk about their feelings

and problems openly. Communication can soon break down.

4. Any 3 of the following, or any other ways YOU can think of:

* opening mail

* listening in on phone calls

* snooping in a diary

eavesdropping on a conversation with a friend

5. By giving help and support, and not trying to make him or her feel guilty.

6. c

7. Yes, it's quite normal.

8. Times have changed and many parents grew up in families where sex was a

"dirty" word, and was either "hushed up" or not ?Nen mentioned at home.

Drugs were less available and drug ,abuse was not such a problem among

teenagers. These parents have not been used to openly discussing these

topics, and, not surprisingly, find it difficult.
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9. Lecturing often puts teenagers immediately on the defensive and cuts down

111 the chances of good communication.

10. Good communication.
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A ig t 0
COMPLETE THE FOLLOWING ASSIGNMENTS.

1. Choose a partner, or form a small group, and discuss together teenage

problems and family relationships from your point of view, whether you

are a teenager yourself or a parent. Here are some suggestions for dis-

cussion--you could use them to get started:

* Do you think it's more difficult to be a teenager today than in the past?

* Are there more pressures, temptations, distractions? If so, what are they?

* What are your feelings about working teenagers contributing to the family

budget?

* Do you think adolescents "grow up' too soon today?

* Do you feel teenagers get to know too much about sex too soon?

* At what age do you think children should know the full facts about sex

and drugs.

* What rights do you think parents should have over their teenagers?

2. Use your own initiative to find out what agencies and sources of help

and counseling are available in YOUR community for teenagers who find

themselves in trouble (e.g. pregnancy, drug abuse, etc.).

3. Using the short questionnaire in the Information section as a guideline:

How do you is..)--ess your OWN relationship either with your parents or with

your teenager?

What areas in your relationship do you think could be improved?

How would you go about trying to improve these areas?
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Post
Assessment

WRITE AN ANSWER TO THE FOLLOWING QUESTION.

A. N. Neill, the Director of Summerhi'l, a world-famous school in England, wrote:

"In the disciplined home, the children have NO rights.

In the spoiled home, the children have ALL the rights.

The best home is one ifi which children and adults have EQUAL rights."

What are YOUR feelings about thi5 statement?

Write at least 1/2 page,
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TAKING RESPONSIBILITY FOR THE ELDERLY

Goal:

The student will be able to identify

some of the problems and decisions

involved in taking responsibility for

elderly relatives, and learn how and

where to find help from support services

within the community.

1 9 8

Performance Indicators:

The student will show understanding of

the subject by:

1. Successfully completing a Self
Assessment.

2. Researching the services, organ-
izations and financial benefits
available to elderly people within
his or her own community.

3. Visiting a local nursing home and
talking with the staff and elderly
people who live there.

4.1 Completing a Post Assessment, by Q,

writing a report about his or ,lierp4
research and visit, thenipregenti,f,
ing it to the class.
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Study Guide
In order to finish this module, do the following tasks. Check each item off

as you complete it.

I. Read the Goal and Performance Indicators on the cover of the module.

This will tell you what you will learn by studying the module, ;rid

how you will show you've learned it.

2. Study the Information section. This section will give ru the informa-

tion you need to understand the subject.

3. Take the Self Assessment exam. This is a test for you to prove to your-

self that you have learned the material you have studied. Compare your

answers with the answers on the Self Assessment Answer Sheet,, which is

on the page following the Self Assessment. If you scored poorly,

re-study the Information section or ask your teacher for help.

4. Do the Assignment page. Follow the instructions at the top of the

Assignment page.

5. Take the Post Assessment exam. Give the exam to your teacher after you

have completed it. Your teacher will grade it for you.

1 9 9
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o

FACING UP TO THE SITUATION

What do you do when you find yourself facedmith the problems and responsi-

bilities of your parents' old age? The problems may be small at first orthey

may be serious. You may become aware of them gradually or they may happen

suddenly and without warning. All kinds of conflicting emotions can occur when

you find yourself in a position of taking on such a responsibility--love, guilt,

anger, frustration, anguish, sadness, helplessness, confusion.

Would YOU know how to deal with both your parents emotions AND your own? Would

you know where and how to find support services within your own community to

help you deal best with the situation?

All experts in the area of "The Elderly" give one very important piece of advice

for people who have parents who are beginning to show signs of having difficulty

living independent lives: PLAN AHEAD AND CONSIDER DIFFERENT WAYS OF DEALING WITH

THE PROBLEM BEFORE YOU ARE ACTUALLY FACED WITH IT.

Decisions made hastily and at a point of crisis are NOT always the best. While

no one can predict in advance how their parents will get along in old age, if a

middle-aged parent needs specialized medical care, that is often an early warn-

ing sign to start thinking of what's going to happen in the future. If you do,

it's far more likely that you'll make the best decisions for ALL concerned.

Today in U.S.. there is a much greater awareness of the needs of the elderly.

People are now living longer--today there are 25 million people over age 65 in

the U.S.; 9i million of them are over 75. By the year 2600, experts predict

there will be 38 million people over age 65 and the majority of them will be

women. Females 65 and over are the fastest-growing segment of the population,

and also the poorest.

C
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There are now MORE older people than ever before in our society, due mainly to

the high standard of living and health care. All the growing interest in the

aged is producing many new resources for families and their older relatives:

* Federal Government Programs for the aged are growing rapidly (social

security, medicare, medicaid, the provision of the Older Americans'

Act)

* Local Governments have set up new services for the elderly (housing,

health, social educational, transportation services).

* More physicians are studying the physical health of the elderly.

* More psychologists and psychiatrists are examining their mental

health.

* Geriatrics--the study of the elderly and their diseases--and

* Gerontology--the study of the process of growing old--are fairly new

areas of research, but as, a result, during the past few years much

more informatiop and knowledge have been gained about old age.

Not so long ago, most aging parents lived with their children. Some still do --

and happily, but attitudes and society have changed. In the past, the family's

responsibilities for their older members was almost automatic--it wasn't ques-

tioned. The idea cf the three-generation family was quite acceptable, all living

in the same house. Then, there were very few alternative choices available.

Also, not so long ago, there was still a feeling that old age was to be respected.

The older person had worked hard to bring up the family, had skills and talents

to offer and deserved to be looked after in old age.

Now the young, healthy and independent, are admired much more than the old. We

respect future potential more than past performance. To many young people,

old age is dreaded and not thought about. The important people in our society

are those who are productive. The mobility of the American population makes

caring for the old very difficult. Until World War II, most people grew up, got

married and settled down in the same community, where it was easy to keep an eye

on their aging parents or relatives, who alsc lived inthe same community. Today,

in order for young people to find work of their choice, or get promotional oppor

tunities, they often have to move far away from their parent.;' home, making it

very difficult to make long-distance arrangements for the care of their parents.

For both the parent and the son or daughter, the problems of old age can bring

about a time of great STRESS AND DISTRESS if the situation isn't thought out
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carefully and handled well. Dealing with the problems of an older persJh to tA :

you Feel a certain responsibility can be very difficult, but if you ?re a-rad

with information, if you can understand the feelings of yourself, your patents

and your own family (if you're married), the situation can be better than it

might otherwise be.

WHAT ARE SOME OF THE PROBLEMS?

By law, parents are responsible for minor children, while adult children are

only responsible for their par'ents'under very special circumstances. But f,ly-

most people, there is still a feeling of responsibility toward their parents in

old age, and most people would feel guilty about abandoning them and offerinj

no help.

Feelings that get in the way.

Feelings surround everything we do--they have to do with guilt as well as lc"e,

fear as well as understanding, resentments, hostilities, sibling rivalry,

ego trips, the desperate need for approval, a tangle of family relationships

and possible conflicts, which often seem to explode just at the time when it

would be far more practical and convenientto be understanding and patient.

Don't be surprised if you experience some (or many) of these feelings, if and

when you are faced with the responsibility of having to cope with problems with

your parents (when you get that first emergency phone call from-your parent

who needs your help).

Changing Situations.

Assume both you and your parents have been leading independent lives--mayce fleFi

ing occassionally, but keeping in fairly regular touch by phone, letter or 1,,;

At some point, the situation changes--you sense one parent is getting weaker

(your mother can't climb the stairs anymore; your mother lets you know nuw ,don:

she is about your father's health--he's getting very depressed and alTosi,

sible to live with; your father calls in panic to say your mother jUSt

stroke, nd he vvi't look after the house on his own; your mother, who'L been 1- 1

ing after- ur-bed-ridden-fatherT dies suddenly).

xr,

These are definite signs that the independence you've been used to for so long

and have enjoyed is being seriously threatened. It could come to an end. YoL'iN't

be called on and possibly feel you have to take the responsibility for ma in

decisions and actions about What to do next.
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What happens? What can you dO?

From now on, what happens will depcnd to a__2p,:t !:ri factor:, you may not ever

be able to change:

* The financial situation of you and your parents.

* Where you live in relation to where your parents live.

* Where your brothers/sisters live, if you have any.

* The medical mental condition of your parents.

* Any specialized care they may need.

* What support systems are available ;n your community.

Among many religious groups, there is a long tradition cf the extcsru.,d farily;

if you are religious, you'll probably automatically accept your responsibilities

If you're not well-off, economics might make it necessary to have your parents'

live with you. They might be able to look after the young children while you'-,-,?

at work.

EQUALLY IMPORTANT in trying to reach decisions about what's the best, thing to

do are your ATTITUDES TOWARD YOUR RESPONSIBILITIES and YOUR FInLY RELATIONSHIPS

If you're lucky enough to have an excellent relationship with your nArrq-,

will most likely want to do everything you can to rake care of for them. E:J!,

don't forget that, if you have a family of your own, any decisions which will

involve them should be taken only after family discussion and agreement, if yo...

want to avoid any further stress and possible tensions.

But what if your relationship with your parents is NOT a good one? Maybe-so.:-

mother is continually criticizing your spouse, or your father openly ois.:icrp,-

with your disciplining of your children. Caring for parents who try to inter4,-r,..

in your own family affairs, who are still critical, and don't treat you in r.

respectful way, will make it more difficult for you to contribute to th'' n,)Pi

You'll have to get over not only their attitudes but also your resentment

them. If you have lived apart for a long time with little or nu ccamuni,at-c-

when a -isis situation does arise, it might be almost impossiblc for,yc'u to

enter into the problem situation, make the required decisions and cur.,/ them c.:

Making Decisions and Coping with Family Tensions.

Making decisions can be at the heart of family disagreements. If you're from

close family, it might be unthinkable to put your parents into a home or institu

tion if they can't take care of themselves. But what if your paren". 1. s,r-
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that to have him or her live with yu:. T.:ot Mud!. turni.; four ho nitro d

hospital or sickroom? That's fine if chat's what your fapiily really wants.

But if they don't, your decision could be inconsiderate and irresoonsihle,from

their point of view. What if you don't have enough room i your house or apart
.Pant?

What if both you and your spouse are out at work all day? ,ho's going to be

on hand" for your parent-in case of emergencies? You might need to hire-a

"home helper" while you are at work. Can you afford to? What about your chii,1-

ren? Would they have enough freedom to make noise and invite their friends over

if you had your parent livqng with you? Don't expect your spouse to feel duty-

bound to take on the responsibility. Everyone, including you and your family

has rights.

Before you make any drastic decisions about asking your parent to move in wit1

you, even for a short period of time, DISCUSS the situation with your family

AT LENGTH. Work out YOUR PRIORITIES carefully. Listen to the feelings

everyone in your family. Consider all the Possible alternatives. Find out ahoy;

the services available in your community. You'll make the best decision for

concerned if you spend the time considering everyones feelings and ex.Aori:q-;

all possibilities.. If you do, you'll stop worrying about "What is expected of

me ?" You'll stop tormenting yoUrself with guilty feelings if you've begun to

solve the 'problem of what is best, not only for the parent, but for everyone.

Sharing the responsibility_with other family members.

The responsibility of looking after an elderly parent is, of course, made eas1:7,-

if it's SHARED with your brothers/sisters. If you are on good terms and live in

the same area, you c'dld give each other valuable moral and practical support

working out what's best to do.- Even a brother or sister who lives far away c.aa

be very, supportive by:

* Offering constructive support and adyice.

* Helping find out information and make arrangements.

* Offering financial support and advice.

* Keeping in touch by regular.phone calls.

But, remember that is ering and stress are NOT uncommon in the best

of families who are suddenly forced to cope with new situations. Brothers,

sisters and 'close relatives all have their, own individual ideas of how th'-gs



could or should be done. Each far ilo is :mite :tiFferent, made up of different

personalities with different feelings and priorYcies

In some families, it's taken for granted that the daughter(s) should take care

of the elderly parent, while the son(s) provide the moral and financial support.

In others, it might be the eldest, the most well-off, the ore who's unmarried,
4

or the one who is emotionally "closest" to the parent, who takes on the extra

Ilisponsibility of care: Sometimes sons or daughters feel s() guilty about past

lings or lack of attention or respect to their parent that they feel this

might be a way to win back affection from the parent.

Loss of Independence for the Parent.

For many older people, it's painful to realize that they can no longer lead

fully independent lives. Some struggle on, trying to ignore their growing ail-

ments and others will go to great lengths to try to hide their problems from

their children, for fear of being a burden to them.

Try to find out how your parents HONESTLY feel about their changed circumstances

and discuss possible-options. Find out what THEY would really like. Some

parents do NOT want to live with their children, while others expect to. Whet)

you know their feelings and what they would like, you'll be in a position to

make a final decision, taking the needs and wishes of EVERYONE concerned into

account. Don't rush into a hasty decision!

As your parents get older you'll sense the need for some changes in their lies

(your mother is clearly having great difficulty in walking the 4 blocks to th:,

grocery store or your father's eyesight is becoming dangerously unsafe). But,

should YOU interfere? Should you make suggestions for revising their life-§t--1

or should you wait until THEY decide to do something themselves and a'sk for yozT

help?

Experts disagree. Some say it's best not to interfere until the station cov.1

be dangerous to their health, even though the signals are quite clear to you.

You could make tactful offers of help, but don't be surprised if they're turn,:

down. Don't try to Krsuade your parents to change their patterns of behavior--

they could be a means of survival. If your mother insists on getting down on

her hands and knees to scrub the floor, let her get on with it. It's probably
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doing her good! Start to worry vine') she' doesn't care how her heusr looks- -

she'll be losing her interest in life.

Don't try to force your elderly parent to move to a smaller house or apartment

(even in your neighborhood) because YOU think it would be so much more practical

and convenient. You could be trading one set of problems for another. Most

older people do NOT like to leave the home they've lived in for years, surrounded

by familiar faces and places. Statistics show that there is a higher mortality

rate among older people who are removed from familiar surroundings.
tat

Obviously, there does come a time when the situation might require you to make

a critical decision (if your parent has a stroke or other disabling disease,

when there is a chronic mental condition or physical handicap that requires

specialized care and attention). If there is severe physical or mental deteri-

oration, you will probably have to act, even if there is resistance from your

parent, taking into account professional advice from doctors, social workers, et-1.

Coping with feelings of guilt.

Guilt. is a very REAL feeling to theperson who's feeling it. Parents look aft

us, they grow old, we can feel guilty because we can't or don't want to wive tiler

that kind of total care which would meet their needs. Sometimes guilt comes from

feelings of not fulfilling our duty, not living up to our parents' expectations

of us, or not living up to our own expectations. We can all fiel guilty, and

sometimes parents have a way of making their children feel even worse ("I can

take care of five children, but five children can't take care of one mother").

Some parents know how to lay on the guilt and for the son or daughter it can h,

a distressing no-win situation.

'What you CAN do for your parents and what you would LIKE to do may he two d)ffer-

ent things, but with good, open communication between your parent and yourself,

a solution can be reached which is comfortable for you and acceptable to your

parent.

Dealing with the situation.

If you find yourself in a new role in relation to your parents, remember these

guidelines:

* Be very cautious about taking away their right to lead their own

liyes.
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* Provide help only if it's asked for or 11' it's reaill necessary.

* Don't over-care for your parents and wait on them "hand and foot."

* Don't involve your family in care arrangements they don't want or

agree with.

* Try to strike the balance between help and caring.

* Try to be positive, supportive and caring.

Deal with he present situation as thoughtfully and competehtly as you can under

the circumstances. Take one step at a time--don't rush into hasty decisiohs.'

Don't over-react, over-anticipate or over-indulge. Get involved to a degree

r you feel comfortable with; get as much support as you can from your tamily anu

services in your community.
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INDIVIDUAUZED LC. AM... ENG SY'.,1 EMS

Self
Assessment

r

RITE--ANANSWERTOTHE FOLLOWMUJESTIONS.

I. People are living longer todax: Approximately how many people are there

in the U.S. over the age of 65?

2. Why do you think people are living longer today?
44,

(

3. Why did most aging parents live with their children, not so long'ago?

4. If you have a family of your own and feel that you would like to ask your

elderly parent tocome and live with you, what should you do BEFORE making

any decisions?
4,

5. Now could a relative who lives far awa/ help you if you have the main

responsibility for caring for your elderly parent?

6. Why can making decisions about helping and caring for older parents often

be at the heart of family disagreements and tensions?

-2
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7. Whyisn't it a gcod idea to make important decisions about caring for an

elderly parent in a hurry or at the point of a crisis?

8. Give 3 Teasons why people might feel guilty about their relationships with

their elderly parents?

9. Why isn't it a good idea to try to persuade an elderly parent to move to

a smaller house or apartment, out of his or her own neighborhood and into

yours, even if you think it would be so much more practical and convenient?

10. Under what circumstances might you have to make a critical decision about

your elderly parent, even if there's resistance from him or her?

111
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Self Assessment
Answers

1. Approximately 25 million.

2. Improved standard of living and health care.

3. * often there was no alternative

* children felt more responsible for the care of their elderly parents

* families were not as mobile and usually lived close together

* old people werOrespected" more than they are today

4. Discuss the situation FULLY with everyone concerned. Work out your

priorities and consider the feelings of your family carefully.

5. They could:

* offer constructive support and advice

* help to find out information and make arrangements

* offer financial support and advice

* keep in touch by regular phone calls.

6. Brothers, sisters and close relatives often have very different values and

ideas of how things could or should be done, which can, without good com-

munication and patience, lead to tension and disputes.

7. Decisions made hastily, without discussion from everyone involved and with2v1

carefully looking into the available options, are NOT usually good ones.

8. Any 3 of the following (They might feel:)

* they can't live up to the expectations of their parents

* they aren't living up to their own duty or expectations

* guilty because what they CAN do in practical terms and what they'd LIKF

to do may be tyro .ifferent thinos
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* guilty because they don't feel comfortable about getting involved

* because they possibly don't have a gcod relationship with their

parents, live far away from them and don't communicate.

9. Elderly people DON'T like change in their livet, it makes them feel

insecure anenervous. They prefer to be surrounded by familiar faces

and _places.--Stat45tIcs-show-that-there is a higher mortality rate among

older people who are removed from familiar surroundings.

10. If there is severe mental or physical deterioration in their health.
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INDIVIDUALIZED LEAIINING SYS1 EM5

Assignment
COMPLETE THE FOLLOWING ASSIGNMENTS.

I. Research THOROUGHLY the services, organizations and financial benefits

available in your local community for elderly people and their families.

Each community may have different kinds of agencies serving the needs of families:

and their aging parents, and names may vary slightly in each community, but

usually, you'll find private help agencies listed under these titles in your

phone book:

In the white pages

Family Service Agency of (name of city or county)

Community Service Society of (name of city or county)

The Salvation Army

The Red Cross

Volunteers of America

Mental Health Association of (name of city or county)

Catholic Charities Fulfil' and Community Service

Jewish Family and Community Service of (name of city or county)

Protestant Federation of Welfare Agencies (or other denomination)

In the yellow pages, look under:

Health and Welfare Agencies

Social Service Agencies

Senior Citizens

Nursing Services

Homes for the Aged
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It you want information from a government agency, look in the white pages for

the name of your city, county, or state government.

These are some typical listings for public agencies:

Department of Social Services

Department of Human Resources

Department of Community Service

Department of Welfare

Agency, Commission or Office on Aging

Department of Health

Department of Housing and Community Development

2. Find out about nursing homes in your area. Call a local nursing home and

arrange a visit. Talk with the administrator if you can; prepare list

of questions before your visit. What are your impressions? Get a feel

for the atmosphere in the home--is it a warm, professional, comfortable,

friendly place to live in, staffed by caring, sympathetic, concerned

people? Talk to some of the residents and find out their feelings about

the home. Find out about costs, health care, services and facilities offered,

rules, regulations and restrictions, attitudes, etc.
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INDIVIDUALIZED LEARNING SYSTEMS

Post
Assessment

i

c,

Write a report of your research and your visit to the nursing home. You

should by'now have a very good idea about the services and options available

in your own community. Arrange a time with your Instructor to talk to the class

and let them know about your findings and your feelings about the subject.
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DIVORCE I--THE WHY AND HOW OF DIVORCE

Mr

Goat
The student will learn about the frequent

causes of divorce and about problems and

issues in reaching an ajreement between

husband and wife.

Performance Indicators:
The student will:

I. Show understanding of the read-

ing matter by completing a

multiple-choice test.

2. Conduct 2 interviews with divorcu:

people.

3. Interview one person whose parem.:

are divorced.

4. Conduct a brief survey on the

frequency of exposure to divorce

of acquaintances.
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Study Guide
In order to finish this module, do the following tasks. Check each item off

as you complete it.

1. Read the Goal and Performance Indicators on the 'cover of the module.

This will tell you what you will learn by studying the module, and how

you will show you've learned it.

3.

Studytheinformatiorr -seal ssecti on _will _give you the informa-

tion you need to understand the subject.

.,t; . V

Take the Self Assessment exam. This is a test for you to prove.to your-

self that you have learned the material you have studied. Compare your

answers with the answers on the Self Assessment Answer Sheet, which is

on the page following the'Self Assessment. If you scored poorly,

re-study the Information section or ask your teacher for help.

4. Do the Assignment page. Follow the instructions at the top of the

Assignment page.

5. Take the Post Assessment exam. Give the exam to your teacher after you

have completed it. Your teacher will grade it for you.
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Introduction

HOW LIKELY IS IT TO HAPPEN TO YOU?

Very likely! Within the first ten years of your marriage, there's a 1 in 3

chance that it will end in divorce. Here are a few more statistics to give

you the picture:

1. The most recent figures available show 1,666000 marriages in the

U.S.A. ending in divorce, in one year. That's more than any other

country in the world.

2. In Los Angeles County alone, some 1,000 divorces are granted each

week, almost half involving children under 14.

3. One nationwide survey puts the average U.S. marriage that ends in

divorce at lasting only 6} years.

4. Teenage marriages are twice as likely to fail as marriages in

which the partners are over 20.

5. But women who wait until after 30 to marry are 50% more likely

to divorce than women who marry in their 20s. (Probably because

they are more likely to be able to support themselves, therefore,

more likely to end an unhappy marriage.)

;' 6. The Population Reference Bureau, 1980, predicts that of every 100

A people now in their 20s who marry:

38 will get divorced.

29 of the divorcees will remarry.

13 of these will get re-divorced.

7. Each year, there are more divorces than new marriages in the U.S.,

and things are getting worse.

8. A recent survey of family lawyers indicated that the divorce rate

could soon creep up to 50%.

WHY DO SO MANY MARRIAGES END IN DIVORCE?

Marriages collapse gradually. "
The decision to divorce follows a slow build up of resentment, hostility,



misunderstanding and poor communication,. There is never ONE single reason

for a couple wanting to divorce. There are usually many, which might include:

Poor Communication--Too tired after a hard day's work; too many

other distractions (e.g., T.V., ball game, hobbies, separate

interests, unsociable working hours, weekend or out-of-town

work). Often, in the face of conflict, some people withdraw

into silence, instead :-.f discussing what's on their mind

(e.g., problems at work c.r at home). One national survey
o

suggests that the average husband and wife talk alone with

each other for only 20 minutes per week!

Affairs--Usually happens when a'relationship is already "shaky,

and is a good indicator thaesomething is wrong with the

marriage.

Money Pressures--44% of American families argue over money; the

less money, the more arguments! Families in rental houses,

with young children, and where the wife works because she

HAS to, argue most. Couples can easily find themselves

badly in debt, trying to keep up standards set by their neigh-

bors (buying major appliances, making home improvements and

additions, etc.). The threat of unemployment, being laid off,
.1

or the insecurity of temporary or seasonal work 4 likely to

put strains on a marriage. Being injured means less money,

(in construction there are 15 incidents of injury or illness

per 100 workers per year).

Alcohol and Drugs--Excessive use can cause great stress within any

relationship.

Sexual Problems--These are often not openly discussed and can cause

resentment, anger, guilt and insecurity.

Trouble with In-laws--Can happen when in-laws become too critical

and interfere in family matters.

Physical Violence--One out of every 26 wives is beaten by her husband.

Disagreements over Children--Differing views about discipline,

behavior, manners, education, etc. can lead to conflict and

argument.

Emotional Upsets--These usually arise in response to things that happen

in the present, but tap into unresolved problems from the past.

Conflicts over Jobs--Different working hours, inadequate child care,

conflicts over what work women and men should,'or should not do.

Many husbands still have old-fashioned ideas about working women.
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WORK AND MARRIAGE

An unhappy work situation can cause .problems at home, but these needn't affect

the stability of the marriage. Discussion between husband and wife can do

much to help ease and suggest possible remedies for the situation. An unhappy

marriage, at its worst, can have such a carryover, that even the most pleasant

job can turn temporarily sour.

Often as a marriage grows worse, work can be used as an excuse for staying away

from home (e.g.,takifig on extra overtime, week-end work). Soon, more and more

time will be spent apart, and the couple may be almost leading separate lives.

Eventually, as home tensions mount, they may decide to separate.

DIFFICULTIES IN MAKING THE FINAL DECISION TO DIVORCE

Can the Couple Afford It?

--legal fees, maintaining two households, two rents, electricity, groceries,

phone bills, two cars, etc. Is it financially practical?

'Fears about Losing Love or Respect.

--of the children, family members, friends, workmates. Men have a great fear

about losing their children. (In divorce settlements, Mom gets the kids 9 times

out of 10).

Feeling of Failure.

--letting youself and your family down.

--fears of disapproval, guilt, hostility and loneliness.

Religious Pressures.

--are still important to many people, although most religious sects have 'Yal tc

accept divorce as a way of ending unhappy marriages. But, some people till hey,:

a deep:down feeling that divorce is a sin.

Divorce Laws.

--vary from state to state, some lre tougher than others. Men are more con-

cerned about the law than women.
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SEPARATION - -AN ALTERNATIVE?

Some couples deade-to-separate, before deciding to divorce, or instead of

1

getting divorced. Separation means that-the-coupleji still legally married,

A but they live apart. There are two kinds of separation:
0

1. Separation agreed on by the couple.

This chance to '1'try out" living apart gives some couples the

breathing space they need to think clearly, without stresses

and pressures from their spouse, and to prove to themselves

they're not about to make "a big mistake."

-2. Separation ordered by the court--a legal separation.

Some reasons for this are abandonment, cruelty, excess use of

. alcohol or drugs, imprisonment.

110.

Separations are popular - -6 times more popular with black couples than divorce.

When a separation becomeslong-term, it's often called,"A poor man's divorce."

Couples can't afford the expenses involved. However, 87% of all separations
4

end in divorce'.

THE LEGAL SIDE OF DIVORCE- -WHAT TO DO?

Finding a Lawyer.

When you disagree about money or the children you'll need the help of a lawyer.

When you disagree about who gets what you'll need the help of a lawyer. In

fact, in every state of the nation, to get a divorce you'll need a lawyer.
e

How to find one?

1. Random choice from the Yellow Pages.

Look under "Attorneys" or "Lawyers" for a large selection.

It's hard to choose, so you might prefer to try the second

way.

2. Personal Recommendation.

t3 Ask friends, relatives, fellow workers for a referral. A

lawyer specializing in divorce is best.

3. Low Cost Divorce.

If money is a problem, use the Yellow Pages, and look under

Social Services, "Legal Aid," for a referral. In some cases

of hardship, free divorce is available.



Before making final choice, call several lawyers; ask their fees. If

they're not helpful, don't hire them. If you're lucky, you might get a

general idea.

How Do You Know if He's a Good Lawyer?

"Better to be a at in the mouth of a cat, than a man in
)

the hands of a lawyer...,"

so. says an old Sicilian proverb.

WARNING! When choosing a lawyer BE VERY CAUTIOUS; SHOrAROUND! When you've

chosen a lawyer, remember that you're doing the hiring, and if you don't like

him or her choose a different one.

A good lawyer should:

1. Listen to what you have to say.

2. Seem interested and sympathetic.

3. Be StrOightforward about estimated costs.

4. Have an excellent reputation'. (This is easier to discover if .

you've hicted the lawyer through personal recommendation.)

, .

A lawyer is not a counselor - -and remember you will pay for every minute of his

or her time.. Some lawyers start the timer as soon as you walk in.

Your first appointment (often free of charge) will be important. You should

discuss: The services the lawyer will provide for you and the approximate. fee

you will pay the lawyer. (Protect yourself! Ask for a written estimate.)

Decide whether you like him now. If you don't, find another lawyer. He's going

to ask some very-personal questions about your marriage, so lytmust feel com-

fortable with him. Don't be intimidated by him. Lawyers have 'so much power

only because theiir clients let them. (Most people going to lawyers are'uoset

and don't feel at their strongest.) A 'good lawyer's job is to get the best

deal for you!

HOW TO HELP YOURSELF

If you're calm enough:

1. Get some books out of the library about divorce. Lean as much

as you can. (The more you know, thebetter you can keep an eye

on what your lawyer is or isn't doing.)
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t. Talk to lots of other divorced workers, friends.

3. Find 'out about your wife or husband's lawyer. Is he better

than yours?

4. Get as much financial information together as you can about

your wife or husband's wages and your own living costs.

5. Ask,your lawyer lots of questions; but prepare them before

your visit.

6. Call your lawyer regularly--get on I'M back to keep him moving.

(He's'probably in no hurry; the longer he takes, themore he's

paid.. Usually husbands pay for the wife's divorce costs, so

the wife's lawyer may be in no flurry.)

7. Be very clear about the terms you want; give it a lot of thought.

Take your lawyer's advice and guidance, but don't let him bully

you into accepting terms you don't think are fair!

8. Look toward the future--medical, education, training costs for

the children.

a

WHATTTO LOOK FOR IN A GOOD DIVORCE AGREEMENT

I. Adequate child support--in the present and in the future.

-2. Alimony -less women receive alimony these days, only one in

seven, especially if they work;

3. Who has custody'of the children?

4. What are the visitation:rights?

5. Insurance--who pays?

6. Legal fees--who pays?

7. Family possessions--how will they be divided?

8. Future disagreements--how will they be dealt wiith?

9. What will happen in the event of death of the)Wife,or husband?

10. 'When Will alimony and or child support stop?,
I

WHO HAS CUSTODY OF THE CHILDREN

Mom does--9 times out of 10. Traditionally, mothers and children "go together."

When Mom has the kids, she often sees her ex as being the lucky partner. She's

left with the daily responsibilities of hougehold chores and daycare, as well

as doing paid work outside the home. She's doing two jobs at once. He only

has to send the monthly check and turn up on visitation days. He has the
o

freedom and she feels tied down.

2 2 2
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But for Dad, the sense of loss may be enormous, far worse than anticipated.

He has visitation, but no other rights to his children. It's easy for fathers

and kids to grow apart, unless the quality of their time together is high.

Kids may not want to leave their neighborhood friends, weekend activities,

Girl Scouts, etc., at visitation times. It may be difficult for dad to

coordinate his work with his kid's schedule--wgekend work, overtime, etc.'

But growing apart doesn't always happen. Visitation times can give dads and

kids the opportunity to share and enjoy experiences together, and to get to

know and understand each other even better than when they lived together.

In fact, there is now a noticeable trend toward more and more fathers asking

for, and being awarded, custody of their children. Half a million divorced

fathers now have custody of their children, and the numbers are growing.

There's a growing awareness that many men are often more compefcgli and sensi-

tive parents than their former wives, and "in the best interest of the child"

could well mean Dad getting custody. Some reasons for this are:

I. More men now make enough money to hire household help and

pay a babysitter.

2. Fathers are less afraid that child custody will cramp their

style.

3. Men are less passive about accepting a style of mothering

they don't like. They feel more able to do something about it.

4. With more women demanding equality, why shouldn't men have

equality in childrearing?

'JOINT CUSTODY--AN ALTERNATIVE?

Joint custody is becoming more popular. (This means that both parents share

equal time with their children.) Experts believe it ca be the best solution

for the children, but only if the circumstances are rig

I. Parents are on good terms.

2. Parents have separate homes large enough for themselves

and the children.

3. Parents live in the same neighborhood (children can attend same

school, activities, and keep same friends, etc.).
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Some advantages are:

1. Neither parent has the sole burden of responsibility.

2. Both parents have time to cope with their changing lives.

(One week on--one week off.)

3. Th'e mother has a better chance to build her career, and

the father can enlarge his role as parent.

4. Children seem to adapt well, and it gives them some con-

tinuity to family life.

5. It reduces stress for the children, and prevents them from

being turned into "possessions" which can be lost.

Joint custody can be seen as a positive step, and suggests:

1. More fathers are showing an active concern about their

children.

2. Legal recognition that both parents are important.

THE PRICE OF DIVORCE

How much the husband will have to pay in alimony or child support depends on

his earnings, his wife's earnings, how long they've been married, and how

much they own and owe. The judge will make his decision based on the informa-

tion supplied by the lawyers. Here's a recent guideline used by a San Frandisco

judge.

/..

Husband's Monthly Wife & 1 Wife & 2 Wife & 3 Child

Take-home Pay Wife Only Child Children Children Suppo?,t Only

.

$ 800 $325 $400 $425 $450

. .

$100-125

$1000 $400 .$500 $550 $600 $100-150

$1400 $550 $700 $800 $850 $125-175

WHEN YOU GET TO COURT

Be p-epared--divorce'courts are as busy and impersonal as traffic courts!

Neither judgenorlawyers appear to take a personal interest in what's oing

on. You're another statistic--this can be hard to take when youire.making

such a major decision in your life. Expect this; and you'll be better prepared

to deal with the situation. You'll feel a great sense of relief when your

divorce is made legal. Now, you can look foivard to building a new lice.

224 235



INDIVIDUALIZED LEARNING SYSTEMS

Self
Assess

UNDERLINE THE CORRECT ANSWER.

1. Today, divorce is:

a. on the increase

b. on the decrease

c. about the same as it was 10 years ago

2. Which of the following has the highest divorce rate in the world.

a. Sweden

b. Russia

c. America

3. Each year in America, there are:

a. more divorces than marriages

b. more marriages than divorces

c. about the same number of marriages as divorces

4. Marriages usually end because of:

a. one single issue

b. many unresolved issues

c. the children

,5. Separation usually, results in:

a. the couple getting together again

b. divorce
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6. When seeking a divorce lawyer, it's best to:

a. ask around for recommendations

b. take what you find in the Yellow Pages

c. ask your husband or wife's advice

7. Custody of the children is usually given to the:

a. father

b. mother

c. grandparents

8. are now seeking and being granted child custody.

a. Fewer fathers

b. More fathers,

9. Joint custody works better if parents:

a. live indifferent towns

b. live in the same neighborhood

c. live at opposite ends of town

10. A lawyer's advice should be followed:

a. without question

b. because he knows best

c. when you believe it to be right for you

;
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Self Assessment:
answers

co

1. a

2. C

3. a

4. b

5. b

6. a

7. b

8. a

9. b

10. c
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INDIVIDUALIZED LEARNING SYSTEMS

Assign e t
COMPLETE THE FOLLOWING ASSIGNMENTS.

I. Talk with 2 people (preferably one man and one woman) who have been

divorced. Ask them what were the problems they had to face. Share what

you find out (without mentioning names) with at least one other person in

your class.

2. Do a survey. See how many people in your class and in their families, have

been exposed to divorce (e.gltheir parents, brothers, sisters, uncles,

aunts, self, etc.).

3. Interview one person (could be in your class) whose parents, e divorced. Find

out how he or she was affected then and how he or she feels about it now.

228
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INDIVIDUALIZED LEARNING SYSTEMS

Post
A meat

WRITE AN ANSWER TO EACH OF THE FOLLOWING.

1. Give 4 reasons why marriages break down.

2 If you were going through divorce, think up 5 questions you'd want to ask

your 1 em4,9'ir.

3. How could going through a divorce affect your work?

229
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DIVORCE II--HOW TO COPE AND SURVIVE

Goal:

The student will be able to identify the

effects of divorce on adults and child-

ren. He or she will learn about the

types of problems involi/ed, and how to

survive and help co-workers come success-

fully through divorce.

230

Performance Indicators:

The student will:

1. Show understanding of the reading
matter by completing a multiple-
choice test.

2. Interview one divorced mother who
has recently rejoined the job mar-
ket, to discover first-hand how
it FEELS, and to discover some ,f
the problems involved and how they
were coped with.

3. Participate in a group discussion
about the feelings of people experiT
encing divorce.

4. Find out, by means of a question-
naire, what are class attitudes
toward divorce.

5. Demonstrate an understanding of. the
. subject by being able to offer help

and advice to a co-worker.
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INDIVIDUALIZED LEARNING SYSTEMS

Study Guide
In order to finish this module, do the following tasks. Check each item off

as you complete it.

1. Read the Goal and Performance Indicators on the cover of the module.

Q This will tell you what you will learn by studying the module, and how

you will show you've learned it.

2. Study the Information section. This section will give you the informa-

tion you need to understand the subject.

3. Take the Self Assessment exam. This is a test for you to prove to your-

self that you have learned the material you have studied. Compare youi

answers with the answers on the Self Assessment Answer Sheet, which is

on'the page fallowing the Self AsseSsment. If you scored poorly,

re-study the Information section or ask your teacher for help.

4. Do the Assignment pae. Follow the instructions at the top of the

Assignment page.

5. Complete the Past Assessment and show this and report on your completed,

Assignments to your instructor, before going on to another,module. .

r.
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INDIVIDUALIZED -LEARNING SYSTEMS

Information

DIVORCE IS ON THE INCREASE--AND RAPIDLY!

With so many people affected, divorce has become almost commonplace, and because

of its frequency, we can sometimes overlook the Shattering effects it has on

those involved. Next to the death of a loved one, divorce can be the most trau-

matic experience of a lifetime. Chances are, that if YOU have not been person -.

ally involved in a divorce, then you will be working with people who are divorced,

are in_the process of getting divorced, or who want to get divorced. Divorce

can affect attitudes and efficiency at work. If you have an understanding of

how a personifeels going through a divorce, the causes, complications and frus-

ations involved, both physical and emotional, you'll know how to be helpful

an supportive to your fellow workers, and maybe help yourself if it should

happ n to you.

SEEKING HELP BEFORE DECIDING TO DIVORCE--MARRIAGE COUNSELING?

Many people:are suspicious about seeking help and advice (it's hard for them

even to admit they need it), and are wary about people they believe might-trjr

to force them to,,change.

Some people turn to their_religi6Us leader or the family doctor with their

marriage problems, neither of whom is well-prepared for the job. Others try, to

get advice from friends and relativet, but usually they can't be detached or

objective enough to be very helpful. Marriage Counseling is now readily avail-

able--at low cost, by many public and church-related agencies. Look in the

Yellow Pages of the phone book under Social Services, Welfare Organizations or

Marriage and Family Counselors, You'll soon get a referal to the Agency best

for your needs.

Marriage Counseling can be important at crisis points to put a marriage back on

even ground, help communication of feelings and difficulties and to improve the

232
24r



relationship. A d.lmarriage counselor will guide a couple into making the

right decision for them. The good counselor will not judge, force acouple

against their will, or side with one spouse against the other. A.counselor

should be there to help both partners equally, to listen and encourage open

communication. Marriage Counseling is worth considering, if your marriage is

in trouble. Don't leave it until it's too late!

HOW DOES IT FEEL TO GO THROUGH A DIVACE?

It can be a scary time!

Along with the obvious feelings of pain, depression and sadness, are other

feelings which are.not so obvious, such as: v',

I. Feeling helpless, fearful, empty, despairing, negative, angry,

guilty, restless.

2. Loss of concentration, motiv ation and energy.

3., A tendency to get tired-there quickly, make mistakes and be

slower in speec nd movement (especially important in a work

situation

ChangeS in appetite, sleep patterns and sexual drive.

Iytgimon to hear people say: "I feel empty inside, as if the bottom has

fallen out of my life';" "It was months before i could see my divorce as anything

less than a tragedy;" "New problems seem tc be looming up all around me" etc.

These are all symptoms of separation shock. The longer and more involving the

marriage -the greater the severity of the shock--the longer the wound will take

to heal.

Atwork, if you can recognize some of these symptoms, feelings and behaviors in

yourself (if you're going-through divorce) or in your co-workers, and understand'

thit they are normal, youlll'be able to be more understanding and patient. Watch

out for changes in mood and behavior--be sensitive and sympathetic. Your co-

, worker will need and appreciate your support and encouragement, even if he or she
r. 1

doesn't want to talk about the feelings.
/

SOME PROBLEMS FACING NEWLY DIVORCED MEN

1. Finding an affordable place to live, and dealing with the

intricacies of cooking,.cleaning, laundry, shopping, etc.

2



2. Building.a single life, while still supporting your ex-wife

and children.

3. Trying to keep your marriage split from affecting your job.

4. Not letting the children become strangers..

5. Getting back into the swing of dating.

0,

SOME PROBLEMS FACING NEWLY DIVORCED WOMEN WHO WANT TO FIND PAID WORK

1. Starting a newline of work can be stressful. Women may have

little confidence in.themselves about rejoining the job market.

2. Finding convenient, adequate child care, or after-school pro-

grams, to fit in with their work hours.

3. Coping with two jobs and finding the extra energy. (Working

in the home as well as in a paid job.)

4. Managing finances alone--budgeting, doing tax returns, social

security benefits, etc.

5. Adjusting An fears of not 'laving a man around (intruders, fire,

accident, etc.). Being the protector of the family is a big

responsibility.

6. Becoming adept at traditional men's tasks around the house,

(putting up shelves, repairing electrical/mechanical things,

fixing the car, etc.,).

7. Coping with the added responsibility of looking after the child-

ren alone. Explaining the split, and handling the relationship

with.their father.

8. Keeping the ex-husband from "invading" the home, uninvited.

9. Dealing with friend and relatives who are either too helpful

or. who "don't want to know."

HOW TO COPE AND SURVIVE

Many of the physical and emotional problems make it more difficult for workers

going through'divorce to perform their jobs at normal efficiency, and with

positive attitudes. Some people cope better than others. Some people heal,

.faster than others. But, everyone involved in divorce will need to go through

the same 3 stages of recovery: Surviving, healing and growing.

234
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Surviving

* Recognizeyour loss as REAL--you'll be "in shock" for a while, and this may be

'frightening.

* Don't fight off the pain--it's normal.

* Remember, you're not alone--many others have been through similar Pain.

* Try to think positively about yourself. don't punish youself with "if only's%

(If only I had or hadn't done this or, that, I wouldn't be in thisimess now!).

You are a good, worthwhile person.

* Know that you will survive. The healing process has a beginning, middle and

end. This is the beginning .and you're moving on.

* Healing has its ups and downs = -when this starts to happen, you're'on your way

up.

* Try to get enough slecp--your body needs energy to repair.

* Don't get involved in other people's'problems.

* Get organized--make everything as easy as possible for yourself., The best

healing can occur when rest and hard work are combined. Keep busy, but don't

Overdo it. At work, don't take on extra overtime, unless you can't avoid it.

Don't become a workaholic. Don't be tempted to take on a "moonlight"job to

keep up with the extra expenses.

* Put off making important decisions until you feel strong enough--yOur judg-

ment may be cloudy for a while.

* Be prepared to ask for help--you'll need a support system. Check the Yellow

Pages under Social Servlces, Welfare Organizations. They're there to help you.

Invite a friend to stay overnight, visit a relative, neighbors can be a support

too

* Accept support and help from co- workers,, family, friends. There's no way you

can keep your silita secret at work, so be frank about it. You'll get needed

support and encouragement,, and maybe some useful,advice.

* Keep in contact with other people and don't mope or sulk alone, fee Wig sorry

for yours f.

* Sundays and olidays can be awful--make sure you make arrangements to be with

friends,'or d Ing activities that you enjoy.

The Healing Process

Divorce produces similar reactions to those brought about by the death of a

loved one= -it's the "Death of a marrtage."

* Do your mourning now. Don't run away from it, or try to hide the pain. An

emotional wound requires as much 'attention as a physical wound. The sooner
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you can come to terms with it, the sooner the pain will pass. Crying can be

a great release.

* Be gentle with yourself--don't take 03 unnecessary, new responsibilities. Let

your co-workers and your employer krow how you're doing.

* Avoid situations where you might over-react.
.

* Don't blame yOurself for any mistakes you think might have causedyour divorce.

'* Don't get too involved in other relationships yet--give yourself time.

* Don't attempt reconciliation with your ex-wife or ex-husband.

* It's O.K. to feel angry toward your ex:wifelor ex-husband. Anger will go

away as the hurt heals.

* Eat well and sensibly. Keep off junk foods--maybe add extra vitamins and

proteins to your diet.

* Remember, youre vulnerable:

I. Look after your health--you need a healthy body to heal fast.

2. Your sales resistance may be low- -don't be bullied into buying

expensive items you don't need.

* Don't over - 'indulge! Beware of excess alcohol or drugs. They interfere

with the body's natural healing process. Turning to candy and cookies for

comfort will put on the inches and cause a large problem.

As healing continues you'll:

I. Think sharper.

2. Improve your concentration.

3. Become more reliable in your judgment.
,

4. See the world less from your own point of view and become

more outward looking.

5 Feel stronger, more independent, more alive.

At work, you'll be returning to your normal level of speed and efficiency.

Growing

This is the final, and most exciting stage of healing--a time to think positive,

look ahead, and build a new life.

* You've learned that you can survive: Pain does get less and healing is

happening.

As soon as you can, forgive your ex-wife or ex-husband. When you do this,

.You're finally free!

* Forgive yourself.

* Look at your divorce in perspective--think positively, and ,..;cept that what

happened was a natural and healthy decision not a punishment for failure.
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* Be open to'new places, people, ideas, experiences.

* Invite new people into your life. Now's the .time to make new friends, take

up new activities, meet people with similar interest. You'll have to make

the effort yourself--but it'll be worth it. You'll be feeling less suspi-

cious and threatened by the opposite sex now.

* Don't forget the old interests and activities you let go. Take up the ones

you enjoyed most.

* Groups--If you're shy, and don't like making new contacts by yourself, a

group may be the answer. Join a group to learn something, shar'e common

interests, meet people. There are many groups formed just for the newly

single (eg.AParents Without Partners, Singles Dating Club, Over 30s Club,

etc.). Look in'the Yellow Pages under "Clubs," Fellowships," "Associations."

* Adult Education Classes, classes at the "Y," Keep Fit groups.

* Do something for somebody else--it's the best remedy if you start feeling

'sorry for yourself. YoU might tune a friend's car or babysit for a neighbor.
- i

ABOVE ALL- -KEEP GOING - -KEEP MOVING--TRY SOMETHING NEW--YOU'VE MADE IT!

1.-

WHAT ABOUT THE CHILDREN

One of the biggest worries divorced parents have is,"How will it affect the

children?" Divorce is usually a major crisis for children. Suddenly one

parent is no longer there! The children_feel'SADANGRYBEWILDERED! They

don't understand why all this is happening--Is it their fault? Many children

believe that they are the cause for their parents living apart (e.'g.,"Dadr'y

went away because I was noisy in the morning, and he couldn't sleep."). If

parents can feel guilty, then so can children, and they often do.

They may respond With unfamiliar and outrageous behaviors: tantrums, bad man-

ners, out-of-control, rude, untidy, won't eat, won't go to bed, etc. Thev may

change their mood and become sullen, destructive or withdrawn. They may pretend .

not to care about the parent who's-gone away. They may turn aggressive against

the parent they live with. Some changes are to be expected and are quite normal.

Children,too, have to go through the same recovery stages as adults.

One expert comments: "Children of divorce are always affected to some degree by

the disruption in their lives, and you should expect them to be difficult until

YOU start to relax." Often, parents are so preoccupied with their own pain and

confusion, that they forget that their children have similar feelings and need

help. 237 24L;



HOW CAN YOU HELP?

The more you can help your children now, the sooner they will recover. You'll

be helping yourself in the long run. What all children neeemost at this time

is:

1. Love and reasurance.

2. Try to accept their feelings and understand they are normal.

3. Don't blame yourself and feel guilty. Tell yourself,"You did

the:best for your marriage, and you'redoing your best now.''

If you can't stop feeling guilty inside, don't let your children

know--they'll start to believe you.

4. Don't put down your ex in front of the kids. They need to love

and ieei loved.

5. Be patient, and encourage your kids to talk about their feelings.

You'll grow closer.

6. Try to make visitation days as pleasant as possible fof your ex

and your children--don't try to sabotage.their enjoyment.

7. DOn't spoil your children because you feel guilty, and you think

they are deprived. You won't be doing them a favor or yourself.

8. Try to keep up your regular routine, e.y.,same meal times, bed

times, etc. They'll feel more secure.

9. Don't play "Poor little Me" with your children by trying to get

their pity and support. E.g. "Thank God you're still here, how

could I survive without you?" This typeof. emotional pressure

puts a heavy burden on the children.

10. Doft't play divorce games at all costs.

"You Spy"--a divorce espionage game, where the children are double

agents. Sometimes the cover is polite curiosityl"Did you meet any

of yo-ur dad's new friends?"

Sometimes, it's asking the kids to be war-zone messengers. "Here's

the child support check. Give it to your Mom and tell her I hope

she's happy now I don't have enough to live on," or "Tell your

father, if he doesn't pay the child support on time, this will be

your last visit."

If you put kids in the middle of your battle ground, they will

devise their own survival games: e.g.,"Gotcha!"

238 249



A boy who knows his Mom is proud of a clean house, will let his

room become a pigsty. A son will flaunt long hair and bare feet

in his conservative father's face. The game is won when the

parent pays attention to the child. Children need to feel loved,

rather than used. Another common divorce game is,"But Mom/Dad

said I could." If your children try to manipulate you ("I don't

want to live with you anymore, you don't let me stay up late like

Dad does."), they are probably feeling insecure and are desperately

seeking re-assurance. Show them love, but don't give in when you

think they're playing games. Games will end as soon as parents

are aware of their children's real needs, and healthy open com-

munication occurs. DON'T PUT YOUR KIDS IN THE MIDDLE!

HOW DO CHILDREN SEE DIVORCE?

A recent study of a large number of children of various ages, whose parents

were divorced; suggests that they seem to see the divorce quite realistically.

They all appeared to be aware of the conflicts, arguments and hostilities going

on between their parents, and looked on the divorce split as a necessary and,

sometimes, even beneficial fact of life.

They all go through emotional crises, to varying degrees, but are remarkably

resilient and adaptable.

They see themselves as "different" from children who live with both p

but not inferior.

Divorce doesn't affect their friendships.

With older children, sometimes divorce makes them more aware of how important

it is to choose a compatible mate. They felt they had to rely on themselves

more, and had to "grow up faSter."

They don't like being put in the middle of continuing hostility.

Only 20% said they feel they only need one parent now.
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EFFECTS OF DIVORCE ON CHILDREN

There's a good deal of evidence to suggest that:

I. Children are resilient. Short of neglect or physical abuse,

children can survive any crisis without permanent damage--as

they sense continuing love from their parents.

2. Unhappy marriage without divorce can be WORSE than divorce

for children. Divorce can actually be a POSITIVE experience,

if family life has been unhappy and stressful.

3. A two-parent home is not the ONLY emotional structure within

which a child can grow happy and healthy. Although, ideally,

there is no'better substitute.

4. Parents who take care of themselves, will be best able to

take care of, and help their children!

(
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Self
A

1

INDIVIDUALIZED LEARNING SYSTEMS

,

Y.,

CIRCLE THE CORRECT ANSWER OR ANSWERS.

1. A good marriage counselor will:

a. encourage a couple to get divorced.

b. persuade a couple to stay together.

c. guide a couple into making the right decision for them.

,

2. Peoplt going through the separation shock of divorce are likely to feel:

a. angry with their spouse.

b. guilty about the break up.
, .

c. excited about the new freedom.

d. worried about what their co-workers will think.

3. People going through divorce may be fess efficient at work because:
,/

a. they have'to do all the housework.'

b. they might make more mistakes.

'c. they get tired quicker.

d. they bore everydne with stories of their ex-spouse.

4. Some problems facing newly divorced men are:

a. not letting the children become strangers.

b. going to the movies alone.

c. trying to keep their marriage split from affecting their job.

d. having to eat out all the time.

5. When a woman who's just been divorced re-enters the job market, after being

at home looking after the children:

a. its a great relief. c. it gives her a great source

b. it can be a stressful experience.
of spending money.
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6. When you're recovering after the experience of a divorce, it's better:

a. to stop thinking about yourself.

b. to think over all the problems and difficulties.

c. to-try and think good thoughts about yourself.

7. All children are

a. affected to some degree when their parent's divorce.

b. badly affected.

c. rarely, affected.

8. When parents divorce, the children need:

' A. to be taken to the movies every week.

b. to be shown lwie and reassurance.

c. a break from their parents.

9. Unhappy marriage without divorce can be:

a. better than divorce for children.

b. worse than divorce for children:

10. Parents who take care of themselves will be

children.

a. less able.

b. more able.

,c too busy.

,..
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Self Assessment
Answers 1

.
UP

1. c dmonor

2. a, b

3. b, c 1

4. a, c'

5. b

6. c

7. a

8. b

9. b

10. b
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INDIVIDUALIZ,ED LEARNING SYSTEMS

Assignment

COMPLETE THE FOLLOWING ASSIGNMENTS.

1. Talk with cne mother who had to rejoin the job market because of getting

divorced. Ask her how she felt, what were the problems she had to face

and how she coped with them. What about her child--how did the child feel?

Report your findings back to at least one person in your class.

2. Discuss with two other people, for at least 15 minutes, any of the material

in the Information Section. Share any first-hand or observed experiences

about how divorced people feel.

3. Ask the following questions of at least 10 people in your class:

a) Are you in favor of marriage?

b) Do you agree.with people getting divorced?

c) Do you think people should stick together because of the children?

d) Do you think mothers should have to work if they're divorced?

e) Do you think you will ever be involved in a divorce?

f) Are you sympathetic to newly divorced people?

g) Did your parents get divorced?

h) If your marriage was in trouble, would,you go to a marriage counselor?

i) Are you alarmed by the large number of people getting divorced?

j) Do you think it's too easy to get divorced today?

k) Do you wee with more fathers having child custody?

1) Do you feel that most divorced mothers have a hard time?

a b c d e f q h i k 1

YES

NO

Discuss your findings with the class. Any conclusions?
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A
St

WRITE AT LEAST A HALF-PAGE ANSWER TO THE FOLLOWING QUESTION.

What helpful advice would you be able to give a friend or co-worker, who had

just got divorced?
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DEATH IN THE FAMILY--MAKING THE FUNERAL ARRANGEMENTS

Goal:

The student will be able to identify the

various options, costs and arrangements

Involved -in planning a funeral.

246

Performance Indictors:

The student will show understanding of

the topic by:

1. Completing a Self Assessment

successfully.

2.' Researching state burial laws.

3. Researching 2 funeral parlors in

the community and comparing costs

and options.

4. Writing and presenting a report

to their class following their

personal research.

5. Examining his or her own personal

feelings about the topic from

working on this module.
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Study Guide
In order to finish this module, do the following tasks. Chock each item off as

you complete it.

1. Read the Goal and Performance Indicators on the cover of the module.

This will tell you what you will learn by studying the module, and how

you will show you've learned it.

/

2.
.6.---

Study the Information section. This section will give you the informa--

tion you
:,

need to understand the subject.
+-

3. Take the Self Assessment exam. This is a test for you to prove to your-

self that you have learned the material you have studied. Compare your

. answers with the answers on the Self Assessment Answer Sheet, which is

on the page following the Self Assessment. If you scored poorly,

re-study the Information section or ask-yotir teacher for help.

4. Do the Assignment page. Follow the instructions at the top of the

Assignment page.

5. Take the Post Assessment' exam,_ Give the exam to your teacher after

you have completed it. Your teacher will grade it for you.
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Information

WOULD YOU KNOW WHAT TO DO?

Would you know what to do if you had ardeath,in your family? Would you know

where to turn for practical help in making the necessary decisions and arrangements?'

Did you know that the average cost of a traditional funeral, without "frills"

in the U.S. is about $1,500.

Do you realize that if, like most people,, you're, unprepared for the economic

facts of death, you could quite easily be pi.etsured into choosing a funeral

that is far more elaborate than you need or want, and.thattis,way beyond your

financial means?

Some people find themselves in financial difficulties for years because they

made hasty and expensive funeral arrangements. A death in the family'is not

only a Aktvefe emotional shock, but it can also be a major expense.

WHAT CAN YOU DO TO KEEP FUNERAL COSTS2WITHIN YOUR FAMILY BUDGET?

Many families pay excessive funeral costs because of:

* ignorance

* inexperience

* fear of what the neighbors might think if they don't

* "high pressure" sales in a dishonest funeral parlor

* a wish to honor the dead

t their inability to cope with money matters and bargalhing at this'time

of grief

Death is an area most of us try to avoid until Ware faced with having_to deal,

with it. The more informed you are NOW, the more able youil be to deal
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realistically with the practical side of such a crisis.

SOME IMPORTANT GUIDELINES TO FOLLOW:

* If no arrangements have been made before the death of your relative,

and if you're in a state of shock, ask the help of the most sensible,

practical and level-headed person you know--it could be a relative outside

the immediate family, a close friend or a fellow worker. Don't,ask someone

who's also in a bad emotional state.

* Ask this person to help you choose a licensed, reasonably-priced,

'sympathetic funeral director who'll help, advise and cooperate with

YOUR wishes and needs, in arranging a funeral. It's a good idea to get

a personal recommenlation.

* If you have been expecting a family death (a relative who's been very

ill for some time, or someone who's very old), then it's a good idea

to visit the funeral director of your choice before, so that you can

fully discuss possible costs and options. You'll be able to think things

over more clearly when you're not in state of emotional upset.

* Many states have burial laws which say that "the bodies after death must

be buried, creMeted, embalmed or placed in a "cooler" within 24 hours."

lach:state has its own set of laws which come under the Department of

Health. The Dept. of Health also inspects funeral homes twice a-year to

make sure that high standards are maintained. In the case of sudden death

or accident, unless the body is embalmed (in which case it could be kept '

for several months before burial) or placed in a cooler, funeral

arrangements have to be made in a hurry to comply with state laws.

In financial terms, it's LESS EXPENSIVE THE SOONER the funeral takes place.

* If a member of your family dies away froM home or in another country

and the body has to be shipped home, find out BOTH rail and air fares

for transportation. Railroads require you to buy 2 tickets, whether the

body is to be accompanied or nod. Find out which way will cost less.

* If the body is to be cremated near the place of death, the .ashes, which

are in A small container, can be mailed home by parcel post or carried

in a suitcase., tN
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* Get some advice from a friend, minister or lawyer BEFORE you give a

mortician permission to remove the body. Once a mortician has custody

of the body it's going to be more difficult to change to another if you

don'c like the services or prices offered. Some large hospitals will

keep a body for a day or so, allowing you time to make arrangements.

* /f your family is going through tough financial times, make it quite

clear to the funeral director from the beginning. If the mortician is

good, he or she will advise you on different possibilities that are

within your price range and won't try to make you feel guilty because

you are economizing.

* If the funeral costs have to be financed by borrowing money until an

estate is settled, find out how much interest you'll have to pay on

the loan.

* If the member of your family who's just died made arrangements for his

or her body to be donated for medical purposes (transplants or medical

teaching or research), do you know what these arrangements are?

(Anyone who's interested in doing this at the time of their death ohould

write to the nearest medical- school and ask for details of how to go

about it.) This does, of course, reduce costs far below those of

traditional funeral procedures.

VISITING THE FUNERAL DIRECTOR

How to decide which options are for you:

* A funeral can be a very important step in coming to terms with the loss

of a loved one. If a death occurs in your family, it's important for

you and your family, both now and for the future, to feel that you made

the right decisions, without pressures, and that the funeral arrangements
-

were carried out to your tastes and to meet your emotional needs. It's

too late afterward.,,

A good funeral director will listen sympathetically to your feelings, suggest

possible options within your price range, and won't try to manipulate you into

ordering lavish, unnecessary "extras." Be FIRM about what you want.

Don't forget that the funeral director is running a business and people can be

250 261



easy to manipulate when they are under emotional stress!

What are the options?

Most funeral parlors can provide a wide variety of possible options, ranging

from the very sifflple to the out-and-out extravagant. During your first discussion

with the director, he or she should get a good idea about your needs and price

range (traditional burial, cremation, simple, elaborate, etc.) and will suggest

various package deals to you.

Don't feel you HAVE to take ALL the options in the package of your.choice--you

don't. What services you don't want should be deducted from the total cost.

Remember to check whether the casket is included in the package--if you choose

to have a burial--often they're not, and they can be costly. They can range

from between $45 for the simplest wooden one to a $3000-plus model of solid bronze.

Make sure you get a list of ALL the services provided in your package deal and

the cost. Go through it item by item to check that you're not ordering anything

you don't want.

Cremations

Cremations are MUCH cheaper than a traditional )urial. They can eliminate the

cost of funeral formalities ranging from hearses to church services. Embalming

iF not required, nor is cemetery space, which is getting more costly.

You may have the choice of a funeral or memorial service, or just the very

simpl,e scattering of the ashes almost anywhere you want. Many people like to

do this in a meaningful spot. (A few states don't allow ashes to be scattered--

you should check.) Cremation costs can run below $100, if you seep it simple,

but dependiog on state laws, rules, regulations and funeral parlor extras, it

could come to a lot more.

Some ways to keep cremation costs down:

* State laws do NOT require a casket for cremation; in fact, some don't

allow crematories to insist on them. You don't actually NEED to buy a

casket unless you want to.
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on't feel you have to buy a special urn to put the ashes in. You can

pro ide your own alternative (which might be a container of sentimental

value) or you can choose to scatter the ashes from the container given

by the crematorium. (You can keep the ashes as long as you like before

scattering them.)

* Don't make costly arrangements for the return of the ashes if the

cremation took place a long way from home. You can send it by parcel

post, or carry it yourself.

Cremations can be kept very simple and still be very meaningful.

The Traditional Burial

The average traditional burial is more expensive and can cost at least $1,500.

For this amount, a funeral parlor will probably provide the following basic

services: * removal of the body to the mortuary

* embalming

* dressing

* cosmetology

* 2 limousines

* hearse

* moderately priced casket

* use of private chapel

* funeral service and burial

There are many more options to choose from which will cost extra.

Funeral Benefits

* All people who are receiving Social Security benefits and all those who

are fully-insured and have worked 18 months out of the past 3 years with

Social Security coverage, are entitled to a death benefit of about $415,

payable in a lump sum. The cheapest possible funeral can be paid for with

about the same amount.

* If the person who has died is a veteran, you can get information about

burial benefits for vets from any VA office or veteran's service organ-

ization. Benefits can be quite substantial.

Pre-financed funerals

Many people are now deciding, in much the same way as in buying life insurance,

making a will co;. choosing a cemetery lot, that they will pre-plan their funeral
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arrangements, and avoid unnecessary stress to family members. If you're interested,

check with your local funeral directors and find one who will make the arrange-

ments in advance. You can pay now, wait until after death. Make sure that the

money is put into a trust which is supervised by the state, and can be taken

out any time you decide to cancel the arrangements.

There are also several societies that enable you to buy funeral services in

advance and at a great savings. Write for details from over 120 such societies

to:

Continental Association of Funeral and Memorial Societies

1828 L Street, N.W.

Washington, D.C. 20036
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Self
Assessment

ANSWER THE QUESTIONS IN THE SPACE PROVIDED.

I. What's the average cost of a traditional funeral, without "extras" in U.S.?

2. List 3 possible reasons why many families pay excess funeral costs.

3. Is it true that most people don't like to think about death and funeral

arrangements until they're forced to?

4. If a death occurred in your family, would it be a good idea to ask someone

outside your immediate family to help you with the funeral arrangements?

If so, what type of person would you ask?

5. What's the best way to find a good funeral director?

6. Which is cheaper, a traditional, )urial or a cremation?
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. 7. What is a pre-financed funeral?

8. Is it true that a good funeral parlor can provide services to suit any

taste, style and pocket?

9. Do you have to take all the services offered in a funeral "package?"

10. Are familias on Social Security allowed funeral benefits? If so, how much

approximately?
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Self Assessment
Answers

1. Approximately $1,500.

2. Any 3 of the following:

* ignorance

* inexperience

* fear of what the neighbors might think

* high-pressure sales in an unscrupulous funeral parlor

* a wish to honor the dead

* inability to cope with financial matters at a time of grief.

3. Yes.

4. Yes. Someone who is sensible, practical and level- headed.

5. By personal recommendation.

6. A cremation.

7. The funeral arrangements are made and sometimes paid for while a person is

still alive.

8. Yes.

9. *Nothose not needed should be deducted from the total cost.

10. Yes. Approximately $415.
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COMPLETE THE FOLLOWING ASSIGNMENTS.

I. Use your own initiative to find out about the burial laws in your state.

2. Call or visit (you get a better impression if you do actually visit) "2

funeral parlors in your community. It's a good idea to make an appoint-

ment before you go.

* Find out what services and "package" deals they oFfer, for both burial

and cremation and how they compare in cost.

* Prepare a lis"' 'f questions before you go, and find out as much as you

can while you're there.
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Post
Assessment

* Following your own visits and research, write a short report to present to

your group, which includes your findings and also your own personal impressions.

* What are your own personal feelings about this topic? Have they changed at

all since working on this module?

* You might like to lead an open discussion with your group. if so, arrange a

time with your Instructor.
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HANDICAPS OF FAMILY MEMBERS--PART I--PHYSICAL HANDICAPS

Goal:

The student will be able to identify

the rights and benefits available to

handicapped people and their families,

and will know where and how to go about

finding the maximum help available within

the local community.

259.

Performance Indicators:

The student will show understanding of

the topic by:

I. Successfully completing a Self
Assessment.

2. Visiting and researching the
local Vocational Rehabilitation
center to find out about the
services they provide for dis-
abled people.

3. Researching the services, pro-
grams, organizations, facilities
and support groups available
within the local community which
help handicapped people.

4. Presenting the findings of the
research and visit to the class.
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Study Guide

rt,

In oter to finish this module, do the following tasks. Check each item off

as yon complete it.

1. Read the Goal and Performance Indicators on the cover of the module.

This will tell you what you will learn by studying the module,. nd

how you will show you've learned it.

2. Study the Information section. This section will give you the informa

tion youJieed to understand the subject.

3. Take the Self Assessment exam. This is a test for you to prove to your-

self that you have learned the material you have studied.. Compare your

answers with the answers on the Self Assessment Answer Sheet, which is

on the page following the Self Assessment. If you scored poorly,

re-study the Infori,iation section or ask your teacher for help.

4. Do the Assignment page. Follow the instructions at the top of the

Assignments page.

5. Take the Post Assessment exam. Give the exam to your teacher after

you have completed it. Your teacher will grade it for you.
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Information

1

\\
INTRODUCTION

\Physically disabled or handicapped people who were born with a physical impair-

ent OR who have a physical limitation as the result of illness or accident,

Injury or age represent the LARGEST, although often hidden, minority group in

6

the world.

In\the U.S. alone,one person in every IG is physically disabled.

Here\are some facts about handicapped people in America that might surprise

confirmwhat you already suspected:

* One in every 10 persons is handicapped--over 12 million Americans

between the ages of 16 and 64 reported that they had permanent

disabilities. Of this age group, these figures represent 10% of

411 men and 8.5% of all women. ,

* Many Americans have long-term disabilities--over 6 million have

been disabled for 5 years or more, while over another 5 million

have been disabled for 10 years or more.

* Disabilities tend to INCREASE with age--while 4.5% of the work-

fotAce between 16 and 24 years is disabled, 12.7% of the workforce

is disabled between the ages of 45 and 54.

* Disabilities which limit work ca abilities are MORE revalent

among racial minorities than among whites.

* A higher proportion of disabled people have NEVER worked (as

opposed to people in the general population)..

--4% of handicapped men between 18 and 64 have never worked,

compared with 2% of the total male population.

--16% of disabled women between 18 and 64 have never worked,

compared with 11% of the total female population.

* Far fewer handicapped people are, employed than in the general pop-

ulation.
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--Approximately 42% Of handicapped adults are employed al. present.

--58% of handicapped mep, compared with approximately 76% of-all

men.

--25% of handicapped women, compared with 42% ofiall women.

* Handicapped workers earn LESS than non-handicapped workers.

Let's look at the word "HANDICAPPED" and-tee what it actually means: The law /

identifies a handicapped person as anyone with a physical or mental disabilit

that substantially impairs or restricts one or more of such major life activities

as walking, seeing, hearingi_speaking, working or learning'. /

Handicapping conditions'include:

* Cancer.

* Cerebral palsy.

* Deafness or hearing impairment.

* Diabetes.

* Epilepsy.

* Heart disease.

* Mental or emotional illness.

* Mental retardation.

* Multiple sclerosis.

* Muscular dystrophy.

* Orthopedic, speech or visual impairment.

* Accidents on or off the job.

O

Alcoholism and drug addiction Are physical or mental impairments that are termed

as handicaps IF they limit one or more of life'-s major activities:

If YOU or your husband or wife unexpectedly became handicapped,

If YOU were the parent or guardianof a disabled child,

If YOU knew a close friend or co-worker who became disabled as a result of

accident or injury:

would YOU know how to cope with all the practical complications

involved, the necessary emotional adjustments; finding and asking

for help and support services within your community, and finding outs

about the legal rights and benefits of the handicapped?
P
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If you ever find yourself in the situation of beino responsible For the care

of a handicapped family member, there's no doubt that you'll need all the

help and support you can get. However well a handicapped person is assimilated

(accepted) into family life, the fact of his or her disability, especially if

it's a serious one, can create physical and emotional strains on all the family

members. One very'prntical way to minimize possible ;tress is to become WELL

INFORMED about all the rights and benefits available to handicapped people; the

aids available to make the handicapped person's life c:asier, more productive.

and'indepcmdent, and the various organizations, agencies, and support groups

within the 'ocal community. Many people who have responsibility for a disabled

family member are not aw-e of how to get help.

ti

WHAT ARE THE RIGHTS OF A HMNDICAPPED PERSON? .

A physically or mentally eisabled person has exactly the same rights as anyone

elseto:

* Employment.

*
A Education.

'*)Health care.

* Senior citizen activities.

* Welfare.'

* Social and. Rehabilitation.Services.

* And any other public or private service that U.S. dollars help to

support. '
4.

If the disabled person-is qualiffied for a job, college, welfare, or other acti-

vity or service, the disability DOES NOT count. That's the LAW! Remember: .The

rights of disabled people are protected by Section 504 of the Rehabilitation Mt

of 1973--if their employer, school, college; hospital or other service provider

receives federal help in terms of money, services or property.

The Right to Employment.

A disabled job applicant or employee should receive exactly the SAME treatment

as the non-handic q.lned applicant or employee. Ability, experience and training

should be considered, NOT the disability (unless the disability prevents the

applicant or employee from doing an adequate job). An employer who receives

federal help is not allowed to discriminate in:

* Recruitment, advertising or procr sing of applications for employment.
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(A handicapped person can't be required to take a medical examination before

a job is offered, but an examination might be required after the job is offered,

if the examination is required of other applicants. This attempts to prevent

diScriminatiOn against people with such hidden disabilities as heart disease

and epilepsy, that would be revealed in a physical exam. It also prevents

employers from requiring an examination for handicapped job applicants only,

which was a common practice in the past--then denying them a job because they

failed the examination.)

* Hiring, promotion or demotion, transfer, layoff_or_re-hiring,_ _

* Job assignments or career ladders.

* Leaves of absence, sick leaves, training programs and other fringe benefits.

Once hired, an employer is required to take reasonable steps to accomodate

the disabilities of an employee, unless they wo.ild cause the employer undue

hardship. This could mean:

* Supplying a reader if the employee was blind and the job included paperwork.

* Adequate workspace and good access if the employee uses a wheelchair.

* Minor adjustments in work hours if daily visits to a clinic are necessary.

But, by far the most important influence on the-hiring of handicapped workers

is the INCENTIVES given by the government in the form of wage subsidies and

tax credits to those employers who take on disabled employees. Federal govern-

ment and its agencies should take affirmative action to employ and promote dis-

abled people. In fact, th:s does affect about 2 million companies and institu-

tions that employ more than 1/3 of this country's work force.

The Rehabilitation Act of 1973 established rights for disabled workers and also

set in motion the legal machinery which enables those UNJUSTLY treated to file

official complaints with the Department of Labor, under Section 503, or with

the Department of Health, Education and Welfare, under Section 504. (Job dis-

crimination charges have already been filed by disabled workers against such

companies as General Motors, R.C.A., U.S. Steel and International Business

Machines.)

Employers are slowly beginning to realize that it's to their ADVANTAGE to hire

people with disabilities. Surveys done by the U.S. Department of Labor show

that disabled workers actually have a BETTER safety record than the average
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able-bodied worker exposed to the same hazards. records for attendance, job

stability and attitude, as well as performance rate for disabled workers is

EXCELLENT.

The Right to Education.

Any disabled young person or adult should have the SAME rights as an.yone else

to go to college, enroll in a iob-training or adult post-high school basic

education program. Applications should be considered on the basis of academic

and school records ONLY and should NOT be discriminated against because of a

disability.

A training program or college should NOT:

* Require a pre-admission test to be taken that doesn't make special

provisions for the applicant's disability (e.g.,blindness or deafness).

* Limit the number of handicapped students admitted.

* Inquire about any disability before admitting a student, unless the

motives are constructive and helpful, and the student wants to vol-

unteer the information.

In order to accomodate disabled students colleges may have to:

* Extend the time allowed for a student to earn a degree or substitute

one elective course for another.

* Modify teaching methods and examinations so a handicapped student can

fully participate in the program.

* Provide braille books or other aids if they're not available from

other sources.

These regulations apply to all public and private educational institutions that

receive government health, education and welfare assistance.

The Handicapped Child's Right to Education..

Every state and local school district MUST provide an appropriate elementary

and secondary education for every physically and mentally disabled child, no

matter which of the following education settings is chosen by the parents and

the school district as being the best for the child:

* A regular public school classroom.

* A special education public school program.
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* A residential school, if the public school doesn't have a suitable

program.

* An appropriate education in a hospital, if the child is receiving

long-term care.

The public school district MUST provide an education for cJch and every handi-

capped child, REGARDLESS of the severity of the hanjicap.

The "Education for ALL Handicapped Children Act" gives even more specific pro-

tection:

* The school district must develop, w-4..1 the consent bf the parents, an

individualized education program for each handicapped child and give

the parents IN WRITING:

1. A statement of learning goals it will try to help the child reach.

2. A list of special aids which will be provided.

3. A schedule to periodically review the child's progress and make

any necessary revisions in the program.

4. An explanation of the parents' rights, which includes the right

to written notice from the school of any proposed changes in the

program.

The Right to Health Care.

Disabled people are entitled to ALL medical services and medically-related

instruction available to the general public. Hospitals which are helped by

federal funds MUST take steps to accomodate those people with disabilities.

Some examples are:

* Provide adequate access.

* Provide an emergency room interpreter or make other satisfactory pro-

visions for deaf patients.

* Treat the physical injury of someone under the influence of drugs or

alcohol.

* Admit disabled people to classes on natural child-birth, anti-smoking

or other public service programs.

Medicaid physicians must:

* Have an office which is physically accessible.
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* Treat their handicapped patients in hospitals and in their home, or

if this is not possible,

* Refer the patient to a physician whose office IS more convenient and

accessible, after discussion with the'patient.

The Right to Social and Rehabilitation Services.

Handicapped people have the RIGHT to take part in vocational rehabilitation,

senior citizen activities, day care (for the disabled child) and any other

social service programs offered locally.

They MAY NOT:

* Be denied admission because they're in a wheelchair and need access

to classrooms, buses or recreation areas.

* Be excluded from vocational training because they.are blind, mentally

retarded or paralyzed and may need, more training for paid employment

than other students .with disabilities.

Rehabilitation.

The 1973 Rehabilitation Act is perhaps the greatest legislative breakthrough

for people with disabilities ANYWHERE. Offices of Vocational Rehabilitdoon

have been established all over the country to serve all the legitimate needs

of clients, but the extent and quality of rehabilitation does vary from state

to state.

In some states, rehabilitation centers now offer a range of services and include

medical care and physical therapy, social and psychological counseling, aptitude

testing and higher education referral. Some offer vocational evaluation and

training, the provision of necessary tools, uniforms, equipment or licenses, job

placement and follow-up after employment.

The services may even extend to help and counseling for other family members and

having considerable modifications made at places of work at NO cost to the em-

ployer. A local Office of Vocational Rehabilitation is the best place to get

further information about training, education and financing to meet the needs of

someone in YOUR family.

Who is eligible for rehabilitation?
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Someone must have a physical or mental disability, which is a substantial

HANDICAP in finding or keeping employment, or to function homemaker;

BUT, eligibility has been severely restricted,and people over 55, the institu-

tionalized, the severely disabled, the multi handicapped and those people with

rapidly progressive diseases have been EXCLUDED. So too, have the homebound,

except in cases where rehabilitation would free another member of the family

for employment.

Despite all the generally good and comprehensive rehabilitation services, the

system has been-the-target for -critizIW-bn 2 grounds:

* The bureaucratic administration.

* The tendency toward early placement in employment without due regard

for the individual's career potential.

It has been estimated that for every $1,004 invested in rehabilitation,

the economy is reimbursed by $9,000. This return is made by taxes paid by the

rehabilitated people at work, the elimination Of welfare payment and the newly

acquired purchasing power of these consumers.

Other Rights.

* The right to be considered for employment or service by federal contractors.

Firms doing $2500 business per year 4ith the U.S. Government MUST take affirma-

tive action to hire and promote disabled people. Any disabled person who believes

his or her rights have been violated should file a complaint within 120*days of

the violation with:

Veterans and Handicapped*Division

Office of Federal Contract Appliance Programs

Washington, D.C. 20201

* The right of access to federal and federally-financed buildings.

Disabled people SHOULD have access to ALL buildings wined, occupied or financed

by the U.S. Government. Any complaints should go to:

Architectural and Transportation Barriers Compliance Board

Washington D.C. 20201



WHAT ARE THE SOCIAL SECURITY BENEFITS AVAILABLE TO DISABLED PEOPLE?

Anyone who has a disability or handicap that keeps him or her from working for

one year or more might be eligible for Social Security benefits.

When is someone considered "DISABLED" as far as Social Security is concerned?

Anyone who is a worker or who was handicapped from birth or in childhood is

considered disabled if there are physical or mental conditions which:

* Prevent them from doing any "substantial, gainful work."

* Are expected to last, or have lasted, for at least 12 months, or are

expected to reUTt--in dea tb.

If somone meets these conditions, he or she may be able to get payments, even

if an eventual recovery is expected.

If someone close to YOU is disabled or handicapped, make a point of detting

the following pamphlets; they're available at your local Social Security Office:

1. Disabled? Find out about Social Security Disability benefits.

HEW Publication no. (SSA) 76-10068.

2. If You Become Disabled.

HEM Publication no. (SSA) 77-10029.

They'll provide you with ESSENTIAL information, which is easy to read and under-

stand, and they discuss the following areas' and many more:

* Who qualifies for cash benefits?

* How much are the benefits?

* When payments begin.

* When you should go to apply.

* What medical evidence is needed?

* Who makes all the decisions?

* Medicare for disabled people.

* Dependents of disabled workers.

HOW TO FIND HELP FOR HANDICAPPED PEOPLE IN YOUR LOCAL COMMUNITY

Contact your local Direction Service--you'll find the number in the Yellow

Pages, under Social Service Organizations. They offer information for handi-

capped people and their families. They help families in short- and long-term

planning, identification of specific needy and they act as a referral agency.
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They have information about ALL the support groups, programs, organizations

and facilities for the handicapped, not only locally, but in your state and even

on a national level. They usually have a library of books which can be borrowed.

TI Ay also offer free literature about all areas of disabilities.

You'll be learning and finding out more about the services offered in YOUR

local community when you do the Assignments.

There are at least 2 ways in which people with a disability can make their lives

--ea-s-iar-,happ-ier-amd-more -produc-t-iv .

* With the use of suitable aids.

* By their attitude.

Aids.

A wide variety of helpful aids are now available that cover almost every area

and activity of daily life, ranging from very expensive equipment to the simple

gadgets in mail order catalogs. Aids can save time and conserve energy, increase

mobility and extend the ability to communicate.

The relatively new field of bio-medical engineering uses the knowledge-gained

in space technolcm and applies it to problems of 'disability (e.g.,a heart pace-

maker that has a rechargeable battery which doesn't require surgical replacement,

and a wheelchair that moves in response to a voice-activated mini-computer).

Many aids are readily available, standard, inexpensive and easy to use, while

some ure tailor-made for the individual and obviously cost much more.

Some handicapped people create ingenious ways to solve practical problems and

create their own aids. It takes imagination, knowledge and sometimes help

frcm others, but the efforts are always worthwhile. Your local library will

have on file, or be able to get for you, copies of the many news. letters and

magazines published by disabled people themselves, or by organizations working

on their behalf.

You might look in the Yellow Pages of the phone book for the name of the SPECIFIC

handicap you are interested in, because they often publish valuable bookletS

which illustrate aids and tell you how and where to get them.
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Remember -- whatever aid is used must IMPROVE, not worsen, the disability. Costly
investments (caradaptations,ramps, wheelchairs) need more consideration. Shop
around and try to get some expert advice from people you know and trust. Try
the equipment before you buy, or use it on a trial basis. Some aids can be
paid for by the, government. Find our by contacting your local Vocational
Rehabilitation Center, or your local office of your county Direction Service.

Attitudes.

The extent to which people are handicapped by their disability can depend greatly
on their attitude.

5urveysilave-shown tlI4t-many-people-With severe limitations
don't consider themselves to be particularly handicapped, while others, whose
disabilities are relatively minor, think of themselves as severly handicapped.
Sometimes, a person's VIEW of his or her disability is MORE handicapping than
the disability itself.

If.you are close to someone who has a disability, watch out for these common
attitudes:

* Some people feel they have to "make up" for being disabled by driving
themselves relentlessly, often trying to do far more than they can,
and feel angry, bitter and resentful when they fail. They won't
accept their limitations and have difficulty in appreciating their
abilities and achievements.

* Some people with disabilities avoid others with similar problems, not
wanting to be identified as "one of them," and can miss out on valuable
communication which could be helpful and stimulating.

* Others choose to remain apart from people without disabilities by choice;
they are afraid to integrate and they cling to other disabled people for
moral support. They create an unnecessary barrier between themselves
and the rest of society.

These attitudes can be self-defeating. It can be difficult for a person with
a disability to strike a good balance between being too dependent and too inde-
pendent. This can be very difficult and trying for relatives and friends who
are trying to help.

If you have someone in YOUR family who is handicapped, encourage him or her to
let you know about the needs and feelings he or she has. Stresses differ froi
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family to family and depend a lot on the extent of the disability, but a family

can deal with all the possible problems and tensions BETTER if they are acknow-

ledged and openly discussed.
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INDIVIDUALIZED LEARNING SYSTEMS

Self
Assessment

Answer the following qUestions in the spaces provided.

I. What percentage of Americans is handicapped?

2. List 4 of the RIGHTS of handicapped people.
t

3. Circle the RIGHT answer:

Surveys done by the U.S. Department of Labor show that handicapped people's

records for safety, attendance, job stability, attitude and performance are':

excellent good poor very poor

4. Circle the CORRECT answer:

Is an employer allowed to insist that a medical examination be taken by a

disabled job applicant before a job is offered?

no sometimes yes

5. Underline the CORRECT answer:

Every state and local, school district must:

a. provide an appropriate education for handicapped children IF there are

appropriate facilites available

b. provide an appropriate education for every handicapped child, regardless

of the severity of the handicap

c. provide an appropriate education for those handicapped children whose -

handicap is not SO severe that it would prevent them from benefitting ,
from the education
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'6. List 5 types of services that MAY be offered by Vocational Rehabilitation

Centers.

7. For every $1,000 invested in rehabilitation, by how much is the economy

reimbursed?

8. List 2 very common attitudes wt:ch can be self-defeating for handicapped

people.

9. Federally-funded hospitals MUST take steps to accomodate people withith dis-

abilities. List 2 of these.

10. List 2 important ways in which you could help if you had a handicapped

person in YOUR family.
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Self Assessment
Answers

1111111

10% tor 1 iliTIO)

2. Any 4'of the following:

* employment

* education

* health care

* senior citizen.activities

* social and rehabilitation services

* welfare

. excellent

4. nc

5. Provide an appropriate education for every handicapped child, regardless

of the severity of-the handicap. .° !

6. Any 5 of the Following:

* medical care

* physical therapy

*-* social and'Osychological counseling

* aptitude testing

* higher education referral

vocational evaluation

* vocational training

* provision of tools, uniforms, equipment"; licenses if needed

* job placement

* after employment follow-up

* counseling-for family members

* havin modifications made at the work lace at no cost to the empluer

/
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7. $9;000

.,. ,

8.. Any 2 of the falowing4

* some people feel they have to "make up " for being cki,sabled nd drive

themselves relentles§ly, trying to do more than they can, and end up

feeling bitter, angry and resentful

* some people with disabilities avoid others with similar problems, not

Wanting to be identified as "one of'them"

* some peoply'cling to others who are handicapped. and don't want to inte-

grate into society

9. Any 2 of the following, Plus any others you may know about:

* hospitals must provide easy access

* provide an emergency room interpreter or make other satisfactory pro-

visions for deaf patients

* they must trelat the physical injury of someone who is under the influence' .4\

of drugs or alcohol

i* admit disabled people to classes on natual childbirth, anti-smoking clinics

or other public Service programs

10. You should get very well-informed about the rights, benefits and facilities

'available to kelp handicapped people, and try to encourage open and honest

communication Lithin the family, so that the handicapped member feelS tom-

fdrtable about letting you know of his or her needs and feelings.
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INDIVIDUALI2P0 LEARNING SYSTEMS

A ignment

er

COMPLETE THE FOLLOWING ASSIGNMENTS.

I. Contact your local Vocational Rehabilitation center and arrange to Make

a visiq Talk with the people who work there and find out exactly what

serviclel they provide, how many people they help each year, what percentage

of peotle get work after training, the type of work they get, etc. Make

a list af questions to ask before yo go.

What impression do you get about their attitude toward the handicapped

people they are working with? Is it positive, negative, condescending?

If you can, talk to as many handicapped people as possible and try to find

out about their attitudes toward their lives and their future job prospects.

Ask them what sort of work they hope to do.

Service office. Talk with the people who work there and find out as much

families, within your local community. Call or visit your local DireCtion

information as you can.,

2. Use your own initiative to find out what programs, organizations, support

groups and facilitigs are available to help handicapped people and their
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INDIVIDUALIZED LEARNING SYSTEMS

Post
Assessment

YOU CAN CHOOSE TO DO EITHER OF THE FOLLOWING:

1. Make a written report of your visit to the Vocational Rehabilitation center,

and arrange with your Instructor for a convenient time when you can present

your findings to the class.

2. Make a written report of your 'research into help available for handicapped

people in your community, and arrange with your Instructor for a convenient

time when you can present your findings to the class.
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HANDICAPS OF FAMILY MEMBERS--MENTAL HANDICAPS (MENTAL RETARDATION)

........

Goal:
The student will be able to identify

the causes, feelings and problems

involved in having a mentally retarded

family member and will learn how to
,

cope with the situation and find the

best help available in the community.

279

Performance Indicators:
The student will show understanding of

the-topic by:

1. Successfully completing a Self
Assessment.

2. Researching the services available
to mentally retarded people and
their families within the local
community.

or

Visiting a local educational
facility for mentally Tetarded
children or adults, or talking
with the parents of a mentally
retarded child.

3. Completing a Post Assessment which
involves a written report about
either the research or the visit,
presenting the findings to class.
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INDIVIDUALIZED LEARNING SYSTEMS

Study Guide
In order to finish this module, do the following tasks. Check each item off

as you complete it.

1. Read the Goal and Performance Indicators on the cover of the module.

This will tell you what you will learn by studying the.module, and

how you will show you've learned it.

2. Study the Information section. This section will give you the informa-

tion you need to understand the subject.

3. Take the Self Assessment exam. This is a test for you to prove to your-

self that you have learned the material you have studied. Compare your

answers with the answers on the Self Assessment Answer Sheet, which is

on the page following the Self Assessment. If you scored poorly,

re-study the Information section or ask your teacher for help.

4. Do the Assignment page. Follow the instructions at the top of the

Assignment page.

5. Take the Post Assessment exam. Give the exam to your teacher after

you have completed it. Your teacher will grade it for you.
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INDIVIDUALIZED LEARNING SYSTEMS

Information

INTRODUCTION

Mental handicaps fall into 2 distinct areas:

1. Mental illness.

2. Mental retardation.

Mese two conditions are quite difterent, although most people aren't clear

about what these differences are.

Mental illness--.* which is sometimes referred to as "emotional problems," is

often temporary and can strike at any time in your life.

* can be treated and often cured.

Mental retardation-- * is present from birth or early childhood.

* can be helped by medical treatment, special education,

training, rehabilitation and proper care, but it cannot

be "cured."

People who are mentally retarded are slow and limited in their ability to learn

and are generally socially immature. Some are further handicapped by emotional

and-physical disabilities.

In this module we'll be dealing with the problems of MENTAL RETARDATION only.

If you're more interested in mental illness, refer to the module MENTAL HANDI-

CAPS--"MENTAL ILLNESS."

How many mentally retarded people are there in the U.S.?

About 6 million people, or 3% of the population are mentally retarded. Of this

6 million:

5,340,000 are MILDLY retarded with an I.Q. of 52-67.

360,000.are MODERATELY retarded with an I.Q. of 36-51.
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210,000 are SEVERELY retarded with an I.Q. of 20-35.

90,000 are PROFOUNDLY retarded with an I.Q. of 0-20.

Usually, those people with an I.Q. over 50 can be educated fora relatively

independent life, while those whose intellectual capacity and social maturity

class them as "severely" or "profoundly" retarded usually need a more "sheltered"

environment.

The more seriously retarded people often have physical as well as mental handi-

caps, and their retardation is due to biological rather than deprivation causes.

However, ALL but a small proportion can gain some degree of independence IF

they're given enough help and quality care, encouragement and understanding.

What are some of the CAUSES of retardation?

There are over a hundred causes which are already known to doctors. Some of

these are:

* genetic and chemical abnormalities

* injuries at birth

* damage to the central nervous system

* viruses and diseases

* brain injury from an accident in childhood

Premature babies are especially vulnerable, so aee babies born to women who

are over 35.' It's vitally important that retardation is recognized as early

as possib1e so that treatment and proper care can begin at once. Studies show

that about 50% of our intellectual' development takes place before we're 4 years

old, and another 30% between 4 and 8 years.

To a very LARGE extent, our intellectual ability is laid down for us from the

time we're conceived through to our early childhood. This is the MOST important

period in our lives for LEARNING and ifsomething goes wrong, either through

human neglect, an error of nature, or an environment which doesn't provide

opportunities for healthy emotional and mental growth, the result can often be

RETARDATION.

What "types" of families have retarded children?

Families from ALL walks of life--ALL income levels--ALL social backgrounds have

mentally retarded children, but by far the larggst number are born to parents

who are very POOR.
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The type of retardation that's a result of social or cultural deprivation often

isn't even detected until the child goes to school. This is called "mild"

retardation. When recognized, these children CAN improve their learning and

social ability, but achievement often falls off if there isn't regular "follow-

up" and encouragement. If these children aren't recognized early as having

problems and followed-up, their I.Q. can drop evpi lower as they grow up. Often-
-

these children who have a had a "deprived" background at home fall into a cycle

of failure at school, which limits their ability to learn. They can end up as

drop-outs at 15 or 16. Then they face the future with no skills and too often

a social problem, as well.

Is mental retardation hereditary?

Yes, sometimes, but not always. There can be a deficiency in the genes or

chromosomes of the parents which can cause the problem.

Are there any TESTS which can detect retardation?

Yes, there are. Many states require that screening tests be carried out on

babies soon after birth to detect any abnormalities which could result in

retardation. In these cases treatment can sometimes prevent the retardation

from getting any worse.

As the baby grows, even while he or she is still very young, tests can be made

and measured for sensory and motor development and perception. Later on, the

"Intelligence" Or I.Q. tests are given. If the I.Q. test is considered along

with ether test results, it can be an important factor in determining a child's

potential for learning.

According to I.Q. testing, the degree of retardation is measured as folloNs:

Mild I.Q. of 52-67.

Moderate I.Q. of 36-51.

Severe I.Q. of 20-35.

Profound I.Q. of less than 20.

If an I.Q. of'100 is considered normal for the average person, then an I.Q. of

40 indicates that the person being tested shows a potential for learning and

performance of 40% of normal. Tests can never be totally accurate, but they

can be useful for giving a good indication t;Iat there's a possibility of retar-

dation if the scores are low. All tests must be given with great cP.,e so that
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a child isn't mistakenly diagnosed as "retarded," when in fact the learning

difficulty has to do with problems of deafness, poor eyesight, etc.

What do the different DEGREES of retardation mean?

There are 4 degrees of retardation, which are:-

1. MILD --Development is slow. Children can be educated, within limits.

Adults, if they have training, can work in competitivr:' employ-

ment and can live independent lives.

2. MODERATE--Development is slow, but children can learn to take care of them-

selves.

3. Severe --Language, speech and motor development are retarded. the person

is not completely dependent--often, but not always, physically

handicapped.

4. PROFOUND--Need constant care and supervision for survival. Severe diffi-

culties with physical coordination and sensory development. Often

physically handicapped.

If you're the parent of a retarded child, or have a mentally retarded member

in your family.

Coping as,a family: Dealing with and facing up to the reality of the situation

can be traumatic! Having a mentally handicapped child can create both emotional

and physical strains on everyone in the family--especially the mother:who

usually has the major responsibility 'or care.

If a great deal of physical care is needed, your fatigue can start to affect

everyone. Taking the child to the doctor and just dealing with everyday routine

can be very time-consuming. Concern for your chiles future can be a constant

worry.

An obvious strain which affects the whole family can be a financial one. A

recent study done in New York of families with handicapped children showed

that during the first year of the handicap, more than 1/4 of these families

went into debt. All of them found it necessary to cut financial corners--many

fathers had to take on second jobs and many mothers gave up their jobs to stay

at home to care for their child, a move which wouldn't have been taken had

their child been "normal." This was despite the fact that 2/3 of these families

were receiving financial help in meeting the cost of the handicap. The study

also showed that about 1/3 of the mothers questioned said they experienced
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serious physical and emotional strain becailse of all the care their child

411
required.

Probably even more of a strain on family life is the amount of.time.and energy

the child's disability can demand, particularly of the child's mother, who is

likely to be with him or her most. A mentally retarded child may take a' long

time to perform the simplest task, the child who is also physically handicapped

may require frequent lifting and attention. Without a lot of patience and moral

support from the rest of the family, the situation could be difficult to deal

with, even with the best will ifi the world.

Even though all of the time, care and attention given to a retarded child may

seem routine to you as a parent, don't forget that any other children you have

may begin to resent what they see as too much attention. Discussing these

feelings openly within your family can stop resentments from buildig up.

It makes good sense to talk about a more equal distribution of the daily chores

around the house, trying to involve the whole family in sharing the added respon-

sibilities. Try to adjust your routine so that both you and your spouse get

some free time alone and together. This is very important!

Many parents find it very difficult to discipline their retarded child, perhaps

because of guilty feelings because his or her life seems to be limited. But,

this isn't a realistic approach to prepare your child for the disciplines of

life outside the family. Your child will need to have limits set at home, just

like any other children you mary have. All children need to grow up with respect

for parental authority, and making reasonable rules and iseeing that they're kept

is essential for your child's development.

Don't hide your child away from the world. It's important that your child learn;

to accept and cope with unavoidable stares and questions as he or she grows ti.

Let your child mix with other children as soon as possible. Children are Openly

curious about anything "different," but are also accepting once the difference

has been explained.

Don't do everything for your child, or he or she will never learn to do it alone.
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Allow your child to lead as normal a life as possible, encourage him or her tc'

explore, experiment, attempt new tasks with your positive response and praise.

Try very hard to think positively..' Concentrate on the things your child CAN

do rather than those which he or she can't. No-atter what the disability,

there'll be some positive aspect to his or her life and personality. Try to

encourage every potential. The momerIthere are signs that the ,pre'ssures are

too great on either parents or on another child it's a good idea to get profes-

sional counseling through your doctor or Social Services, Mental Health Division.

How, does it FEEL to be told you have a retarded child?

Most parents who have experienced this trauma suffer with very similar feelings

and emotions. However minor or severe yOur child's disability, the EMOTIONAL

SHOCK of discovery is quite DEVASTATING. Thefuture can look very bleak, parti-

cularly in our society, which places so much importance on physical perfection

and mental achievement.

What job, if any, will your child be; able to do?

Will he or she ever be independent?

How will.he or she respond to teasing from other children?

There is enormous disappointment and worry..

Professionals who deal with parents in this situation believe that there tend

to be 3 stages toward emotional acceptance, which are in many ways similar to

coming to terms with the loss of a loved one. They are:

I. Emotional shock and confusion (also possible denial) during the early

stages.

Many parents just don't want to hear what the doctors are telling them, and

they don't. Many parents say, looking back, that they can't remember a word of

what the doctor actually told them, so many parents are ignorant at first of

the actuaj condition of their childiNthe treatment and possible outcome, which

makes them feel even more confused.

Loving parents often feel very GUILTY, which has no basis in reality. What

did we do wrong?* Are we being punished? Guilt also arises because the parents

lack understanding of their child's condition and its cause. When they come to
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realize that it happened by chance; and they're given realistic guidance and

support, their feelings of gujjt may be lessened.

2. Hostility toward doctors, relatives, friends and worst.Of all--toward

eachOther..

Most parents will experience bouts of anger.and despair when th)y're not able 1
to solve their inner anxieties.. Struggling With acceptance apd the,fatigue .
of daily life can take a toll, and often.professiolal he*is needed to help

parents' express their feelings of love, 9uilt,anger, and exhaustion and

gradually accept the situation.

3. Acceptance and an abi,lity to cope.

This'is the time when parents start to beable,to look to the future without

fear. The expectations they have for their child are modified and they turn

their energy toward finding the best care, education and resources available.

Most parents DO cope successfully with their retarded children. It seems that

those who cope best don't believe that they are responsible for their child's

Handicap, are open about their child's disability with each other, with their

family, friends and co-workers and with their doctors, and have good family

relationships. These parents seem to have attitudes of realistic hopefulness.

Where can you get help?

If you have a mentally retarded child or other member of your family, make a

point of finding out about ALL the available sources of help within your local

community and in your state. Quality help will not only make your life easier,.

but also'should help to enrich their life and improve their possibilities for

the future.

Community services can often ELIMINATE the need for long-term residential care.

Services offered DO vary in availability and quality from state to state and

community to communityand might include:

* early childhood education facilities'

* diagnostic and evalitation clinics

* daycare centers

* special tutoring

* quality "special" education

* summer camps and recreational facilities
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* training and enrichment programs

* group living in community homes

* sheltered workshops

* employment opportunities

* guardianship arrangements for older retarded people

Also, sheltered homes or part-time residential care can serve a useful purpose

in giving temporary relief to parents of a retarded chid who lives at home, and
. .

parent counseling services can be very helpfukesyecially during a crisis--when

-athe condition is discovered,t,the keginwing orsctiool, during adolescence,

when the parents are too oldtolook. after their retarded child:
)

)
.

AL! THESE SERVICES OFFER-AN.ALTSRNATIVE,X6'POTTING RETARDED PEOPLE IN INSTITUTIONS,

tt can be used as part of tie programiof°residential facilitiesx, If YOU need
e)..

help' for a family member, detaili on eligibilityrequirements and services pro-
. -

vjded can be obtaihed-by calling your local _Social Service Organization dealing .

with the Mentally Retarded, or by calling your.Direction Service who can refer
,

you to all ,the available resources of help,on a national, state, county and 46

local level.

GET INFORMED--THEN YOU'LL BE IN A POSITION TO TAKE,ADVANTAGE OF THE BEST RESOURCES

FOR THE NEEDS OF YOUR FAMILY MEMBER.

What is residential care like?

More than 175,000 Americans live in residential institutions for retarded people.

These institutions vary ENORMOUSLY in the quality of care they give and the ser- .

vices they provide.

At BEST, residential facilities are excellent, offering good programs in special

education and training, medical care, therapy and recreation--sometimes along

with community activities and services.

At WORST, they can offer little more than the basics necessary for survival,

and be overcrowded and uninviting.
,

The majority of residential care facilities fall somewhere in between the two.
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The very best type of residential care proves to be that which most resembles

family life--small group units, each with "parents" to look after the residents

and professional help as a resource when needed.

In recent years, helped by research and improved training methods it's now:

accepted that nearly all retarded people who used to be "locked away' ashope-

less cases can be TRAINED to care for their own basic needs--feeding themselves,

dressing and going to the bathroom. Many people who used to be labeled as "hope-

less" can now make home visits and even live in group homes.

If someone in your family needs residential care for a period of time, visit ti

home or institution beforehand if you possibly can and ask yourself, "Would I

like to live here myself?" If you definitely wouldn't, don't be bullied or per-

suaded by your doctor if you don't feel happy with the situation. Find out if

there's an affordable alternative and check it out. Depending on your family

member's eligibility for state help plus any medical insurance he or she may

have, you'll bp in a position to choose.

SSI for Retarded People.

The Supplemental Security Income program (SSI) can provide one avenue of finan-

cial help for retarded people. This federal program-makes monthly payments in

cash to disabled people who don't own much in the way of property la home doesn't

count) or other assests and who don't have much income. A severely retarded

person might be eligible for payments. It makes no difference how young a person

is--children as well as adults can receive SSI payments as disabled persons.

What are the special needs of retarded people?

Retarded people grow up whether they are cared for at home or live in residential

care. They have many of exactly the same needs as all of us, althougr often to

a different degree (that is, growing adolescents need to cut parental ties and

this goes for retarded adolescents as well). Community group homes can provide

exactly this opportunity, Aile still offering adequate supervision and protec-

tion.

Retarded people need close personal ties, not only within the family, but also

outside. Tney need friends and like to "belong" to a group, for both social and

recreational needs. It's also important for retarded adults to have the possi-

bility of a job to go to, and their own money to earn and manage. The communicy
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can and does provide these opportunities to varying degrees--at a cost of

410
half a billion dollars to the taxpayer.

What about."special education"?

Classes for retarded children are offered in every state and are growing in

number, but many more are desperately needed.

Statistics show that not more than 60% of all retarded children in any state

are being provided with special education.

GOOD special education tries to encourage independence and productive living,

so that the student can eventually do useful, satisfying work along with pre-

paration for being able to use the public transport system, handle money and

get along with other people reasonably well. ,

o

Many schools encourage retarded children to integrate with others in the regular

school program for such subjects as music, art, physical education and home

economics. But being "accepted" by other children means more than just letting

them attend the same classes, it means good attitudes and careful planning by

school officials and teachers. Schools that are able to provide retarded child-

ren with individual programs, allowing them to progress at their own pace, report

a high success rate.

What are the chances of rehabilitation?

GOOD rehabilitation programs provide training in job skills, as well as training

for independent or,semi-independent living. Sometimes, training can be an exten-

sion of a special education program which encourages working toward independence.
Q

In others, rehabilitation programs enable long-term residents of institutions to

move into the community and take jobs.

Cooperation and good coordination between special education, vocational training,

rehabilitatiOn,community living homes and employers is ESSENTIAL.

Employers' needs: * preparation for the kinds of supervision retarded

workers require .

* patience and understanding

Retarded workers can be reliable, punctual and contented workers, and can be

quite happy doing the type of work that has a high turnover rate among more

skilled employees. Recently, job placement and success for retarded workers has

been VERY ENCOURAGING!
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Self
Assessment

LISTED BELOW ARE SEVERAL STATEMENTS. IF THE STATEMENT IS TRUE, PLACE A "T"

IN THE BLANK PROVIDED. IF THE STATEMENT IS FALSE, PLACE AN "F" IN ME BLANK.

1. Mental illness and mental retardation are very similar conditions.

2. Mental retardation can be helped by medical treatment. special educa-

tion, training, rehabilitation and good care, but it cannot be "cured."

3. About60 million people in America are mentally retarded.

4. The majority of mentally retarded people are "severely" retarded.

5. It's important to recognize signs of retardation as early as possible,

so that proper care and treatment can begin immediately.

6. Mental retardation is sometimes hereditary.

7. Mildly retarded children often don't have their handicap recognized

until they start school.

8. Most parents take the news of their child's retardation with remarkable

calm and acceptance.

/,

9. Many parents find it difficult to discipline their retarded child.

10. Residential care for the mentally retarded in America is of very high

411
quality.
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11. The best residential care resembles family life-- living in small groups

11,
each with a "parent" to look after the residents.

12. The vast majority of residents in institutions for the mentally retarder

cannot be trained to care for their own basic needs (e.g.,feeding, dress-

ing).

13. Retarded people have basically the same needs as all of us, although

often to a different decree.

14. There are enough "special education" classes to meet the needs of

retarded people in this country.

15. Retarded workers play an important role by working happily and reliably,

doing the types of jobs that have a high turnover rate with more skilled

employees.

e
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Self Assessment
Answers

1. F

2. T

3. F

4. F

5. T

6. T

7. T

S. F

9. T

10. F

11. T

12 F

13. T

14. F

15. T

4'
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Assignment

COMPLETE ONE OF THE FOLLOWING ASSIGNMENTS.

1. Using your own initiative and using the leads given in the Information

section, research the services, educational and rehabilitation facilities

offered for retarded people and their families Within-your-own local cont.

munity.

2. Plan to visit your local Social Service organization and gather as much

information and literature as you can.

3. Talk with the people who work there and get their feelings about re types

and quality of services offered. Are the services adequate? What about

people who live way out of town, what happens to them? What percentage

of children are taken care of at home? Make up a list of questions you'd

be interested in asking before your visit.

or

If you know someone who can introduce you to any one of the following in your

community, plan to visit:

* the family of a retarded child who would be willing to share their

experiences with you

* a daycare center for retarded children

* a community home

* a rehabilitation center
0,

* a "special" school -

.1,

Make a list of questions before your visit and talk to as many people as you can

while you're there. What are your impressions of the retarded people--do they
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seem happy and involved? What's your impression of the people who are working

with them--are they patient, kind and encouraging?

\.,
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INDIVIDUALIZED LEARNING SYSTEMS

Post
A t

Write a written report (at least 1/2 page) about EITHER your research into locq

services for the mentally retarded or your visit to the mentally retarded center

of your choice. Include your own feelings about what yod sw,
_ _
learned and the-

_ _

people you spoke with.

Arrange a convenient time with your Instructor to present your findings to your

class.
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MENTAL ILLNESS OF FAMIETMEMBERS AND MENTAL ILLNESS AT WORK

O

Goal:

The student will be able to identify

some of the major causes and behaviors

of people who have a mental illness,

and will learn about the different

methods of "treatment" and where some-

one can get help and information within

the local community.

297

Performance Indicators:

The student will show understanding of

the topic by:

I. Successfully completing a Self
Assessmrnt.

2. Visiting the local Mental Health
Association office and research-
ing the services offered within
the community for people who
have mental illness.

3. Researching one mental illness of
his or her c1Tce, in depth.

4. Finding out about "hospitalization"
and a mental health emergency.

5. Making a written report of personal
research into the topic and pre-
senting the findings to the class.
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Study ,Guide

In order to finish this module, do the following tasks. Check each item off

as you complete it.

1. Read the Goal and Performance Indicators on the cover of the module.

This will tell you what you will learn by studyihg the module, and

how you will show you've learned it.

2. Study the Information section. This section will give you the informa-

tion you need to understand the subject.

3. Take the Self Assessment exam. This is a test for you to prove to your-

self that you have learned the material you have studied. Compare your

answers with the answers on the Self Assessment Answer Sheet, which is

on the page following the Self Assessment'. If you scored poorly,

re -study the Information section-u-a-s-k-your-teacher-fer-he

4. Do the Assignment page. Follow the instructions at the top of the

Assignment page.

5. Take the Pest Assessment exam. Give the exam to your teacher after

you have completed it. Your teacher will grade it for you.

N
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INDIVIDUALIZED LEARNING SYSTEMS

Inform tion
WHAT IS MENTAL ILLNESS?

Mental illness, just like physical illnessIcan be treated and often cured.

Mental illness can affect ANYONE at ANY TIME in their life, although people

frequently become mentally ill during times of stress and crisis in their lives,

such as:

* problems, dissatisfactions And conflicts at work.

* being fired.

* changing to a new line of work.

*-retirement.

* death of a spouse.

* marriage or sex problems.

* divorce.

* separation.

* pregnancy.

* financial problems.

*-personal--i-njur-y-or illness_

* getting in trouble with the law.

It's VERY IMPORTANT to be able to recognize the signs and symptoms of mental

illness, both in yourself and in those people you live and work with, so that

you can help yourself by seeking professional advice and help early, or advise

a co-worker, friend or relative to do the same.

Mental illness DOESN'T usually go away by itself--it tends to get worse and

worse unless'the problems are recognized and some sort of assistance in the form

of emotional support or medical treatment is found.

MILD feelings of some sort of mental illness are experienced by everyone at some

time it another, but when those feelings become so intense and long-lasting that

they affect efficiency at work, or coping with everyday life and inter-personal

relationships,,it's time to seek help,
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The onset of a mental illness, whether it's mild or severe, can frequently be

recognized in a CHANGE OF FEHAVIOR--change being the important clue. It could

be a change of mood, energy level, efficiency level, motivation, or attitude

to work and co-workers. If you begin to be aware that either you or one of

your co-workers is starting to behave differently or.respond to work or inter-

personal relationships in a different, strange or unusual way, be aware that

something m- ight be going wrong with their personal lives, and that they are

having emotional problems.

WHAT MIGHT INDICATE A MENTAL ILLNESS?

Changes i, mood. and attitude toward other co-workers.

* Changes in mood could be from very high-- feeling lively, active, enthusiastic

and outgoing, to very low--feeling gloomy, apathetic,worried and thinking that

lire really isn't worth living. In serious cases, there could be thoughts .

(e.g. being careless when working at heights, and hoping the wind will blow

hard) or even an attempt at suicide.

*. Feeling "depressed" or "low" most of.the time; having difficulty making

decisions and feelidg generally negative about work and life in general.''

* Sudden and unexpected outbursts of rage and threatening behavior, often

with physical and verbal aggression. These outbursts can come as a "shock"

to other co-workers because they don't expect it, because it's not "typical"

behavior.

* Looking generally miserable, and over-anxious; mot smiling or joking and not

bothering about keeping up appearance anymore.

* Not wanting to join in conversattons-;-not-go-ing_for_ a drink after work,

A general lack of interest in their co-workers and their social activitieg7

* Loss of interest in the opposite sex and in sex itself.

* Becoming over-talkative, jumpy, nervous and maybe making nervous gestures--

aninability to appear calm and in control and look someone straight in the eye.

Not WORKING as efficiently as usual.

* Having low energy, feeling constantly "exhausted", without any apparent reason,

or because of difficulty getting to sleep. Some people,have such a bad proble1.1

getting to sleep because they're so tense that they resort to a 6-pack, or

smoke "pot", which makes them feel "slow" in the morning.

* Working slowly and being easily distracted by unimportant or irrelevant things

going on outside the workplace. Concentration and motivation is low. It's

300
311



hard to "get going," and easy to make mistakes.

* Snowing little interest or enthusiasm for the job and being generally non-

cooperative.

* Naving obsessional rituals and habits which are time-consuming, irritating

to others and inefficient (e.g. repeating the same action over and over again,

or having doubts whether or not a job has really been completed, and returning

'again:and again to check.

* Having pre-occupations which take one's mind off what they're doing and in

some situations putting themselves and their co-workers in danger.

* Being over-critical of other co-workers and having "blown-up" ideas about their

own sense of importance. Blaming others for their own mistakes, lying exces-

sively and mistrusting the motives of other co-workers.

* Believing that they're the victim of "someone's" persecutions and being very

much over-sensitive to criticism; over-envious or jealous of the people they

work with.

* Having very unusual or "bizarre" ideas which they take seriously.

* Ha'ring unusual fears of people or objects, for no apparent reason.

Having pre-occupations with illnesses--which might be real or imaginary.

* Constantly complaining and letting everybody else know about their physical

complaints (e.g. severe headaches, stomach aches,etc. Being somewhat "hypo-

chondriaC:)

* Loss of weight, loss of appetite and a lack of enthusiasm for food, when they

usually eat like a horse.

* Sometimes mental illness can actually cause such physical, disorders as high

blood pressure, ulcers, asthma or hives (a skin problem).

----Being-aver-dependent on drugs or alcohol.

* Secretly drinking6ff-the-job_o_rduring the lunch break. Often neglecting to

keep up a good diet and choosing to dria-Tather_than eat at lunchtime.

* Turning up late for work with drink on his or her breath.

* Working slowly and unsteadily and possibly being "out of touch" with the job

at hand, possibly endangering his or her life and those of co-workers (e.g.

operating heavy equipment or machinery).

* Appearing over=relaxed, "glazed", and slow in reactions. Not taking the job

seriously enough.

Behaving strangely and being passively aggressive.
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* Refusing to be "open" about grievances, not having the ability to express

their feelings in a direct way.

* Being deliberately late, inefficient or stubborn, in order to get some.sort

of revenge.

AT WORK

It can be very difficult, irritating and trying -- possibly even DANGEROUS--to work

with someone who is consistently shOiving.a few or several of these behaviors.

It's almost impossible for someone who is suffering from a Mental. illness to go

for very long at work without being recognized as "not pulling their weight" or

as acting "strange."

At work, if one of your co-workers seems to be suffering from bad'emotional prob-

lems which are affecting his or her efficiency, take a positive move and try to

do something helpful and constructive about it.

If you feel uncomfortable about dealing with the situation yourself, why not

discuss your feelings with other co-workers, or aRproach your supervisor? Express

your concern and, among yourselves, try to take positive action in the most sym-

pathetic and non-threatening way you can. Be straight, but not critical. Be

matter-of-fact and very practical in your advice.

Support is vitally important for anyone who has mental illness. Hostility and

criticism could have a negative and harmful effect, and make the problem much

worse. It's often all too easy to get angry and annoyed with someone whose

behaviors and moods are unacceptable, particularly in a work environment, but

if you realize that they might be sips of illness--illness that could be CURED

if given the right support or treatment, you're more likely to be helpful in

suggesting how and where to get good quality help.

What are the different ty?es of help available.

Treatment of mental illness depends very much on the nature and the severity of

that illness. The sooner it's recognized, the easier it will be to treat. That's

why you'll do someone a big favor by suggesting he or she might feel much better

if, for example, the person talk with a counselor.
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Now much emotional and practical support is available, both at home and at

work, will be an important factor in eeciding on the best "treatment." Some-

one,who is surrounded by supportive and encouraging family and friends who .

understand the problem will probably have a much easier time than someone who

is more or less alone, without caring people to help out.

The two most common ways of treating mental illness are:

with drugs

* with. therapy

* or :spmetimes'a combination of both.

There is controversy about the effectiveness of both methods. Success of either

method depends very much on deciding which treatment is appropriate for which

type of illness. Drugs used to treat some forms of mental illness seem to be

useful in sometimes getting rid of the syri.dtoms, but there's a question as to

whether they get rid of the cAUSF.

Drugs can only be prescribed by a medical doctor (psychiatrists are medical

doctors) and have to be very carefully regulated. There's still a lot of

"experimenting" going on with drugs, and more research is needed since there is

still an enormous amount that isn't known about side-effects and consequences of

drug use for mental illness.-

Psychotherapy and counseling are also used to treat some types of mental illness.

The approach is very different: Any trained medical health professional, includ-

ing psychologists, can practice psychotherapy and counseling. Drdgs are not used.

In psychotherapy a person has the opportunity to explore events or feelings that

are painful or troubling or might have contributed to the illness. The role of

the therapist is to help the patient look beyond the problem at hand and explore

these feelings. For therapy to work, there must be respect and confidence between

die therapist and the patient.

Therapy is an educational process and whit is learned will be helpful in recog-

nizing early warning signs, and warding off trouble, if the illness should

threaten to re-occur. It will help to avoid or at least reduce the severity of

any future re-occurance of the same problem. It cannot guarantee that the ill-

ness will never come back again, but it should make the patientAch better able
Xs

to co if it does. .303
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Where to find help.

When a person who is suffering with a mental illness realizes that he or she

really DOES need help': and beins to look for it, a MAJOR step toward recovery

has been made! Sometimes people who are mentally ill and have emotional prob-

lems find, it impossible to take such action alone, and need the support of

family, friends or co-workers.

If someone you work with, or someone in your family is unable to act, you or a

trusted friend or family member should help locate appropriate help. There are

a varity of mental health professionals working in various facilities and in

. private practice.

Your local Mental Health center will ,be able to help you find which service

would be most useful. The kind of help and the place Where you get that help

will depend on the patient, the problem and the facilities available within the

local community, your health insurance coverage, if anhand your financial situ-

ation.

At first, as someone who needs help, it's likely that you would go to the com-

munity mental health clinic or center. Here they'll talk to you about how you

feel and what can. be done to help. That professional might keep on treating you

or might refer you to somebody else. If money isn't a probleM, you may be

referred to someone in private practice. If you can't afford that, there are

centers anu clinics that are partly supported by tax dollars and offer services

on a sliding scale, according to how much you can afford. Your family doctor

or clergy should be able to refer you to a good source of services and help.

To find.the Mental Health Association in your community, look in your phone

book under "Mental Health." You could ask the local Health or Mental Health

Department (under Local Government in the phone book), a family service agency

or a "hotline" to help yop.

Remember--TAKE 'ACTION EARLY and there's a very good chance that most mental ill-

nesses Can be controlled or-even cured.
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INDIVIDUALIZED LEARNING SYSTEMS

LISTED BELOW ARE SEVERAL STATEMENTS. IF THE STATEMENT IS TRUE, PLACE A "T"

IN THE BLANK PROVIDED. IF THE STATEMENT IS FALSE, PLACE AN "F" IN THE BLANK.

1. Mental illness can be treated and often cured.

2. Mental illness can only affect certain "types" of people and people

who are young.

3. Mental illness often occurs during times of crisis and stress.

4. Mental illness frequently goes away by itself.

y
5. It's usually very hard to tell when people are suffering from a mental

illness.

6. Sudden, unexpected outbursts of rage and threatening behavior can be

one sign that someone is having emotional problems.

7. If someone who is usually a good worker becomes slow, inefficient; tired,

distracted and pre-occupied, they are probably suffering from serious

emotional problems.

8. It's perfectly safe to operate heavy equipment after drinking alcohol

or smoking dope during the lunch break.

9. At work, it's easy to keep emotional problems secret from co-workers

for a long time.

JO. Support is vitally important for anyone who has mental illness.

305
316



11. Psychologists and other mental -health professionals do not use drugs;

they use therapy to treat mental illness and emotional problems.

12. Therapy makes the patient better able to cope if the same problems

should re-occur.

13. 'Drugs work well for all types of mental illnesses.

14. Often, people who are mentally ill are unable to act on their own.

They might need someone to help them find appropriate help.
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INDIVIDUALIZED LEARNING SYSTEMS

Assig nt
COMPLETE ALL THE FOLLOWING ASSIGNMENTS.

I. Visit your local Mental Health Association and get as much information

as you possibly can about the services offered in your community to people

who have mental illnesses'of all kinds--from mild to severe.

Find out what happens to people who have severe problems.

3. Find out about ONE type of mental illness. Research it in detail--find

out about the possible causes, feelings involved, signs of disturbance,

behavior changes and possible ways to help. Your Mental Health Association

or your public library might be able to help with literature.

4. Find out about the following:

* Under what circumstances can people with mental illnesses be "hospitalized"?

* What's the right thing to do if someone is threatening to be violent toward

himself or herself, or toward somebody else?
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Post
Assessment

Write AT LEAST half a page, as a result of your research in ONE of the Assignment

questions.

Arrange a convenient time with your Instructor to share yOur findings with your

class.
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BEING OVERWEIGHT

Goal:

The student will be able to identify the

causes, extent and problems of being

overweight and will learn how to deal

with and correct the problem.

310

Performance indicators:

The student will:

I. Complete a Self Assessment.

2. Complete 4 Assignments involving

practical applications and research

of the material learned in the

Information section. (Look up

height and weight ratios and work

out calorie intake and identify

personal support groups.)

3. Complete a Post Assessment.
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Study Guide
In order to finish this module, do the following tasks. Check each item off

as you complete it.

1. Read the Goal and Performance Indicators on the cover of the module.

This will tell you what you will learn by studying the module, and

how you will show you've learned it.

2. Study the Information section. This section will give you the informa-

tion you need to understand the subject.

3. Take the Self Assessment exam. This is a test for you to prove to your-

self that you have learned the material you have studied. Compare your

answers with-the answers on the Answer Sheet, which is

on the page following the Self Assessment. If you scored poorly,

re-study the Information section or ask your teacher for help.

4. Do the Assignment'page. Follow the instructions at the top of the

Assignment page.

5. Take the Post Assessment exam. Give the exam to your teacher after you

have completed it. Your teacher will grade it for you.
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Information

.

A

SOME FACTS ABOUT BEING OVERWEIGHT

* Americans are too fat and are getting fatter.

* Despite a new nation-wide passion for exercise, according to statistics,

only one group--white, middle-upper class women over 20-- is getting

slightly thinner.

* 04esity (an excess of body fat) "has reached epidemic proportions" say

the medical experts, and too much weight is still "one of the most

important medical and public health problems of our time."

* The U.S. is caught between its new love for health, exercise and thinness

and its still wealthy and self-indulgent ways.

WHO'S OVERWEIGHT IN AMERICA?

Approximately 80 million Americans; many surveys estimate more.

* One person in 3 is 20 lbs. overweight or more

* Women tend to be fatter than men

* Black women are heavier than white women

* Poor women are heavier than wealthy women

* Wealthy men are heavier than poor men

* Men in their 20's are up to 17 lbs. heavier than men in similar

occupations in 1959

* Men in their 30's are up to 8 lbs. heavier than men in similar

occupations in 1959

* 35% of all American men over 40 are at least 20% overweight

* 40% of all An rican women over 40 are at least 20% overweight

As a result, Americans spend some $15 billion per year on the exercise and

weight loss inaustry, get-slim-quick plans, shots and weight loss pills, etc.
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WHAT ARE SOME CAUSES OF FATNESS IN THE U.S.?

Why do so many of us eat more than we should? Easy, modern living,

mass-media food advertising, the availability of so much junk food,

increasing sedentary (non-moving) habits, bad eating habits learned in

childhood, and psychological problems are a few reasons.

Perhaps you recognize yourself in some of the following reasons:

* Don't know the caloric value (the energy value) of foods.

* Don't know how much activity it takes to "work off" the energy value

of the food you eat.

* Don't know which foods and drinks provide nutrition and goodness for

your body and which add "empty calories" which have little or no value.

* Don't change eating habits to meet a change in rife style (for example:

you don't cut down food intake if you are doing less activity).

* Don't control snacks, but use them as a pleasant pastime when you're

not hungry.

Any of these don'ts car cause pounds to pile up.

Experts believe that the BASIC cause of being overweight can be stated

this way:

TOO LITTLE PHYSICAL ACTIVITY 4- TOO MUCH FOOD = OVERWEIGHT

Feeding your feelings--Our individual personalities, and perhaps emotional

problems, sometimes add to a,weight problem. Some of us eat too much if

we're bored, anxious or merely for lack of something better to do. Others

may, without realizing it, eat to release tense feelings. For some people,

food seems to fill an emotional gap. It may helo to compensate for a sense

of insecurity or a feeling of being unloved. It often needs the expert

help of a counselor or psychologist to get to the bottom of the eating

problem.

ARE YOU OVERWEIGHT?

These are a few ways you can use to tell if you are overweight:
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* Height-Weight Charts--One of the most common methods. Most of these

are organized according to height and frame size and they show you

what your ideal weight should be. Remember, since people come in

all shapes and sizes (large-boned, small-boned, short and stocky or

tall and slender and many in between) no ONE weight is right for

everyone of the same height and sex. The weight that is best for YOU

depends on your own frame size and muscular development. What is

test is THE-WEIGHT AT WHICH YOU LOOK AND FEEL YOUR BEST: Use the

charts as a rough guideline. If you find you're quite a lot heavier

than your ideal weight, it's a good idea to visit your dOctor and

get some advice.

*'The mirror test--This doesn't fail if you're honest! Take a good

look at yourself naked, in a full-length mirror. Be very honest--are

you happy with what you see? If you see lots of bulges, ripples and

soft, flabby tissue, you're too fat, and need to do something about

it NOW.

* The pinch test--Gently pinch the back of your under arm. If you can

pinch a thickness of 1" or more, chances are you're carrying excess

fat. (This test is most meaningful on people who are under 50.) If

you are 20% over your desirable weight, your doctor might recommend

that you start locing weight.

All the tests and doctor's advice can tell you is whether your current

weight is desirable for your present and future state of health. As helpful

as the tests are, ONLY YOU CAN DECIDE on what kind of shape you'd like

to be in. Ask yourself, "Will I look better and feel better if I lose

weight?" The choice to lose weight is YOURS and the commitment is yours

to build and develop.

DOES IT REALLY MATTER IF YOU'RE OVERWEIGHT?

Yes, it does! For several important reasons:

* Health Hazards

If you're overweight you run a greater risk of serious illness--the

more overweight you are, the greater the risk.
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` Excess pounds will put undue strain on your body. You could be more

prone to certain diseases, especially those connected with the heart

and circulation, and diabetes. YOur body might be less resistant to

infection (pneumonia and flu). Statistics show that fat people suffer

more from gall bladder and liver disorders and tend to have more

accidents.

Being overweight makes it hard to move around, putting unnecessary

strain on muscles and joints, which can lead to other problems, such

as arthritis and lower back problems. The fact is that STAYING OVERWEIGHT

INCREASES YOUR CHANCES OF DYING SOONER. Obesity can be as serious as

life or death.

* Employment Opportunities are more limited

Some jobs are just not suited for people who are heavy. Most of

the trades require a high degree of physical mobility, flexibility and

speed, all of which are much more difficult (even impossible) if you

are carrying around too much weight. For most of the trades, you must

be in very good physical shape.

Here are some of the physical requirements necessary for a few of the trades:

* Electricians--work involves constant physical Activity, including

lifting loads, climbing, crawling, pulling and reaching; and working

in awkward, cramped positions for long periods.

* Carpenters--need to be able to lift, carry and balance building

materials, climb ladders and scaffolding, stand, stoop and work in

cramped or awkward positions.

* Bricklayers--must be nimble and have excellent balance at great

heights on scaffolds. Work is very active and strenuous, including

lifting, stooping, reaching, bending, and standing for long periods.

* Floor coverer--work conditions require considerable stooping, kneeling,

reaching, stretching and heavy lifting for long periods.

If you want to become an apprentice, or if you are already in one of the

trades, and you are overweight, seriously consider starting to lose weight

now. Some employers seem to have a built-in prejudice against fat people,

who, they may feel, lack self-discipline, or whose presence will detract

from the youthful image the employer is trying to create.
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For whatever reasons, being overweight makes finding and keeping a job

more difficult and can affect your chances for promotion.

*Emotional and Social Problems

Fat people areINOT always jolly, easy -going people. Often, they are

lonely; angry, bored and anxious. The truth is that those extra

pounds can cause needless psychological pain, neurotic symptoms and

even depression. Obese people, experts believe, have more than their

fair share of emotional difficulties. Many fat people, when under

stress, go on "binge eating" sprees, and eat in frantic, uncontrolled

ways.

many overweight people see themselves as grossly ugly and unattractive

and also believe that others see them the same way. When these feelings

occur regularly, they can lead to anxiety, depression, fears of

tejectionlInd severe embarassment.

Overweight people often have low self-esteem and self-confidence. Fat

people may have difficulties in participating in some social events

(dancing, for example) or in active sports, either from lack of

physical ability or pure embarassment.

.* Economic Costs

Overweight people get sick more often, so doctor bills will be higher.

Life Insurance premiums are also higher. A government survey indicates

that overweight Americans spend $16,000 per MINUTE on various dietary

de'vicesand programs.

HOW TO PREVENT YOURSELF F:1M GETTING OVERWEIGHT

Proper exercise and eatin' habits formed early in life are the best prevention

against becoming overweigh IT'S NEVER TOO LATE TO CHANGE FAULTY HABITS.

To eat,balanced.daily ,diet, you don't need to spend a lot of time thinking

about whether the food you eat is good for you. Many foods contain the elements

you need for .good health. Unless your doctor prekribes a special diet, a wide

variety of foods is ali you need for a well-balanced diet that provides calories

for physical activities and nutrients for the body's growth, maintenance and

repair.
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Be sure your daily diet includes selections--varied and in moderation--from

EACH OF THE FOUR BASIC FOOD GROUPS. When you enjoy your meals andkat moderate

amounts of a variety of foods, you have the best recipe there is for balanced

eating.

Don't be misled by those "hidden" calories--those extras in fried foods, the

second helping, the oversized portion, the snack or drink that "doesn't count."

BY EATING ONLY 100 CALORIES EXTRA A DAY, YOU MAY GAIN AS MUCH AS 10 POUNDS IN

ONE YEAR. (A brisk 20 minute walk will burn off 100 calories.)

WHAT TO DO IF YOU FIND YOURSELF STARTING TO GAIN WEIGHT

* Set .side 10 - 15 minutes each day for exercise and stick to it.

* Cjityour food portions slightly; cut out rich sauces, gravy, desserts.

* If you must snack, havene-4-rttit77-avAiAgetables, or save something
1,

that you'd otherwise eat as part of your meal.

ry

. IF YOU ARE OVERWEIGHT AND WANT TO DO SOMETHING ABOUT IT, FOLLOW THESE STEPS-

* First i all, how is your attitude? Decide seriously whether'you'have a

strong commitment to .really succeed. Ask yourself - Are you willing to

increase your physical activity in order to burnoff calories? Are you

willing to change inappropriate habits such as eating under stress or

when bored? Will important people in your life help you to lose weight?

Is your marital, home and work situation stable enough to allow you a

long-term weight loss effort? Are you willing to change your present

eating habits? If you answer yes to all of these questions, the time is

right for you NOW.

* Visit your doctor. Get a thorough check up and advice about a reducing

diet. Your doctor will help you to set a desirable weight goal, guide

.you in achieving it, watch your piogress, boost your morale and make it

easier for you to maintain your best weight. Unsupervised dieting can be

harmful. Weight loss achieved through rash diets is usually only tempor-

ary - be sure to get expert supervision.

* Set yourself a weight4goal. Your doctor will help you with this. A

weight-reducing plan is easier to follow if it's tackled in slow and

relatively easy stages so that you don't get discouraged when the weight

doesn't drop off miraculously overnight.
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To follow a diet plan successfully, you'll probably need to do a bit of experi-

menting before you know how many calories you can eat and still lose weight, :'
,

(when working at a physically demanding job, you'll probably require a higher-

calorie diet).

' Retain Your Eating Habits. ,

At first, sticking -o a diet may be difficuJt, so don't get discouraged if you

slip up now'and then. Here are a few suggestions to help you on your way:

* Weigh yourself once a week and keep a written record of your progress.

Sometimes the scales won't show any change even when yqu've been faithful

to the diet--lost fat is sometimes replaced temporarily by water in the

tissues. This will gradually correct itself. .

* Eatyourmeals slowly. This will help to make smaller portions more

satisfying.

* Always eat a good breakfast--it'll help you resist the tempta,tion of

snacking, or eating too much at lunch.

* Drink lots of water--it'll help prevent the hunger pangs ar/d.it's also

very good for your system.

* Cut out salt from your, meals.

Cut out cream and sugar from tea and coffee.
Q

* Snack an apples, carrots, celery, radishes if you must.

*. Join a weight control group--oper'ated under medical supervision, this

may help you with moral support.

Exercise Regularly:

Moderate exercise every day, along with your diet, will

up excess fat, firm up muscles and smooth out bulges;

your appetite. Exercise can also relax you, reduce
.

curb anger and reduce "nervous" hunger.

h p your body to burn

d it won't increase

ension, decrease boredom,

HOW TO USE UP 2000 CALORIES A WEEK EXERCISING

WALKING - Walk 3 miles every day (36 city blocks). Give yourself 8 calories

credit for each city block you walk. t:

STAIR CLIMBING - Climb 710 stairsteps every day. Give yourself 4 calories

credit for each flight of 10 steps.

LIGHT SPORTS - Including bowling, baseball,,cycling, dancing, golf, yard work,

etc. Spend 6i hours a week. Give yourself 5 calories a minute credit.

STRENUOUS SPORTS - Including running, basqtball, swimming, skiing, tennis,

etc. Spend 3i hours'a week. Gvie yourself 10 calories' credit a minute.
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Staiq your exercise program gradually and keep your workouts moderate at first.

If sports don't appeal, your doctor may put you on a program of fitness exer-
t

'tcises which do not take too much time and effort, yet help to work off some

energy and Calories and help to keep ycu trim.

It Helps to Have a Support Group.

Other people can help you lose weight in many ways, just as they can hinder you

in many ways. Identify the most important people in your life and ask them for

their support in helping you lose weight. Here are some ways in which they can

help you:

* Remind you of your accomplishments in life.

* Praise your new eating and exercise habits.

* Talk frequently about non-food activities.

* Buy, prepare or serve you small quantities of low-calorie food.

* Reward or praise Sou with appreciation instead of food.

* Listen to and support you when you're upset.

* Avoid snacking in front of you.

* Compliment you on your thinner, more attractive appearance.

Identify the people'who might hinder you in your efforts to lose weight. Some

people can be very insensitive to how difficult it is, others who are themselves

overweight,might feel jealous if you lose weight and they don't. You'll probably

have to learn to be assertive, or simply ignore them so they don't harm your

efforts. Don't forget to thank those people who give you active support!

CHANGING YOUR ATTITUDE

if you're tempted to eat "no-no's," don't be critical of yourself. Stop and .

remind yourself what you've given yourself by overeating--then think of the things

you'd rather have:

When I'm FAT:

* I give myself an excuse to sit

around at home.

* I make myself safe. People

think I'm easy going and kind.

I'm no competition. I give the

impression of being reliable,

patient and jolly.
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I'd RATHER have:

* The fun of trying new things, learn-

ing new skills, getting up and getting

out there!

* The fun of being strong, spontaneous,

courageous, assertive.

* Pride in my ab lity to control myself.

* Attractiveness, comfort, health and

mobility.
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When I'm FAT I'd RATHER have

* I give myself a rich, full * A better chance for closeness and

feeling. love.

* I make myself special and notice- * Self-esteem and control over myself.

able/. * Valuable information about how I

* I feel insulated, solid, pro- really feel.

tected and unattainable. * tong range health and happiness.

* I can force people to give me

special attention.

* I give myself a buffer against

anxiety, nerves, grief.

* I can eat and feel cared for ,

right away.

CONCLUSION

Firmly establishing new eating, exercising and life style habits, and finally

reaching your weight goal will probably take you a long-time. The opportunity

for change is yours. ONLY YOU CAN MAKE IT HAPPEN. Reward yourself along the

way with each small change, with each new success. Continue to ask for support

from your family, friends and fellow workers. You can derive strength from them.

You'll soon feel the rewards of your commitment and start to live a brand new life

- -one in which yoil are thinner, fitter, and look and feel GREAT!

t
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INDIVIDUALIZED LEARNING SYSTEMS

Self
Assessment

LISTED BELOW ARE STATEMENTS FOLLOWED BY A NUMBER OF POSSIBLE COMPLETIONS.

SELECT THE COMPLETION WHICH COMPLETES THE STATEMENT CORRECTLY AND PLACE THE

LETTER IN THE BLANK PROVIDED.

I. rIt's estimated that

a. 20

b. 50

c. 80

d. 120

million Americans are overweight.

2. The main 2 causes of being overweight are:

a. too little physical activity and too much T.V. watching

b. having emotional protlems and drinking too much

c. too little physical activity and too much food

3: If you're overweight:

a. you run the same chance as anyone.else of falling ill

b. you run a greater chance of falling ill

c. you stand the same chance as heavy smokers

4. In the'Trades:

a. there are plenty of fat people who work perfectly O.K.
.

b. most workers have to be in very good physical shape

c. there are just asmany fat people, as in office jobs

5. If you want to become an apprentice and you're overweight:

a. it's a good idea to start losing weight immediately

b. you stand an equal chance of being accepted

c. it's a good idea to look around for a more suitable job
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6. By eating 100 extra calories per day, you may gain in the course of

one year as much as pounds.

a. 5

b. 10

c. 25

d. 50

7. A weight reducing plan is easier and safer to follow, if it's tackled:

a. as a crash diet

b. in slow, easy stages

8. : to go on a diet without consulting a doctor.

a. It's perfectly O.K.

b. It's not a good idea

9. Exercise your appetite.

a. increases

b. doesn't increase

10. People who are fat and who don't lose weight:

a. are just lazy

b. probably have lots of problems which are preventing them from cha9g=

ing

c. can be helped by friends
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Self Assessment
Answers

1. c

2. c.

3. b.

4.

5. a or c

6. b

7. .b

8. b

9. b

10. b or c
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Assi nment
COMPLETE ALL OF THE FOLLOWING.

I. Weigh yourself and check with, a height/weight chart to see if you're

above or below your desirable weight.

2. Do the pinch test on yourself. What are your findings?

3. With the help of a calorie intake chart, work out approximately hoc' many

calories you take in each day. Find out if you're taking in about the

right amount or too much for your height/weight.

4. If you were on a weight control program, make a list of all the people who

could help and how, and all the people who could hinder you and how.
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Post
Ass t

/ .

COMPLETE THE FOLLOWING.

Identify and list:

* 4 problems which are caused by being overweight.

* 5 of the steps in dealing with the problem of being overweight.
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DRUGS--WHAT ARE DRUGS? WHAT IS DRUG ABUSE?

Goal:

The student will be able to identify 6

different categories of drugs and know

some of the signs of drug abuse.
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Performance Indicators:
The student will:

1. Successfully complete a Self
Assessment.

2. Find out information from a
pharmacist about prescription
and over-the-counter drugs.

3. Find out about the chemicals
three tradespeople are exposed
to in a working day.

4. Report his or her findings to at
least 4 other people in the class.

5. ,Be able to list correctly 3 com-
monly prescribed drugs, 10 differ-
ent forms of recreational drugs
and 10 different illegal drugs.



INDIVIDUALIZED LEAHNINU bYbl trilb

Study. Guide

In order to finish this module, do the following tasks: Check each item off

as you complete it.

1. Read, the Goal and Performance Indicators on the cover of the module.

This will tell you what you will learn'by studying the module and

.how you will show you've learned it.

2. Study the Information section. This section will give you the informa-

tion you need to .understand the subject. ,

3. Take the Self Assessment exam. This is a test for you to prove to your-

self that you have learned the material you have studied. Compare your

answers with the answers on the Self Assessment Answer Sheet, which is

on the page following the Self Assessment. If you scored poorly,

re-study the Information section or ask your teacher for help.

4. Do the Assignment page. Follow the instructicns at the top of the

Assignment page.

5. Take the Post Assessment exam. Give the exam to your teacher after

you halve completed it. Your teacher will grade it for you.



INbIVIDUALIZED LEARNING SYSTEMS

nformation

A dmig is any chemical that, when taken into the body, will cause physical or

psychological change. There are thousands of different drugs. Many drugs

enter our body through the food we eat or even the air we breathe. Other drugs

can be bought over the counter to cure coughs and colds, etc. There are pre=

scription drugs that are under the control of specially qualified people and

there are the readily available drugs, such as tobacco and alcohol. There are

. also street drugs; but for every illegal drug there are more than 600 legal ones.

Drug abuip is the repeated misuse (wrong use) of any drug with harm to the

in&vidual. It can seriously affect someone's work. It can make someone unre-

liable'in a team without that per .person realizing it. It's, important to realize

"that someone's behavior can be affected seriously by many different drugs and

it''s he purpose of this module to acquaint the reader with the level of drug

use in our society today.

It's possible to classify drugs in six different groups.

1. Prescription drugs.

2. Over-the-counter drugs.

3. Commercial drugs.

4. Everyday drugs.

5. Plant drugs.

6. Street drugs.

PRESCRIPTION DRUGS

There areover 30,000 drugs available. (50 years ago there were less than

twenty.) It has been estimated that during the course of one'year there may

be more than 160',000 people who die from being prescribed the wrong drug. We

tend to think of medicines as being safe but the affect of different drugs
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varies from person to person and about 18% of the American people have adverse

reactions to prescribed drugs. All drugs have side effects.

Drug abuse with prescribed drugs can occur for a variety of reasons:

1. Patients who don't follow the instmihions closely.

2. Patients who have high expectations or exaggerated beliefs in the

power of the drug to cure illness or relieve pain.

3. Patients who mix alcohol and prescribed drugS.

4. Doctors' inability to keep up with the one to three thousand new

brand names that come out each year.

5. Doctors whose education is years behind the times. It takes many

years to become a doctor and yet information on drugs changes

almost daily. It's impossible to keep up to date.

6. It's got possible for one person to know the 100,000 brand names.

7. There are always people who react in different ways to drugs that

are usually safe for most patients.

OVER-THE-COUNTER DRUGS

The number of medical remedies available today is amazing--more than 250,000.

This is 5,000 times more than were available in 1930. Problems arise from:

1. Unusual reactions by some individuals.

2. Mixing drugs--including alcohol.

3. Unclear and inaccurate' information in advertisements and commer-

cials. A lot of money is made by selling over the counter drugs,

so the_benefits are usually boosted and risk: often unmentioned.

COMMERCIAL DRUGS

During a lifetime we might be exposed to over 8,000 drugs used in products at

home and at work,. An average person consumes up to 5 lbs. a year of load addi-

tives--there are 2,500 of them! There are 600 often used industrial, chemicals,

3,500 drugs used in the many household cleaners available, 10,000 drugs in

pesticides and insecticides and 2,500 drugs in cosmetics, 'That's a lot of

drugs that we're exposed to without choosing.

There are dangers. Many products haven't been tested thoroughly before being

put on the market; some have been tested with animals only. It often involves
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a cal-Culated guess that the drug is not harmful. However, with the increase
in cancer.--it is/now the #2 killer--there are many doubts about commercial
drugs. The National Cancer Institute claims- that 80% of cancer is caused by
environmental chemicals. It's certainly true that commercial drugs and cancer
are both on the increase.

EVERYDAY DRUGS , -

These'are so common that many people often forget that they are drugs. They
are often used for 'recreational

purposes--for fun, to relax or just be sociable.
The three most,commonly used are: Alcohol, nicotine and caffeine.

1. Alcohol. There are 11 million alcoholics in the U.S.--about 1
in 10 drinkers becomes alboholic. Excessive drinking leads

to serious problems for the ndividual concerned,for his or
her family and for all of society. It is estimated that over
$20 billion a year in industrial losses

involve people who drink
excessively. About 1/2 of all traffic deaths involve overdrinking.
About 1/2 of.major.crimes,

(murder, assault, rape) are carried
out by people who have been drinking to excess. At least 15,000
people a year diefrom the-interactions of other drugs with
alcohol. Even though alcohol is so widely used and there are
problems in every country in theworldthat permits drinking,
people are Still very ignorant about its effects. Very few
people know what happens when you mix other drugs (legal and
illegal) with alcohol, and surprisingly few have any clear idea
of legal driving levels.

2. Nicotine. .350,000 people die each year frompcigarette-related
diseases.

3. Caffeine is in coffee, tea, soft drinks and some pain relieverss.
Each cup of coffee equalsabout 50-150mg. A do, of under 200mg
leads tohyperactivita and some toxic effects. Caffeine can lead
to peptic ulcers,\aggravated

heart problems and upset sleeping
pattehns. About half-of the'tranquilizers prescribed are because
of excessive caffeine consumption. 64% of Americans over the age
of.10 drink coffee daily and probably as many tak9 caffeine in
the form of soft drinks.
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PLANT DRUGS

Because a drug is organic does not mean that it is safe. There are now about

3,500 plants used as drugs and these are drawn from only a'third of the plant

forms on earth. -During thenext years 70% of the earth's plants remain to be

investigated. Many extravagent claims are likely to be made abOut their pro-\

perties--either medicinal or recreational. Remember, they are largely unproven

and could have very unpleasant side effects.

STREET MUGS 0;

These are what most people think of wh6n the word "drug" is used. There-are

more than 600 illegal drugs and, although many of them are less dangeroup than

prescription drugs, there and fine's of up to $5000 and/or 10 years in prison

for using some of them. So, the effects of using these drugs can lead to very

serious consequences. In spite of the penalties, less than 10% of MeV drugs

are confiscated (taken) by the authorities.'
4 7

DRUG ABUSE
\

Drug abuse is the repeated misuse of adrug7resulting in harm to the individual.

It can occur with any drug--not just illegal drugs. If a feilow worker is mis-

using drugs, he or she is going to'become less efficient, less reliable and an

increasing safety risk to him or herself and to other workers.

If you suspect a fellow worker is misusind\dmigs, check with others around you

and decide whether it is important to say something directly to the drug user or

to someone in authority. If there is no possibility of that person's impaired

behavior causing aldangerous situation for others (or if his or her work is not

part of a product produced by a team), then there is probably little you can do

unless you're in a supervisory position.

It's useful, however, for you to know some sf the signs that might indicate drug

abuse. Unusual and lasting changes in a worker's behavior or appearance could .

be signs of drug abuse and even dependence,on drugs. These.may irclude:

* spacing out--difficulty in concentrating or fixing on one thing.

* not hearing or seeing what other people are hearing and seeing.

* a continued loss of energy and behaving in a passive manne..

* overactivity and "jitteriness."
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* constant difficulties in getting'along with other workers.

* constantly complaining about being'picked on by others.

* unrealistic attitudes, such as extreme overconfidence or inferiority.

* carelessness about appearance and or hygiene.

* frequent tiredness.

None of these signs are proof of drug abuse or even drug taking, but they are

indications that something is wrong and that thelperson probably needs help.

Signs of your own misuse of drugs in any of the above six categories could

include:

* being asked by your friends and fellow workers about your use of

drugs.

* feeling defensive or angry when someone refers to your drinking

or drug use.

* feeling guilty or scared about what happens to you when you have

taken any drugs.

* finding that you are spendng more than you know you can afford on

drugs--including alcohol and tobacco.

* mixing two different drugsespecially drinking.

* going to a different doctor to get a drug that your own doctor

won't prescribe.

* using drugs and alcohol to get to sleep at night.

* needing something to get you going in the morning.

If any of these things are happening, then it's possible th:' you have a drug

problem and need help. Remember, a person can have a drug problem and always

be inside the law. Drug misuse can happen with prescribed, over-the-counter,

social, herbal and illegal drugs.
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C INDIVIDUALIZED LEARNING SYSTEMS

Self
Assessment

WRITE AN ANSWER TO THE FOLLOWING QUESTIONS.

I. What is a drug?

2. What is drug abuse?

4. How many prescription drugs are available today?

5. Why miqht doctors make mistakes sometimes in prescribing, drugs?

6. Where are commercial drugs used?

7. What are the three most commonly used social drugs?
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8. Why might a fellow worker's use of drugs affect you?

9. Give three signs that could indicate that someone is misusing drugs.

/

10. Write 3 signs of drug misuse that someone could recognize in him or herself.

R
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Self Assessment
Answers

)

1. Any chemical that, when taken into the body, brings about physical or

psychological change.

2. It is the repeated misuse of any drug that results in harm to the individual.

3. 30,000.

4. There are too many brand names for any one person to know or keep up with.

Also a doctor's education takes so long that knowledge about drugs learned

at the beginning of training might be out of date before the completion.

5. About a quarter of a million, (250,000).

6. In food, household cleaners, insecticides and cosmetics.

7. Alcohol, nicotine and caffeine.

8. His or her dependability in a team might be decreased an e or she` might

be less aware of good safety practices.

9. See the list in the Information.

10. See the list in the InforMation.

1
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INDIVIDUALIZED LEARNING SYSTEMS

Assignment
COMPLETE BOTH OF THE FOLLOWING ASSIGNMENTS.

1. Ask a pharmacist:

a. how many different drugs he or she uses to make up prescriptions and

which are the most frequently prescribed

b. how many over-the-counter drugs are available

2. Find out (by making a visit or calling up) some of the chemicals that the

following tradespeople are exposed to each,wor.ing day:

a. carpenter

b. painter

c. auto mechanic

Report your findings to at least four other people in your class.
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Post
Assessment

V

WRITE AN ANSWER TO THE FOLLOWING.

1. Name at least three commonly prescribed drugs-.

2. Write 10 different forms of everyday recreational drugs.,

2

3. Write down 10 different illegal drugs.

337

348



DI, .11.V.If ,...11.......... ..... 7 V

Instructor
Post Assessment Answers

1. Tranquilizers such as Valium and Librium.

Barbiturates such as Amytal, Butisol and Seconal.

Depressants such 4s Equanil and Miltown.

2. Alcohol--beer, wine, liquors.

Nicotine--cigarettes, cigars, chewing tobacco, pipe tobacco.

Caffeine--coffee, tea, cola drinks, pain relievers (many aspirin products).

3. Cocaine, marijuana,- LSD, PCP, heroin, any prescription drugs.
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ALCOHOL--BY ITSELF AND WITH OTHER DRUGS

It

The student will be able to explain the

main effects and nature of alcohol and

know what happens when alcohol is taken

at the same time as other drugs.
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Performance Indicators:
The student will:

1. Successfully complete a Self
Assessment. ,

2. Find out information at the point
of sale about the side effects of
some over-the-counter drugs and
the likely outcome of mixing alco-
hol and some commonly prescribed
drugs.

3. Collect and read extra information
on the effects of alcohol and make
both a written and oral report
on the findings.

4. Be able to make a definition of a

depressant, list 10 different
depressant drugs and be able to
explain what happens when two
depressant drugs are taken close
together.
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In order to finish this module, do the following tasks. Check each item off

as you complete it.

1. Read a? Goal and Performance Indicators on the cover of the module.

This will tell you what you will learn by studying the module, and

how you will show you've learned it.

2. Read the Introduction. The Introduction will tell you why the module

is an important part of survival skills.

3. Study the Information section. This section ,4i VF give you the informa-

tion you need to understand the subject.

4. Take the S41f Assessment exam. This is a test for you to prove to your -

-self that you have learned the material you have studied. Compare your

answers with the answer on the Self Assessment Answer Sheet, which is

on the page following the Self Assessment. If you scored poorly,

re-study the Information section or ask your teacher for help.

5. Do the Assignment page. Follow the instructions at the top of the

Assignment page.

6. Take the Post Assessment exam. Give the exam to your tee:her after you

have completed it. Your teacher will grade it for you.
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Introduction

Alcohol is the most widely used drug in the United States. There are an

estimated 110;000,000 drinkers, about half the population. Alcohol is also

the most frequently misused drug--about 10 million people in the.U.S. are

alcoholics and alcohol abuse is involved in about 250,000 deaths in the U.S.

every year.

Alcohol is a-major factor in 50% of a'H traffic deaths--60% of the fatal

accidents involving 16-to-24-year-olds. The misuse of alcohol contributes to

child abuse, crime rates, accidents at work, job absenteeism and more than one

third of 411 suicides. Billions of dollars are lost in induitrial production

each year because of drinking problems among individ4als.

Even though the effects of alcohol abuse are talked about and we have many

figures to prove what happens, the majority of individuals have little know-

ledge about the nature of alcohol, what mental and physical changes can be

expected while drinking and what are the dangers of mixing alcohol with any

other drug. This module will give that information.
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Information

Alcohol, which is also known as ethyl alcohol, is a small, highly water-soluble

molecule. When it is taken into the body it rapidly penetrates all body tissues,

including the brain. It is In the.brain that alcohol has its main effects.,

Ethyl alcohol occurs naturally when sugar and yeast are mixed. (There are other

types of alcohol; most of them are, poisonous if swallowed.) Different types of

alcoholic drinks are produced by using different sources of sugar. For example,

wine is made from grapes and berries, beer from malted barley, vodka from pota-

toes or grain, whisky from malted grains,.and tequila from agave. In each drink

it, is the mixture of yeast and sugar that causes fermentation and produces ethyl'

alcohol. In beer there is from 3% to 5% alcohol per ounce; in wines, from 12%

to 15% alcohol per ounce. When alcoholic mixtures are distilled,'the alcohol

content increases considerably. Distilled drinks range from about 40% alcohol

(80 proof) to 75%. Pure ethyl alcohol is called Ethanol and is 100% alcohol

(200 proof). One ounce of pure alcohol is equal to 20 ounces of.5% beer,

8 ounces of 12% wine and 2 1/2 ounces of 40% alcohol.

WHAT HAPPENS WHEN YOU CRINK ALCOHOL?

For most people one drink an hour brings about a relaxing effect and relief from

anxieties. At this rate of drinking it is possible to drink recreationally and

for the body to get rid of the alcohol effectively and speedily. However, if

you haven't eaten for a long time or if you're also taking medications or other

drugs, even this amount of alcohol could lead to serious problems in staying

alert and able to do anything that requires concentration.

There are other things that can determine how quickly and how strongly alcohol

will bring about changes in your body: For example, how fast you drink, how

much you weigh (the lighter person is affected sooner), even the mood you're
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in can'influence how your body responds. When a person is upset, more alcohol

is absorbed from the stomach into the body.

Alcohol is is a depressant, which means that when you have a drink of beer, wine

or spirits, areas of your brain quit working, as they usually do. The effect

of this can be at -first to free you from social inhibitions and worries. As

you continue drinking, more abilities controlled by your brain become sluggish.--

it begins to affect your hand-eye coordination, your speech, vision and your -

ability to understand and remember things. Obviously, someone who has been

drinking during the lunch break is not the safest or most reliable person to work

beside.

With very large amounts of alcohol so many nerves of the brain are depressed that

it causes sleep, an inability to feel pain, coma and possibly death from depres-

sion of the nerves in the brain ths?t control breathing. So if you ever see some-

one pass out by drinking too much, that person needs help. Every year in the

United States over,1000 persons die from an overdose of. alcohol alone. If the

game is to 'drink each other under the table,"- be aware that it can be as

dangerous as Russian roulette. If a friend does lose consciousness after doing

a lot of drinking, turn him or her with face to the side, lying on the stomach.

This will prevent suffocation from inhaling vomit,-which can easily happen if

sleeping on the back. If a huge amount of alcohol were drunk, call the local

hospital or drug and poison center for advice.

THE EFFECTS OF A LOT OFDRINKING OVER A LONG PERIOD OF TIME.

When a person drinks frequently over a period of time he or she is likely to

become tolerant of the physical effects of alcohol. This means that more alcohol

is required to get the same effects. When frequent drinking happens over a long

period of time, a person can become physically dependent on alcohol. If you reach

this stage, giving up drinking will produce severe withdrawal symptoms--your arms

and legs shake, you feel nauseous, you have hallucinations and convulsions.

Large amounts of alcohol over a long period of time can permanently destroy your

liver; alcohol promotes a build-up of fat that decreases the ability of the liver

to filter fluids. Alcohol can lead to stomach ulcers and can speed up the

destruction of nerve cells in your brain by producing a sticky substance in the

blood stream (reducing the amount of oxygen in the blood) and slowing the flow
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through the small blood vessels-in the brain. -"Current research indicates that

heavy drinking increases the risk of cancer of the tongue, mouth, voice box,

throat and liver. Recreational drinking in,.a social situation where you have

time to relax and take about one drink an hour is unlikely to lead to any of the ,

above serious medical problems. You are also likely to be safe legally. .

DRINKING AND THE LAW

Driving "under the influence" of alcohol (or other drugs) is:

..* DaRgerous (up td 64% of the drivers, in fatal accidents were

drinking prior to the accident).

* Likely to cause you to lose your license if you're stopped by

the police.

If you are stopped by the police while you're in charge of a vehicle on pub-

lic land (just sitting behind the driving wheei'df a stationary car is being

in charge Ait),and the police. suspect y6u of being "under the influence" of

alcohol; the police officer will decide whether you should be taken in to have a

breathalyzer test. The police officer may have you take several sobriety "tests"

such as reciting the alphabet, counting, even remembering the make, year and

license plate'of the vehicle. If it seems from these tests, or from the smell

of alcohol on your breath,that you are "under 6e:7-influence" then you'll be taken

0""in for a test. This measures from your breath how much alcohol there is in your

bloodstream. It's called the blood alcohol content (B.A.C.). .If someone refuses

this, he or/she can gooundeppolice supervision,and pay to have a blood sample

taken which will give a similar reading.

<A .

It's likely that if someone has been drinking too much the blood alcohol content

would increase within an hov or so after drinking ooso waiting for a bld test

might give a higher blood Aohol content than simply doing the breathalyzer

test. Whatever the method, the outcome'is going to be the same--if the blood

alcohol content is above the legally permitted level while in Charge of a vehicle,

you are going to be charged with driving under the influence and this will almost

certainly cause you to lose your license. If the court feels you have been a
. .

great danger to the publicsor are a second-or third time offender, you may be

given a jail sentence.
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Penitentiaries are overflowing with people convicted of driving under the influ-

ence. The level of blood alcohol content which will lead to your being convicted

in many states is .10%. This is the same as from 3 to 5 drinks. It doesn't

take much drink to get in trouble. If an employer feels that someone who is

operating heavy equipmefit is unsafe throbigh drinking alcohol, the worker can be

asked to get .a blood test from a doctor or clinic. If someone has three drinks

during a lunchbreak, hi 'Or her judgement and speech are 1 ikely to be impaired

and self control decreased. Drinking does not make effe-tive employees or bosses;

dealings with people, machines and objects are impaired.

MIXING ALCOHOL WITH OTHER DRUGS.

Of the 100 most frequently prescribed medications, over 50% contain ingredients

that react adversely (harmfully) with alcohol. Many drugs that can be bought over

the counter have a, similar effect. More than 47,000 people who have drunk alcohol

while taking other drugs are treated in hospital emergency rooms every year.

About 2,500 people die each year from alcohol and other drug combinations.

If you drink alcohol at the same time as using any of the following substances,

you may suffer toxic effects that seriously affect your behavior and health:

* Antihistamines.

* Anti-depressants.

* Barbiturates.

* Opiates.

Sedatives.

* Tranquillizers.

Alcohol depresses areas ofthe brain and so do many other drugs. These drugs

include: Narcotics' (there are opiate.pain relievers);bartyiturates (Phenobarbi-

tal , Luminal), tranquilizers (Valium, Librium and Miltown, Thorazine, Melaril,

Prolixin, Serpasil), sedative hypnotIcs (Doriden, Quaalude, Nembutal), and

antihistaMines(many of them used for coldsb'and.11ay fever)'. There are many

prescription, over-the-counter and illegal street drugs which have some of the

ame effects as alcohol, g-71r-you mift-7x alcohol with one of these drugs you are going

to get a great increase in the effect of the drugs--your performance skills,

judgement and alertness can be slowed down dangerously. Many of these medications

have a warning on the package that you should not drive or operate machinery while

taking them. When they are mixed with even one alcoholic drink you can turn into
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a very unsafe person to work with. It is also possible to overdose on a mixture

of alcohol and a common depressant or barbiturate quite accidently. For example,

a lethal (deadly) dose of barbiturates is almost 50% lower when taken with alcohol

than when the drug is taken by itself.

The powerful depressant effect of alcohol and one of the above drugs can take

place even when the two are taken hours apart. You are not safe to drink if you

took a sleeping pill the night before; driving skills will be affected.

Some people may be careful about drinking while taking a prescription drug, but

they are not so careful with over-the-counter drugs. Millions of bottles and

packets of cold and hay fever remedies are sold each year--many contain antihista-

mine, some contain alcohol. Their effect is to make you feel drowsy; that's

exactly what drinking alcohol will do. So, the two together make you hazardous

to both yourself and co-workers if you're driving or operating machinery.

The effect of mixing alcohol with other drugs that depress areas of the brain is

called synergism. This is best remembered by thinking of 2 + 2 = 10. A much

greater depressant effect is produced than if the alcohol and other drug were

taken by themselves and their effect added together. The potential for an

unexpected overdose is increased greatly when someone mixes depressant drugs.

Further adverse effects of mixing alcohol and other drugs.

Alcohol is a relatively simple drug chemically as far as your body is concerned

and your liver will detoxify the simpler drug first. So, if you've also taken

another drug, it's verylikely that your 1 iver will not detoxify it until the

alcohol is out of your system. This means that some drugs (such as barbiates

and methaqualone) which are intended to circulate through the body for limited

periods of time before being detoxified, stay in your system and "poison" it,

increasing the chances of an alcohol-drug overdose.

Alcohol and drugs may interact in ways that don't affect the brain. For example,

aspirin in some people can cause bleeding in the stomach and intestines. Alcohol

also irritates the stomach and can make this bleeding worse. If you take alcohol

at the same time as an anti - coagulant the blood-thinning effects of the drug may

be increased. The activity of insulin can be increased with the use of alcohol,

producing a lowering of blood sugar in diabetics.
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There is a popular myth that taking a stimulant drug after drinking heavily

will overcome the alcohol. This is not true. Caffeine has little.power against

the depressant effect of alcohol. Drinking coffee, if it has any effect at all,

could make driving even more dangerous--by giving you a false sense of confidence.

BE SAFE--FIND OUT ABOUT ANY DRUG YOU TAKE.

Do you know the effect of mixing any drug you take with alcohol? If you don't

know, ASK. If it's a prescription drug, ask the doctor or pharmacist. If it's

an over-the-counter drug, again ask the pharmacist and read all the package

information. If it's a street drug, call the drug information center or the

poison center for advice. They will tell you without judging you--and they are

likely to be able to identify any drug by your description of color, shape and

any markings. The more you know about a drug and the effects of mixing

it with another, the less likely you are of hurting your own health and liveli-

hood and the safety of your family and co-workers.
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WRITE AN-ANSWER TO THE FOLLOWING QUESTIONS.
A,

I. What percentage of people who drink alcohol become alcoholics?

2. How many cans of beer are the equivalent of one ounce of ethyl alcohol?

3. Alcohol is a depressant. What does it depress?

4. How many people in the U.S. die each year from an overdose of alcohol?

5. What percentage of alcohol in your blood would lead to your being charged

with being under the influence if you were stopped by police while in charge

of a vehicle?

6. How many Americans are treated each year in hospital emergency rooms for

the effects of alcohol mixed with other drugs?
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7. What is the most frequent effect of alcohol and drug interaction?

8. What are the side effects of taking antihistamine cold and hay fever medi-

cines?

9. Does drinking black coffee make it safer to drive home after a night of beer

drinking?

10. If you are taking any drug and also want to have an alcoholic drink, what

should you find out?
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Self Assessment
Answers

1. About 10%.

2. Three 12-ounce cans of 3% beer. 1 1/4 16-ounce cans of 5% beer.

3. The nerves in the brain.

4. About 1000.

5. .10%, which is the equivalent of from 3 to 5 drinks.

O 6. About 47,000.

7. The depressant effects in the brain are increased.

8. They make you feel drowzy and less alert.

9. No, caffeine may even increase the danger by giving you a false sense of

confidence.

10. You should find out from a doctor, pharmacist, drug information center or

other reliable source what are the effects of mixing alcohol with another

drug.
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COMPLETE THE FOLLOWING ASSIGNMENTS.

1. Read what is written on the packages of at least 10 over-the-counter medica-

tions on sale in a supermarket. How many of them give warnings of possible

side effects?

2. Ask a pharmacist about any commonly prescribed drugs that should not be used

at the same time as alcohol. Write down the names and find out the purpose

of each of them.

3. Pick up some literature from an agency or center that treats or gives advice

on alcoholism. Write a paragraph on any adverse physical effects that result

from the misuse of alcohol that have not been mentioned in the Information

section. Share your findings with at least one other student in your class.
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P t
Assessment

.,

WRITE AN ANSWER TO THE FOLLOWING QUESTIONS.

1. What is a depressant?

2. List 10 different drugs that depress nerves in the urain.

3. What happens when you take more than one depressant drug at the same time?
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Instructor
Post Assessment Answers

...__
.

1. A depressant is a drug that acts on the nerves in the brain, at first

freeing a person from anxieties, worries and social inhibitions. As

more of the drug is taken, other areas of the brain are also depressed

so that coordination and alertness decrease. With very large doses, so many

nerves in the brain will be depressed that coma and death can occur.

2. Alcohol. Antihistamines (Benadryl, Actifed, etc). Barbiturates (Seconal,

Pentobarbital, Phenobarbital). Analgesics of the opiate type (various

pain relivers including codeine and cough medicines). Methaqualone (Sopor,

Quaalude, Parest). Narcotics (heroin, morphine, opium). Muscle Relaxants.

Phenc, giazines (Chlorpromazine, Thorazine, Prolixin, etc.). Tranquilizers- -

so called minor tranquilizers (Valium, Librium).

3. An action occurs which is called synergism, whereby the depressant effect

of the two drugs is much greater than the effect when taken separately

and added together; the effect can be as much as 2 1/2 times more powerful.
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WORK AND ALCOHOLISM

Goal*
The student will be able to identify

typical alcoholic behavior, will find

out about available help and will be

able to describe one treatment plan.

354

Performance Indicators:
The student will:

1. Successfully complete a Self

Assessment.

2. Make personal contact with an agency

that offers help to people with

drinking problems.

3. Share his or her findings with a

group of five students.

4. Compile a list of helping agencies

and make a brief report of what

each offers.

5. Write a description of a treatment

plan by an agency he or she has

already investigated.
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INDIVIDUALIZED LEARNING SYSTEMS

Study Guide
In order to finish this module, do the following tasks. 'Check each item off as
you complete it.

Read the Goal and Performance Indicators on the cover of the module.
This will tell you what you will learn by studying the module, and
how you will show you've learned it.

2. Study the Information section. This section will give you the information
you need to understand the subject.

3. Take the Self.Assessment exam. This is a test for you'to prove to -

yourself that you have learned the material you have studied. Compare
your answers with the answers on the Self Assessment Answer Sheet, which
is on the page following the Self Assessment. If you scored poorly,
re-study the Information section or ask your teacher for help.

4. Complete the Assignments:

a.

b.

c.

Join a group of four or five fellow students.

Contact one organization that helps alcoholics. Ask about

what services they provide and pick up any free literature.
Share your findings with the group and togetK6r compile a
list of the available help and a description of what is involved.

5. Take the Post Assessment exam. Give the exam to your teacher after
you have completed it. Your teacher will' grade it for you.
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Information
Alogholism. is defined\by different authorities as:

"1. A physiological addiction. This involves the body becoming tolerant to

the drug. -In\other words, more alcohol is needed as time goes by to

achieve the same effect on the body. Also addiction ischaracterized by

withdrawal symptoms when aperson tries to give up drinking.

2. A psychological dependence. This, means that alcoholics feel they need

alcohol, maybe to relieve tensions, to escape from problems, etc., but

they don't have to increase the quantity of drinking in order to get these

effects, nor do they experience withdrawal symptoms if they go without

drinking.

(Withdrawal symptoms for drinking include tremors of the muscles especially

in the face, lips, tongue, hands; a rise in blood pressure; increase in

pulse rate; and an alcoholic who has been drinking a number of years may

also suffer delirium tremens (DTs) when the level of alcohol in the blood

drops suddenly. He or she sweats profusely, the pupils of the eyes react

slowly to changes in light level and he or she becomes delirious, seeing

and feeling imaginary things such as snakes, cockroaches and spiders

crawling over his or her body or filling ,the whole room.)

3. A disease. Since 1956 the American Medical Association has formally

recognized that alcoholism could be an illness. A disease is something

that is predictablei and progressive--you knowit will get worse if left

untreated. It is permanent--once you have it, you have it. It is also

terminal--if you don't get treatment,you'll die from it:

However, whether al: olism is defined as a physiological addiction, a psychological

dependence or as a r ise, there are two ways of recognizing it that fit all

three definitions:

* Alcoholics lose control over their consumption. Their claim that they can

choose whether to drink or not can be seen by an outsider as a decision

that always ends up in choosing to drink.,
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* The lives of alcoholics have become disrupted bi their drinking. An

alcoholic will continue drinking even though it causes problems for his

or her family and friends. By his or her actions itlsclear that drinking

becomes more important than family, friends, or job. Drinking too much

is best defined not ty the amount swallowed but by the change in behavior

that resJlts from the drinking.

HOW TO RECOGNIZE AN ALCOHOLIC

At work-.

1. Regularly comes to work with a hangover.,

2. A smell of drink on his or her breath in the mornings.

3. An obvious change of behavior after lunch: depressed and difficult to

talk to in the morning, outgoing after lunch.

4. Arrives late frequently, takes long lunch breaks.

5. Inconsistent quality of work--sometimes very good and sometimes very poor.

6. Drinks secretly on the job.

\7. Unreported absences that are later described as nerd2rgencies."

In general.

1. Blackouts. This is one of the more definite signs of alcoholism. People

who are with an alcoholic at these times see him or her as behaving
\

normally but later the alcoholic': can't remember anything about what

happened, and never will.

2. \Tries to deny or hide his or her drinking.

3. Drinks in the morning and alone. Drinking becomes necessary every day.

4. 0\romises to quit but never does.

WHOSE RESPONSIBILITY?

If you are working with an alcoholic, do you have any responsibility? It's a

very difficult decision. You can ask yourself several questions.

* Does the drinker's behavior affect your ability to do your own job well?

* Does he or she slow the job down'. Can you rely on him or her to be there

when needed? Do you have to do more than your share of a job?

* Does the drinker take more risks than you feel are safe? Does, he or she
,

endanger you or anyone else?

4

If you can answer YES to any of these, questions you owe it to yourself to try to
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do something about it. Of course you'll be "walking on eggshells;' but one of the

most amazing things about alcoholism is the behavior of other people who know the

alcoholic--frequently they try to cover up for him or her,yretend the problem

doesn't exist and carry on, suffering the r.onsequences of the other person's

behavior until it is too'late to do anything constructive about it.

/

Friends and fellow workers' reactions to do alcoholic's offensive behavior often

range from being' tolerant--keeping quiet or ignoring him or her--to encouraging

it, laughing, joking, going with him or her for a drink and, in many ways, acting

as if the problem drinker's behavior is enjoyable.

A true friend or good team member at work is someone who is prepared to help

someone else see a problem,even when that person isn't aware of it or isn't ready

to accept that it is a problem: Many recovered Wofiolics say, "If only people

had told me. what I was doing earlier on. I didn't know what I way doing."

SAYING AND DOING NOTHING IS THE SAME AS APPROVING.

HOW TO INTERVENE

For a long time people assumed that the only way an alcoholic could recover was

to "bottom out"L-lose job, family, self respect, and then he or.she would come

around to realizing it was essential to change. vThis is no longer thought

necessary. Leaving an alcoholic to get worse is extremely dangerous for the

drinker and harmful for his or her co-workers, family and friends.(if he or she

has any left).

The usual way'that people try.to help an alcoholic doesn't work because it's too

vague and superficial. The usual "help" includes comments such as, "Don't you

' think you've had enough now?" "Maybe yod ough' to slow down on your drinking."

"You don't seem to handling your liquor like vou used to." "Isn't it a bit

early for a drink, why not have some breakfast instead?" Faced with harmless

comments such as these, a person,who is an alcohlic has a vast choice of answers

proving he or she is okay and better than the other person at drinking. "I can

drink you under the table any time." Incidentally, a "good drinker" may well be

someone who has developed a tolerance to alcohol, needing more and more to

experience the same effect.
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Three things are important in trying to confront someone with a drinking problem:

1. It's done by meaningfyl people. These coufid be friends, family, a group

of co-workers, a supervisor. A person who helps an alcoholic to recognize

his or her problem at an earl time is doing a real service.

2. You ha "e definite facts about his or her behavior and not just opinions

about ar arguments against drinking.

3. You tell him or her the facts without judging or criticizing.

If y)u are being affected daily by the alcoholic.'s behavior the chances are that

you aro a meaningrul Terson in his or her life. It's very difficult if you're

_in a lear.:er's c apprentice relationship. You'll need to decide how N;ortant

you are as a person to the drinker. If you have real drAbts, the options open

are t') talk with co-workers and see if they would help. if things are really

bad, talk with a supervisor.

Whatever your deciSion, it is essentia' that you have built up some facts. For

example:

* Yesterday I waited 15 minutes for you before we could get on and finish

this job. You arrived smelling like booze.

* We've all noticed how depressed and untalkative you are every morning until

after lunch.Y %

4 On five different days yOu've not come to wo, because of a sudden emergency

or because you're feeling ill. We can't rely oo you any more.

* When you were backing up the dump truck today, you kept it rolling even

though two of us were shouting to you to stop.

* Yesterday, when you were working overhead, you dropped a drill and it was

hanging there on its cord. I don't feel safe working below you.

* This afternoon I asked you to help steady that ladder when I was on the

top; you walked away to do something else:

* Do you remember last night after work falling over a chair on the way out

of the restaurant?'

* Each time we went for that cheap breakfast special you always bought a

bee- Ind said you weren't hungry.

The details backedup by evidence and spoken in a way that shows concern rather

than criticism can be effective and help a friend and co-worker before it it's too

late. The help you'd beg' 'ng is to make him or her face the fact that being

an alcoholic does cause problems for other people and is very noticeable.
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Once a person who is an alcoholic faces the truth, then there's a chance that he

or she will decide to get professional help, that he or she will accept the

drinking as a problem.

..,

A person who.seeks help and recovers from alcoholism usually realizes that it

could have destroyed everything that was important. He or she is likely to be

genuinely grateful for the part you played in helping.

In the wow -6f-one alcoholic, "hank God they saw what was happening, cared

enough about me and were able to tell me straight how it was. If I'd gone on

like I was, I'm sure I'd be dead by now--from illness or accident."

360
371,

a



Self
A

INDIVIDUALIZED LEARNING SYSTEMS

t
a

NPLEITCTHE'ALLOWING STATEMENTS BY WRITING ttiEleORRiti WORD OR WORDS IN THE

BLANKS PROVIDED.

I. A person is

tolerant to it.

2. DTs is short for

to a drug when his or her body becomes

3. Drinking too much is best defined not by the amount swallowed, but by the

change in that results from the drinking.

4. An alcoholic who forgets what happened during his or her drinking has had

a

WRITE ANSWERS TO THE FOLLOWING QUESTIONS.

5. What questions might you ask yourself about the effect on you of co-workers'
t

drinking?

6. Is it necessary for an alcoholic to "bottom out" before he or she can recover?

7. If you are going to intervene and try and tell a co-worker about his or her

behavior, what are the three most important things to bear in mind?

8. Make up your own example of a fact that you might tell to an alcoholic.

9. What happens if you come on strong or sound very critical of a person with

a drinking problem?

10. If an alcoholic does not get help, what is likely to happen to him or her?
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Self Assessment
Answers

1. tolerant

2. delerium tremens

3. behavior

4. blackout

5. any of those given in the Information section under "Whose Responsibility?"

4111 6. definitely not

7. a. You should be someone whose opinion is important to the alcoholic.

b. You should have a list of facts about the pe;son's behavior.

c. You should tell him or her the facts in a straight forward and

concerned way, without sounding as if you're being critical.

8. (your own answer)

9. He or she is almost certain to become very defensive--to deny, not under-

stand, not take it seriously or become aggressive.

10. Things will get worse. If left untreated, he or she will eventually die of

alcoholism.
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* Form a group of four or five people.

* Each person in the group should take responsibility for contacting an organization

that helps people with drinking problems. You'll find names and addresses in

the Yellow Pages under Alcoholism Information and Treatment Centers.

* Collect information verbally and from any free literature. Summariz report
back what is available in the way of help for a person with a drinking profile

.

* Find out from other students in the class which agencies or centers they
contacted.

* Make a list of all available help for alcoholics and write about 2 or 3 line

on each organization, describing the services that they provide.
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Post
srnent

1. Write a short paragraph describing what things can happen to an alcoholic
who does not get help.

2. Write a short description of the treatment plan for alcoholics provided by
one of the organizations you investigated in the Assignment.
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LOSING YOUR AUTO INSURANCE OR YOUR DRIVER'S LICENSE

Goal:

The student will be able to explain the

problems involved in, the causes and

consequences of, having auto insurance

and/or a driver's license taken away.

365

Performance Indicators:
The student will show understanding of

the topic by:

I. Successfully completing a Self

Assessment.

2. Researching the local auto insur-

ance market, specializing in

"sub-standard" drivers.

3. Discussing alternative forms of

transportation to and from work,

in the event of having one's

driver's license taken away.

4. Listing reasons and consequences

of having a driver's license taken

away.
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Study Guide
In order to finish this module, do the following tasks. Check each item off

as you complete it.

1. Read the Goal and Performance Indicators on the cover of the module.

This will tell you what you will learn by studying the module, and

how you will show you've learned it.

2. Study the Information section. This section will.give you the inf.-ma-

tion you need to understand the subject.

3. Take the Self Assessment exam. This is a test for you to prove to your-
,

self that you have learned the material you have studied. Compare your

answers with the answer on the Self Asessment Answer Sheet, which is

on the page following the Self Assessment. If you scored poorly,

.re-study the Information section or ask your teacher for help.

4. Do the Assignment page. Follow the instructions at the top of the

assignment page.

5. Take the Post Assessment exam. Give the exam to your teacher after

you have completed it. Your teacher will grade it for you.
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nformation

LOSING YOUR CAR INSURANCE:can be a serious and costly problem. If your
.

.present auto insurance company. doesn't renew your policy, it means you'reN

in,trouble, because:

* You can't drive by law until you are covered.

* You will have to shop around immediately for another company.

* You will almost certainly have to pay a higher premium, because you

might be considered a "high risk" customer.

* Being unab'e to drive for awhile could be very inconvenient.

It's almost impossible to generalize about car insurance companies, because

each one is different and has its own set of rules and regulations, or

"underwriting." They do tend to specialize in customers with certain types

of driving records:

* companies for preferred drivers (those with excellent driving records)

* companies for standard drivers (those with good or fair records)

* companies for sub-standard drivers (poor or very poor driving records)

Companies who specialize in sub-standard drivers will insure almost ANYBODY

and charge VERY HIGH premiums (a :joung male with a bad driving record

could pay $1,000-plus, per year, for car insurance).

Auto insurance companths have the right to "drop" a customer if that customer

becomes too high a risk for the company._ They vary so much that one company

might drop a customer after only one claim, while another will see a customer

through 2 or 3 serious accidents.

What to do if your insurance policy is canceled

* Contact your agent or salesperson who sold you the policy immediately

and find out why. You may already have a good idea, but this
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information will help you when you're trying to get coverage from

another company. In most states; an auto insurer is required to give

an explanation when a policy is canceled.

If you are a bad risk (you've had a series of claims or accidents; a series

of vandal isms (thefts, etc-)i-youl-ve-been-convicted-of driving-wbil-under

the influence of drugs or alcohol, or reckless driving) as well as being:

* under 30 and male

* non-white

* living in a city ghetto

you might have to pay a penalty of as much as 4 times the auto insurance

rates being paid by other drivers.

Looking for new insurance coverage:

* It's a good idea to shop around, in order to get the BEST deal for.

yourself. If you know you're a high risk customer, find out which

companies specialize in the type of coverage you need--call them and

find out whatferms they can offer you.

* If you're having difficulty getting coverage, you could apply to the

Automobile Insurance Plan. Every state, except Maryland has an AIP

and any licensed agent can handle your application. States usually

require companies in the plan to keep bad risks at least 3 years.

Most drivers can get regular insurance after a 3-year good driving

record.

Rates charged for insurance in the AO in most states are about 5%

to 15% higher than in the regular market, but remember that high

risk drivers always pay higher rates, whether AlP or not.

* Beware of unscrupulous (crooked) companies--watch out for advertised

rates which seem suspiciously low for Oigh risk category.

* "Mail order" insurance companies can provide a good deal 'and reasonable

rates because of low overhead.

If you have any doubtsBbout the reliability and honesty of an insurance

company, you can check on the reputation at your State Insurance Dept.

or StAe Commissioner of Insurance.
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Have you been treated unfairly?

If you honestly feel your policy has been canceled for unfair reasons,

send a letter to your State Insurance Commissioner, with copies to your local

Better Business Bureau, and even your congressman.

LOSING-YOUR LICENSE is a very serious problem, particularly if you rely on

your car to get you to and from work. These are some of the reasons why your

license could be suspended:.

* If you take a motor vehicle without.the owner's permission.

* If you're convicted of any moving traffic infraction (breaking rules

of the road, driving dangerously, etc.). There are 4 classes of

traffic infractions: driving under the influence of drugs or alcohol,

and hit-and-run, involving only damage to property, are examples of

the most serious (Class A) traffic infractions.

* Some traffic offenses are so serious that they are called traffic

crimes--reckless driving, hit-and-run resulting in death or injury,

trying to escape from a police officer, driving %,hile license is

suspended.

Ajudge has several options in sentencing a driver convicted of a traffic

crime or Class A infraction.

* Your license may be suspended until you complete a Defensive Driving

Course or other approved traffic school. You have to pay a fee to

take the course, -and if you don't take it, your license may be

suspended for up to one year.

'* You mdyhave limitations put on your license (for example, you may be

allowed to drive only to work or dur,ng certain hours.

* Failing to appear in court for any offense is the most common reason

why drivers have their licenses suspended. Don't throw away a court

summons, thinking it doesn't matter -- you'll automatically have your

license suspended if you do.

Some convictions are so serious that licenses are taker away for one year.

These are:

* Hit-and-run involving death or injury.

* 2 reckless driving convictions in 2 years.
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* Manslaughter or homicide involving a motor vehicle.

* A felony, in which a motor vehicle was used to commit the crime.

* Lying or making-false written statements while udder oath, in connection

with the registration or Operation of a motor vehicle.

These convictions automatically mean the suspension of a license:

* Trying to escape from a police officer.

* One conviction for reckless driving.

Suspension is for either 90 days, 1 year or 3 years, depending on whether it

is the 1st, 2nd or 3rd conviction in a 5-year period. A driver who is

convicted for the 2nd time in 5 years of driving while under the influence

of drugs or alcohol is suspended for one year. For 3 or more \convictions

it is a 3-year suspension.. A license may be partially reinstate only if the

driver participates in a drug or alcohol rehabilitation program.

CONSTANT OFFENDERS can have their license taken away for 10 years if their

driving record shows 3 or more of any one or more of the following convictions

in a 5-year period:

* hit-and-run

* driving while under the influence

* reckless driving

* attempting to escape from a police officer

* driving while license suspended_

* manslaughter or hoMIcide involving a motor vehicle

Twenty or more traffic infractions also puts a driver in the constant offender

class.

Insurance Coverage

If you're a driver in a traffic accident, your accident report must show

the name of your insurance company and the policy number. If you don't

have liavility insurance, you MUST file proof of future finanCial respon-

sibility with the Motor Vehicles-Division on form SR-22. You must file,

even if the accident wasn't your fault.

IF YOU'DON'T FILE, YOUR LICENSE MAY BE SUSPENDED.
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Coverage must be kept up at all times, on all your vehicles for 3 years. If

you don't pay the premium, your license will be suspended.

Reporting Accidents

If you're involved in an accident and you don't file the required accident

report form, you'll have your license suspended. If you do report the

accident, but didn't have liability insurance at the time, you must also

file proof of future financial responsibility, on form SR-22.

Judgments

If you damage someone's property, or injure someone in an accident, they

may take you to court to get a "judgment" against you. If the court gives

its judgment and you don't meet it within 60 days, your license will be

suspended until the'judgment has been fully met, or other legal arrangements

have been made.

Driving while license is suspended

This is a very serious offense, and can mean a fine of up to $2,500 or/a jail

sentence, or both. Don't let iinyone Who you KNOW has a suspended license

drive your vehicle--it could man that your vehicle might be impounded for

120 days or the registration might be suspended for the same period.

The notice of suspension

If-a judge orders your license to be siispended,'you'll receive a court

order, informing you when you have to appear. DON'T IGNORE IT. If your

license is suspended by the Motor Vehicles Division on a court recommendation,

you'll be sent a notice of suspension'by certified mail.

Drivers who want to defend themselves against a charge of driving while their

license is suspended WILL NOT WIN if:

* they already had knowledge of the suspension when they were stopped

by the police and charged

/ * they refuse to sign a receipt for the certified mail containing the

notice.

* the notice couldn't be delivered because of a change of address which

hadn't been reported to the Motor Vehicles Division, as required by law

How tdr get your license back. It costs $25 to get it back, after haying it.

withdrawn or suspended.
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Self
Assessment

WRITE ANANSWER TO THE FOLLOWING QUESTIONS.

,1. Why is it a good idea to shop around when you're looking for new insurance-

coverage?

e

2. Do auto insurance companies have the right to "drop" a customer if they wish?

a.

3. What should you 'tio immediately if your insurance policy is canceled?

4. Name 4 factors that could make a driver a bad risk.
- ,

5. What does lgsing auto insurance mean to a driver?

6. What's thel MOST common reason why drivers haVe their license's su pended?
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7. If you're involved in a traffic accident, what would be the result if

you didn't report it?

.

8. Do high risk drivers ALWAYS pay higher insurance rates?

9. How can you check the reputation of an Insurance Company?
,

1

',.

10. ghtt could be the consequences of driving a car while suspended,?

.;,,1

t.'

11. List 1 traffic convictions whichcould lead to suspension of your'liCerlse.

)

/

r
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Self Assessment
Answers

I. Each insurance company is different and will offer you different rates.

2. Yes.

3: Contact your insurance agent or salesperson and find out the reason why.

4, Any 4 of these:

* under 30 and male

* nonwhite .

* living in a city ghetto

* a series of claims or accidents

* a series of thefts or vandalism

* traffic convictions

* driving under the influence of drugs or alcohol

5.. It means: .

* you can't drive by law until you're covered

* you'll have to Adp around immediately for another company

* you'll haiie to pay higher premiums

* the inconvenience of being unable to drive temporarily

6. Failure to appear in court for any offense.

7. Suspension of your license.

8. Yes.

9. You can contact your State Insurance Department or State Commissioner of

Insurance.
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10. A heavy fine, or a jail sentence, or both.

11. Any 4 of the following:

* manslaughter or homicide resulting from driving a vehicle

* a felony in which the vehicle was used

* reckless driving

* taking a motor vehicle without the owner's consent

* convictions for driving while under the influence of drugs or alcohol

* attempting to escape from a police officer

* hit and run, involving death or injury

* lying or making a false written statement while under oath, in connec-

tion with registration or operation of a vehicle
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Assignment

COMPLETE THE FOLLOWING ASSIGNMENTS.

I. Do some research in your local community and find out the auto insurance

companies which specialize in sub-standard drivers. Ask them fdr what

reasons they consider a driver to be classified as "sub-standard" and what

sort of range of yearly premiums is paid by drivers they insure.

2. Get together with at least ONE other person in your class'a'nd dtsciiss what

you would do if you had your driver's license taken away for a period of

six months.

How could you get to and from your work?

Make a list of possible alternative forms of transpor/ation which might

work for you. L.
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Post
Assessment

List 8 reasons why people could have their license's taken away. What might be

the consequences?

.,

.t.
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IN TROUBLE WITH THE LAW--YOUR RIrHTS IF YOU ARE ARRESTED

Goal:
The student will be able to identify

individual's rights if ever arrested,

and will learn abodt some of the legal

problems and possible solutions involved.

378

Performance Indicators:
The student will show understanding of

the topic by:

I. Successfully completing a Self
Assessment.

2. Researching examples of "felonies"
and "misdemeanors."

'3. Researching the circumstances
under which a person could be
arrested in a pii-ticular state.

4.- Visiting their local police depart -

ment and asking about typical pro-
cedures which are followed when an
arrest is made; also preparing
a list of research questions.

5. Complgting a written Post Assess-
ment.
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Study Guide
In order to finish this module, do the following tasks: Check each item off
as you complete it.

I. Read the Goal and Performance Indicators on the cover of the module.

This wil'tell you what"-:You will leat-n by studying the module, and

how you willshow you've learned it.

2. Study the Information section. This section will give you the informa-

tion you need to understand the subject.

3. Take the Self Assessmentexam. This is a test for you to prove to your-

self that you have learned the material you" have studied. Compare your

answers with the answerson,the Self Assessment Answer Sheet, which is

on the page following the Self gsessment. If you scored poorly,

re-study the Information section or ask your teacher for help.

4. Do the Assignment page. Follow the instructions at the top of the

Assignment page.

E. . Takethe Post Assessment exam. Give the exam to your teacher after you,

have completed it. Your teacher will grade it for you.,
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nformation

WHAT IS MEANT BY ARREST?

ARREST means placing a person under restraint, or taking a person into custody

in order to charge him or her with an offenie. If YOU are ever arrested, you
do have rights to protect you, whether you're guilty or innocent.

But remember, the police also have rights and responsibilities which you should
be aware of.

In most states, there are 2 kinds of crimes you can be arrested for. These are:

* Felony--a crime for which you May be punished by imprisonment ii, the

state penitentiary for one year or more.

* Misdemeanor--a'crime for which you may be punished by imprisonthent in

the municipal or county jail for one year or less. You could possibly

have to pay, in addition, court costs and a fine.

You could also be arrested if there's an arrest warrant our in your name for:

* Violation of probation or parole,

* Failure to appear in court.

An arrest is made when - -i. a police officer compels or orders a person to go

with him or her, or

2. when a person submits or surrenders to custody.x

It is NOT an arrest--if an officer asks you to go with him or het7ib the police

station or, if an officer stops and "frisks" you in order

to inquire about a possible crime, or gives a patting of

your outer clothing to search for weapons.

If you ever find yourself in a situation when you're not SURE if you're actually

being ARRESTED, ask the police officer if you're being placed under arrest. You

don't HAVE to go with the officer,unless you ARE under arrest. The police are
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allowed to use mor force than is necessary to restrain a person or prevent

escape. There are le al remedies if too much force is used, which you should

discuss with your,lawyer.

IT IS A CRIME TO RESIST ARREST--even if you're innocent.

If you are ever arrested, don't become disorderly, use bad language or encourage

anyone else to do so. Don't try to stop the police from arresting someone else,

or you could get into trouble yourself. If you get arrested illegally, the law

does provide a remedy. At the time of arrest, an officer MUST tell you WHY

you're being arrested, and under what authority.

Usually, you can be arrested without a warrant (a written order to arrest signed

by a Justice of the Peace or judge) and in certain cases you may be given a

citation (written order to appear in court) instead of being taken into custody.

If you ARE arrested by warrant, you must be able to see it. If the officer :

doesn't have it on his or her person, it's your right to see it at the first

opportunity. A private person has the right to arrest you if he or she thinks

that a crime has been committed in his or her presence, if he or she has probable

cause to believe that you committed the crime. In this case, the person who is

doing the arresting must take the person believed to have committed the crime

either to a police station or to a judge immediately.

If you're arrested, anofficer CAN search you, even if you don't agree to-it. In

all other circumstances an officer must have a search warrant. If arrested, you

MAY and SHOULD request the help of a lawyer. If you can't afford to hire a

lawyer, one will be appointed for you by the court. Call your lawyer immediately

from the police station--if-you don't have one, call a friend or relative to help

you find one. Use your phone calls wisely because the number you can make will

be limited.

You'll be taken to the police station, where you'll be finger-printed and photo-

graphed. You can ask to have these photographs destroyed if the case against you

is dismissed. Your property which you have in your possession will be inventoried

--make sure you have a full list given to you. Remember, you don't have to answer

ANY questions besides giving your name and address.
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AT THE POLICE STATION, AFTER BEING ARRESTED:

Remember that at this stage vou don't HAVE to answer any questions, but it's

in your interest to be courteous. After giving your name and address you

CAN refuse to say anything. _You don't have to sign any papers, either.
-

REMEMBER, anything you say, whether or not it seems incriminating to you, may

be used against you later.

It's improper for anyone to try to promise you a lighter sentence, or anything

else, in,exchange for a confession..- The D.A. may discuss a plea bargain through

yoU lawyer, or with you, under certain circumstances.

No official may use force or threats against you; any violation should be re-

ported to your lawyer, the D.A. or a judge.

You can't be' forced to take a lie detector tess. Talk to your lawyer before

asking to, or agreeing to, take such a test; they're not always accurate.

You may be required to stand in a line-up. If so, you do have the right to have

your lawyer present. If the police ask you to perform other testS, ask the advice

of your lawyer firSt.

You do have the right to get out of jail on release agreement, unless you're

charged with murder. There are 3 kinds of release agreements:

* Security rellfse" is secured by a deposit of either money or property.

Be sure to obtain a receipt for any money or property you deposit..

The actual dollar amount of the security is set by the court. If /ou

feel that the amount is too high, your lawyer can ask the court to re-

duce it or to change it to either a personal recognizance or conditional

release.

* Personal recognizance is your personal promise to appear in court at

ALL appropriate times. 44

* Conditional release means that there are certain conditions that regulate

your activities while out of jail and often needs the help and agreement

of a third person to assure your appearance iri court and to supervise

your releasAttivities.

N
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A release assistance officer may interview you in order to obtain information

on which a judge will decide whether or not to release you from jail before

trial. Dobst discuss any aspect of case pending against you unless your
-

lawyer is present. Do'answer all the relevant qu9stions (e.g.,your name,

address,Agicupation, marital status). Be accuraind complete, because your

pre-trial release may depend on it.

'Failure to appear in_court after release is a crime which carPles additional

jail penalties. Normally, you must appearbefore a judge within 36 hours

after your arrest'. You should be given a written copy of the charges against

you, and you'll be asked for your plea. If possible, have ?wyer when you

first go before a judge. If you don't, the judge will tell you of your right

to have one. The judge will postpone proceedings for a reasonable amount of

time to allow you "to hire one. If yod can't afford to hire one, ask the judge

to provide, a lawyer for you.

When you appear in court, the judge will ask you to plead

:, * guilty

* not guilty

* no contest
,za

--to the charges, at the first hearing.

If ycu plead not guilty, the judge will set a later date for your trial.

If you plead guilty or no contest, the judge will proceed to sentence you.

In felony cases, if you haven't been indicted (formally charged in writing),

you're usually entitled to a prelimihary hearing, during which the judge will

decide if there's enough evidence to believe that you may have committed a

crime.

If the judge decides that there's not enough evidence, the case will be dis-

missed.

If the judge thinks that there's enough evidence, he or she will ier you

held for further proceedings.

Anthing you say at this point can be used against you later.
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Don't give up your right to a preliminary hearing without asking a lawyer's .

advice. 111 felony cases, the Grand Jury often decides whether there's enough .

evidence to charge you with a crime. Ydu may ask to appear before the Grand
Jury, when it's considering your case, if-p4r lawyer thinks it would beito
your advantage. If you do appear before the Grand Jury, you'll be asked to
plead either "guilty" or "not giiilty."

,

The Grand Jury doesn't have to allow you to appear before it.

If the Grand Jury indicts you; the court will et a date for trial and you'll

be tried on.the charges laid down in triting in'the indictment.

4
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Self
Ass merit

WRITE AN ANSWER TO THE FOLLOWING QUESTIONS.

1. What exactly does ARREST mean?

:_"?

:2. In most states, there are 2 kinds of crimes you can be arrested for.
What are these?

3. Name one Possible reason for an arrest warrant being put out for someone.

4. Is it an "arrest" if an officer stops and friskS you?

5. Is it a crime to resist arrest under all circumstances?

6. Does an officer have to tell you why you're being arrested and under what
authority?

7. A private person has the right to arrest you under what circumstances?

8. Is it true that anyone who is arrested has the right to the help' of .1 lawyer?
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9. If'you're arrested and taken to a police station, are you required to

answer ALL the questions you may be asked?

10. Can you be forced to take a lie-detector test at the police station?

11. There are 3 kinds of release agreements. One of these is personal recog-

nizance. What does it mean?

.12. Is it a crime to fail to appear in court after a release agreement?

13. How soon should you appear before a judge after being arrested?

0

+.
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Self Assessment
Answers

1. Arrest means placing a person under restraint, or taking a person into

custody to charge him or her with an offense.

2. Felony and misdemeanor.

3. .Any one of the following:

* violation of probation

* violation of parole -

* failure to appear in court.

4. no

5. yes

. yes

7.' If he or she thinks that a crime has been committed in his' or her presence,

and if he or she has-probable cause,to believe that you committed the crime.

8. yes

9. no

10. no

11. It meansyour personal promise to appear in court at all appropriate times.

12. yes

13. Within 36 hours.
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Assignment
COMPLETE THE FOLLOWING.

1. What types of crime could be called a "felony"?

List 5 examples.

411 2. What types of crime could be called a "misdemeanor"?

List 5 examples.

3. Visit your local police station and ask an officer about the typical pro-

cedures that are followed when an arrest is made. Prepare a list of ques-

tions before you/visit. You might include such questions as:

Do many people try to resist arrest?

How many telephone calls are people allowed to make after being arrested?

Approximately how many arrests are made each week?

How soon does an arrested person appear before a judge?

4. Research ALL the circumstances under which a person can be arrested in your

particular state.
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Po t
Assessment

Write a short report (at least half a page) about your visit to your local

police station.
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RELEASE FROM PRISON

Goal:

The student will be able to explain the

major problems an ex-prisoner faces when

returning to the community and how he

or she can find support and help himself

or herself succeed.

390

Performance Indicators:
The student will show understanding of the

topic by:

1. Completing a Self Assessment

successfully.

2. Researching State prison statistics

and support services within the

local community.

3. Writing and presenting a report

from personal research dongAttO,n
- 0

the community, and seggetmayt in

which the present situation might

be improved.
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Study Guide 1.7
In order to finish this module, do the following tasLs. Check each item off

as you complete it.

I. Read the Goal and Performance Indicators on the cover of the module.

This will tell you what you,will learn by studying the module, and how

you will show you've learned it.
i

2. Study the Information sectibn. This section will give you the informa-

tion you need to understand the subject.

3. Take the Self Assessment exam. This is a test for you to prove to your-

self that you have learned the material you have studied. Compare your

answers with the answers on the Self Assessment Answer Sheet, which is

on the page following the Self Assessment. If you scored poorly,

re-study the Information section or ask your teacher for-help.

4. Do the Assignment page. Follow the instructions at the top of the

Assignment page.

5. Take the Post Assessment exam. Give the exam to your teacher after

you have completed it. Your teacher will grade it for you. Arrange

for a time to present your report to your class.
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Information

INTRODUCTION

There are many people who commit crimes who probably deserve a long term in

prison, and society deserves and needs to be protected from them.

This module will look at some of the very real problems experienced by prison-

ers on their release, and at ways in which this difficult transition may be

made easier, so that they can begin to be integrated (accepted) back into

society.

SOME FACTS ABOUT OUR CRIMINAL JUSTICE SYSTEM

* The first penitentiary in U.S.A. was opened in 1790, in Philadelphia. Its

purpose was to punish offenders by putting them, in solitary confinement.

* Hard labor in prisons was introduced in 1825 in New York. It consisted of

moving rocks from one place to another and back, and it was supposed to

provide prisoners with something to do because so many had gone insane in

solitary confinement.

* The U.S. imprisons more people than any other civilized country apart from

South Africa and the Soviet Union--well over 1/2 million--and the rate of

imprisonment is rising.

* The crime rate, according to F.B.I. sources, has increased over the past

10 years from 2,750 to 5,055 crimes per 100,000 population, an increase

of (14%.

Prison Populations have Exploded in the Past Decade.

* 65% of all prisoners have sub-standar:d facilities according to a recent

national survey. Prison conditions have recently caused lawsuits in 42
states.
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Prisons and jails are currently operating at 173% of capacity, and it would

take $20 billion to bring them up to minimum standards. Prison overcrowding

is a serious national problem. . P

* The number of minorities in prison is 10 times that of whites--some states

have up to 100 times as many minorities as whites in prisons.

* The average number of people in prison on any one day in U.S. is 207 per

100,000. In Oregon the rate is 194 per 100,000, in Washington 185, in

Idaho 156 and in Hawaii 58. Nevada has the highest rate in the nation with

345 per 100,000.

* Ove.r 85% of prisoners are low wage earners--poor people.

* It costs approximately $8,000 per year to keep one offender in prison, but

it does vary from stateto state (e.g. $2,241 per prisoner' in Texas to

$14,442 per prisoner in Massachusetts).

* The Criminal Justice System employs 2 to 3 times more people than are

imprisoned, on any one day in U.S.

* Experts believe that the rate of imprisonment varies directly with the rate

of unemployment.

* More federal prisons have been built in the last 10 years than were built

in the entire history of U.S. before that, but they become overcrowded

after they're built.

* White collar crime costs the public 10 times more tnan street crime per

year--$40 billion against $4 billion.

* Experts believe that over 90% of the adults in this country have at some

time committed a crime for which they could be imprisoned.

* Almost 25% of the juvenile judges in this country nave no legal training.

Nearly 80% of them haven't received a B.A. degree.
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THE RE-ENTRY CRISIS FOR EX-PRISONERS

It's clear from what you've just read that there are many more people in pri-

son today than'ever before, which means that more ex-prisoners will have to

face the re-entry crisis back into society on their release. You probably know

someone who has been in prison. If not, you will.someday.

With a better understanding of the problems and difficulties they must face

you'll be better able to,help them make the transition back into the community.

The transition is always difficult--even for short-term prisoners. Inside pri-

son, prisoners are not prepared either practically or emotionally for the re-

entry crisis, and far from being agreat celebration, it's usually a terrible

shock--bewildering, disorientating and frightening.

Ex-prisoners face many awkward times: Humiliations, feelino, of inferiority

and inadequacy, and the sense of not belonging anywhere. Even short-term

prisoners are greatly affected by the change from the slow, grey world of

prison to the fast- moving, colorful and turbulent world outside.

For those of you who know little of prison life, it might be helpful to have

an idea of what conditions are like inside prison, so you car better under-.

stand what a great contf-ast.an ex-prisoner faces when,he or she returns to the

community.

What's It Like to be in Prison?

* Most prisoners have little or no privaLJ--most live -in small, open-face

cells and can be observed by their guards at all times--going to the toilet,

dressing, sleeping, etc.

* Prison rules restrict even a modest amount of human intimacy--a visit from a

loved one may begin and end with a 30-Setond embrace.

* HarsNlanguage; swearing, cussing and insult is a normal part of prison life.

* Time passes very slowly--prisoners learn to get through one day at a time.

* Mere is very little stimulation, either physical or mental. Even if pri-

soners are allowed to watch T.V., take some classes or do in-prison work,

ife is overall still very I.6rjng.
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* Prisoners learn to live by a different code of rules, known as the "con-

vict code." The code varies from prison to prison, but the first rule is

always "don't snitch." Informing on other prisoners, whatever they've done,

is dealt with very harshly by the other prisoners. "Always fight back" is

another important rule of the code. The ."stand-up cons" are the most ruth-

less and aggressive prisoners; they are also the most highly respected and

influential as far as other prisoners are concerned. They live consistently

by the code..

Outside prison the code runs against civilized values, and ex-prisoners who

continue to live by it are not good candidates for a smooth transition back

into the community and the job market. The "big shot" from prison may b2 unable

to fit in or even compete within normal everyday society.

PROBLEMS A NEWLY RELEASED PRISONER fIAS TO FACE ON RETURNING TO SOCIETY.

I I. Getting Settled Down.

A. Financial - -When an offender leaves a sc"... prison, he or she is

required to have $100 "gate money" to get going in the world. If the

offender doesn't have it, the state will provide -H.. From this, rent,

food, clothing, some form of transportation and basic essentials have

to be purchased,.

Although some prisoners do find financial support from their family,

social security or veteran's prograN, the majority leave with just

gate money or a little more. But in order to survive at this time,

it's clear that building up some sort of support system and being able

to seek and accept help is essential.

B. Emotional--Newly released prisoners can experience many conflicting

feelings and behaviors. They want to appear self-confident and in

control, but may be feeling very inadequate and afraid.

Fear of discovery is a frequent problem. Many ex-prisoners think

that they are somehow "marked" and feel very self-conscious. There's

always the fear.of rejection if they're honest about the past.
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Often feelings of resentment and hostility against society can make

ex-prisoners very diffi'cult to get on with and unwilling to seek out
or accept support.

Moods can swing from anger to humility or from feeling "on top of the
world" to being withdrawn and uncommunicative. Again, building up
support at this time is very important, and ex-prisoners may find
that their social skills have got rusty after a spell "inside", so
they'll need to start building up their inter-personal skills .:ith at

variety of people. Knowing people who can be understanding and suppor-
tive can make all the difference.

C. Finding Work-- Probably the mostimportant factor in determining whether
an ex- prisoner will "make it" back in society.

Here are SOME relevant facts:

1. Studies show that both state and federal prison poppldtions

increase as unemployment increases:

2. The unemployment rate for ex-prisoners is 3 times the overall rate
of unemployment.

3. Parolees who find work soon after release are far less likely to

continue in criminal activities than those who stay. unemployed.

4. One out of every 3 unemployed ex-prisoner-, will eventually be

imprisoned again.

5. People between 16 and 24 are less likely to be employed than those
over 24. This age group also commits over 1/2 the crimes in the

U.S.

From these statistics, we can clearly see that it is more difficult for

an ex-prisoner to find work on his.or her release, but at the same time,

if ex-prisoners are to have a good chance to make it again back in

society, thdy need a job to give their life a sense of purpose and to

give themselves feelings of pride and self-respect. It's often easier

to return to a life of crime than to find employment.

There are no special provisions for helping ex-prisoners find work.
* They must follow exactly the same procedures as anyone else who is

job hunting.

* Few employers choose to hire someone with a prison record, even if

they claim to be libe.al and unprejudiced
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The Long-Term Prisoner

Longer term prisoners have a harder time adjusting to life brick in society.

* After a long time in prison, the*first few weeks or months of release car

be bewildering and confusing, trying to take in sights, sounds and smells

that haven't been experienced for years.

* Language,can be a real probleM. It can be diffic,lt at first to get out of

the habit of using prison jargon, which is harsh and expressive, and to

V.know what language is appropriate in different situations in society.

* New technological changes can be very confusing; something as simple as

using a telephone can be intimidating. The accumulation of many changes,

both small and large, can come as a shock and be very disorientating.

* Technical skills that were once second nature may be lost.

* Social and recreational skills can get very rusty in prison.

* Conger term prisoners often suffer from agoraphobia--an abnormal fear of

open or public places. Being inside may be too confining, but being out-

side may be frightening. After living in close Oarters with hundreds of

other prisoners, the ex-prisoner can fear being alone, but can also fear

strangers.

* Establishing relationships with the opposite sex can be awkward and trau-

matic.

* The ex-prisoner may have lost the ability to perform many ordinary skills

which have no use in the prison world; and have great difficulty in knowing

how to buy a movie ticket, buy items across a store counter, or get on a

streetcar or bus.

Finding a Place to Live

A temporary residence is usually found for ex-prisoners on parole who don't

have friends or family. Often they're cheap and undesirable, and in the worst

part of town.

* A permanent place to live becomes a concern if a job isn't found immediately.
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* The parole agent may refer the parolee to local charity organizations (e.g.
Salvation Army), but by this time the parolee has ofterl given up, returned
to illegal ways of making money, or sought out other deviants for shelter,
food and companionship.

a

'Transportation

Transportation can be a serious obstacle in settling into a routine and find-
ing and keeping a job. Most parolees are not allowed to drive, so they have
to rely on public transportation or friends, -or walk. The.public tranort
system can be so confusing and intimidating to some that they prefer to walk
everywhere, which is very time-consuming.

Clothing

Clothing becomes a growing concern after the first few days. If the ex-prisoner
or parolee has no job and needs to look good for possible job interviews, this
problem becomes very large. After a few days it can be difficult to keep appear-
ing neat and clean. In the first weeks or months, many activities may be closed
to the parolee because he or she doesn't have appropriate clothes. Prison-issue
clothes are usually very few and secondhand. It's a good idea to try to get
'hold of at least one decent lioking outfitmaybe borrow from a friend.

Coping with the Pressures of the Supervising Parole Agency

About 44% of prisoners are released on-parole, and come under the supervision
of a parole officer, whose job .is to make sure that the parolee stays within
the rules of parole. These in.lude: 'A parblee must "maintain gainful employ-

ment", "must-not associate with former inmates or individuals of bad reputation",
"must not leave the county without permission", "must not possess, use or traffic
'any narcotic drugs', "must not use alcohol to excess", "must not drive a car
without special permissioh."

During the first few weeks, the parole agent has frequent contact with the parolee
and is supposed to help the parolee re-adjust. He tries to either find a job or
supply job leads and find temporary housing. He has very limited resources to
do this. There's a fund for meal tickets, bus vouchers,- hotel rent and a tittle
spending money, but it soon is gone. The parole agent must visit each parolee
regularly , write progress reports and be available for advice and encouragement.

If a parolee really wants to survive and succeed, even though it's often very
difficult to stick by the parole 1.1es, it's essential thnt he or she gets along
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with the parole agent and fits in with the conditions of parole.

.The rules are clearly laid down and it's the job of the pare agent to see

hat they're not broken. A parolee knows and should expect this.

Surviving parole-does mean fitting in and having to.proife oneself, as often

happens in work situations- -it's a kind of test to assess whether the parolee

is ready to be integrated and accepted back into society.

The successful parolee shows by his or her efforts a very serious determination

to rejoin society and make a "gor it." Those who don't want to make an effort

and who deviate from the rules will eventually end up in prison again.

WHERE EX- PRISONERS CAN FIND SUPPORT IN THE COMMUNITY

Family

Family can be the most consistent and successful support group for the eg-prisoner,

but only if there is no conflict or tension. Unfortunately there often are. 4

N.,

Families can be the best and the worst support groups.' They.can make the re-entry

crisis much smoother, or they can create many more tensions -and difficulties.

Often, the return ofa husband or wife released from prison or on parole can be

very disruptive to family life, especially if both partners are now-communicative,

resentful, and resistant to Aange, and if there were conflicts before. Conflicts

CoUld easily increase.

I

Parole agents feel thAtifparolees have the strong backing of his or her family,

then they have a lot going for them and will often be grag,te.d parole:even with-

out a job offer.

Halfway Houses

Halfway houses are -usually large family houses run ry non-profit orgat,.zations_,

or private donations. They can provide the initial security of a.''place to go"

and can have several advantages:

I. Low rent (often payable only when a job is fdund).

2. Being with people who share similar problems.

3. Reasonable food.' .

4. Comfortable place to relax, talk, watch T:11.
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Some disadvantages might be:

I. For ,some therelsioomuih'supervision, too many rules.

2. Some don't like being so closely associated with other parolees,

. because of possible bad influences.

3. The.more independent minded want to feel they can make it with-

out so much support. `,Nx\

-These houses can usually accomodate about 20 to 50 people, only a small percent-

age of the parolees within the local communitylat any one time.

A

Peisoner Siipport and Re-entry Programs

There are many such programs located throughobt the country, but most are funded

and run by don&tions and volunteer workers. They usually are unable to provide

financial supOlort,' but provide assistance and encouragement in finding. work and

place to live, re-entry counseling and emergency services such as providing

food and clothing and bus tokens which have been donated to. the organization.

They do provide support for those who are serious about their re-entry into

society, and can be very useful in the initial difficult weeks.

HOW CAN AN EX-PRISONER HELP HIMSELF. OR HERSELF. TO SURVIVE?

Having a Good Attitude is very Important.

Anyone who's been in prison should know that the odds are against them finding0

a job, particularly, if unemployment is'high. To find a job and keep it, it's
,

going to be necessary to convince a prospective employer of very serious inten-

tions to,w rk hard and reliably. It's up to the ex-prisoner to prove himself

or herself4. t'S always hard to re-enter the job market, but for ex-prisoners

it can be done with real determination,pextra pa-tience and positive attitudes.

Finding a Good Support.System is Essential.

Ex-prisoners should make the effort to try to establish new supportive contacts

and relationship, and try-ta avoid relying on'the old aeviant,friends of prison

life, or before. Being46und people who can have a good influence will help .

to give direction and new meaning to life for, the ex-prisoner.

GettiO-Along with the Parole Agent.

This will greatly increase the chances.of successful re-integration into society,
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,

Basically, it's up to the individual ex-prisoner to prove both to himself or

herself and also to society that he or she is determined to make it, and'that

involves a lot of effort and hard work. Society makes it alma t deliberately

difficult for ex-prisoners, but there is support available if needed, if ex-

prisoners are willing to accept it.

WHAT'S THE ATTITUDE OF THE UNIONS TOWARD EX-PRISONERS?

The Unions claim to be totally unprejudiced. Labor representatives maintain

that having been in prison does not affect people's chances of becoming appren-

tices. They also claim that whatever the conviction, a person who is a journey-

man would not be discriminated against.

4,
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INDIVIDUALIZE() LEARNING SYSTEMS

S If
Asses5m t

r

WRITE AN ANSWER TO THE FOLLOWING QUESTIONS.

1. During the past 10 years, has the prison population of U.S. increased or

decreased?

2. Approximately how much does it cost pei. year to keep one person in prison?

3. Experts believe that the rate of imprisonment is directly related to the

rate of unemployment. Is this true or false?

4. What's the average number of people in prison on any one day in U.S.?

5.. Write 4 differences between life inside prison and life in the community.

6. What is the job of the parole agent?

7. What financial help does an offender receive when he or she is released

from prison?

8., Why is it more difficult for an ex-offender to find a job than for anyone

else?
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9. What are 4 immediate problems an ex-offender has to face on release from

prison?

Alk
10. Give 2 possible sources within the community where an ex-offender could

seek support.

1
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Self Assessment
Answers

.,

1. increased dramatically

'2. approximately $8,000 per person

3. true

4. 207 per 100,000 population

5. In prison, there's

a. little or no privacy

b. harsh language, swearing etc., is a normal part of life

c. time passes very slowly

d. very little stimulation physical or mental

e. rules restrict-a modest amount of human intimacy

f. prisoners live by the "convict code"

(Any 4 of the above)

6. The parole agent must make sure that the parolee stays within the rules

of parole, and helps the parolee to re-adjust to life in society. The

parole agent will assist in finding a temporary place to stay for the first

week or so, attempt to find the parolee a job or provide job leads, and if

funds are available, give meal tickets and bus vouchers. He or she must

visit the parolee regularly, write progress reports and be available for

advice and encouragement.

7. $100 "gate money"

8. Any of these reasons:

a. The unemployment rate for ex-prisoners is 3 times the overall rate of

unemployment.

b.- Most employers don't choose to employ ex-prisoners, if they have an

alternative.

c. Transportation difficulties.
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d. Negative attitudes that don't convince an employer of serious inten-

tions to make a go of it.

e. Lack of self-confidence.

9. Any 4 of the following:

a. finding a job

b. finding a place to live

c. emotional difficulties

d. financial problems

e. transportation

f. getting on with the parole agent

g. re-orientation for the longer-term prisoner

h. having enough suitable clothes

i. finding a good support group in the community

10. Any 2 of the following:

a. family

b. halfway houses

c. prisoner support and re-entry programs.
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INDIVIDUALIZED LEARNING SYSTEMS

COMPLETE THE FOLLOWING ASSIGNMENTS.

1. Find out how many people are in prison in your state.

2. Use your own initiative to find out how many ex-prisoner support services

are available in your community. Make contact, either by phone or visit,

and think up a list of questions you would ask (e.g. what services they

provide, how they are funded, how effective they are, etc.). Talk to as

Many pppfe as you can who help ex-prisoners within the community and form

your.own impressions.
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INDIVIDUALIZED LEARNING SYSTEMS

Post
A t

From the information you have gathered in the Assignments, and the personal

impressions you have gained, write a short report about the support services

available for ex-prisoners in your community. How yould you improve the pre-

sent situation? Report back to your class.

407
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ESTABLISHING CREDIT

Goal:

The student will be able to explain the

nature and use of credit, how to obtain

it and use it to his or her benefit.

408

Performance Indicators:

The student will:

1. Demonstrate understanding of the

Information by answering questions

and working out some elementary

money problems.

2. Find out how many local merchants

issue or recognize credit cards.

3. Practice making an application for

a credit card.

4. Find out and report on the dollar

difference between purchasing a

major item for cash and by credit.

5. Write a brief description of his or

her plans for using credit.
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INDIVIDUALIZED LEARNING SYSTEMS

Study Guide
Norder to ,finish this module, do the following tasks. Check each item off
as you complete it.

1. Read the Goal and Performance Indicators on the cover of the module.
This will tell you whatlyou will learn by studying the module, and
how you will show you've learned it.

2. Study the Information section: This section will give you the informa-,

tion you need to understand the subject.

3. Take the Self Assessment exam. This is a test for you to prove to your-

self that you-have learned the material you have studied. Compare your

answers with the answers on the Self Assessment Answer Sheet, which is

on the page following the Self Assessment. If you scored poorly,

re-study the Information section or ask your teacher for help.

4. Do the Assignment page. Follow the instructions at the top of the

Assignment page.

5. ' Take the Post Assessment exam. Give the exam to your teacher after

you have completed it. Your teacher will grade it for you.
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INDIVIDUALIZED LEARNING SYSTEMS

Information
WHAT IS CREDIT?

Credit is getting merchandise or services and paying for them later. Credit is
going to the doctor, dentist, lawyer or counselor, and being billed after you
have used their services. It is a plastic credit or charge card that enables

you to get what you want now and pay in a lump sum at the end of the month or to

pay a percentage over several months. .Credit is using electricity or the

telephone and paying later. It is a loan that goes toward buying your house.

Credit is everywhere in modern society.

Credit benefits the creditor (the person who gives you credit)

* It enables the creditor to sell to people who don't have "ready" money

* It earns the creditor more money in interest on the amount you owe

* It encourages people to bu2 on impulse and to pay out more than they

would have if they were paying cash

Credit can also be of great value to the customer

* It enables ycu to obtain goods and services when you want them

* It allows you to buy whenever you think there's a good price

* It permits you to buy major items such as furniture, a car or house

* It provides an emergency cash fund--either in direct loans or by

being able to take advantage of credit to free your immediate income

for use

CREDIT AND CHARGE CARDS

These are often thought of by people as the same thing, but besides their size

and the plastic material they're made from, they serve two separate functions.

'Charge cards

You pay an annual fee for these and are expected to make one payment of the

entire bill when you receive it. This allows you to make a number of purchases
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IIIwithout handling cash and can be very convenient if you're traveling at home or
abroad.

/
Credit cards

Examples of these are VISA, Mastercharge and most oil company cards. They

allow you to get what you want now and pay later over a period of time. Any

amount that you don't pay costs you up to 20% in interest. If you have an

average monthly balance of $300 that runs over into the next month's billing,

you would be paying.about $60 a year in finance charges.

These cards are also useful as identification when you're writing checks.

RemeMber, the cheapest way to buy anything is to pay cash. On purchases you

ALWAYS save money, and you increase the 4mbunt of choice,available to you.

However, for larger items, it's probable that getting credit is essential.

Whenever possible, offer cash and ask fora reduction in the asking price'of

between 5%and 10%.

CREDIT ALWAYS COSTS MONEY

There is often a grace period of about 30 days where you can receive goods and

services without paying finance charges, but after the first billing, the amount

you pay for the goods or services will increase. Think of it as renting money;

if you rent something, you pay a rental charge.

HOW DO YOU OBTAIN CREDIT? I

Every adult will, at some time, be invited to apply for credit. But not everyone

is granted it. Creditors look for two things:

1. Whether you have,in their estimation, enough income.

2. How willing you are to make payments.

They decide on these two areas by:

* Asking you to fill pout an application form, giving them personal information

* Checking with a credit bureau for any information there is about you

THE APPLICATION FORM

411
A typical application form would have questions asking you for:

1. Details of your job--how much you make, how long you've been in it, who

your boss is.

2. Whether you have any other source of income.
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3. Where you 'live--whether you own or rent, how long you've lived there,

where you lived before.

4. The number of any checking or savings account and the address of your0

bank.

5. Whether you have any other credit- -the names and addresses of creditors.

The potential creditor will look at the answers to these questions to decide

whether he or she considers you reliable and dependable. You could get turned

down for various reasons:

* Your job is seasonal or subject to layoffs. This could be a real

difficulty for workers in construction, so it's important to be alyle to

show where your yearly income will come from.

* You haven't (as far as they're concerned) been with the same employer

long enough. This could be a problem in'construction, and the best

advice is to establish your credit worthiness at a time when you think

you'll be with the same boss for a longer contract or series of jobs.

* You're not baying a house.

* You haven't lived in the same add-essor been with the same landlord

for at least a year.

* You overdraw at the bank.

INFORMATION FROM A CREDIT BUREAU

In addition to assessing your answirsion the application form, the creditor

will check your credit record.at the local credit bureau. This bureau keep's

a file on you with information about address, job, salary and any previous

credit payments that you've been making. This information is sent to the credit

bureau by previous creditors; they send details of your good paying record, as

well as your failures to pay on time. So, if you've been in debt in the past

and had difficulty in making the re-payments, for 7 years you're likely to have

a poor credit history--that's how long they keep the records. It's 14 years

if you ever go bankrupt.

There are credit bureaus nationwide and they make information available to each

other. They sell the informatin to banks, retailers, credit card companies, etc.

ANY INFORMATION THAT THEY HAVE ON YOU--GOOD OR BAD--WILL FOLLOW YOU AROUND

WHEREVER YOU-GO.
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WHAT IF YOU'RE TURNED DOWN?

If you are refused credit because of information in a credit bureau file, you

can, by law, see a copy of your file and find out who else has requested to

see it for credit purposes during the last 6 months. .(It isialso possible that

some.employers will get information on you from a credit bureau before offering

you a job. If you have been turned down for jobs and don't know w , it might -

be a good idea to see your-credit file. You're allowed to find ut which employers

have requested to see your file during the past 2 years.).

If you request, by phone or mail, to see your file within 30 days of having

been refused credit, you can get a copy free.

You are also entitled by law to challenge any information or give fresh evidence

that might dear your record. If and when the record is changed, you can ask

the credit bureau to give the revised information to whoever asked t9 see it

previously.

if you cant get a poor credit record changed in your file, and you believe

not a full story of the facts, you can make a written statement giving

your version of what happenedvand this will be included in your file for

potential customer see.

. ESTABLISHING A REPUTATION FOR BEING -A GOOD CREDIT RISK

If ybuhave a record of be: debts, than it's going to be harder than if you're

just starting out. - For the bad debtor, it is essential to clear4011 the money

you oweand get the record straightened out. For people wanting to get credit

for the first time, there are several ways, although none of them is easy.

* Maintain a sa,,ings and/or checking -account at the bank and make sure
, .

you are never overdrawn. This does not in itself get you credit, but

it proves you can handle money. #
* Put a poftion of your wages in a Credit Union. After you've saved a

few months, -ask for a small loan that you know you can repay quickly.

(You might even Consider taking out a loan, putting the money into

a savings account and never touching it until the time comes torepay

the loan.) Whichever way you do it, the repayment of a loan proves to
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potential creditors that you can handle money in a responsible manner and

that you're a reliable person FEI-you have to make re- payments.-

is the sort of evidence that creditors are looking for.

* If you're fortunate enough to own or be paying for your own house, then

you'll always have a means of raising money or getting credit. Owning

a house is considered equity, and banks will lend money to a person

with property that could, if necessary, be sold to repdy the loan.

.
IF YOU'RE GRANTED CREDIT

Its important to keep a good credit reputation. It cou be as va able to

you as money in the bank. Take on only those debts that you can afford and

always make payments on time. If, for some emergency reason, you can't make

the payments one month, it's important that you contact the creditors immediately

to explain your problem and your plans for making future payments.

How mudh credit is too much?

Before you apply for credit or a loan, figure out how much you can realistically

afford in monthly payments. Total how much money you have each month after

paying taxes. Next, make a list of all the unavoidable paymentrent or mortgage,

utility bills, food, transportation, medical and other essentials: THE DIFFERENCE

BETWEEN THE TWO TOTALS IS THE AMOUNT OF DISCRETIONARY,MONEY THAT'S AVAILABLE

TO YOU. This is money that can'be used for leisure, savings or purchasing

extras.

A yardstick measurement for the amount of debt that it is realistic to take on

would be a third of your annual discretionary money.. For example, if, after

paying bills, maintenance and housing costs, you're left with $350, use the

following formula:

12 x 350
1400

3

That would be your debt ceiling at an one time. Try to stay within this and

'you should be able to maintain your re-payments, enjOy goods and services when you

want them AND keep an excellent credit record.

GENERAL GUIDELINES FOR USING CREDIT

* Think of each credit purchase as a cash payment; if you wouldn't pay

that amount Of cash for it, leave it alone:
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* Keep the number of credit or charge cards to,a minimum. There is no

special status given to people with a stack of plastic cards. The more

cards and credit you have, the greater the odds of losing them, over-
,

looking (forgetting) payments or getting,"over your head" in debt.

* 'Where you have it and can use it, choose cash.

* Remember, the most important factor in deciding on getting credit is

how stable your job and your life are going to be in the near future.

If you are nearing a divorce, it would be better to destroy every credit

or charge card you and your spouse have. If you're in doubt about the

future of your job, pull back and step carefully or you might fall into

a pikthat's difficult to climb out of.
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INDIVIDUALIZED LEARNING SYSTEMS
-

Self
Assessment

ANSWER THE QUESTIONS IN THE SPACE PROVIDED.

1. Write down two ways in which credit can be of benefit to the creditor.

2. Write down two ways in which credit can be useful to the customer.

3. If you have an average monthly balance 04400 owing on a credit'card, how

much would you pay each year in finance charges?

4. If you are paying by cash, it's worth trying to.get e 'Auction sf.the asking

price by about how much?

5. What are the two things that creditors look for in a person before giving

credit?

6. How does a creditor get information about you?
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7. What is the first thing you are legally entitled to do if you are refused

IIIcredit on the basis of a credit bureau report?

1-

.00

8. How much does it cost to see a copy of your credit file?

9. If you go to live and work in another state, can you start a new credit file?

10. How long do credit bureaus keep information on your bad debts?

r

il. If you have $200 d4cretionary money each month,how much is it safe to get.

into debt?

12. Which is the cheapest way to buy things?
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Self Assessment
Answers

11111111v

....."''' 1., and 2. A choice of answers is available on the first page of the Information.

3. $80

4. Between 5 - 10%
,

5. Whether you have enough income and how willing you are to make payments.

6. From an application form you,fill out and from the files of a credit bureau.

7. Ask to see a copy of your file.

8. Nothing,if you make the request within 30 days of being refused credit.

9. No, the old information follows you through the network of credit bureaus:

10. 7 years; 14 years for records of bankruptcy.

11. 200 X 12 = $800
3

ti

12_. Pay cash.

418
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Assignment
COMPLETE THE FOLLOWING ASSIGNMENTS.

I. Find out how many local stores offer credit cards of their own. If they

don't issue their own, do they allow credit on other cards?

2. Pick up a credit or charge card application form at a store or bank and

fill it out. (There's no need to mail ;it.)

-Find out the address of your local credit bureau.

4. Find out the price of a car of your choice: (1) Paying cash, (2) using

credit. What is the difference in price?

r.
5. Share your findings with another person in the class.

-419
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Po t
Asses ent

Write at least half a page on how you plan to use credit. What would you buy
on credit? If you have no credit rating now, how are you going to get one?
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HOW AND WHERE TO GET HELP IF YOU'RE IN SERIOUS FINANCIAL DIFFICULTIES

Goal:

The student will be able to identify

places where people A° are in serious

financial difficulties can turn for help.

421

Performance Indicators:
The student will show an understanding

of the written material by:

1. 'Completing a Self,Assessment

successfully.

2. Completing Assignments which

involve researching the sources '4

of financial advice and help within

the local community and researching

the state laws relating to the

operations of commercial debt

adjusters.

3. Completing a Post Assessment which

involves giving a class presentation'

arising,f06 the research findings.
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Information

If you were in serious financial trouble and couldn't see a way Out, would you

know how or where to get help in your community?

Most people who are in financial trouble struggle on alone, getting deeper and -

deeper in debt until their debts become overwhelming and their resources are
few.- Financigl problems and money differences can also lead to stress and
conflict within family relationships, so it's very important, to get them figured
out. Tife MAIN piece of advice given by,EVERY reputable organization that deals .

with debtors in'trouble'is:

"RECOGNIZE YOUR FINANCIAL PROBLEMS EARLY--SEEK HELP SOONER."

Recognizing your financial problems early leads to simpler, shorter solutions
every time.

If you're worried about YOUR financial state at this time, or know someone else
who is having problems, why not consider seeking help from a counselor? A
counselor will look at your individual case and help work out a plan to start, you
on the road to a future in which you'll be able to handle your own finances
with confidence. Depending on the depth of your personal financial problems,

you might find one or more of the-following organizations helpful:

CONSUMER CREDIT COUNSELING SERVICES (CCCS)

Units exist in more than 100 cities in the U.S. They are organized and financed
locally, and are run as non-profit organizations. CCCS units offer 3 different
types of services:

* group education

* budget counseling

* budget counseling and distribution of funds to crrd tors
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GROUP EDUCATION:' Great emphasis is placed on trying to educate the public,

in the hope that families and people will learn to successfully. manage their

own finances and not need the other services offered.

BUDGET COUNSELING: 90% of the people who seek help from CCCS are in such a bad

financial mess that they need more than budget counseling alone. But, for the

10% who seek help before they're desperate, usually a single session with a

counselor will be enough to help a couple work out a plan for reducing living

expenses and/or increasing income, in order to free some money to pay their

creditors directly.

Counselors can also work out plans to extend some repayments and pay off others

early, whichever would benefit the applicant. RESPONSIBILITY FOR CARRvYNG OUT

THE PLANS IS WITH THE APPLICANT.

BUDGET COUNSELING AND DISTRIBUTION OF FUNDS TO CREDITORS: Is' for those people who

find themselves in the worst trouble and need a longer-term working relationship

with the counselor.

The counselor will spend time discussing in detail present financial troubles

and will then help by:

* working up a budget plan for the debtor-clients, helping them to find

ways to cut back on spending, which would 'rave a weekly amount left over

for paying off debts. -

* arranging with creditors to allow the debtor to pay off large debts over

a longer period of time.

* talking with each of the creditors and trying to persuade them to'allow

the debtor to make reduced payments that will match the free income which

is available, with no increase,in interest rates. Counselors try very

hard to encourage creditors to go along with the plan, but can not FORCE

them to accept. Most creditors do, because they know:

1-CCCS offices have a good'reputation

2-some payment is better than none

3-all creditors get equal'attention

Only the court can force creditors to accept reduced payments in a Chapter 13

bankruptcy (see module on Bankruptcy).
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HOW DO THE CREDITORS GET PAID?

When a plan acceptable to all the creditors has been worked out, the debtor-client

has to deposit the agreed amount of money each week at the CCCS office. The

counselor pays the creditors once anonth.

HOW IS CCCS FINANCED?

Financing does differ from city to city, but, as a general rule, the units

get their financial support from credit businesses within the community

(department stores,. credit card banks, loan companies, etc.). Funds are

distributed to creditors whether'they contribute toward financing the CCCS

or not.

HOW MUCH DOES-THE DEBTOR-CLIENT HAVE TO PAY CCCS?

ually there is s no charge at all for counseling.

If fuRds have to be dispersed to creditors, then a small fee of about $3 is

charged\on a weekly or monthly basis. This charge is very small, considering

the cost of counselor salaries, office overhead and the amount of paperwork

and bookkeeping involved. The average debtor has about 15 to 20 creditors.

HOW.TO FIND, YOUR LOCAL CCCS UNIT.

Use the Yellow Pages of your phone book. You may have to wait several weeks

1 for-your first appointment, UNLESS you're in an EMERGENCY situation. Funding

for CMS has not kept up with increasing community needs, so you'll probably

have to wait. your turn for help--another good reason for recognizing your

financial problems early!

If you're. lucky enough to have a CCCS office in your area, you',11 find they

offer the most direct, sympathetic and effective help to people in financial

trouble:

UNION OR INDUSTRIAL COUNSELING

Many unions offer counseling services'to their employees-:-it varies greatly
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from place to place.

Contact your local union office and ask whether financial counseling is

available to YOU.' If not, they'll refer you to an agency such as CCCS in

your community for help. Many large industrial companies now recognize the

need for employee counseling and support counseling services.

CREDIT BUREAUS

Credit bureaus were the first to recognize just how many Americans need

individual help and counseling with their financial problems.

At first, people with bad credit ratings because of slow or even non-payment

of credit accounts were referred to them by local creditors and they tried to

give individual counseling. They soon found that the small staff couldn't

dope with 'the large numbers of debtor-clients and found they had to refer people

to other local agencies, such as CCCS.

Credit bureaus DO continue to give credit counseling to families in towns

and cities where CCCS offices haven't been set up. Although they recognize

the,growing-need for debt counseling, because it's not their main function,

they're usually not in a position to provide an adequate service. Some

small credit bureaus may offer a very limited counseling service, through a

Volunteer program.

Credit bureaus differ from place to place, so, call or visit your local credit

bureau to find out what services are,available. If they have a full-time

counseling staff, they'll set up an appointment for you and let you know what

the costs'are. If they don't, they'll be able to'refer ydu to another local-

agency that will help.

CREDIT UNIONS

These are formed in connection with a labor union, company, college, medical

organization or other institution, and might provide financial Counseling, but

it will be limited. Only the very large credit unions have a staff of full-

time counselors on hand to help people. Usually, if you ask credit unions for

help, you'll be referred to a local agency.

If your labor union has an associated credit union, you could ask the manager
if the credit union provides any degree of credit or debt counseling. If your
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.' problems aren't major, limited counseling and a "consolidation" loan for

paying off high -cost loans can often be arranged.

At the least,kyou can expect to be referred to a reliable source of help.

COMMERCIAL DEBT ADJUSTERS OR DEBT POOLERS

They operate under a variety of different names, which might include:

debt counseloN, financial arrangers, debt consolidators, budget planners,

debt managers, financial adjusters, budget services, etc.

BEWARE OF UNSCRUPULOUS DEBT ADJUSTERS!

Although they advertise themselves as providing similar services to CCCS, they

rarely actually do, They not only charge very high fees, but often they

border on running a "racket" in those states where they're still allowed to

operate:"

They frequently take advantage of their clients--people who are already in

serious financial difficulties% A quote from a recent Dept. of Labor report

says:

"Complaints in many states have indicated that unscrupulous debt adjusters

and, pooler's instead of helping the debt-ridden, have actually created

additional problems for them."

27 states now DO NOT ALLOW commercial debt adjusters to operate a business.

16 states TRY TO REGULATE the debt adjuster business.

The states which attempt to regulate these businesses usually require a license

for legal operation, which must'be renewed each year. The states lay down

various rules and'regulations which are aimed at safeguarding the interests
r

of the client. Misleading advertising or deceptive statements are NOT allowed.

Idahof Washington and Oregon require that anyone wishing to set up in the

debt adjuster business must take an exam. Some states have laws limiting the

amount of time-that can pass between reciept of money from debtor-clients and

. the payment to-the creditors.

C7

In those states where debt adjusters ARE allowed to operate, their numbers have
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risen sharply over the past few years. It's only the setting up ofNON-AOFIT
"organizations such as CCCS in the community And free, or almost free, credit
counseling and fund distributing agencies that seems'to slow down their expan-
sion.

According to evidence presented to the House of Representatives, debt adjusters
tend to "prey on gullible and unsophisticated people who find themselves in
deep debt troubles."

These are some of-the abusive practices carried out by unscrupulous'(dishonest)

debt adjusters:

* deceptive or misleading advertising, which plays on ye fears of people
who are already in serious financial trouble. These people worry that

their wages will be stopped, their credit rating will be very bad, their

car or T.V. will be re-possessed because they can't meet their bills.

Advertising offers an "easy" solution to their problems.

* fees can be as high as 25% of the money collected-from the debtor-client.
In addition, interview charges, filing charges and other billings can

add up to a very expensive service.

* one of the most disreputable habits of all is taking their full fee

"off the top," before any money at all goes to the creditors. Once the4
full fee has been collected, the debt adjuster often loses interest in

thecli'ent and the client might eventually find out thatthe creditors

have NOT received any payments.

There's not much the clieny can do about it. Some results of dealing' with le

unscrupulous debt adjusters are:

* creditors don't often cooperate with debt adjusters.

* few, if any, problems are set right for the.debtor--usually, quite the

opposite happens. The debt adjusters in fact ADD another LARGE debt to

the debtor client's already long list of problems. Also, relations between
the debtor and the creditors can get WORSE, because debt adjusters-usuallyt

:advise debtor-clients NOT to contact their teed:tors.
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LEGAL AID SERVICES

These services provide help any counseling with serious financial problems, at

little or no cost, to people with a very low iriome. Most people who have a

regular income DON'T qualify for this service. \You can find Legal Aid in the

Yellow Pages of the phone book

PERSONAL FINANCIAL CONSULTANTS

They provide a financial service for the minority of people at the opposite end

of the scale--the VERY WEALTHY. They can provide either financial advice or a

very FULL and expensive service for those rich people who can't or don't have

the time to bother with dealing with their own financial affairs.

TO CONCLUDE: AVOID the commercial debt adjuster at all costs! There are so

many sources of reliable financial counseling and fund disbursement agencies,

which charge only a very minimal fee in nearly every community. SEEK THEM OUT!

429
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Self
Ass nt

WRITE AN ANSWER TO THE FOLLOWING QUESTIONS.

I. Do most people seek financial help early, or do they leave it until they're

already in difficulties?

. What's the MAIN piece of adviCe given by EVERY reputable organization that
.

deals with debtors in trouble?

3. Are CCCS.offices run for profit or non-profit?

4. How are most CCCS offices financed?

5: What are the 3 different types of services offered by CCCS offices?

6. Why do most creditors cooperate with CCCS counselors in their efforts to

help their debtor-clients pay back the money they owe?

4343
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7. About how much do debtor-clients have to pay CCCS for counseling and fund
distribution services?

8. Do some unions provide financial counseling for their members in difficulty?

9. List 2 abusive practices carried out by unscrupulous debt adjusters.

10. Now many states actually BAN commercial debt adjusters from operating d

business?

11. Lit 2 ways other states try to REGULATE the operations of debt adjusters.
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Self Assessment
Answers

1. Most people wait until they're in serious financial difficulties.

2. Recognize your financial problems EARLY and seek help SOONER.

3. Non-profit.

4. They are usually financed by credit businesSes within the community (e9.

department stores, credit card banks, loan companies, oil companies, etc.).

5. The 3 services are:

* group education.

* budget counseling.

* budget counseling and distribution of funds to creditors.
P

6. Most creditors cooperate because:

* CCCS offices have a good reputation.

* they know that some payment is better than none.

* all creditors get equal attention.

7. Small weekly or monthly charge of around $3.00.

8. Yes.

9. Any 2 of the following:

* deceptive advertising--promising to provide "easy solutions."

* very high fees--25% of the money collected, plus other charges.

* they often take their fees "off the top", so that they get paid before

.they give any money to the creditors.
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10. 27 states.

11. Any. 2 of the following:

* by requiring a license for legal operation which must be renewed each

year.

* banning the use of misleading or deceptive advertising.

* by limiting the amount of time the debt adjuster can hold on to the debtor-

client's money before handing it over to the creditors.
*

requiring an examination to be taken by the debt adjuster.

_
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INDIVIDUALIZED LEARNING SYSTEMS

t

Assignment
COMPLETE THE FOLLOWING ASSIGNMENTS.

I. Research sources of financial help in YOUR particular community.
Use the Yellow Pages in your phone book to get you started. Call
your local Union office and ask if they provide financial counseling.6If they don't, ask for a referal-in the community. Make a list of your
findings and note down:

* what services are offered.

* what fees are charged.

-2. Find out whether YOUR stc.te ALLOWS commercial debt adjusters to operate,
or tries to LIMIT their operations by imppsing rules and regulations. Try
to find out what those rules and regulations are.
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As a result of your research, plan a short presentation to give your group tell-

ing them of your findings. Advise them how and where to go for financial advice

or practical help in YOUR community.

Set a convenient time with your Instructor to give your presentation.
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BANKRUPTCY

Goal:

The student will identify the causes and

extent of bankruptcy, recent law reforms,

the options open to someone in serious

financial difficulties, and what pro-

cedures to follow in filing for bank-

ruptcy.

436

Performance Indicators:
The student will:

1. Complete a Self Assessment.

2. Complete 3 Assignments requiring

research and reading on bankruptcy

laws.

3. Complete a Post Assessment.



INDIVIDUALIZED LEARNING SYSTEMS

Study Guide
In order to finish this module, do the following tasks. Check each item off

as you complete it.

Read the Goal and Performance Indicators on the cover of the module.

This will tell you what you will learn by studying the module, and

how you will show you've learned it.

2. Study the Information section. This section will give you the informa-

tion you need to understand the subject.

3. Take the Self Assessment exam. This is a test for you to prove to your-

self that you have learned the material you have studied. Compare your

answers with the answers on the Self Assessment Answer Sheet, which is

on the page following the Self Assessment. if you scored pdorly,

re-study the Information section or ask your teacher for help.

4. Do the Assignment page. Follow the instructions at the top of the

Assignment page.

5. Take the Post Assessment exam. Give the exam to your teacher after

you have completed it. Your teacher will grade it for you.
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INDIVIDUALIZED LEARNING SYSTEMS

Information
A

'WHAT IS BANKRUPTCY?

When someone becomes bankrupt, they no longer have to pay their debts, no

matter how much they owe.

Filing for bankruptcy involves:

1. Paying a small fee.

2. Filing the-correct papers in '..:ic right place:

3. Giving up certain assets.

4. Making a brief appearance in court.

Bankruptcy is a simple, perfectly legal way to make a fresh finantial start.

How many people file for bankruptcy in U.S.A.?

The number of people filing for bankruptcy has nearly doubled in the past 10

years. Nearly 1/2 million Americans found themselves in serious financial

difficulties in 1980 and filed for bankruptcy, a 75% increase over figures for
1979. The trend is expected to continue, especially since the new lenient-

,

bankruptcy law reforms of 1979. Inflation and unemployment are also reasons for
the dramatic increase. Several years ago, only 6 states accounted for 1/2 the

bankruptcy filings in the country. Word has now spread,-and large numbers of
people are filing for bankruptcy in every state.

Some questions frequently asked about bankruptcy:

1. Does bankruptcy destroy your credit rating?

No The truth is that few people have much of a credit rating left when they

file. It's hard to destroy nothing. Many creditors actually prefer to extend
credit to someone recently bankrupt because they know that he or she will be

one customer who won't be able to declare bankruptcy for a while.
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2. Is bankruptcy for businesses and not -for ordinary people?

AbsolUtely not! Bankruptcy is for anyone who finds him-or herself in serious

financial difficulties which they can see no other way out of. 90% of filings

are by individual .people.

3. Does bankruptcy impose restrictions?

No- -aparf from the fact that someone who declares bankruptcy can't do so again

for 6 years. There are no restrictions as to what business, you can go into,

how much money you can make, or what you can do with it.

4. Do you have to be "broke enough "' to file bankruptcy.?

No! There is neither a minimum nor a maximum debt limit.

5. Is bankruptcy_ilIesponsible?

No! The basic principle of bankruptcy is that when a person doesn't have enough

assets to pay his or her debts, what is owned must be divided among the credi-

tors, in proportion to the amount owed each. Short of paying all_thes(ebia:

full is notpossible), what could be more responsible under the circum-

stances? ,

6. What is the cause of most bankruptcies?

Bankruptcies are almost always caused by personal financial emergencies,

loss of a job, accident, fire, flood, illness, hospital bills, divorce, lawsuits.

Many people over-extend themselves with credit buying, which isn't surprising

considering the amount of pressure froM advertising and the availability of

Credit cards. Nine out of ten-small businesses go bankrupt within their first

five years. ,

7. Can you change your mind and withdraw a bankruptcy petition.

Yes! An estimated 10' of petitions are withdrawn before completion, because of

improved financial circumstances.

8. What's the alternative to bankruptcy if you're in serious financial trouble?

You could borrow from friends, relatives or anyone else you can persuade tG lend

you the money, but that's not a satisfactory situation for anyone. If you can't

borrow, your creditors still won't get their money and your health--mental and

physical--could suffer. But, if you file for bankruptcy voluntarily it can give

you a fresh start to put yourself back on your feet again and start to practice

personal financial management.
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Going bankrupt doesn't ,stop:you from paying off your creditors, it only stops

you from having to.

9. When is the best time to file for bankruptcy?

When all money that is due to you, including wages, salary and loans have been

paid, and.you have received and spent your income tax return.

10. Can student loans be discharged in bankru-ta? 5

In the past 10 years, more than 10,000 students and ex-students have gotten riI

of their obligation to pay back their education loans through bankruptcy.

Student loans can be eliminated in bankruptcy if they have been owed for more

than 5 years, or if you can prove to the court that repayment would mean hard-

ship for you or your family.

11. Are poor people the only ones to file bankruptcy?

No. In fact the very/poor are th'e least likely to file because they have

nothing to lose, and
LI

ittle to fear from their crditors. Bankruptcy courts are

used by a wide cross section of the public, but most people are from the middle "

and upper income brackets. They all have one thing in common--they owe more

than they can pay.

12. Does filing for bankruptcy cause the debtor (person who owes) to lose his

or her job?

It isn't likely. Most employers aren't even notified when a debtor files for

bankruptcy. Even if they are notified, the employer might be pleased that the

employee has taken a positive step to
r

resolve his or her financial problems.

The employer realizes that with financial pressures removed, the employee should,

be More produtive and better able to concentrate on the job.

13. Will I lose all of my propertyslf I file bankruptcy?

No, in fact the exemptions provided in the bankruptcy reform act of 1979 are

so generous that most debtors will probably be able to keep almost everything

that they own. Each state allows different exemptions and the bankruptcy act

also includes a list. The debtor has a choice of using either'of these, and

in most cases the federal exemptions offer the greatest advantage.

14. What about furnitur: that I bought on credit that is not yet paid for?

You may keep the furniture, by agreeing to pay the creditors the current value

rather than the amount still owed.
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15. The company that financed my car is threatening to pick it up. Can they

do it without a court order?

Yes. rn most States the right to repossess a car if payments aren't made is

written into the contract. However, the finance company can't do so unless

you are willing to give it up. If you refuse and keep it hidden, the finance

company'will have to get a court order to take possession of the'car.

16. How can bankruptcy affect the trades?

People in the trades whose'work is seasonal or affected by lay-offs could find

themselves in financial difficulties if they spend when the money is good, over-.

extend their credit buying and likt plan for times when they might not be

working. Self-employed craftspeople who've set upon their own, and journey-

men who've become general contractors could get themselves into trouble if

therewere a slumpin the construction trade.

DO YOU NEED A BANKRUPTCY LAWYER?
.

This is one of the first decisions for someone who decides to file for bank-

ruptcy. You don't have to hire a lawyer, it is possible to "do it yOurself."

Many more people are now,petitioning for themselves and are discovering at

with the help of-the many excellent "Do it yourself - Bankruptcy'! bo .s on,the

market, that after filling out all the forms, the rest is fairly .sy. You

can save yourself quite a lot of money, (usually between $250 and $500) but

you do need time, patience and a 'good knowledge-of the correct_procedures.

If you can possibly afford the expense of hiring a lawyer, then do so. (Espe-

cially if at any time you are formally charged with doing something:Or failing

to do something, that constitutes fraud.)

How to find a good bankruptcy lawyer?

You should:

* get a personal recommendation.

* use the Yellow Pages and look under Attorneys or Lawyers. Call

up several and ask-them or their secretaries which lawyers in

your community specializein bankruptcy cases.

or

* call the Clerk of the United States District court and ia'k for names

of the leading bankruptcy lawyers in your community.
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.BANKRUPTCY LAW

The current Bankruptcy Law is the Chandler Act of .198, with.a major revision

in 1979 States can pass bankruptcy laws too, but apy state laws that are in

conflict with federal laws (passed by the U.S. Con 14ess) are always replaced

by the federal law. Federal law has gaps in it i at are intended by Congress

to be filled by .state laws. Many of tpe state 'xemptions were designed for

a basically rural economy anid haven't been revi§ed for over a century!

They allow bankrupts to keep such items as:

"one cart or wagon, and feed for oxen, horse's or mules for one month, and

seventy-fiv bee-hives" (Arizona)

"the family Bible, picture§ and school books, a lot in a cemetery, furniture,

bedding and provisions not to excestd the value of $500 (Wyoming)

"cemetery lots, church pews, persdial property to the value of $1,000

(Alabama)

"sewing machines ofall seamstresses, and private families"

(Pennsylvania)

"one fare,horse or mule or one yoke of oxen, one loom, one spinning wheel,

100 pounds of lint cotton, 10 head of hogs, fifty bushels of.corn, one wagon,

one table and
'

set of chairs" (Georgia).
/

Clea,r9yig.a.n4 of the state bankruptcy laws were out of date and did not pro-

vide the debtor' with the basics for a fresh start, which was their original

intention.

The new Bankruptcy Reform Act of 1979 was designed to,ensure that a debtor

who goes through/bankruptcy comes out of it with sufficient resources to start

again.' The feral exemptions are so generous that, iii most cases, the debtor

will be able to keep almost all he owns, without making any further payment on

his debts.

A debtor can become bankrupt and still retain:

* an automobile /

real estate

* all of his or her furniture, clothes, household possessions

* jewelry'

* paintings
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It's possible that a husband and wife, filing jointly, could retain assets

valued at $30,000 or more and sEill emerge from bankruptcy court with all of

their debts discharged.

THE DIFFERENT TYPES OF BANKRUPTCY

Bankruptcy can be either:

* Involuntary--This is what happens when your creditors get totally frus-

trated with your failure to pay your debts and they file a petition

against you. You can't do anything about it. If this happens, hire a

lawyer don't try to defend yourself in this situation.

* Voluntary--This is what happens when you decide to file for yourself.

There are 4 different kinds of voluntary bankruptcy, 2 of these are

for businesses, the remaining 2 are for individuals. These are:

I. Straight Bankruptcy.

a. This is the most commonly used type of bankruptcy

proceeding.

b. The debtor files his or her petition, surrenders the

necessary assets which are divided among the creditors,

and he or she is released from any obligation to pay

all but certain debts.

c. Two to three months later, he or she is "adjudged

bankrupt" and can immediately begin again. The filing

fee is about $50. This type of bankruptcy is relatively

quick and simple.

2. Wage Earners Law. 4

a. This 4s for people who want to pay off their debts, but

who need more time. In this type of bankruptcy, the

creditors gEt all their money, but it usually takes

about 3 years.

b. You're refered to as a "debtor" and not as a "bankrupt"

which avoids possible embarassment. Your financial

affairs are put in the hands of a trustee or credit

counselor by the court, who will ensure that your '

creditors get off your back and agee to accept smaller

payments. They help you straighten out your bills with-

out borrowing money.
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c. The filing fee is $60.

d. This method is slightly more involved than straight

bankruptcy.

THE BANKRUPTCY PROCESS--WHAT EXACTLY HAPPENS?
This isn't intended as a do-it-yourself guide

to bankruptcy, but is intended
to give a very brief description of the steps that have to be follOwed, either
by your.lawyer, or by someone who decides to file for bankruptcy without the
help of a lawyer.

'1. Filling Out the Forms.

You'll need to get the correct forms, which are usually available in most large
stationers or legal supply stores. You'll need one set of forms for either
Wage Earners Bankruptcy, or Straight Bankruptcy. Filling out the forms is a
complicated and long business, and this is where having a lawyer is a great
advantage. Whether you've hired a lawyer or not, you will have to make two
very accurate lists of everything you own and everything you owe. If you're
doing your own bankruptcy, you'll need to get the forms notorized (signed in
the presence of a Notary).

2. Filing the Papers.

Now the papers have to be presented to court. Take them and $50 in cash to the
Clerk of the U.S. District Court of your district. You must file 3 sets of
forms with the Clerk. The 4th is for you to keep. The Clerk will now inform
your creditors that you have filed bankruptcy. The notice will stop them from
pressing you for further payments in or out of court, and will inform them of
the date, time and place of "the first meeting of creditors."

3. The Court Hearing.

The "firsts meeting of creditors" is your court hearing, and will probably be
the only court appearance you'll have to make. It's an opportunity for your
creditors to get together, ask you questions, and elect someone to oversee the
distribution of yOur assests that you'll have to give up. In most cases there
are very few assets left, and the creditors don't bother to show up.

Go to the appointed place, at the appointed time, dress neatly, but not flash-
ily (no watches, rings or other jewelry). Take all your financial records for
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the past 2 years, and a copy of your bankruptcy petition. After the hearing,

he judge will appoint someone, usually a lawyer, to be the trustee of your
est te. He'll set up a meeting with you and will arrange for you to hand over

everyt ing you have to give up,

4. After the Hearing.

The danger to watch out for is something called "reaffirmation." Your old

creditors may approach you and offer to "help you get a fresh start" by loaning

you some money.. If they do so, make sure you only sign an I.O.U. for the new

debt only. Don't be bullied into making promises to pay old debts. This is

probably the most frequent mistake made by people who've just become bankrupt.

CONCLUSION

Credit is an essential part of American society today. The use of credit has

made a better life possible for most of us, bui, for many, the pressures of

credit buying can get out of hand and they can find toemselves "up to their

neck" in financial problems, they can't cope with.. Many people experience finan-

cial problems through no fault of their own, but because of ..infortunate or unfor-

seen problems.

The present bankruptcy law is designed to meet the needs of today's society,

and gives people a second chance.

If you're in that position, or know of anyone who is suffering with financial

problems, don't be afraid or ashamed to see a lawyer who can put you on the road

to a fresh start.

O
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Arse

INDIVIDUALIZED LEARNING SYSTEMS

t
WRITE AN ANSWER TO THE FOLLOWING QUESTIONS.

1. What does bankruptcy mean?

2. Approximately how many people filed for bankruptcy in 1980?

3. What is the cause of most bankruptcies?

4. Do you have to hire a lawyer if you want to declare bankruptcy?

5. From which income brackets do most people filing for bankruptcy come?

Lower, middle, upper?

6. Are the recent bankruptcy laws of 1979 hard or generous on debtors?

7. When is the best time to file For bankruptcy?

8. Can student loans be discharged in bankruptcy?

9. Does bankruptcy destroy your credit rating?
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10. Do most state laws provide the debtor with the basics.for a fresh start?



INDIVIDUALIZED LEARNING SYSTEMS

Self Assessment
Answers

r

1. Bankruptcy means that someone filing for bankruptcy no longer has to pay

their debts, regardless of how much they owe. It's a legal way to make

a fresh financial start.

2. Approximately 1/2 million.

3. Most bankruptcies are caused by personal financial emergencies and also

the availability,of easy credit.

4. No--you can "do it yourself."

5. Middle and upper.

6. They are generous.

7. The best time is when all money that is due to you, including wages, salary

and loans have been paid, and you have recieved and spent your income tax

return.

8. Yes--if they have been owing for more than 5 years, or if you can prove

that repayment would mean hardship for you or your family.

9. No.

10. No,they do not. Most of them are out of date and were designed for a

basically rural economy.
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INDIVIDUALIZED LEARNING SYSTEMS

Assignment 0
COMPLETE-THE FOLLOWING 3 ASSIGNMENTS.

1. Find out the current figures for bankruptcy in your town or state. Has

there been an increase over figures for the previous year:.

2. EITHER If you know anyone who has filed for bankruptcy, ask them how it

felt and. how they think it has affected their life? Share your findings

with your class.

OR Go to your local library and ask the librarian to help you find a

recent book about bankruptcy. Read as much as you can and compare your

`findings with the information in this module.

3. Go to your local library and ask the librarian to help you look up the

bankruptcy law for your state in your state statutes. Are they very much

out of date? Report back to your group.

449

45)



INDIVIDUALIZED LEARNING SYSTEMS

Post
Assessment

=e

WRITE AN ANSWER TO THE FOLLOWING QUESTIONS.

I. What advice would you give to someone who is seriously in debt, b ,ut who

would like to be able to pay all their bills if they had more tiem?

2. Would you advise someone wanting to file for bankruptcy to hire a lawyer?

If so, how would you advise them to find a good bankruptcy lawyer?

3. What is your attitude toward people who file for bankruptcy? Do you think

that the 1979 revised Laws are too generous on debtors?
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HOW TO FIGHT INFLATION ANDISAVE MONEY

Goal*

The student will identify some of the

causes and effects of inflation,

examine their own spending patterns,

and learn how to save money on a day-to-

day basis.

451

Performance Indicators:
The student will:

1. Successfully complete a Self

Assessment.

2. Complete 3 Assignments involving

researching the most economical

means of transportation to his

or her place of work; working

out personal financial goals

and ways he or she could cut

down on food bills.

3. Complete a Post Assessment.



INDIVIDUALIZED LEARNING SYSTEMS

Study Guid
In, order to finish this module, do the following tasks. Check each item off as

you complete it.

Read the Goal and Performance Indicators on the cover of the module.

This will tell you what you will learn by studying the module, and how

you will show you've learned it.

2. Study the Information section. This section will give you the information

you need to understand the subject.

3. Take the Self Assessment exam. This is a test for you to prove to your-

self that you have learned the material you have studied. Compare your

answers with the answers on the Self Assessment Answer Sheet, which is

on the page following the Self Assessment. If you scored poorly,

re-study the Information section or ask your teacher for help.

4. Do the Assignment page. Follow the instructions at the top of the

Assignment page.

5. Take the Post Assessment exam. Give the exam to your teacher after you

have completed it. Your teacher will grade it for you.

4
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INDIVIDUALIZED LEARNING SYSTEMS

Information
0

Why do%any Americans today feel so "broke," at a time when they're actually

earning more than ever before, and despite frequent pay raises?

The cause is INFLATION, which means the rapid rise in prices over a short period

of time. It means YOU PAY MORE FOR LESS. Today, you need about $1.30 to buy what

$1.00 bought only 2 years ago. Each year, inflation eats up 10% to 12% of the

money in your bank account and the dollars in your pay check.

What are the effects of inflation?

* prices go up, so your standard of living goes down

* your savings or investments decrease in value

* you might suffer possible financial stress, frustration or dissatisfaction

* you might begin to question whether it's actually worth working so hard

for less and less reward

The result is, that in order to fight inflation, you've either got to:

* earn more, or

* cut down on your living expenses

The problem with earning more is that as you move up the pay scale, you move into

a higher tax bracket and you'll find yourself paying more to the government in

income taxes and social security taxes. Did you realize that if you're an

average American worker, every dollar you earn until Way each year will go to

pay your taxes -- federal, state and local? For 4 months, you don't earn one cent

for yourself or you amily!

The purpose of this module is to give you some practical, day-to-day inflation

fighting ideas, to help you cut down on your LIVING EXPENSES. Most of these

ideas require little or no cash outlay, but each one COULD save you from $5 to

several hundred a year.
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THE MONEY YOU SPEND

_It's very important to PLAN your spending.

Take a good, hard look at your PRESENT spending. Take some time to work out

exactly how much you're spending, and on what, each month. You need to know
_

where your mbney is going each month before you can change your spending pat erns.

\Write down approximately how much you spend each month on everything you can think

of, from rent or mortgage payments, food, clothing, personal care, education,

enTertainment,'transportation, recreation, to cigarettes, alcohol and snacks.

Give yourself an incentive to cut your spending--set yourself some financial goals

(saving for a house down payment., vacation, car or even getting out of debt).

On you've looked carefully at your present financial situation and have set

you self some financial goals, it's time to plan where you can cut back easiest,

so th at you get the,MOST out of your dollar.

How td cut down on your FOOD bill.

1

Food is, for most Americans, the biggest item in the weekly household budget and

it's possibly the #1 best bet for saving money.

Here arelsome tips to help you get more VALUE for yolo dollar:.

* Pt, every step of the way--make a list and stick to it. Don't buy on'

impulse. Always have a pad handy in the kitchen so you can jot down which

supplies are runnir.g low. Look in your refrigerator, freezer or cupboards

to see what items you need. Look at the store ads (and the store "specials")

as ycou're making up your list.

* Avoid buying snacks--they're among'the most expensive extras you can buy.

They can add 10% to your weekly food bill without having nutritional value

* Try to cut your shqpping trips to once a week if you Fan. It does mean you

have to be more organized, but the less often yOu visit the supermarket,

the more money and time you'll save.

* Use a Small pocket calculator on all your. shopping trips. It'll help you

keep track of your spending as you go through the store. If you REALLY

want to cut back, decide how much you want to spend before you start

shopping and STICK TO IT!

* Don't go shopping on an empty stomach--shopping hungry is a sure way to

boost your impulse spending. Statistics show that if you shop after a meal

you spend 17% less than if you shop when you're hungry.

/,.
1
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* When choosing a supermarket weigh the cost of gasoline and time against

food costs. The least expensive supermarket in your town won't be the

-cheapest for you if you have to drive miles to reach it Shop around;

read the ads in your local newspaper and take advantage of bargains and

"specials."

* Use coupons to save cash. There are 2 types of coupons:

1. those good for reduced prices in the store

2. mail-id coupons. for a cash refund or a coupon good for another

purchase

Both types of coupons could save you as much as $2 to $3 per week. Donit

fall into the coupon trap of buying unnecessary items jua,because yOu

have coupons, and check before you buy that another brand isn't cheaper

even without the coupon.

* Plan your menus you'll find that if you take the extra time to PLAN you'll

not only save money, but the quality of your meals will:improve. Always

remember the seasonal specials- -many of the fruits and vegetables that come
- into season in the slimmer' cost 50;; less than in the winter.

* Compare the costs of different forms of the same foodZ-fresh, frozen, canned
or dried. Which is cheaper? Costs often change with the seasons -- usually

there's very little nutritional difference.

* Look at the bottom shelves or at the back of the shelves for excellent

bargains priced well below current levels. The people who stock the shelves

will get away with as little bending or stretching as they can.

* Watch the cash register very carefully where MANY mistakes are made--they're

usually NOT in your favor! Make 'sure the checker rings up the correct

"special"*Prices.

* Substitute "store" brands for nationally-advertised brandsthey'r6'u,sually

considerably cheaper and just as good. Advertising costs and fancy

packaging bump prices up. Yo0 can i'ave yourself 20 to 30%.

* Buy in bulk if .you can, and if you think you ca; use'ALL.Of the product,

especially when an item is on "special." Larger quantities are nearly

always cheaper.

* Buy day-old bread instead of fresh--prices can be as low a5 one-third of

the normal price, and most people can't tell the difference.

* Save stamps if, your superMarket gives thegime

* Take a "brown bag" lunch to work, at least a few days a week.

* Get to know what's good quality and what's bad, particulary'in meats, fruit

and vegetables.
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* Learn and kew track of local food prices so that you'll'know when an

item really,ik a bargain. If you can't remember prices of items yOu buy

often, write them down and you'll find it won't taKe you long before you

remember without writing.

*.Use your freezer' and buy when prices are marked down.

* 'Find out abdut the nutritional value of food and consider changing some

'of your eating 'habits to give yourself e healthier diet.and to enable you

,../.,A t better for less. You might decide to cut out some foods from your

,diet, or substitute reaper items which are healthier for you.,

* Try to avo0 high convenience foods (TV dinners, canned dinners, frozen
pies), Th ,v're okay ohte in a while; but they're expensive and aren't

nutritious.

In a lecent 5 -year 3ertar,:t e increase in food costs was a staggering 50%, and"
predictions' fory(e '80s-are similar! A typical family spends over $5,000 a

year on_p56; an amour. so large that LI. deserves special attention In your

efforts to save money, and light inflation. TRY TO'BUY GOOD OUALITY.FOOD AT THE -

ABSOLUTE MINIMUM COST,

/ .Now to cut down on your CLOTHING'bill. '4

* PLAN your wardrobe. If you-want to save money on clothes, one way is to

buy only a minimum number, of outfits tosuit your particular needs (work

clothes, clothes for "relaxing at home, sports or recreation clothes,

clothes. for going somewhere "special." Be practical and buy only clothes

that you KNOW you'll wear more than once or twice a year.

* Consider-the FUNCTION of clothes:-Are.your clothes practical for7the job? 711.

Your work clothes should be good quality, hard-wearing and comfortable,

so that they'll stand up well to frequerit washing, bending, kneeling, etc

If you need to work outside in winter, buy work clothes that are fairly

loose so you can add Warm layers underneath.

Your clothes for relaxing should he comfortable and your clothes which are
41

more ."dressy" should-fit well, be' well made and make you feel good about

the -ay you look.

* Don't but.on impulse- -many people end up with a closet full of impulse

"mistakes" because they got carried away on shopping sprees and bought

&lothes they never dreamed of having until they saw them. It's even more

,necessary to plan yot ivardrobe very carefully if you have a liMited budget,



so that garments are well-coordinated for colors, textures, matching

accessories, etc.

* Don't be a compulsive buyernot to be confused with the impulsive buyer!

Compulsive buyers HAVE to buy to satisfy a psychological need (to give

themselves a "lift" or to feel secure in accumulatinn many clothes--far

'Ore than they ever need or wear). If you think you're a compulsive

buyer and really want to cut down on clothing costs, you might consider

getting some professional help.

* Buy clothes off- season and you can save as much as 50'.

Shop the clearance sales--after Easter, after July 4th and after Christmas.

Plan ahead and make a list of all the clothing items you KNOW you'll need

in the nexta6 months and watch for bargains. DON'T buy clothes simply

because the prices are lowBUY_ONLY CLOTHES YOU NEED. If you shop

carefully and with a little planning, you COULD buy every item of clothing

ON SALE at consider a* savings.
of'

* Consider upkeep as well as cost--are the garments "easy care" or do theya

they require expensive dry cleaning? A blouse or pair of slacks that needs

to be cleaned at $3 a time could cost you an extra $25 or $30 a year.

* LopLafterthe clothes you already have -- always hafrg them up and treat

your "best" clothes with respect. Don't relax around the house or do

household chores in them. Keep all your clothes clean and in good shape.

Keep your shoes longer by cleaning them regularly and getting them repaired

before they're falling apart.:

* Buy clothes that FIT well. Ideally, buy a garment that fits you perfectly.

This isn't always possible, especially if you're trying to .:ut cost, But

remember- -it's better to buy something a little too large than a little

too small,,and consider doing a minor alteration. It's easier to take

clothes in than wt. DON'T buy clothes that are too small because you hope

you'll lose 5 or 10 lbs.

* Read the care labels carefully so you don't ruin clothes in the laundry.

* Buy some items.in quantity socks, underwear, and save between 10 and 30(7,.

* Look forgood-worknanshi_ppoor quality 'clothes won't last long. Look

for:

smooth seams and even hems

- stitches should be even and close together

- any linings should be firmly attached and made of fabric that won't

stretch or shrink

- zippers should be flat, and firmly attached
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* For children--buy clothes that are practical, won't show the dirt easily,

are hard-wearing and comfortable. Don't impose your adult taste on your

kids--it's often a waste of money to buy them clothes that you like and

theI don't. If they're old enough, consult them and get their preferences.

* Use credit plans very_ cautiously--when you're trying to cut back, credit

cards are often fatal, unless you have great restraint to control your

spending. too easy to buy too many clothes or clothes that are too

expensive, when you have a credit card.

* Consider alterations to update your wardrobe.

* Don't make mistakes by guessing colors. If'you need to match a color sLade,

try to snip a very small piece of fabric from a place where it won't show

(the trouser hem or a seam) to help 'you when you're shopping for the coord-

inating garment.

* Shop around and check the discount stores, factory outlets, chain stores

and department stores for the best bargains.

* Second-hand clothing stores offer some of the best bargains around. For

the shopper who knows exactly what he or she needs, and has an eye for good

quality, its possible to buy high-quality clothes in excellent condition

at a, fraction of the cost. Older or unique clothes are becoming more

popalar, not only because of great values, but also because they can lend

a style of individuality to your wardrobe.

If you don't like to be stuck with the same old clothes year after year,

you might consider selling or trading some items from your current wardrobe

in a second-hand store.

How to reduce your TELEPHONE bill.

* If you have 2 telephones, cut back to one.

* Dial long distance:diect in OFF hours- -calls made between 5 and 11 p.m.

cost nearly 40'2,, Less. and over 50 less between 11 p.m. and8 a.m.

* If you make many'long-distance calls to friends e! family, you might consider

writing as an alternative now and then,

* If you can,,buy your own phone equipment rather' than rent :t. In many

communities you can buy a phone for about $25, which would cut about $1.25

each month from your bill.

* If you're making long distance calls, try to be aware of how long you talk.

If you take a few minutes before you call to plan what you want to say,

you'll be less likely to get side-tracked and end up with a large bill.

* Don't make "collect" calls unless it's an emergency--a local collect call

will cost 75 cents, 458
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Recycle and Trade

* Trade Services--an electrician could rewire part of a house in exchange

for 2 weeks use of a summer home and have a very low-cost vacation.

Initiateutradesu depending on your skills ant', needs.. If you can fix cars,

paint houses, lay floors, etc., you will piobably be able to find people

who'll either trade their skills n' who will offer you use of their

property/boat/camper, etc, in return.

Team up with some friends, neighbors or workers and initiate a system of

borrowing, exchanging and sharing, anything from clothes to home appliances,

babysitting, and rides to ,.,.k.

* If you desperately need a...,4aJ,G,attigiand are short of cash, you might consider

trading houses with a friend or someone you know reasonably well.

* Don't throw usable things away - -if you can't find anyone who wants to

trade, why not have a garage sale and make some money?

How to reduce your VACATION COST.

* Check your car thoroughli BEFORE you leave on a t'p. Emergency roadside

help is always more expensive than naving repairs none at your local service

station

* Avoid frequent and expensive car stops on car trip, Take most of your food

with you.

* Rather than stay in hotels or motels, try tourist or guesthouses. You'll

save,

* If you're traveling by plane, buy yoJr ticket early_ and get a special

reduction,

* Try a camping trip.--you can rent or try to borrow the basic equipment if

you plan to use a tent, or you could rent a small camper, depending on

your finances, There are over 20,000 campgrounds in the U.S. and Canada.

These days, -el:imping can be as primitive or as sophisticated as your finances

and tastes allow, and it can be a very economical way to spend -a very

rewarding vacation, especially if you have kids

How to cut_your GASOLINE consumption.

* If you drive at 55 mph, you'll get 20' better mileage than at 70 mph.

* ThP easiest way, of course, is NOT TO DRIVE. There ARE alternatives such

as public transport, bicycle or walking. Find an acceptable substitute

fordriving and you'll save hundreds of dollars each year. It's a well

known fact that Americans use their cars far too much, which doesn't help

'459,



the country's obesity problem! If you MUST use your car most of the time,

why not cop \ider riding a bicycle some of the time? It'll do you good as

well as saving cash.

* Plan the use of amour car to combine several trips. Short trips, where the

engine seldom reaches its best operating temperature, actually increase

wear and shorten its life.

* If your family owns two cars, you might consider selling one and sharing the

other. This might be difficult to live with at-first after you've been

used to the luxury and convenience of two, but you'll save yourself an

enormous amount in running costs, repairs, insurance, etc.

* If you own a large car with high gas consumption why not shop around for

a smaller, inexpensive replacement, with good consumption. Opt for an

ECONOMY car.

* Arrange a car pool with your co-workers, so you leave your car at home at

least 3 days a week. Carpooling could save you insurance money too. If
a

you switch to a car pool and leave your car at home all but one day a

week, your insurance rate could drop 20-25% for a saving of $100 if you

drive 12,000 miles a year.

* If you're waiting in your car with the engine running, t. it off after

30 seconds. It's cheaper to turn it off and restart.

* Don't drive around with your trunk full of extra things you don't need.

Each 1015 lbs. will cut fuel efficiency by about 2/5 of a mile per gallon

* Us-i;lg the air conditioner will increase fuel consumption by 6Z. But, on

hot days, it IS More fuel efficient to close the car windows and use the

air conditioner than to open the windows wide. Open windows create resist-

ance, requiring more energy to power the car.

* Have your engine tuned from time to time, or learn to do it yourself. You

could improve your car's mileage by 10-20% for a savings of $100 if you

drive 12,000 miles a year.

* Don't be a taxi service for your children. Let them ride a bicycle, walk,

or use public transport to get to school and recreation activities, instead

of being chauffeured around.

* Keep your tires inflated to the levels stated in the instruction book. If

they're under-inflated by even 2 ibs., it'll cost you 1,, less mileage.

How to et your Utility bills under control._

ENERGY costs 4 times more than it did 5 years ago, as a result of OPEC oil

increases. Whether you're renting or buying a house, take a close look at
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your utility expenses and try to CUT BACK, using any of the following

suggestions.

* Keep your thermostat at 68-72 degrees. For every degree over 72, your

heating bill goes up by 3%.

* Use an air conditioneronlyif absolutely necessary. You could try to find

an alternative; an air conditioner uses 10 times more energy than a fan.

* Install clear plastic shee,tiny over as many windows as possible during the

colder months to prevent heat loss.

* Don't heat rooms which are not used regularly., and make sure the doors are

kept tightly closed and sealed.

* The cost of installing better insulation can pay Hf*', if you intend to stay

in the house for 2 years or more.

* If you have a dishwasher, open the door after the rinse cycle and le the

dishes air dry; you'll cut the energy use in half.

* A dryer is a BIG energy user--it can use 9 times more energy thanyourwasher.

Dry only FULL loads, don't overdry clothes and don't forget to clean the

lint tray r&gularly.

* Put a layer of insulation (called a "blanket") around your wate- heater to

cut heat loss and save $20 a year.

* If you spend money on installing energy-saving equipment in your home, you

can save on taxes you can get a tax credit of $150 if you spend $1,000 on

storm windows.

* A full freezer requires LESS energy than an empty one because food helps

store the cold.

* Fluorescent bulbs cost 1/3 less to operate than ordinary bulbs.

* Turn off the lights when you leave a room--if you use fluorescent bulbs you

needn't bother unless you plan to be out of the room for 10 minutes or

more.

* You'll save 25 cents per load of washing if you switch to cold water.

* Take a good look at your refrigerator-freezer. Check for dusty coils,

frost build-'up and a loose seal (one where a sheet of paper slips out after

you close the door). They could add 30';, or $25 to S.30 a year to the

cost of running the-appliance. Defrost regularly, vacuum those coils 4

times a year and if your machine fails the "piece of paper" test, buy a

new seal for about $15.

* Install a flow-restrictor or an aerator into your shcwerhead. They cost

about $5 in hardware stores and cut water flow frun 7 to 10 gallons a

minute, to 3 or 4 gallons. You can save up to $20 a year in water heating
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costs for each person who takes a 4-minute shower every day.

* Weatherstrip and caulk your doors and windows for an energy saving of 10q

or more.

* Always tiOtty close the chimney damper when your fireplace isn't being

used; otherwise you could lose 20 of your heated or cool air up the chimney.

EVERYONE in the country is affected by inflation.

YOU really can help to fight inflation by following many of these money-saving

ideas.

As a consumer, if you buy wisely

- shop around

- use energy carefully

- budget your money and spending,,

you'll make CONSIDERABLE savings for yourself and your family.

III
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Self
Assessment
Answer the following questions in the space provided.

1. What does "inflation" mean?

2 List 2 effects of inflation on working people.

3. How many months of work, paying every dollar earned, does it take the AVERAGE

American worker to pay his or her taxes for one year?

4. How much does a TYPICAL family spend on food per year?

111
5. What was the increase in food prices over a recent 5-year period?

6. When shopping for food, why is it important to PLAN and make a list?

7. Why are "store" brands cheaper than nationally advertised brands in the

supermarket?

8. Is itcheaper,to run your car at 55 mph or 70 mph?

9. Why is it important V, get your engine tuned regularly?

40,. Is it cheaper to rent or buy your own phone equipment?

11, Why are second-hand clothing stores becoming so popular?

12. Why should you tightly close your chimney damper when the fireplace isn't
being used?

13. It takes 9 times more energy to run you- dryer than your washer. How can

you cut the cost of_operatimi dryer?___

463.
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Self Assessment
Answers

1. Inflation means yOu have to pay more for less. It's the rapid rise in

prices over a short period of time.

2. Any 2 of the following:

* prices go up, 5o the standard of living goes down

* your savings or investments decrease in value

* you might suffer possible financial stress, frustration or dissatisfaction

(unhappiness)

* you might begin to question whether it's actually worth working so hard

for less and less reward

3. 4 months

4. Anproximately $5,000.

5. 50%

6. It's important to plan and make a list because:

* you can save money

* you'll take advantage of special reductions and store specials

* you won't make impulse buys

* you'll eat more nutritiously by planning menus

* you'll need to visit the supermarket less frequently

* you won't forget items and have to make extra shopping trips

* you can buy fruit and vegetables which are in season

7. Advertising costs and fancy packaging bump prices up.

8. 55 mph
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9. You could- improve your car's mileage by 10-20%.

10. Buy.

11. * They're considerably cheaper than new clothes.

* Quality of workmanship in older clothes is usually very high.

* They're usually in very good condition.

* You can sell or trade clothes from your current wardrobe that you're

bored with.

* Older clothes can be interesting additions to your wardrobe.

12. If you don't, you could lose 20 of your hot or cold air up the chimney.

13. * only FULL loads

* don't overdry the clothes

* clean the lint tray out regularly
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1. What's the most ECONOMICAL way, in terms of time.and cost for you to get to
your place of work?

Compare the following.

Write down approximately how long it would take and how much it would cost
for each, for ONE month:

* public transport

* bicycle

* your own ca-

* motorcycle

* carpooling with some of your co-workers

* a new economy car

* walking

.

2. Write down 10 ways'YOU feel that you could save money on your food bill.

3. Take some time to think about setting your financial goals. Write down ALL
the things you would like to do or buy., that would involve you SAVING money.

Lastly, put them in order of importance to YOU.

466
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tr

P
Assessment

Now do YOU plan to fight inflation and save money during the coming year?

Write at least 1/2 page.



HOW TO PLAN A BUDGET THAT WORKS FOR YOU/YOUR FAMILY

Goal'.

The student will be able to plan and

follow a budget that will be adapted

to meet his/her individual'needs,/or

those. of his/her family.

468

Performance Indicators:
The student will show understanding of

the topic by:

I. Completing the Self Assessment

successfully.

2. Carefully planning a budget to

meet his/her individual needs,

income and goals, or those of

his/her family.

3. Completing a Post Assessment,

which involves evaluating the

budget after one month, making

any necessary changes or extra

cut-backs. -us
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Study Gui

Q

In order to finish this module, qq, the following tasks. Check eacti iteMoff
'

as you complete it.

1.. Read the Goal and Performance Indicators on the cover of the modulo

This will tell you what you will learn by studying/die module, and
- how you will show you've learned it.

,\

-7-7.:-T---
1,

2. Study the
I

Informatidn section. This.section will g've you,the informa-

tion you need to understand the subject.

3. .Take the Self Assessment exam. This is a test for you to prove to your-

self that you have learned the material you have studied. Compare your

answersWith the answers 9n the Self Assessment Answer Sheet, which is

*on..the paige folloWing the Self Assessment. If you scored poorly,
( re-study the Information section or ask your teacher for help.

4. Do the A'sbignmentIpage,. Follow the instructions at the top of the

Assignment page.

5. Take the Past Assessment exam. Give the exam to your teacher after -.

you have 4Mpleted it. Your teacher will grade it for you.

4
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nformation

4

.16

\ 1

A BUDGET or spending plan is a topl that will help you spend your money/ wisely

and help you reach your goals.

It can helplyou cut out inefficient spending and give you MORE for your money.

Setting u r budgefthat fits your NEEDS, or those of your family, takes

careful *ming. FOLLOWING a budget takes determination and cooperation
v

from everydne concerned.

A budget that really works must be planned around YOUR needs and income, or

around those of your family. This module will show you how to plan and follow

a budget that you call adapt to meet the needs of your family. If you're single,

you'll have an easier time planning, since you've got only'one person to consider.

STEPS IN SETTING UP A BUDGET

1-SET YOUR GOALS

Before you start, it's a good idea to get a looseleaf rntebook and a simple

financial, record book to help your budget planing. An alternative is to

use large sheets of paper and make up your on personal record sheets.

Sit down with the WHOLE family (include the children if they'r, old enough to

he intereste1) and decide'what your family really NEEDS and WANTS. Write down

and consider ALL suggestions, so that nobody feels left out. Try to keep your

goals realisticJikeeping,in mind your present any your future estimated income.

Tryogive priority (importance) to those goals that will involve and benefit

your whole family. Try to be as specific as you can.

r,

(
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Next, divide your goals into 3 sections:

* long term goals (owning a debt-free home, edication for your children,

saving for a,big trip or retirement)

* goals for the next 5 years (buying a new car, making a house addition,

making,a downpayment'on a home, taking a family vacation)

* goals for this year (reducing your debts, tarting a reserve fund,

buying a washer/dryer)

. Goals change, cf course, as the size, age, income of your family change.

WRITE DCWN YOUR GOALS AND KEEP THEM FOR CONSTANT REFERENCE.

2-ESTIMATE YOUR FAMILY INCOME

Before you can plan wisely, you need to know how much money you'll have to

work with. Most budgets are made over a 12-month period, but if this is your

first attempt at budgeting, you may want to set up a trial 1-month budget and

see how it goes. Write.down ALL the funds you expect to receive--from whatever

source--during the next 12 months. ,r
Start with fixed amount' that you and other members of your family get regularly

(wares, salaries, social security benefits, pensions, allowances, etc.).

Then write down the variable income you can estimate (it.terest from savings,

accounts, sideline or "moonlight" jobs, rents, gifts, etc.).

If your earnings are not regular you'll have to base yo'r estimate on

past income and your current work prospects. It won't be ar, accurate, but

it's the best you can do. (See the form as an exampleyou should make up

a form for YOUR use that includes only the categories which are relevant

to you and your family.)

3-ESTIMATE YOUR SPENDING

Now you need to work out your estimated expenses. If you have records of your

family spending, you can use them as a basis for your budget. If you don't,

you may be able to use checkbook stubs, old bills; receipts to help.



Make a list of everything your family spends money on, starting with fixed

expenses such as rent, mortgage payments, personal and property, taxes, union'

° dues, insurance, utilities, etc.--everything, all bills that are about the same

each month.

Then go to variable day-to-day expenses such as food, clothing, medical

expenses, entertainment, transportation, etc. (See the attached form as

an example -- again, make your own list which covers all categories that are

relevant for you.)

Add up your total spending over the year.

How.does it compre with your income? If your income is MORE than your expenses,

you're doing well. A budget could still be very useful to help you save more

and 'get closer to your goals.

If your spending is MORE than your income, you're in trouble and it is

essential for you to work on a budget.

ESTIMATING YOUR FAMILY INCOME

ESTIMATED INCOME FOR:

ITEM AMOUNT

wages /salary of: ,

husband $
wife $
°flier

interest, dividends $
moonlighting

$________
other income $

TOTAL INCOME
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482



EXPENSES FOR ONE YEAR

FIXED EXPENSES ANNUAL MONTHLY - SPENT IN FEB. MAR. APR. MAY JUNE JULY AUG. SEPT. OCT. NOV. DEC
AMOUNT AMOUNT JAN.

mort./rent
,,

heat

light

water

telephone

garbage

union dues

insurance -life

health

disability

auto

home

child care

installment

payments

loan repay-
ments

school/college

children's allowance

other

TOTAL

433

ETC.

e .
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EXPENSES FOR Of E*YEAR_

VARIABLE EXPENSES

food

clothing

doctor

dentist

gasoline

drugs

entertainment

books/magazines

repairs/upkeep

car

home

appliances

cleanThg/personal

care

furniture

birthdays/Christmas

hobbies

vacation

cigarettes

church

dining out

other

ANNUAL MONTHLY JAN. FEB. ETC.

,...

TOTAL

485
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'4- SETTING UP THE BUDGET

Now you're ready .to set up your budget. Base it on, the goals, income and expenses

of your family, which have already been agreed upon. A sample form is included

in this module to help you. Change this form, "Plan for Family Spending by

adding or deleting any categories to suit your needt

Work on one section at a time. Examples of some forms' you might find helpful

to work on the sections "Seasonal Expenses" and "Emergencies, Set-Asides and

Future Goal's" are included.

When you're Satisfied with these figures, put them in your Plan for- Family

Spending.

' Set-Asides,

The best way, and sometimes the only way, to have ready mo'ney available

(without having to borrow) for emergency situations, large expenses and future_

goals, is to set aside money regularly. Save something, no.matter how small

at first. If you find it almost impossible to save anything at all, you'll

'. find that if you can cut back your spending in a Tew areas, you'll soon have

the extra needed to set aside..

Being without any savings or any form of "emergency fund" can be worrying,

especially if you have the responsibility of a family. You'll feel much more

secure with something set aside and you'll have more flexibility in managing

your money.

Get'into the habit of earmarking the money before you spend your wages. If

ydi wait until the end of the week or the month, you may have'noth.!ng left

to sot aside. Keep the set-aside fund separate from your other funds so

yo,i won't be tempted to dip into them if you run low or want to buy on "impulse."

A savings account is a good idea; you can earn interest.

Everyone has EMERGENC\ situations from time to time, which are too small to

be covered by insurance, but too large to be absorbed into day-to-day

expenses. Decide how large a "cushion" you need for dealing with unexpected

475
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PLAN FOR SET-ASIDES FOR EMERGENCIES AND FUTURE GOALS

Type of
fund

Probable total Date desired Amount to set
cost aside this year

Amount this
month

emergency

schooling

major equip.

down payment
on home

.

home improve-
ment

retirement
.

vdcation ,

.

.

/

.

others

TOTAL

476
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PLAN FOR SEASONAL EXPESES THIS YEAR

EXPENSE DATE NEEDED AMOUNT'

FE' LAR PER MONTH

TAxes

INSURANCE
..,

SCHOOL EXPENSES
. -

VACATION

-CHRISTMAS

BIRTHDAYS

OTHER

TOTAL :

ARM

477
488

,..
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situations like these. Work out how much you need to set aside each year,

then divide by 12 for the monthly amount, and enter this on the form "Plan

for Set-AsideS.."

If your fund reaches the amount you've allowed for emergencies, you can

start saving for something else.

Think about your Future Goals--put a dollar cost on each ontl and set the

date you hope to achieve it. Next, work out how much you need to save

each month:-remember, interest on savings will help them grow.

Now transfer the figures you've worked out for emergencies and future goals to

the space provided on the Plan for Family Spending.

Some large expenses happen seasonally--taxes on real estate, personal prbperty

and income, insurance, travel, Christmas, birthdays, medical check-ups, school

books and supplies, etc. Most of these can be anticipated and included in

your budget for the year. By setting aside a definite amount each month, yoU

spread the cost over the year and know that you'll have the money to pay when

the time comes.

DEBT PAYMENTS

If you have past-due' bills or debts, you'll want to plan your budget so you

can clear them up. Look very carefully at the way you've been managing your

money. If you havFlarge debts, what is the-reason? Were your debts4caused

by sickness in the family or other unforseen circumstances, ori,were they .0.,

caused by overuse of credit or too many impUlse buys? If too much credit

buying is one reason, get the support from your family to cut out ANY MORE

credit buying until the debts have been paid.

Start to earmark at least a small amount for payment of debts each payday.

Enter the debt payment on your Plan for Family Spending.

REGULAR MONTHLY EXPENSES

On your plan, entePthe amount you expect to pay out each month. You can

estimate quite accurately, with the help of the form "Expenses for one year- -

fixed expenses," how much yobr family's regular--or fixed--expenses will be.

478
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DAY=TO-DAY EXPENSES

These are the most flexible entrie .in your budget and the easiest to cut back

on when its necessary to economize. (See module on "day-to-daywais to-fight

inflatik.") If possible, try to fit some of pour immediate goals into the

day-to-day-expenses (biseball glove for your SOricailit go under, clothing,

fishing flies could go under hobbies-, a torque wrench could go under car'

expenses). %it

By cutting back in'some areas of day-to-day expenses, you can still be

achieving some of your less-costly immediate goals.

COMPARING EXPENSES AND INCOME

Add the figures In your Spending Plan (a sample is attached) and compare the

' total with your estimate of income for the budget period, which is usually,

one year. If the two figures roughly balance, you're okay. If your income

is MORE than your estimated spending, GREAT! You may decide to satisfy
q,

more of your immediate goals or set aside more for future goals.

If your expenses are MORE than your estimated income, you'll have to make

some changes in your plan. HOW and WHERE can you reduce your expenses?

Can you cut out or cut down on some items? Think of ways to economize.

Look at the module dealing with day-to-day ways to fight inflation for some

ideas.

Take a,very careful look at your family's expenses. If you don't have enough

for your day-to-day living.expenses, you may want to reduce or eliminate

installment payments and other fixed payments. If the situation is urgent,

you might have to resort to more drastic measures. It might be a wise idea

to move to a smaller home, or exchange z large car for a smaller car, or

even do without a car--if at all possible- -until the situation improves.

If you can't balance your budge( by cutting expenses, you may need to increase

your incomuse your skills to develop a sideline job (auto repairs, home

decorating, etc.). If your wife hasn't been employed, she might deci'' to

take a part-time job. (Always compare the cost of child care; transpor-

tation, lunches, etc. against the added income to make sure it's worth it.)
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Your children could use their initiative to earn money, 4hey're old enough.

CARRYING OUT THE BUDGET

When you've put your spending plan down on paper, it's time to actually try it

out. Develop goad buying habits--take advantage of consumer information to

help you-stretch your dollar.
c-
Find Out about:

* adequate diets at lowormoderate cost

* methods of preftiving and storing foods

* difference between cash and credit prices'

* credit charges for installment plats, budget accounts; etc-,
4

KEEPING RECORDS

Keep your record simple, but do them REGULARLY. It's a good idea to keep a
4,-

weekly record of your spending. Keep your reteiots in d special place. You

might decide to sit down with your family once a week.at first to see just

where your money is going. Write down your total spending per week in the

financial record book. At the end of the month, total the expenditures

under each category and compare them with those in the plan. Ifyou need

to cut back because you're over-spending, find more ways to economize.

Revise your budget EACH MONTH and make any .changes you thiAk are necessary.

Keep all your financial records together

EVALUATE YOUR PLAN

At the end of your budget period, compare what you actually .,pent with what

you planned to spend. If your spending was very different from the plan,

find rut why.

If your plan didn't provide' for your reeds, you'll need to revise it. 'If your

plan did fityour needs, but you had trouble sticking to it, you may have

to get more cooperation from your family.

Don't expect to have the "Perfect" budget the first time. Each one you try

should fit your needs better and should be more successful. A budget has

to be worked and re-worked until it "fits" the special needs of you and

your family.
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PLAN FOR YCUR FAMILY SPENDING.

INCOMC
t_ 'zET - ASIDES AND EXPENSES

Total. income
I.-

:5E/. -AS IDES

Zmergehciel, and Future Goals

Seasonal expenses -

Debt Payments

Regular Monthly Expenses :

Rent/Mortgage payment - $'

Utilities

Union dues ,

InsuranceChild Care;
IastalLment payments

School/ college

-Other

WTAL

Day - to - day kxpenses

Food

Clothing

Doctor/dentist

.Gasoline 5

Drugs

Entertainment

Books/magazines

Repairs/upkeep

Car

Home,

Applihnces

Cleaning /personal

eurniture

Nobbles

Cigarettes
£ -

Church donations

,VatiPU out 5

Other

TOTAL 481-$

,

AM(A.k.T-PliR YEAR
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Self
As merit

O

WRITE AN ANSWER TO THE FOLLOWING QUESTIONS.

I. How can a budget help you/your family?

2. For someone who's married and has a family, why is it important to involve
the whole family in planning your budget?

3. When-you work out your goals, what are the 3 headings you could list them
under?

4. Over what period'of time are budgets usually worked out?

5: If your earnings 'are'IRREGULAR, what's the best way to estn)ate your income
for the.coming,year?

6. What is the meaning of "fixed" expenses?

482
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7. 'Give 4 examples of "fixed" expenses.

8. Why is it an excellent idea to include a section of "set-asides" in your

budget?

9. -Why is it a good idea to keep your "set-aside" fund SEPARATE from your

other funds?

10. Give 4 examples of seasonal expenses.

11. When you compare your income with your expenses, what does it mean if:

a. Your spending is more than your income?

b. Your spending and income are about the same.

c. Your income is more than your spending?

483
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Self Assessment
Answers

1. A budget can help you/your family by helping you spend wisely and reach

your goals. It can help you cut out inefficient spending and give you

MORE for your money.

2. It's important to involve the whole family because nobody will feel left

out and you'll be more likely to get their help and co-operation if they

know exactly what you're trying to achieve. If their goals are included

in your budget plan, they'll have an incentive to try to stick with. the

budget.

3. The 3 headings are:

a. long term goals

b. goals for the next 5 years

c. goals for this year

4. 12 months

5. You'll have to base your estimate on previous income and your current work

prospects.

6. FIXED expenses are expenses or bills that are about the same each month.

7. An" 4 of the following, or any others you can think of:

* * mortgage payment * taxes--personal and property * union

dues * insurance * utilities * child care * installment payments

* scnool/college * loan repayments, etc.

8. Set asides provide the security of ready cash for emergency situations, large

purchSses and future goals. You'll have more flexibility in handling your

finances.
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9. Keep it separate so that you're not temtwii diip intlyt ut 'lit pi4.1 r, nt

of money or want to make an im pulse

10. Any 4 of the following or 4M$ otters $ow Z4M OA* off%

* taxes on real estate * taws on ingomo and pftriAlmii mperby iMtilaN
* travel * Christmas * birthdos mediol Ofzzlic=14%,,

11. a. You're in trouble *and need to work on 4 budget urientl*:

h. You're doing well,

c. You're doing greet ad will proh4bly, he 4ble to, %01%tx, WA %t 4,W*

%Ala sow than you'd hoped,
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Assignment

COMPLETE THE FOLLOWING ASSIGNMENT.

Using the information and example forms in this module, work out a budget to

suit your own needs, income and circumstances, or those of your family if you._

have one.

After working at your budget for one month, sit down, look over your figures

and evaluate how its working. Make adjustments if necessary. (This 191 be

your Post Assessment.)

-
/,
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Post
ASSES

ti

After you've worked at your budget for one month, sit down with all your records

and figures and EVALUATE how it's working. You might need to make some changes.

You might need to cut back more in some areas.

487
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HOW TO STAY HEALTHY AND CUT YOUR MEDICAL AND DENTACBILLS

Goal:

The student will be able to describe

some of the influences on people's

attitudes toward health care, learn

about the benefits of union health

insurance plans and be able to give

advice on how to cut costs of medical

and dental bills.

488

Performance Indicators:

The student

1. Successfully complete a Self

Assessment.

2. Make personal contact with 2 local

union offices and find Out about

and compare their medical/dental

insurance plans.

3. Share his or her findings-with a

group of '4 or 5 students.

4. Compile a list of suggestions which

give advice to somebody about

improving.that person's health care

and saving both time and money.

499



INDIVIDUALIZED LEARNING SYSTEMS

In order to finish this module, do the following tasks. Check each item off as

you complete it.

Read the Goal and Performance Indicators on the cover of the module.

This will tell you what you will learn by studying the module, and

how you will show you've learned it.

2. Study the Information section. This section will give you the

information you need to understand the subject.

3.- Take the Self Assessment exam. This is a test for you to prove to

yourself that you have learned the material you have studied. Compare

your answers with the answers on the Self Assessment Answer Sheet,

which is on the page following the Self Assessment. If you scored

pOorly, re-study the Information section or ask your teacher for help.

4. Complete the.3 Assignments.

5. Take the Post Assessment exam. Give the exam to your teacher after

you have completed it. Your teacher will grade it for you.
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INDIV:DUALIZED LEARNING SYSTEMSI
Information

WHAT'S THE ATTITUDE OF AMERICAN SKILLED WORKERS TOWARD DOCTORS AND HEALTH CARE?

American workers DO NOT have a good health record-- especially those in skilled

and semi-skilled work, which does of course include the building trades.

Research shows time and time again that skilled and semi-skilled workers follow

closely behind service workers, the 'group as having the highest number of serious

illnesses. Skilled workers, including journeymen and tradesmen, also run a high

risk of injury on the job, and experience longer-hospital-stays and higher-than --

average rates of both short and long-term disabilities (from the National Center

for Health Statistics).
.15

Generally speaking, research shows that the American blue - collar worker's attitude

toward physicians is a mixture of suspicion, antagonism and respect. Gossip

among co-workers often turns to angry reports of medical treatments that have

been "unsuccessful," or operations that are suspected as having been unneccessary.

Anecdotes from personal experience, hearsay, or T.V. (e.g. medical soaps) make

the point that doctors are profit-seeking businessmen, quite capable of making

errors, but more successful than most at disguising their greed and their mistakes.

Labor press coverage of Medicare problems, blaming "greedy physicians," doesn't

help their image with workers. Nor do union warnings that the government seems

more inclined to pass increased Medicare costs on to the patient, while the

doctors appear to make a handsome profit.

Respect, owever, does exist alongside suspicion. Many people can 1. impressed

and even i

..:

n " we" of the status of physicians in our society. Some reasons for

this may be:
.

*the long, hard ars of schooling'involved

*the long and someekirregular work hours of their job

*the life-and-death respOnsibility involved

*the amount of money they ear --many physicans are very affluent (wealthy)

f9\\N\\0
501



Even though many people can be impressed, they can also be confused by the impersonal

team of "specialists" that is steadily replacing the genes..* practitioner, who in

turn replaced the old-style family doctor, who knew all about your medical history

from the time you were born! Medical practice today seems more than ever to

draw the blue-collar worker (who is covered by group health insurance) into the

seemingly "cold" and impersonal hospital, with its factory-like procedures which

lack that "human touch" and don't treat people as real individuals.

Many workers and their families are finding a substitute for the disappearing

medical doctor in the CHIROPRACTOR. Chiropractors are relatively new, increasingly

popular doctors, who have at least 4 years of training plus 600 hours of practical

work with patients before receiving a license to practice. Treatment by a chiro

praetor is generally less expensive and is usually covered by group insurances.

It has the appeal of:

*appearing clean-cut and absolutely certain in diagnosis (all illness is

traced to irritation of a spinal nerve root)

*simple and direct in treatment (no drugs or surgery aro used)

*speedy and successful in treatment (the patient ca " rJrnto work quickly)

Healing is'by "manipulation" or "manual adjustment" of the spine, followed by

short, regular massage treatments and general advice about diet and health care.

Many people find chiropractors more approachable and easy to get along with than

physicians.

While chiropractors can treat many physical complaints very successfully, they

can't treat them all. Ifyou have a problem you think might be caused by

pressure, blockage or irritation to nerves anywhere in the body, particularly the

spine, it's worth paying a visit to your local chiropractor; he or she will be

able to tell you for sure.

WHY DO SKILLED WORKERS HAVE A PaOR HEALTH RECORD?

*Wc f, conditions make them especially vulnerable to accident, injury or sickness

(e.g.,working in unfavorable weather conditions, at great heights, in awkward

positions, with pqtentially dangerous tools and equipmer:).

*Many workers put off going to the doctor's office until their condition has become

serious. Some reasons for this may be:

*they may be suspicious of doctor's and skeptical of treatments

*they don't like to take time off work



*many workers are angry at the high cost of medical care and don't go in

protest, or to save money, hoping their problem will go away without treat-

ment. Often, many workers wait until they're TOLD to go by their supet'visor!

*Sever .1 recent research studies discovered that blue-collar workers tend to prac-

ticemore poor health habits than otherworkers (e.g. they don't always eat

nutritionally, smoke or drink too much).

*They are less likely to practice PREVENTATIVE behaviors (e.g.,getting regular

check-ups, inoculations, dental and eye examinations.

UNION HEALTH INSURANCE--KNOW YOUR COVERAGE

Blue-collar workers as union members have stood out from the general population

in demanding and pushing for better and more adequate health insurance protection'.

Today, all unions have GROUP health insurance schemes, which are usually taken

up through the employer. Different unions are covered by different insurance

companies; some even cover dental and vision costs as well. Most give very good-_

coverage and benefits--far better thn if you were to take out your own individual

policy. '

Union members should MAKE SURE they know the EXACT CONDITIONS of their insura7e

coverage - -yoke usually have to be employed for a minimum number of hours before

coverage can take effect; what percentage of the total monthly premium is paid

by the employer; how much, if any, is paid by the worker? You should know the

FULL EXTENT of the coverage (how much the insurance company will pay in case of

medical/hospital expenses, drugs, etc.).

Your local union office will be able to help you with any questions you have about

health insurance coverage. Good insurance coverage will provide you with a

greater sense of security by safeguarding against financial hardships in the

event of accident or illness.

Even though medical and dental costs have risen sharply over the past 20 years,

it IS possible to cut down on your bills and save yourself not only money, but

also time--and that includes WORKING TIME. Nobody likes to take time off work

because they're sick. Not only does it mean losing money, but it also means

letting your co-workers down. When you're working in a team, or your contract has

to be completed to a deadline, your fellow workers will be relying on you to be

at work, healthy, and working at your maximum efficiency.
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Here are some practical suggestions that can help you keep healthy and stretch

your dental and medical dollarsr

HOW TO REDUCE YOUR DENTAL COSTS

Follow-a-regular-rEgediile of dental check-ups.

4
Many people.don't bother to attend their 6-month dental check-up, and think .

ecause they don't have,toothaches or noticeable cavities they're doing just fine.

,they miss out on a check-up they'll. be saving money, and feel quite pleased.

If YOU wait until you develop a problem or have an emergency, it'll probably cost

! you more in the long run, and will usually be more painful. If dental disease

takes hold, costs can be very high and the problem can .take along time to set

right. Some people are just "scared to death" of dentists, and, although they know

they SHOULD go, Make excuses because they're terrified! When they inevitably HAVE

to go with an emergency, they will of course be reinforcing their belief that visits.

to the dentist are ONLY associated with'pain and discomfort.

Today, nearly all dentists provide everything for the comfort of their patients

from soft music to reclining chairs and "shotsgfor the faint-hearted who prefer to

sleep through it all. DO VISIT YOUR DENTIST REGULARLY, and saves yourself money and

tithe, and keep your own teeth longer.

Follow the recommendations of your dentist.

In trbcent years, there have been many advances in ways to reduce and prevent teeth

and gum problems. Your dentist may recommend possible changes,in your home care,

which could include a special vitamin-rich diet, using'special dental'products or

trying a new dental program. FOLLOW THROUGH with these recommendations. You'll )

benefit from the small' amount of time it..takes each day to maintain good oral

health. Mast people DON'T do a thorough job even of brushing their teeth. This

leads to decay, and gum problems which may require oral surgery, which is not only

very uncomfoAable but will cost you thousands of dollars!

Be informed when_you buy dental products.

Your dentist should be able to recommend the best products available on the market

for your particular needs based on personal experience and also on the research on

dental products done by the American Dental Association. Ask your dentist which

toothbrush, which toothpaste, and which denture adhesive, etc. he or she recommends.
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Pre-paid dental insurance.

This used to be difficult to find and hard to afford, but today dental coverage

is now offered by many union group plans and employers, and can be an excellent

investment for workers. Your local union office will be able to give you full,

details.

Investigate any treatments before you invest in them.

It's estimated that Americans waste at least .$2 billion each year on dental pro-

ducts and treatments that are not only worthless, but potentially hardbl. Denture

repair-and dentures bought by mail can be very costly and may fit poorly. Badly-

made dentures will not only need re-adjusting or re-making but can cause serious

damage. This damage will eventually need to be repaired by your dentist, and

that "good deal" which the advertisement suggested could turn out to be very expen-

sive and time-consuming.

Remember, your local dentist has a reputation to maintain in order to stay in busi-

ness. It's too easy for postal businesses to get away with selling low quality

goods.

REGULAR, PREVENTIVE DENTAL CARE IS HEALTHIER, MORE PLEASANT AND FAR LESS COSTLY.

HOW TO CUT YOUR MEDICAL COSTS

Have a FAMILY doctor.

It's worth taking the time to choose one carefully. Ask your neigh:-Jrs or co-

workers for recommendations, or,if you're new to the area, you could call up your

local medical society. Tell them the sort ofiloctor you are looking for and they

should be able to recommend one. If you're not happy with your treatment, don't

hesitate to try another doctor, even though you might incur extra costs. It's

very important to find a doctor you really like and can trust. Once you find a

good one--stick with.him or her unless you move from the area. The advantage of

having a family doctor is that he or she will have all your records and should be

well informed about your past medical history. Consider visiting a chiropractor

for problems relating to the spine, neck, back, joints.

When choosing a good doctor, keep these points in mind: .He or she should be

*approachable

*sympathetic

*a good listener and genuinely interested in your mental and physical health

.*have convenient office hours for you

*have an excellent reputation
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If you feel a doctor is rushed, not really listening to what you're saying, or

"talks down" to you, FIND ANOTHER. Good communication is vital. If you don't LIKE

your doctor, you're more likely to put off going to see him or .r when you have a

7oblem or illness.

C

: Don't wait TOO long before you go to see your doctor.

It you feel you might be getting ill, go AS SOON AS YOU CAN. Once a disease gets ,

hold, it'll takelonger'for treatment to work, it'll cost you more, both in terms

of money and time off work. It's too easy to find excuses not to go to the doctor's

office, but most supervisors would rather you took one hour off work NOW than one

week later. Many doctor's offices open in the evenings as well as on Saturday and

Sunday in order to suit the needs of,working people. This might be an important

factor for you in choosing a doctor Don't Out off going to your doctor until

your problem is serious.

Plan to have a REGULAR check-up.

.Any medical problem is easier to treat if it's diagnosed early. If you do have

any problems, they'll be easier and less wensive to control. Potentially serious

medical diseases or illnesses can,be,diagnosed at a thorough check-up, and your

doctor will be able to refer you to a specialtst fdr treatment.

Don't ask your doctor to make house calls.

Don't:unless it's impossible to get to hit or her office yourself. House Calls

are costly and less efficient. Your doctor won't have all the necessary equipment

or trained staff on hand. You'll get better care if you go to the office.
.

Make good use of the telephone. r

If your time is limited, call your doctor's office for advice or renewal of a pre-

scription. Don't waste time and effort in going to the office unless it's abv-

lutely necessary to SEE the doctor. Your doctor might phone a prescription to

your local pharmacy.

Follow the advice and recommendations your doctor gives you.

You're wasting your time and money if you don't at least TRY to follow your doctor's

.advice. If you don't have faith in your doctor't experience and professional At

ability, then you should find another doctor.

Soy
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If your doctor recommends tharyou ldse 10 lbs. by dieting or taking more exercise,

111
then give it a try! If you don't, follow the advice you pay for, you're throwing

money away. If you're prescribed a course of medication, follow the instructions

carefully, so you allow'the treatment a fair chance to Work. (Antibiotics need

to be taken for the prescribed period of time, even though you might seem to be.

,cured before the pills are finished.)

4

Take any tax deductions you may be eligible for.

It's a very good idea to keep ALL records of.your.medical and dental bills, plus

4, receipts for drugs or medication, because if your medical expenses over the year

are particOlarly high, you might be able to claim tax deductions.

, The very BEST way to cut your dental and' medical bills of course, is,to KEEP HEALTHY.

Your nealth is largely determined by your life-style. Try'not to overindulge in

food and drink, and try to get enough exercise. As far as you possibly can, try

to keep out of stressful .circumstances and'situations. If you work very hard,

don't forget that you NEED enough recreation to keep a good healthy balance. Give

your doctor a reasonable chance to head off emergencies.

* Remember -- PREVENTION IS BETTER THAN CURE.
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Self
Ass

INDIVIDUALIZED LEARNING SYSTEMS

WRITE AN ANSWER TO THE FOLLOWING QUESTIONS.

I. What seems to be the general ATTITUDE of many workers toward physicians?

2. List 3 possible reasons why many people might RESPECT or be IMPRESSED by

physicians.

3. List 2 reasons why CHIROPRACTORS are becoming an increasingly popular alterna-

tive in many cases to the medical doctor.

4. Why are skilled workers particularly vulnerable to accident, injury or sickness?

5. Why do many workers put off going to the doctor's office until their problem

becomes quite serious?

6. Do the vast majority of unions today have group health insurance plans for

their members?



--

7. Why is it an excellent idea to keep ALL your dental and medical bills and

drug receipts?

8. List 4 points you should look for in a good family doctor.

9. Why are house calls less EFFICIENT for the patient?

10. If you don't carry out a regular program of good dental care at home, what

could happen?
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lir Self Assessment
Answers

1. Often, so experts say, a mixture of suspicion, antagonism and respect.

2. Any 3 of the following:

* their high status in our society

* the long, hard years of schooling involved

* the long and sometimes irregular work hours of their job

* the life-and-death responsibility involved

* the amount of money they can earn--many are very affluent

3. Any 2 of the following reasons:

* less expensive

* treatment is simple and direct; no drugs or surgery involved

* chiropractors are often much more approachable and easy to get along with

* treatment is°usually speedy and the patient doesn't lose time from work

4. Work conditions make them especially vulnerable (e.g. working in unfavorable

weather\conditions, at great heights, in awkward positions, with potentially

dangeros tools and equipment, etc.)

5. Some reasons may be:

* they may be suspicious of doctors and skeptical of their treatments

* they don't like-to take time off from work

* many workers are angry at the high cost of health care and don't go either

in protest, or to save money, hoping their problem will go away without

treatment

6.- Yes.
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7. If your medical or dental expenses over the year are particularly high, you

might be eligible for tax deductions.

-4 8. Any 4 of the following:

* approachable

* sympathetic and a good listener

* gehuinely interested in your health

* have convenient office hours for you

* have an excellent reputation

9. The doctor will have with him or her only the minimum of equipment, and won't

have any trained staff on hand.

10. Decay and gum problems can develop, which could be very costly and painful to

correct.
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INDIVIDUALIZED LEARNING SYSTEMS

Assignment 0
COMPLETE ALL THE FOLLOWING ASSIGNMENTS.

1. Visit or call 2 local Union offices and find out about their group medical/

dental insurance plans.

What BENEFITS would-be offered for you and your family if you were anappren-

tice or union member?

Find out about accident and sickness insurance, dental and vision insunnce.

What would be your ELIGIBILITY requirements to qualify for coverage?

2. Compare the 2 union plans.

Does one offer better benefits than the other, or are they much the same?

How do they differ?

3. Share your findings with a small group of 4 or 5 students in your class.

501

512



INDIVIDUALIZED LEARNING SYSTEMS

Post
Ass
What advice could YOU give to somebody to help improve his or her own health care

--medical and dental--and help save time and money.

Make at least 5 suggestions.
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EVICTION ,

Goa
The student will identify the causes of

eviction and the procedures to follow in

protecting his or her rights as a tenant.

503

Performance Indicators:
The student will:

I. Show understanding of the read-

ing material by successfull,

completing a Self Assessment.

2. Complete 4 Assignments involving

research into local facilities

for homeless families, a class

survey and group discussion about

renting and eviction.

3. Complete a Post Assesment. 4
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EVICTION

The student will identify the causes of

eviction and the procedures to follow in

protecting his or her rights as a tenant.

503

Performance Indicators:
The student will:

I. Show understanding of the read-

ing material by successfully

completing a Self Assessment.

2. Complete 4 Assignments involving

research into local facilities

for homeless families, a class

survey and group discussion abbut

renting and eviction.

3. Complete a Post Assessment.
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INDIVIDUALIZED LEARNING SYSTEMS

Study Guide
In order to finish this module, do the following tasks. Check each item off

as you complete it.

1. Read the Goal and Performance Indicators on the cover of the module.

This will tell you what you will learn by studying the module, and

how you will show you've learned it.

2. Study the Information section. This section will give you the informa-

tion you need to understand the subject.

3. Take the Self Assessment exam. This is a test for you to prove to your-0 self that you have learned the material you have studied. Compare your

answers with the answers on the Self Assessment Answer. Sheet, which is-
.

on the page following the Self Assessment. If you scored poorly,

re-study the Information section or ask your teacher for help.

4. Do the Assignment page. Follow the instructions atAtie top of the

Assignment page.

5. Take the Post Assessment exam. Give the exam to your teacher after

you have completed it. Your teacher Will grade it for you.
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INDIVIDUALIZED LEARNING SYSTEMS

Infor tion
Eviction is what happens when tenants are forced out of their rental property
through no choice of their own.

Many landlords don't like throwing people "o$t on the streets," especially

families with children. Others use eviction, sometimes illegally (hoping
'the tenant doesn't fight back) for their own financial gains.

THERE ARE SEVERAL REASONS WHY A LANDLORD CAN LEGALLY EVICT A TENANT

(In all these cases, if the tenant refuses to leave,...the landlord has to go to
court.)

I. General Eviction

The landlord informs the tenant in writing, that he or she must leave the pro-

a. For a week-to-week tenancy the landlord must give 10 days notice.

b. For a month-to-month tenancy the landlord must give 30 days notice.

The landlord does net have to give any reason for the eviction. But, the

Residential Landlord and Tenant At makes it illegal for a landlordto evict
a tenant if the landlord is discriminating or retaliating against the tenant.

A landlord cannot'by laW increase rent, decrease services, evict or threaten

to evict the tenant if his or her motive is to retaliate for any of these
reasons:

* The tenant has complained\to the landlord that the property

hasn't been maintained according to the law.

* Tue tenant has joined or organized a tenants'union or organ-

ization.
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* The tenant has asserted his or her right to 30 days written

, notice before an increase in rent.

* The tenant has testified against the landlord in either a court

or an administrative proceeding.

* The tenant has, complained to the landl9rd about the landlortl's

illegal access to the property. .

* The tenant hat complained or threatened in writing to complain

. of the landlord's violation of a housing code.

II. Failure to Pay Rent on Time.

If a tenant is 10 days.or more late with the rent, the landlord can deliver

written notice asking the tenant to pay immediately or leave within 24 hours.

III. Deliberate Damage to the Property.

IV. If tenant, their child or pet; is potentially physically dangerous to

either the landlord or to other tenants.

V. If a tenant behaves in,a way that can be called "outrageous in the extreme"

--this type of behavior has to be far worse than merely annoying.

VI. As a responsible tenant, if he or she doesn't fulfill his or her obliga-

tions, or breaks the terms of the rental agreement.

The landlord may deliver a written notice clearly stating the problems and

threatening'eviction in 30 days if the situation (repairs, damage, behavior)

isn't cleaned up within 14 days. These are some tenant 4ligations: The

tenant must

* Use the property only as a place to live in.

* Keep the property clean and sanitary.

* Use the facilities (e.g. heating, plumbing, electricity) in a

reasonable way.

* Not deliberately neglect, damage or remove any part of the pro-

perty, or allow anyone else to do so.

* Only use the kitchen, bathroom, etc. in ways for which they were

intended.

* Not disturb the neighbors.

* Be responsible for behavior of guests.

* Keep pets under control; pets must not inflict damage or harm to

the property or be agressive toward other people.
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If the tenant does right the problem, then the landlord can't evict the ten-

ant for that particular reason, if the same problem occurs again within 6

months, the landlord may again deliver written notice, this time giving

only 10 days notice of eviction. The advantage of this eviction procedure is

that the tenant does get a second chance. Some landlords don't feel any obli-

gation to give reasons for evicting a tenant. Others feel strongly that they

have a duty to give the tenant the opportunity to make things right.

WHAT HAPPENS IF A TENANT RECEIVES AN EVICTION NOTICE AND DOESN'T LEAVE THE

PROPERTY?

In this case the landlord has to get court action to get the tenant out. The

action is called FED, which means Forcible Entry and Detainer, and is carried

out in District Courts.

The tenant will be served with a copy of FED papers 3 to 7 days before the

court date% if the papers are delivered by hand, and 7 to 10 days if the papers

are delivered by "nail and mail" (the sheriff posts one copy on the door and

the Other is mailed).

At the court hearing, if only one of the two parties shows up, then that party

wins: A landlord who,shows up will have the right to possession of the property.

The tenant who shows up obtains a dismissal of the FED. If both parties show up

and don't settle the case, the,court will set the case for,trial as scull as

possible.

WHAT CAN YOU DO TO HELP YOURSELF IF YOU',RE THREATENED WITH EVICTION?

As soon as you receive an eviction notice, or even think you might.soon receive

one (e.g. if you've not paid rent because the landlord hasn't provided an essen-

tial service) be prepared immediately to plan how to fight back; if you feel

you've been unjustly treated.

Here are some things you can do immediately:

* Write things down while your memory is still fresh.

* Record dates, what happened, what was said, any witnesses, etc.

1-EVERYTHING you can remember. N\\,

* Talk to other tenants and, see if they've had similar problems

with the landlord--how do they feel about yosurs?
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* Get someone to help you if you're having difficultie

* Try to talk to the landlord. Most important, if you can

discuss things calmly and reasona bly, you might he Al' to

clear up any misunderstandingsand the matter will end

there.

'4 If you want to fight the eviction, get a lawyer. A

WARNING--be very sure you're in the right before you go

through with a court case--if the court decides that the

tenant has no case, the tenant risks:.

* Rapid eviction.

* Double damages.

* Legal fees.

At ever ste' of the eviction 'rocess there are things you can do to help
yourself:

* :Dealing with the problem

If
s

the landlord doesn't want to tell you, you might nbt know

what the problem is, but more frequently you'll have a general ,

idea of what the landlord objects to. .

TRY TO SETTLE ANY PROBLEMS OR'POTENTIAL PROBLEMS NOW.

As a tenant you have your rights, and it's good that the land-

lord knows you're aware of them. Sometimes, you may have caused

the problem-rmaybe you didn't even realize it! Try to get things

straightened out and be as tactful as the situation allows.

* When you get the eviction notice

It hasgot to be in writing--verbal threats are mpaningless--and

it must give you the full amount of time you areNgally.allowed

before you're supposed to leave. The landlord should state the

day and time he or she wants you to leave. Make sure they follow

the correct legal procedure.

Above all--TAKE IT SERIOUSLY AND DON 'T IGNORE IT!

* Try to talk to the landlord.

* Talk to other tenants.

* Figure out if you've got a good defense--if you think you have,

and you want to fight it--get a lawyer..

* If money is a problem, look in the Yellow Pages,under Social

Services for Legal Aidthey help with such cases. ''.
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* If you get a court summons, and you haven't moved out, you're

what's known as a "holdwier." It's likely your landlord will

try to get you out by threats or persuasion before going to the

trouble of taking the case to court. TAKE THE COURT ORDER

SERIOUSLY. Remember, IF YOU DON'T ATTEND THE COURT HEARING YOUR

LANDLORD WILL WIN THE CASE AUTOMATICALLY.-

*.,Go to court with your lawyer. ,

* If you haven't been able to get one for any'reason, still

go and ask the judge for an extra few days to enable you

to get one.

* If, for some reason--and it had better be a good one--you

can't attend court on the specified day, you must call the

court and let them know at least a day ahead of time.

* If you have a good reason, the judge might give you a new day

and time. If you're sick on the day, let, court know.

Remember--If you don't show up, you'll lose.

t YOu'll need to decide if the eviction is legal or not.

In some 'cases, an'eviction may be legal, but still be very unfair

(e.g ;, a single parent on welfare, who's just had a financial

crisis, may find it very difficult indeed to find a hew'place

to live).

6

IF YOU FEEL YOUR EVICTION IS UNFAIR, YOU SHOULD FIGHT IT.

* Go to court, tell your side of the story honesjly and hope for

the best.

* Its .really important to try to find out the reason for your

eviction--there usually is one. Maybe the manager of your

apartment just doesn't like you, in which case the landlord

might be able to help out.

1

* If your landlord has been harassing you, check to see if his or

her harassment has violated the terms of the rental agreement

(e.g. has the landlord been abusing his or her rightof'access--

just walking in without 24 hrs. notide and nosing around)? You

might have grounds to sue the landlok!



.
* Check that your landlord isn't retaliating against you (see first

page). Maybe you complained or organized against him or her.

* Discrimination is another possibility to check out. It's illegal

for a landlord to discriminate in any way on the basis of race,

color, sex,marital status, mental or physical handicap, and against

a blind person because they might have a guide dog. If you feel

that your eviction might be caused by discrimination, then make

it clear in court.

There are 2 ways to fight an ILLEGAL eviction.

* Reason with the landlord and try to get him or her to change

his or her mind.

* Show that the so-called legal eviction is in fact illegal.

You'll win the case if the court decides that the eviction was:

* Retaliation.

* Discrimination.

* Breach of contract--and you remedied the breach in time.

* Nonpayment of. rent- -if you can claim that the nonpayment was
-,,

'legal. (e.g. the landlord didn't keep his or her part of the

rental agreement.)

Incorrect notice (e.g. the landlord gave only 10 days notice

instead of 30 days, or the eviction date wasn't clear or not

in writing).

WHERE CAN SOMEONE OR A FAMILY GET IMMEDIATE HELP IF THEY'VE BEEN EVICTED.

This is a very real and serious problem, particularly for families who have no

where to go.

In the community there are usually a few agencies that might be able to offer

temporary shelter and possibly food, but these agencies have to turn away many

more people than they are able to help. Community Shelter Homes report that,

because of lack of funding and space, many homeless families are forced to

sleep in their car or camp out, if they don't know anyone who can take them in.

Some agencies segregate men from the women.
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Many single people who've been evicted are left totally to their own resources,

which usually means friends or sleeping out.

DONT'T LET IT GET TO THAT.

ACT BEFORE IT HAPPENS.
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Self
A s ssment

WRITE AN ANSWER TOJHE FOLLOWING QUESTIONS.

I. What is meant by eviction?

r

2. Does a landlord have to give a reason for evicting a tenant?
r

3. Give 2 reasons why a landlord might want to retaliate against a tenant and
opt for eviction?

4. What can happen if a tenant is 10 days or more late with the rent?

5. List 3 obligations a responsible tenant has when he or she rents a property.

6. If a tenant refuses to leave the property after receiving a written notice
of eviction, what must the landlord du?
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7. At the court hearing, if only one of the two parties shows up, what happens?

,.,

,

8. Is it O.K. to ignore an eviction notice? N

9. What are the 2 ways to fight an illegal eviction?

10. Is it,wise to get a lawyer if you want to fight an eviction order?

r

513



Self Assessment
Answers

1. Eviction is what happens when tenants are turned out of their rental pro-
perty, by no choice of their own.

2. No.

3. Any 2 of the following:

* The tenant has complained against the l'andlord.

* The tenant has organized against the-landlord.

* The tenant has asserted his or her right to a full 30 days written

notice before an increase in rent.

* The tenant has testified against the landlord in court.
* The tenant has complained or threatened in writing to complain about

the landlord's violation of a housing code.

4. The landlord can deliver a written notice asking the tenant to pay immedi-
ately or leave within 24 hours.

5. Any 3 of the following:

* Use the property only to live in.

* Keep the property clean and sanitary.

* Use the facilities in a rf:Jnable way.

* Not deliberately neglect, damage or remove any part of the property,

or allow any one else to do so.

* Use the kitchen, bathroom, in ways for which they were intended.
* Not disturb the neighbors.

* Be responsible for behavior of guests.

* Keep pets under control.

6. The landlord must get a court action.
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7. They win.

8. No.

9. The 2 ways are: ?

* Reason with the landlord and try to change his or her mind.

* Show that the so-called legal eviction is in fact illegal..

10. Yes.



INDIVIDUALIZED LEARNING-'SYSTEMS

COMPLETE THE FOLLOWING 4 ASSIGNMENTS.

1. With 2 others, think up 10 reasons why a landlord might want to get rid of

tenants.

2. Discuss with 2 others what problems you think a landlord might have in

renting. out property.

3. Find out where homeless families can go in your area. Who qualifies for

help and who is turned away?

4. Do a quick survey.within your class:

* How many people live at home, rent property, on property?
* Is anyone'a landlord?

* Mho's had problems with.their landlord and why?

* Has anyone ever been evicted?
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Post
As ent

7 S._

What advice would you give to someone who has just been given a written notice
of eviction? Write at .least 1/2 page.

0
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Goal:

The student will be able to ifientify,

some of the p?oblems involved in buying

a house, and some ways to purchase a

house.

318

Performance Indicitors:
The student will show understanding of

the topic by:

1. Completing a. Self Assessment

successfully.

2. Researching the local housing

market and finding out what types

of houses are available at what

prices.

3. tiVrking out the financing on the

house of their choice.

4. Completing a Post Assessment by

giving written advice to a young

couple who wanted to buy their

first house.
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Study Guide

In order to finish this module, do the following tasks. Check each item off

as yoit complete it.

1. Read the Goal and Performance Indicators on the cover of the module.

This will tell you what you will learn by studying the module, and

how you will show you've learned it.

'2 Study the Information section. This section will give you the informa-

ton you need to understand the subject.

Take the Self Assessment exam. .This is a test for ycarto prove to your- ..-

self that you have learned the material you have studied. Compare your

answers with the answers on the Self Assessment Answer Sheet, which is

on the page following the Self Assessment. If you scored poorly,

re-study the Information section or ask your teacherfor'help.

4. Do the Assignment page. Follow the ins 'tructions at the top of the

Assignment page.

5. Take the Post AssessMent exam. Give the exam to your teacher after

you have completed it. Your teacher will grade it for you.
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Information

This mbduie is written ,to be a practical guide for those of you who ar'e

seriously thinking about buying a house, and those who have already made the

decision to become a homeowner.

WHAT ARE SOME OF THE ADVANTAGES OF BUYING A HOUSE?

Buying a home is usually the LARGEST INVESTMENT most families undertake.

Buying (as opposecito renting) HAS SEVERAL ADVANTAGES:

*'When you buy a house-, you belong to the local communityyou'll have the
44

.,right to a say in its future, its plans and its problems. Along with your

neighbors, you'll have a voice in determining the policies the community

adopts and the direction it takes.

* You'll be able to change and improve your home as you please.

* You'll have a feeling of achievement, pride and independence.

* You'll be providing a secure home for your family and a good financial

investment for the future.

* As a homeowner, you'll be able to deduct interest paid on a mortgage loan

from your income;, when you pay Federal IncoMe Taxes. This is also true of

property taxes.

BUYING A HOME CAN BE A REWARDING AND EXCITING EXPERIENCE, IF IT' IS DONE WITH

' CARE AND CAUTION. IF YOUR PURCHASE IS DONE IN A QUICK AND UNBUSINESSLIKE WAY,

THE RESULT COULD E A REGRETTABLE OR EVEN A DISASTROUS FINANCIAL MISTAKE.

ARE YOU REALLY R ADY TO BUY?

Here are some im rtant questions to ask yourself when making up your mind about

buying a house:
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* Are you likely to live in the home for several years? With a mortgage, for

the first few years, most of your' payments willgo towarc.paying back the

interest on your loan and you'll be acquiring very llale equity.

(Equity means how much you've actually paid back, not counting the

interest, on the houSe purOase. When a mortgage is fully paid off, the

buyer has.100% equity.) 'THE .LONGER YOU OWN THE HOUSE, THE MORE EQUITY

YOU' Li. ACQUIRE.-

* Can you really afford to buy a house?' The are two woyg people use to

decide whether of not they can meet monthly house payments:

1. The cost of the home should not exceed 2 to 2i times your annual

family income. A young couple should stay on flip low side of this

estimate. If the family income is stable and prospects look good

for the future, then 21 times the annual income'is a good guide.

2. A'homeowner shouldn't pay more than 35% of monthly income for

monthly housing expenses (including payment on the mortgage loan,

plus average costs for utilities, repairs and maintenance).

* Can you raise enough for the down payment? The down payment depends on

the value of the property, but it's Usually between 10 and 30%. With

Federal Housing Administration loans, yotl must pay at least 3% down on

.the first $25,000, and 5% on any amouni.over $25,000..

* Can you paY.cash for the closing and settlement costs? Often, these costs

are much more than a new home buyer expects. Costs do vary from place

to place and depend on the purchase price%of the property. One recent

survey estimated closing and settlement costs to be about 2% of the purchase

price. Ask your real estate sales person or lender to give you an

estimate -of ALL closing costs you'll need at the time, so you won't be

surprised.

* Can you afford the additional.exPenses for upkeep and repair to keep

your home in a comfortable, attractive Condition? Many people are

choosing to buy townhouses or condominiums, which require much less

time and effort in their maintenance and upkeep.
-t

Its ESSENTIAL that you spend some time now evaluating your present financial

situation and be REALISTIC about what you can or cannot afford.

This might not be the best time for_you to take"on such a large financial
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responsibility. It might be wise to wait a while until your financial prospects

improve.

If buying a house means that you have to "squeeze" your finance's so tightly .that

you have'no money left for leisure or entertainment,,you're likely to run into

problems. If you get in "over your head," you'll be faced not only with feelings

of failure and disappointment when you can't pay the mortgage and you hr to

leave your new home, but you'll be under a greit amount of STRESS.

So, DON'T COMMIT YOURSELF UNTfL.YOU'RE SURE YOU CAN AFFORD IT.

HOW TO FIND THE RIGHT HOUSE FOR YOU

Houses are sold mainly through real estate advertising and real estate brokers.

Sometimes they can be bought directly from the owner.

-There are several ways to shop for the RIGHT house for your family:

* Look in your local newspaper in.the real estate section and carefully

go through the ads. Mark any that sound interesting and call. to get

further deti'ils.

* Tell friends, neighbors and fellow workers that you're house hunting.

Givetthem & good idea of the type of property you're interested in.

-* Take your time in shopping the market--get a very clear idea of the

cost and quality of homes currently on the market.

* Decide which neighborhoods you find good enough to live in. Take a walk
iI

or drive around the'area and note any houses for sale-the address and

oathe real estate a(ent.

* Look at as many houses as you can within your price range--you'll be able

to compare them and tell good value from bad.

* Don't trust your memory when you find a house you really like. Take a

notebook and Polaroid camera if you have one, and write down everything

you need to remember (asking price, owner's.name, location, number of

bedrooms, size of yard, taxes, utility costs, nearest shops and schools',

type of heating, spdcfal features, etc.).

* Don't forget to consider the re-sale value of homes you look at.
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J410 HOW CAN A REAL ESTATE BROKER HELD YOU?

In most cases, using a real estate broker will be to your advantage. A GOOD

BROKER WILL:

Help you,sel t the best oossible choice of available properties within

your pricOange and loca94n. A broker will have a list of every

property for sale.in your town or city, so you can save yourself a lot of

time and effort.

* Give you the benefit of his or her expertise in the real estate business

and will advise you on what's a good deal and what's to be.avoided.

* Provide you with general information about a community and specific

information about schools, shops, churches, etc.

* Not stampede you into making a hasty decision by implying there's another

buyer hot on your tail.

* Maybe help you get financing and will probably know how to get around
ye'
much of the red tape.

A broker's commission is usually 6 to 7 % of the sellirg pride, but may be as

much as 10%. This commission is paid by whoever hires the broker.

HOW TO FIND A GOOD REAL ESTATE BROKER

*Ask your.friends' fur recommendations or call the mortgage officers of some

local banks or Savings & Loan associations for referrals.

* Look in your local newspaper and see which brokers run the most ads.

for houses in the neighborhoods you're interested in. Brn-cers often

specialize'in certain areas.

A NEW HOUSE OR AN OLD HOUSE?

Older houses

2 out of every 3 buyers select a "used" house.

Older houses can have several advantages over a new house:

* More space for the money

* The yard and neighborhood have already been well planted with trees and

shrubs

* Taxes are usually stable in an established neighborhood

* Older neighborhoods are usually nearer schools, work places, etc., so you

could save on travel time.

* Often they have ample bedroom and storage space and rooms tend to be

on the larger side 5 2 3
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* They often have more "character" and come in a greater variety of shapes,

sizes and designs.

If you're interested in house in an older neighborhood, be sure to check on

any future plans for,reighborhood improvements, urban renewal or plans for new

highways or other projects. Future road construction could affect the value of

the property, so check plans for possible construction with your lncalauthority.

Inspect an older house thoroughly:

What at first might appear to be a bargain home MIGHT turn out to be a real

headache. A very thorough inspection may show all sorts of hidden defects and

remodeling needs.

If you have the slightest doubt about the soundness of the house you're interested

in, GET AN EXPERT APPRAISAL OF THE PROPERTY to establish its value and to report

any problems. In many cities there are firms that will examine the home and

give a detailed report for between $50 and $100.. It could be money well spent.

If you have any doubts about the wiring, plumbing or heating system, the owner-

may allow you to check or have an expert make a report.

Older homes MAY require work, but on the other hand, they may have received

excellent care from previous long-term owners and will compare favorable with

newer houses. if you decide to call in experts, BEWARE of unscrupulous operators

who may try to justify high fees by exaggerating problems, which they may want

to fix at a high price. If repairs are needed, make sure you get an estimate of

the cost in advance, and be clear about who will foot the bill--you or the seller.

Older houses SOMETIMES DO need special inspection in these areas:

* Wood iot and termite infestation. It's a good idea to include a termite

clause in the contract, especially in those areas of the country which

have a history of infestation. The clause should give certification

of termite inspection and a guarantee.

* Structural failure. Sagging roof, cracks in walls, uneven floors, etc.

* Inadequate wiring--request an inspection by the local government to make

sure it's not dangerous, exposed or very old.
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* Run-down heating system--is it old, inefficient? How long do you think

it will last?

* Faulty plumbing--if possible, choose a home that's connected to a public

sewer instead of one that has a septic tank. Check with the plumber who

last; serviced the house and ask about the condition,of the plumbing.

* Inadequate insulation--ask if the attic and the space between the interior

and exterior walls has been filled with an insulating material. What is

it and how was it installed?

* Wet ba4ements--are there any signs around the foundation walls of water

penetration? Don't forget that a dry basement in summer could be ankle-deep

in water in the fall.

* Hot water heater--look for signs of rust or leaks. Is it large enough

for your family's needs?

* Roof and gutters--check inside the attic for water stains. What kind of

roofing material was used and how old is it? Ask the owner for a guarantee,

if there is one.

* Garage--is it in good condition and large enough for your needs?

If there are problems with ANY of the above areas, the price of the house CAN

and SHOULD be reduced.

Also, check the paintwork, inside and out, all doors and windows to see if they

work well and are in good condition. Inspect floor and wall tiles in the

kitchen and bathroom. If you're a gardener, check the exposure of the house.

DON'T BE AFRAID TO APPEAR TO BE OVER-PARTICULAR. IT'S BETTER TO SEE ANY PROBLEMS

NOW THAN TO HAVE TO DEAL WITH THEM LATER.

New houses

If you decide that a new house is for you, make sure you make a good choice by

following these steps:

* Check the reputation of the builder. Talk to people who are already living

in houses he or she has built. Are they satisfied? If not, why not?

New homes can have several advantages over older ones:
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* It's often easier to get a mortgage

* They shouldn't need costly repairs or remodeling jobs

* Upkeep costs should be less

* Heat loss should be less

* Major appliances and modern corenienuii.s are usually built in

* They have central air conditioning sometimes

* They are usually easier tokeep clean and are labor efficient

* You might need less furniture because of built-in cupboards, etc.

When you have a specific new nome in mind, consider these points:

* Don't be taken in by the glittering appearance of a model home. Find

out exactly which features are provided with your new house and which

are extras,'for display purposes.

* Be sure your contract with the builder gives a definite date for completion

* Don't be afraid to check on the progress of construction regularly

* Check the lot site in advance. Is the size and setting what you want

for your home?

* Be sure the contract is complete and that there is agreement on all the

details of the transactions. Don't assume an item is included, only to -

find out later you were mistaken. CHECK NOW.

* Are you sure you know that the area is zoned only for residential purposes?

If commercial development is allowed, the property value could be affected.

* Any extra features that you want in your new house should be listed

IN WRITING.

* Deal with a lender who will stick with the interest rate you agreed on at

the time, even if market interest rates rise before the ising date.

* Make a thorough inspection of the house, the day before you take title

to the house. This is you LAST CHANCE to ask for any changes 'to be made.

* When you take possession of the house, INSIST that you have the following

papers: warranties for ALL manufacturers with equipment in the house;

certificates from the Health Dept., clearing plumbing and sewer installations;

certificate of occupancy.

)

HOW TO FINANCE THE PURCHASE OF A HOME

* Pay cash, if you're lucky enough to be a millionaire.

* Most people make a down payment to a broker or seller, followed by

monthly mortgage payments which include principal, interest, taxes and

property insurance.
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When placing a contract on a home, the buyer is usually required to make a

deposit of 5 to 10% of the selling price. The house is taken off the market

until financing can be arranged. As the buyer, you LOSE your deposit if you

don't carry through with the contract.

When a home is bought with a mortgage loan, the title is passed to the buyer

at the closing of the sale, but the house is his or hers only as,long as the

mortgage payments are kept up. If the buyer can't make the payments on time,

the money lender can legally take over the property and the buyer may lose,

any equity he or she has built up.

HOW TO GET A MORTGAGE LOAN

* Mortgage loans are obtained from savings banks, insurance companies,

mortgage bankers, Savings & Loan associations or commercial banks.

Shop around and see who will offer you the best terms for your particular

needs,

* Friends or relatives relatives are sometimes willing to help out.

Be sure to keep the deal on a firm BUSINESS basis. It's very important

that you get your financial arrangements down on paper; never make a

verbal agreement.

* Veterans loan--if you are an eligible veteran.

* U.S. Dept. 'of Housing and Urban De;elopment gives mortgage loans which

usually enable the borrower to make a smaller down payment and possibly

lower monthly payments.

AS A BUYER, DO YOU HAVE ANY OBLIGATIONS?

You must agree to:

* Make your monthly mortgage payments on time, whether or not you're

satisfied with the house you've bought. If you buy a new house and find

anything wrong with it, you can contact the builder to try to get things

made right. A builder will do it, if he or she is concerned about his

or her reputation.

* Maintain the property. It makes sen3e to keep your own property in good

condition, so that it doesn't lose value. If you're handy with tools,

you'll be able to do most repair and improvement work yourself, but

527
538



don't tamper with expensive equipmentrif you're not sure what you're doing.

Call in an expert.

DO YOU NEED A LAWYER WHEN YOU BUY A HOUSE?

You don't need one, but it could be to your advantage to hire one. Before you

sign any documents (especially the sales contract), it would be a- good idea

to get the advice of a real estate attorney: Choose an attorney who specializes

in the field of real estate--he or she will have more experience in this area.

It could save you money and possible problems in the future.

You'll have to pay the fee if you do decide to hire a lawyer.

WHAT CAN YOU DO IF YOU GET INTO FINANCIAL TROUBLES?

If you're faced with temporary financial problems that mean you can't make your

mont)ly mortgage payments, contact your lender immediately. If your payment

record is good, an arrangement can often be made to help you get through your

difficulties. If your lender isn't very helpful, contact your local office of

Dept. of Housing and Urban Development. They mighi. help you.
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Self
AssEssrnent

ANSWER THE FOLLOWING QUESTIONS IN THE SPACE PROVIDED.

I. What are 3 advantages of owning your own home?

2. Are homeOwners able to claim tax deductions?

3. What does 'equity' mean?'

4. What is one method you could use to decide whether or not you could afford

to meet monthly house payments?

5. Approximately what percentage of the purchase price is needed for the down-
payment?

6. Approximately what percentage of the selling price does a real estate broker
take.for commission? Who has to pay the commission?

7. Approximately what percentage of the purdhase price would you need to pay
for closing and settlement costs?
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8. Hbw would you go about finding a goodreal estate broker? Would you advise

someone planning to buy a house to find a broker?

',.

9. What happens if a home is being bought with a mortgage loan and, for some

reason, the owner can't meet'the monthly payments?

..,

10. What would you do if you had a financial crisis and couldn't pay your

mortgage one month?

11. Where can you get a mortgage loan? List 4 different places you could apply.
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Self Assessment
Answers

1. Any 3 of the following:

* You belong to the local community and have a right to a say in its future,

its plans and its problems.

* You can change or improve your home'as you please.

* A feeling of achievement, pride and independence.

* A good financial investment and a secure home for your family.

* Income tax deductions.

2. Yes.

3. Equity means how much you've actually paid back, not counting the interest,

on the hoUse purchase. When a mortgage is fully paid off, the buyer has

100% equity.

4. One of the following:

* The cost of the home should not exceed 2 to 2 1/2 times your annual

family income.'

* A homeowner shouldn't pay more than 35% of income for monthly housing

expenses.

5. Between 10 and 30%.

6. Commission is usually 6-7% of the selling price, but may be as much as

10%. The commission is paid by whoever hires the broker.

7. Approximately 2% of the purchase price.

8. Any of the following:

* Ask friends, relatives for recommendations.
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* Call the mortgage officers of some local banks or savings and loan

associations for referrals.

* Look in the local newspaper and see which brokers run the most ads for

houses in the neighborhoods you're interested in. Brokers often special-

ize in certain neighborhoods.

9. If the buyer can't make the payments, the money lender can legally take

over the property and the buyer may lose any equity that has been built up.

10. You should contact your lender immediately, explain your situation and ask

if a temporary arrangement can be made to help you get through your diffi-

culties.

11. Any 4 of the following:

* Savings banks.

* Commercial banks:

t Savings and loan associations.

* Relatives.

* Veterans loans.

* Insurance companies.

* Mortgage bankers.

* U.S. Department of Housing and Urban Development.
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Assignment

COMPLETE THE FOLLOWING ASSIGNMENTS.

Look in your local newspaper in the real estate section and go through the ads.

1. Is there any difference in price between new houses and older houses of the

same size? If so, what's the approximate difference?

2. What's the approximate selling price iy, your area for:

* A new 2-bedroom condominium?

* A 2-bedroom mobile home?

* A 2-bedroom older house with a small yard?

* A 2-bedroom duplex? ,

* A 3-bedroom older house with a large yard?

* A new 3-bedroom house, of very modern design?

3. Make a list of the most important features you'd look for in your ideal

house. By looking through the house ads, can you find one to your taste?

How much does it cost? Work out how much you'd need to be darning in

order to afford to buy it. Try to find out approximately how much'your

monthly mortgage payments would be and what deposit you'd need to put down.
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Post
A sment

5- r

If you were asked to give advice to a young couple who were interested in
;

buying their'first house, but weren't sure whether to go for an older home

or a new one, what would you tell them? Write at least 1/2 page.
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MOVING INTO ANOTHER HOUSE

The student will learn how to assess'

the-values and services offered by

moving companies. They will find out

how not to make mistakes before and

during the move which could result

in wasted time and money.

e55

Performance Indicators:

The student will show understanding of

the subject by:

1. ;Successfully tompleting a Self

Assessment.

2. Researching local moving companies.

3. Reading useful, relev"ant materials.

4. Researching Tax Deductions which

are relevant.

5. Completing a written Post

Assessment.
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udy Guide

1

In order to finish this module, do the following tasks. Check each item off

as you complete it.

1

1. Read the Goal and Performance Indicators on the cover of the module.

This will tell you what you will learn by studying the module, and

how you will show you've learned it.

Study the Information section. This section will give you the

information you need to understand the subject.

3. Take the Self Assessment exam. This is a 'test for you to prove to

yourself that you have learned the material you have studied. Compare

your answers with the answers on the Self Assessment Answer Sheet,

which is on the page following th, Self Assessment. If you scored

poorly, re-study the Information section or ask your teacher for help.

t
,,4. Do the Assignment page. Folilowttle 'instructions at the top of the

Assignment page.

5. Take'the Post Assessment exam. Give the exam to your teacher after

you have completed it. Your teacher will grade it for you.
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Information
America is known as the "mobile" society.

MILLIONS of Americans move each year--most of them to those areas where there

are higher possibilities of employment. Chances are, if YOU want to stay in

steady employment in your particular trade, or improve your future work prospects,

you'll have to be prepared to relocate at some time.

Whether you decide to move across the street or across the country, the mere

thought could fill you with dread. Moving is WORK--there's no doubt about it--

no matter how organized you are, or how helpful and efficient your movers are.

The thought of having to do your regular job AND, take the time to sort through

and organize all the contents of your cupboards, closets, attic, workshop, garage,

etc.; make all the necessary arrangements, at both ends; clean up your house or

apartment, could be.exhausting.

If you need to move and only have a few possessions, you might decide to rent

a small van and do it yourself. It's still an excellent idea to get the informa-

tion leaflets available at all movers to help you with packing ideas and tips.

But if you need to move any distance and have a houseful of furniture, it's an

excellent idea to find a good mover, if you can possibly afford it, to save you

time, effort, stress and breakage and damage to your belongings.

How to choose a good mover

Shop around in your area to find a mover who is professional, efficient and charges

reasonable rates. Let your friends and fellow workers know you're looking for

a good moving company and they might be able to recommend one.

Each moving company is required by the Interstate Commerce Commissitw. (ICC), which

is an agency of the Federal Government, to give each potential customer c. report
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of the company's performance during the previous year. Thy, report covers about

12 areas of the company's business operations that should be of great interest

to a potential customer who is comparing one mover/with another. Some examples

of these areas are:

* % of broken and damaged goods

* % of over-estimates of moving costs

* % of under-estimates of moving costs

* /0 of shipments picked up more than 5 days later than requested

* % of shipments delivered more than 5 days later than requested

* average number of days taken to settle any claims for damage or loss of goods

* % of claims which were settled during the calendar year

Because moving companies are required BY LAW to provide customers with this

"inside" information, they have to maintain very high standards and be very

competiti'.e in order to stay in business and do well. It's in their interest as

well as yours to provide a high quality service. Take the time to compare the

performance of several movers in your area. When you have found 3 or 4 whose

performance figures look good, it's time to get some estimates of costs from

those you've selected.

Function of the ICC

The ICC has been set up by the Federal Government to protect the consumer and to

help maintain high standards in the moving business. It regulates the practices

of movers, but does not rate, rank or recommend movers--that's up to your own
selection.

The ICC requires that each mover give a copy of the company's performance, as

already mentioned, and also a copy of "Information for Shippers of Household

doods" to each customer.

This is a booklet packed with useful and necessary information you'll need to

.know in order to save yourself from making mistakes which could result in loss

of your time and money. ICC has a National Complaint Center in Washington D.C.

if any problems arise during or after your move. If you have any general questions

about your move, the Commission has offices in each state throughout the U.S.

Look in your phone book under "U.S. Government" to find the number.
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Some DO'S and DON'TS of moving

MoS't,movers and their agents are reputable business people who will not promise

more 41,4n they can lawfully do. However, to protect yourself, it's a good idea

to be aware of these do's and don'ts:

DO

* Read the ICC Information booklet carefully

* Select your mover with care--get several estimates and performance reports

* Make sure that any agreements between you and your mover are in writing

and on the order of service and the bill of lading

* Go through carefully the inventory of your household goods and make sure

it's accurate

* Make sure you understand the "limited liability" of your mover--how much

coverage the movers give in case of loss or damage

* If you possibly can, go with the van to the weighing station where your

shipment will be weighed. If you have any reason to believe the weight

isn't accurate, request another.

* Try to arrange the dates of your departure from your old house and your

arrival at your new house with enough flexibility to allow for the late

arrival of the moving van. Sometimes vans get behind schedule.

* Let the moving company know where you can be contacted by phone en route,.

as well as your destination.

* Make sure that everything listed on the inventory is accounted for before

the van operator leaves your destination. It's also important that you

make sure a proper description of the condition of your furniture is

entered.

* File a claim for loss or damages as soon as possible (if you have any).

DON'T

* Believe an estimate is the final cost of your move

* Leave your old house before the movers leave

* Expect the carrier to provide boxes, cartons, barrels or any other packing

materials free of charge

* Forget to have, either in certified check or cash; the maximum amount

shown on the order for service unless you've arranged for credit in advance

* Expect your goods to be unloaded until you've.paid at least the maximum

amount shown on the order for service form

* Sign any receipt for your goods at you: destination UNTIL you've checked

that everything on the inventory has arrived and is in good condition.
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Take the time to CHECK your goods.

How much will it cost?

The cost of your move will depend on:

* the weight and value of your goods

your destination- -how far you're going

* how much packing is required by the movers

* any storage that's needed

* any special services that you need

Not all movers have the same rates, but they ARE usually very competitive.

Interstate moving companies MUST file with the ICC a tariff showing the rates

and charges for its services. You can inspect this tariff in the mover's office

if you wish. The ICC ensures that rates are kept reasonable. Movers are not

allowed to charge you at a higher rate than they have filed with ICC.

The important thing to remember is that THE EXACT COST OF YOUR MOVE CAN'T BE GIVEN

UNTIL YOUR GOODS ARE WEIGHED AFTER LOADING INTO THE TRUCK. The moving company

will give you a written estimate, based on their experience in the business, of

approximately how much your shipment will weigh and how much it'll probably

cost to move. ESTIMATES ARE NOT BINDING--YOU MUST PAY THE TOTAL CHARGES ON, THE

WEIGHT OF YOUR SHIPMENT.

When the mover comes to your home to look over your household goods and every-

thing you want to be moved, show EVERYTHING, even all the tools in the garden

shed and garage, and all the things you have stored in the basement or attic.

Let him or her know what you won't be taking, so it's not included in the estimate.

When must you pay?

. Your estimate will give you a good idea of what the ACTUAL costs will be. It will

allow you to plan your financial arrangements in advance. If your mover hasn't

extended you credit, you must pay either in cash, certified check, cashier's check

or traveler's check before delivering your goods. On a C.O.D. shipment, as on

ALL shipments, you must pay the ACTUAL costs and not the estimated costs.

If the total ACTUAL charges are not more than the estimate plus 10%, you must pay

the actual charges BEFORE the goods are unloaded. But, if the total ACTUAL charges
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are more than the estimate plus 10%, then the mover must deliver your goods

after you've paid the estimate plus 10%. You'll then have 15 days (not counting

week-ends and holidays) in which to pay the rest.

Money saving ideas for your move

Here are some useful ideas to help you save money during your move:

* Cut down the weight of your shipment

The more you move, the more it costs, so you can't afford to be a collector!

Keeping in mind your fUture house or apartment, you can decide what you need

to take and what you can do without. Be honest with youY'self and plan to

get rid of as much as you can live without. Don't spend just to move

expendables. GET RID OF YOUR JUNK!

,

Don't take "tired" furniture you're sick of. Why, not have a garage sale

and use the proceeds towards replacing old things? Persuade your family

to go through ALL their belongings--old clothes, tools, books, records,

crockery, sports equipment. Throw away EVERYTHING that is broken and can't
be repaired. Collect together all your clean old clothes and sell them to

your local second-hand store, or give them to a charity.

Consider shipping some things--books, tools and other unbreakable items by

slower, cheaper methods, but remember to pack them well. Place ads in your

local paper and sell larger end more valuable items you don't want to take.

If you have any very heavy items, you might consider selling them now and

replacing them later.

* Don't lose interest

Make arrangements for any savings you have that are on time deposits. Transfer

them after the next interest payment date or maturity date.

* Collect any refunds from utilities or landlords

It's much easier to do it in person than by long-distance.

* Keep track of tax deductions

These could be articles given to charities. Get receipts that show the

approximate value. Another is moving expense adjustments. You should keep

records of ALL your moving expense costs--most of them are tax deductible

up to a certain amount. Valid deductions include house-hunting trips before

the move, temporary living expenses and fees paid during the buying, selling
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or leasing of a house or apartment. Deductions are now available for the

self-employed, for people changing their employer and to employees who are

being transferred. IRS regulations change frequently, so it's a very good

idea to check with your local office--they'll be able to give you up-to-date

information that could save you money.

* Ask for warranties and service manuals for all the built-in appliances in

in your future home--it'll save you trouble later on. Ask for the names

of good service people. You could do the same for the people who'll be

moving into your home.

* Use other transportat:on for small shipments.

Many interstate moving companies may charge you on a minimum weight basis--

usually 500 pounds, it can cost you LESS to send smaller items by some other
method. You usually have to box or crate the items yourself, but moving

companies will usually provide boxes and crates at a reasonable rate. Ask

your mover to tell you the CHEAPEST, most economical way to handle small

shipments.

Keep yourself covered. What is your mover's liability for loss or damage?

It's very important that you know exactly just HOW MUCH your mover is responsible

for during the move, if your goods are lost or damaged. You have 2 choices as

far as coverage goes:

1. At no extra cost, your goods will be covered for up to, but not more than

60e per pound, per article. This coverage is the responsibility of your

mover, and does NOT provide full protection. (If the "article" was your

stereo, weighing 60 lbs., the most you could receive would be $36.00.)
2. If you want Full coverage on lost or damaged items, you must put a lump

sum figure'on the whole shipment and pay an extra charge, depending on

the total value. Your mover will be able to help you with advice and

full details.

When you_get to your new home

* Plan to be there BEFORE the'AGREED DELIVERY DATE. Many movers will only

wait 2 hours for you to accept your goods, and less time or none at all

if your move is less than 200 miles.

* Pay your charges, as previously agreed.

* Carefully check, your belongings as they are brought in from the van. This

is the best time to call attention to any possible damage claims. If there's
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ANY change in the condition of your goods, make sure the driver records

these changes on the inventory sheet. If any items are missing, record them.

* Report any loss or damage claims as soon as you can. It's much more diffi-

cult and a lengthy process to report missing and damaged articles weeks later.

Your mover will most likely give you several useful leaflets which will includ9

step-by-step instruc+40ns of exactly what to do in preparation for your move,

starting 4 weeks before D-day.

If you take the tips that apply to your particular situation, you should keep your

schedule, your cool, your sanity and your sense of humor!

t
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INDIVIDUALIZED LEARNING SYSTEMS

Self
Assessment

I

e

WRITE AN ANSWER TO THE FOL1WING QUESTIONS.

1. What are the 2 main functions of the ICC (Interstate Commerce Commission)?

2. What's the best way to go about finding a good, reliable, reasonable mover?

3. Why is it a good idea to go along to the weigh station when yolk shipment is

being weighed?

4. Uo movers usually provide packing materials--boxes, crates, barrels, free of

charge?

5. Do ALL movers charge a set rate?

6. When will you know the EXACT cost of your move?

7. Why should you be at your destination BEFORE the movers arrive?

8. Do you have to pay the movers before or after your goods are unloaded?

9. Why should you keep records of ALL your moving expenses?

10. If the total ACTUAL charges are more than the estimate plus 10%, how much do

you have to pay at delivery?

11. If you don't pay extra, how much will your goods be covered for by your mover's

insurance?
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Self Assessment
Answers

1. The ICC has been set up by the Federal Government to protect the customer

and to help maintain high standards in the moving business.

2. Compare estimates and performance reports of several movers in your area

before reaching a decision.

3. To make sure the weight is accurate and there have been no errors.

11. No.

5. No, but they are usually very competitive.

6. After the goods have been weighed after they've been loaded into the van.

7. Many movers will only wait 2 hours for you to accept your goods, and less

or no time if your move is less than 200 miles away.

8. Before.

9. They are tax deductible up to a certain amount.

10. The estimate plus 10%.

11. 60t per pound, per article.
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INDIVIDUALIZED LEARNING SYSTEMS

Assignment
Complete the following:

1. Research your local home mover's market. Call or visit 3 movers in your

community and ask to have a copy of their performance report. Also pick up

the ICC leaflet "Information for Shippers of Household Goods" and any other

literature that might be helpful or useful. Ask for their rates. Work in

a small group if you prefer.

Study the reports carefully and compare them. Which company appears to have

the best report? CoMpare the different rates. Howmuch do they vary? Which

moving company appeared to offer the most help? If you needed to hire 'the

services of a moving company, would you have difficulty choosing which one?

2. Read the leaflet published by ICC, also any other literature you were able
to get.

3. Call or visit your local IRS office and ask for details about Moving and Tax

Deductions. They might have a leaflet you could keep and study.

346

1'

556



INDIVIDUALIZED LEARNING SYSTEMS

Post
Assessor t

I

Imagine you were faced with having to relocate to a town 200 miles away, in order
to further'your job possibilities.

You are married with 2 small children and your wife works full-time. You now
live in a 2-bedroom duplex, with all your own furniture. After all your research
into the moving business, would you consider doing it yourself or would you hire
the services Of a mover?

Write at least 1/2 page, giving your reasons.
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STRESS I

\

Goal:'

\

The student will be able to explain the

nature of\ stress and be able to identify

when is is beneficial and when it causes

strain.

\

,,

348

Performance Indicators:

The student will:

1. Successfully complete a Self

AssessMent.

2. Complete two Assignments.

a. compile a personal stress

table and assign numerical

values to his or her experi-

ences.

.b. interview three workers a'nd

report back on stresses
,

experienced at work. 1

21,
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INUIVIOUALILW LtAtiNINCi SYS I VAS

Study Guid
In order,to finish this module, do the following tasks. Check each item Off

as you complete it.

1. Read the Goal and Performance Indicators on the cover of th module.

This will tell you what you will learn by studying the mod le, and

how you will show you've learned it.

2. Study the Information section. This section will give you the informa-

tion you need to understand the subject.,

3. Take the Self Assessment exam. This is a test for you to prove to your-

self that you have learned the material you have studied. Compare your

answers with the answers on the Self Assessment Answer Sheet, which is

on the page following the Self Assessment. If you scored poorly,

re-study the Information section or ask your teacher for help.

4. Do the Assignment page. Follow the instructions at the top of the

Assignment page.

a. Make your list of stressful experiences and share them with at

least one other student:\

b. Interview three workers.

c. Sha& your findings about stressors at work with'at least two

other students.

d. Show your written work to your. instructor before continuing to

another module.
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INDIVIDUALIZED LEANING SYSTEMS

Information

Our body is frequently under stress. .This is natural and necessary and can eve,;

ED pleasurable. It helps us stay alert and motivated and able to get important

things done. St-ress is our body's response to any demands placed upon, it. So,

without stress Je wouldn't be responding as living beings. In the right amounts,

stress is essential to normal everyday life.

Positive stress at work could involve:

* having a deadline to meet

* knowing that what youre doing is going to be checked for

accuracy and appearance

* competing for'the acceptance of a bid or the comp;2tion

of.a task

* the knowledge that other people are aware of what jou either

claim you car do or are supposed to be able to do at your skill

level.

These demands might be enough to make you work harder and with greater concen-

tration and willingness. As long is someone is performing(euccessfully end

effectively without feeling adverse effects (either physically or mentally)
. .

then the level of stress is likely to be beneficial.

However, a person doesn't usually notice stress until it becomes too much and

makes him or her feel overloaded, tense and strained. At this point, stress is

potentially danger6us. If this level and intensity of stress continues over a

long period it can lead to serious physical and mental prob"!ems. But it is

not stres.: in itself that's to blame, it is the strain of having to cope with

too many demands.
Ilk4

It's difficult to know what are the right number of demands that we can respond

to and still feel good. rich person has a unique way of responding. So, What
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P stressful for one person could be exciting to another. For example, some

people prefer a quiet and peaceful work setting, while others need noise and

activity around them. To the,person who likes bustle and movement in the

work environment, a jOD that has long periods of little to do or that invclves

working quietly alone, might become very stressful. And of course the person

who likes a 'quiet work -setting might feel extremely strained in a machine shop.

The demands that lead to a stress response in our body are known as stressors.

They can be both pleasant or unpleasant and, as already stated, they will be

responded to in different ways by each individual, depending on how important

thiiiRS the demands are. For example, a newspaper report on a threat-

ened increase in layoffs in the place where you live might have little effect

on you if you have a secure job. But if your job is next on the chopping block,

the level of stress you experience would naturally be much higher.

A situation that someone experiences as threatening is likely to bring on a.

high stress response. Things are threatening when your usual values and normal

everyday experiences are suddenly changed and you have to live in a different

way, even if the change is only temporary. Here are some examples from work of

things that someone could find threatening and stressful:

* Starting as an apprentice.

* Being injured on the job.

* Getting promoted to supervisor.

* Being frequently interrupted while working.

* being told to repeat a finished job because the quality isn't good

enough.

* Unpleasant relations with co-workers.

* Feeling a great amount of pressure to finish work on schedule.

* Interviewing for another job.

* A lot of noise and air pollutants at your workplace.

* Being fired.

ihere are many non-work pressures and demands which can affect your performance

on the job. A person under a great amount of stress at home is likely to be

less efficient and more accident pron., at work than someone who is not over-

stressed. Here are a few non-work examples of stressors:

* Getting married.

* Having your auto license taken away by the courts.
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* A significant birthday, e.g. 21, 30, 40.

* Money problems.

* Arguments over parenting.

* Sex problems.

Poor living conditions.

* The death of a family member.

* the birth a a son or daughter.

* An auto accident.

* A health change.

* In trouble_vith_the-law.-

* Taking out a mortgage.

Signs of Strain

When the demands are too great, the physical symptoms and behaviors that reveal

too much stress become much more obvious.

Tense muscles. What muscles are you tensing when you're using a tool in your

ricilit hand? Are the muscles in your left arm tight, as well? An experienced

worker who is not under a great amount of stress will use only the muscles needed

to do the jab he or she is doing. If you find yourself gritting your teeth

when you lift something, then either the object is.too heavy or you are very

tense and under a lot of stress. Have a look in the mirror. Tense your face

muscles. Tighten up'your face and hold it like that for about five seconds.

Then relax. There should be a big difference. Pnd yet some people go around

all day with a furrowed brew, narrowed eyes, clenched jaw. Do you know anyone

like that? If so, you know someone who is over-stress(A.

Fatigue. iIf you wake up tired even after a normal amount of sleep then your

body is tense.

Insomnia. If you used to be able to sleep fine and now are unable to get the

rest you need, if you have to take something to fall asleep, you wake frequently

while it's still dark, you find you're struggling to get to sleep, then you are

under too much stress.

Over-sleeping. a person who escapes to bed for long hours usually after drink-

ing alcohol or smoking dope is probably under strain from too much stress.
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Feeling irritableand touchy. People become much less to-!erant of minor

frustrations when they are over-stressed. kisses and supervisors who seem

to overreact when something isn't done exactly as they want it done are pro-

bably in distress. If you or a co-worker get angry over a small incident, there

are probably a'lot of other pressures on you at that time. It is like the

straw that breaks the camel's back. We can eAc'.., near a lot of stress and strain

before it starts to affect our behavior, 'out there's always a point when the

demands become too much, if you don't do something to get rid of them.

Irregular heart beats. SIreS's can be like drinking ten cups of coffee; it gets

you moving, but also makes your 1:urt beat faster. Be aware of your heart beat

when something doesn't come out how you'd like it; (eg. you cut too much off

a piece of sheetrock, the concrete starts to harden before you're ready, you

can't get a nut off to do a repair, anything that is a minor frustration.)

Shallow and/or hurried breathing. If this is happening, even at times when

you haven't been doing very demanding physical exercise, then you need to

check on the amount of stress you're under.

Tics and mannerisms. Some people under a- great deal of strain develop habits

and rituals (such as having to touch fence posts, tap the rungs of a ladder

before climbing it) or they may begin to have unusual and unnecessary body

movements (sudden facial changes, blinking rapidly, flicking fingers, keeping

their foot or whole leg in constant motion when they're sitting down). These

are habits that are difficult to stop, especially if the person is using them

to lessen the stress he or she is under.

Abuse of drugs and/or alcohol. If taking drugs and/or alcohol become essential

to help a person relax or stop worrying about problems, then the burden of

stress has obviously become much too great.

Overeating. Some people use food as a comfort or a means of escape from imme-

diate problems. People usually know when they are doing this, but unless they

find some other escape or way to deal with the pressures, then overeating is

very difficult to stop.

These are some of the signs of too much stress. If you ignore them, your body

will protest even more and the chances increase of a heart attack, ulcers, a
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Serious accident, a nervous breakdown. A person under a lot of continuing

stress is living in a body that is looking for an accident or any disease that

may be around.

Our body can only tolerate so much. Under a great amount of stress our body

is the first to let us down. Maybe you are delrmined.and highly-motivated

to achieve something, partly as a result of the physical response to stress,

which prepares the body for "getting the hell out of here" or standing up and

fighting. But the signs of strain that have been described above are like a

message to our brain from our body that says "if you don't slow doWn and look

after me, I'll commit suicide and I'll kill you." Another way of thinking

about the effects of stress on our body and our determination to get yet more

things done is to see your brain as the boss and your body as the employee.

If the employee is treated like a slave he or she will eventually revolt or

collapse under the demands. However:workers who are treated fairly and

reasonably by their boss will work well and willingly. So, be a fair boss,

don't take on more orders that: you can handle, treat your body well and it

will not go on strike and leave you bankrupt.

If you are working hard, taking on a lot of cnailenges and are not showing

any of the signs of strain, then you are probably operating at the right level

of stress for you. As long as you are performing successfully without feeling

physical or mental ill effects, then the stress is motivating and healthy. The

aim is not to avoid stress, but to experience a healthy response to it.

The most important difference between feeling good under stress and feeling

strained is the amount of control you experience. You can tolerate much greater

amounts of stress if you believe you can control what is happening.

A feeling of control is determined by.

I. How you interpret an experience.

2. How many things are happening to you at the same time.

3. How far you can predict with any reliability what may happen.

HOW YOU INTERPRET AN EXPERIENCE

At work you can take on much more stress (say from noise, paint in the air,

cold, mud, etc:) if you feel that your skills and achievements ace recognized

and valued ,by...11he boss and your co-workers.
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If you know that your work is valued, then you will interpret unexpected

demands such as being asked to work overtime on the right you planned to

go out in a different way from the person whose boss treats him or her like

someone who is lucky to be working-at all.

Another example, especially as a beginning apprentice, might be the way you

experience and interpret a joke made by another worker at your expense. It's

quite usual for joking insults to be hurled at apprentices. Any mistake you

make is open to being made the butt of a '!joke'.' If you take this as a normal

way of interacting and not _a_s_a_personal z-ttack onyou,then yourstress level

won't rise too high.

HOW MANY THINGS ARE HAPPENING TO YOU AT THE SAME TIME

If there have been a lot of changes in.your life during the past two years,

then you're in danger of strain and illness. If you start a new job, move to

another house, have a series of arguments with your spouse, take up a new

sport, overdraw at the bank, need some expensive work done on your car, and

get ticketed for speeding all around the same time period, then it Iti)uld be

quite normal to feel strained. Sometimes there is no way that the order and

frequency of changes can be controlled; often, however, there is a way of

controlling them. For example, just when the new baby is expected is not the

time to look fora different home. When you start a new job it is'better to

stick to your usual leisure activities rather than start a load of new ones.

Too much change brings on too much stress. Events need tote spaced over time,

then change can be pleasurable and challenging.

HOW FAR YOU CAN PREDICT

When stress is part of achieving a definite goal it seems to be less harmful,

but if the future is unclear and you feel you have little choice about what

you do at the present time, your stress level will increase.

If you don't know whether you'll have a job or not, or whether you'll be able

to keep up your payments, whether an important relationship is going to break

up--the stress leads to strain. The more you can be sure of what might happen,

the easier it is to handle change. To do this, it is important to make plans,
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set up personal and professional goals, decide on priorities. The more you

can make things happen, rather than wait for things to happen to you, the more

in control you'll feel.

The most difficult time is when your predicti.ns are suddenly proved wrong.

You might have had definite expectations about what you were going to do a

few months ahead when, suddenly, someone you cared about is in a serious auto

accident, you are injured at work and have to leave your job, your house is

destroyed by fire. Coming through this type of experience usually requires

support from 'other people, A- cris4-s that--eutsoff-a-1-1 your -predictiOlTS Ca4

seem like the end of the world. The only way that a tragic event whicn unset-

tles your whole life is overcome is by gradually building up confidence that

there is a future and that it can--to a large extent--be once again predicted.



INDIVIDUALIZED LEARNING SYSTEMS

Self
ASSESSM nt

LISTED BELOW ARE SEVERAL STATEMENTS. IF THE STATEMENT IS TRUE, PLACE A "T"

--raTHE BLANK PROVIDED. IF THE STATEMENT IS FALSE, PLACE AN "F" IN THE BLANK.

1. Stress should be avoided.

2. Any stress at work will decrease performance.

3. People usually only notice stress when it becomes too much.

4. There is an optimum stress level which is about the same for all workers.

5. The demands that lead to a stress response are known as strain.

6. Any sudden change in your usual life style could be experienced as

threatening.

7. A happy experience cannot be stressful.

8. A lot of stress at home could make you a less effective Oerscn at work.

9. Anyone who sleeps a lot must be relaxed.

IG. Sometimes people develop strange habits as a mans of getting rid of

stress.

11. If you become sensitive to changes within your body you will know when

411

you are taking on too much pressure.
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12. If there are a lot of changes coming up in your life, it's best to

get them over quickly all at the same time.

13. The way in which you interpret an experience affects the amount of

stress in your body.

14. Too much stress can lead to illness and accidents.

15. The aim is not to avoid stress but to experience a healthy response

to it. ,
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Self Assessment
Answers

1. F

2. F

\
3. T

4. F

5. F

6. T

7. T

8. T

9. F

10. T

11. T

12. F

13. T

14. T

15. T
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INDIVIDUALIZED LEARNING SYSTEMS

Assignment 0
COMPLETE THE FOLLOWING ASSIGNMENTS.

.1. Write down a list of events and experiences in your life that you remember
experiencing as stressful. Decide which was the most stressful and give

this a numerical weighting of 100. Next, go through each other event or

experience and, comparing it with the one you rated,100, show how much

stress was involved by giving it a number. For example if it was half

as stressful, you would write 50 next to it.

Event or Experience How Stressful?

1. Your most stressful experience. 100

2.

3.

4.

5.

6.

7.

8.

9.

,

.

1O.

360
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-1-4
2. Interview three different worT. e?s arTrrsk them what causes stress on their

.:

job. Make a table for their ants similar to that suggested in the first

assignment. Report your findings to at least two other students.

3. Show your written work to your'instructor.
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STRESS II--COPING WITH IT

Goal:

The student will learn how to prevent too

much stress and how to deal with it when

it is experienced.

562

Performance Indipatorp4

The student will:

/
1. Demonstrate understanding of the

reading material by successfully
completing a Self Assessment.

2. Practice a relaxing way of breath-
ing.

3. Practice muule relaxation.
fl.

Prepare,a-report-on the experi-
ence of 2 and 3 and be ready to
give it to the whole class.

5. Complete a Rost Assessment, identi-
fying four ways that distinguish a

person able to cope effectively
with a lot of stress from a person
who experiences. it as strain.
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Study Guide
In order to finish this module, do the following tasks. Check each item of

as you complete it.

1. Read the Goal and Performance Indicators on the cover of the module.

This will tell you what you will learn by studying the module, and

how you will show, you've learned it.

2. Studylthe Informati,on'section. This section will give you the informa-

tion you need to understand the 'Subject.

3. Take the Self Assessment exam. This is a test for you to prove to your-

self'that you have learned the material you have studied. Compare your
. .

answers with the answers on the Self Assessment Answer Sheet, which is

on the page following the Self Assessment. If you scored poorly,

re -study the Information section or ask your teacher for help.

.

4. Do the Assignment page. Follow the instructions at the top of the

Assidnment page.
,

0 . .

a. Prepare a written4report, in note form, to give to your class.

5. Take the Pot Assessment exam. Give the exam to your teacher after

you have co4leted it, Your teacher will grade it for you.
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Information

When you are under stress, your body responds as if you have been threatened

by someone or something that is going to harm you physically. You heart

rate increases, adrenalin flows and your stomach secretes hydrochloric acid to

speed up digestion. These responses make you physically ready for standing

up and fighting or for making a speedy escape from an immediate danger. Many

pepllekall these reactions a "fight or flight" response. It is problably a

verykimitive response going back hundreds of thousands of years to a time
ov

when( strange person, animal or even an event, such as a change in the weather,

could threaten physical survival. lk

The same response can happen in your body when you experience great joy, you

have a pleasant surprise, you fall in love, win a rac ?, win a lottery. Your

body may also respond as if threatened when many different things are happen-

ing around you at the same time--at a party, ballgame, an exciting movie, etc.

Your body is not able to distinguish between what is dangerous and what`

exciting.

,

Two people facing the same stressors may have the same reactions within their

body, but there is no certainty that they will behave in the same way. One )

person may experience the stress as strain while the other experiinces it as

a challenge. The difference lies in how people interpret thincs. You are

less likely to feel strain from the stress your body is experiencing if:
1, li

I, It seems you have some control over what is happening.

2. You can predict with some accuracy what is going to happen.
,

4. YoU think of what is happening as'a challenge and opportunity,

3. You_accept,something as important And meaningful in your life.

rather than as something negative.
../

576



PREVENT TOO MUCH STRESS FROM HAPPINGING

Control the number of changes in your life.

Too much change in too short a period increases the chances of your experi-

encing a health change for the worse. Whenever and wherever possible, it is

better to space the changes in your life, rather than bunch them up together.

Try to deal with one major change at a time. Move into a new house before

you have to cope with a new baby. Change jobs after your divorce has gone

through. Plan a vacation before you need it.

If too many tnings are bringing about stress at the same time you are probably

not saying "no" enough. The more that you can be in control of what is going

to happen the less strain you are going to experience. See the module on

Assertiveness; it deals with how to define your own limits.

Of course, there are some changes that seem to happen outside your control.

However, change is rarely completely by chance. You choose when and where to

get married and although you may not have the same choice over divorcing, it

is very likely that you can predict how and when it might come about.

Accept changes as a challenge.

Every crisis opens up an opportunity; it may be difficult to see it immediately,

but it is always ther-. Nobody wants negative experiences but it is amazing

how some people come through them lt.oking to he future, taking a new and

exciting direction.

A worker might have been injured and no longer be able to return to his or her

previous job. Some people are so hurt by the stress of the experience that

they become angry, frustrated, depressed, unable to be anyone other than the

person they used to be. Other people respond totally differently. After the

initial period of shock, pain and mourning for who they used to be, they take

off in a new career direction that they'd probably never even thought of before.

Bankruptcy, the break-up of a relationship, being fired and other distressing

experiences all offer chances to look at things in a new 1,0.3y and to begin

again. The difference lies in being able to let go of the "if only things had

been different" and take up the challenge of "the next time I . . . The past

lives only in memories." it can never be recovered; the future awaits each

one of us.
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Be in control of your time.

Although time cannot be recovered and it cannot be lengthened, your use of

it can probably be improved. Managing time will be dealt with in a separate

module but the most important skill in time and stress management is being

able to establish priorities.

What is going to be the best in the long run? Work on those things first and

you'll save yourself a lot of time and possible stress later. If preparing for

an interview with the Appreticeship Board is going to have far-reaching impor-

ance and you're faced with the choice of doing the preparation or going out

to a movie you really want to see, then you know which will have priority. If

your marriage is of more importance in the long run than the extra money you'll

get from working yet another weekend of overtime then you'll know what to put

first.

Have a place where you can be alone.

You deserve some time, even if it's only 10 minutes a day, when you can be

truly alone with no pressures from other people or things. Some people only

experience being alone behind a locked bathroom doorif that's the only

place you can find, its better than no place. You might have to go out into

the yard, walk to the store, sit in your car or maybe get up fifteen minutes

early. It's important that you have some time each day when you can either

plan or reflect on events. It's important that your family is also aware of

your need for this quiet time. Be sensitive and realize that it probably

isn't the best time and place to choose to be alone as soon as you come through

the front door after work. If you do, you'll be experiencing a lot more stress

from family tensions.

DEALING WITH THE PHYSICAL EFFECTS OF TOO MUCH STRESS

Again, the more you can feel in control of what is happening to your body, the

less strained you will feel.

Control your breathing and help yourself to relax.

Although this takes some practice at first, you can use it at any time you feel

you're experiencing stress.

1. Sit or lie comfortably and place one hand on your chest and

one on your stomach.

2. Loosen your jaw muscles; your teeth and your lips will be

slightly parted.
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3. Breathe in slowly to the silent count of four.

4. Let your breath out as soon as you reach four. Don't hold

your breath or tense any of your muscles.

5. Count to four again as you breathe out and breathe in again at

the same weed as soon as you reach four, or have let go of

all your breath--which ever comes first.

6. Your body should be rising in the stomach area beneath your ribs

and not in your chest--the purpose of placing your hand there

is so you know where the movement is.

Control the tension in your body.

Learn how to relax each set of muscles in your body by:

1. Tensing them.

2. Holding the tension.

3. Releasing the tension.

4. Experiencing the difference.

This'way of relaxing is best done one muscle group at a time. You'll need at

least 15 minutes of quiet, undisturbed time %hen you first practice relaxing

your muscles.

It's better to sit or lie comfortabie,although once you've mastered the skill

you'll be able to use it anywhere. Try it in this order:

1. Hands and arms.

2. Shoulders.

.3. Face and neck.

4, Chest.

5. Stomach.

6. Back.

7. Hips, waist and buttocks.

8. Legs.

9. Feet.

Here's an example with the first muscle group.

1. Clench your fist and tighten all the muscles in one arm.

2. Hold the tension for the count of five.

3. Now relax and feel the warmth that flows through the muscles)

notice the difference between being tensed and being relaxed.

4. Do the same with the other arm.
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What you are doing is the same as in using biofeedback. You are teaching

yourself what it feels like to be relaxed so that you can get rid of tension

whenever you need to.

Express your anger physically.

Tension builds un with resentment. If you are angry, express it in a way

that relieves you but does not harm other people. You can express your anger

physically in many different ways: Beating on a pillow, chopping wood, swear-

ing aloud, writing about your honest feelings, then destroying the paper, going

for a run, etc. The important guideline is to be aware of what you are doing

and why you're doing it. If you're angry and choose to go out and dig the

garden, do it in a way that shows and expresses your anger. Don't pretend

that gardening is an alternative to being angry, that you'll forget your anger

by doing something useful. Instead, use your aggression to slice the earth,

pound the clods, scrape the dirt with your rake with real ANGER. It's best

to have a personal way that is neither dangerous to yourself nor to anyone

else." For example, do note when you're feeling angry jump into your car and

take off up the freeway!

HELPING FELLOW WORKERS UNDER EXTREME STRESS

Friends, co-workers and supervisors can be of great help to people under a lot

of stress. To the person experiencing a major life crisis, such as the death

of someone close or a serious accident, it may seem like the end of the world.

What you can do is keep calm and stay confident in yourself that upsets and

crises are common and that people do come through them. Listen to the person.

Talk very little. When you do speak, show a quiet confidence that the pain,

upset and anger will pass eventually. If you're able to do this., you'll be

a real hclp.

A supervisor can help a worker going through a great stress by providing a

private place where no one else is mound and listening without judgement or

advice to what the person under stress is experiencing. It's no use telling

the person to pull him- or herself together or leave the job. People under

severe stress might be less efficient for a short period of time, but it is

a temporary period only. With positive support and understanding, people under

that amount of strain can recover a sense of control and meaning in their life.



e are many other ways that people attempt to relieve or escape from stress.

Most of these ways, such as drinking, using drugs or even taking part in vio-

lent exercise,give temporary relief and do not give any lasting experience of

being in charge of your life.
:

Remember that stress in itself is nOt bad. Much greater amounts of physical

and mental stress can be experienced without strain and even enjoyed if:

1. It is predictable.

2. It is part of achieving what you want to do.

The first involves knowing and having some control over events and the direc-

tion of your life. and the second involves defining what your goals are and

making sure that you are working toward them.
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5 If
Assessment

de ,

LISTED BELOW ARE SEVERAL STATEMENTS. IF THE STATEMENT IS TRUE, PLACE A "T"

IN THE BLANK PROVIDED. IF THE STATEMENT 16 FALSE, PLACE AN "F" IN THE BLANK.

1. Your body is not able to distinguish between what is dangerous and

what is exciting.-

2. If two people experience the same amount of stress, one might feel it

as strain and the other might see it as a challenge.

3. Thinking has nothing to do with how you experience stress.

4. You'll Experience less strain if you say "yes" to every opportunity.

5. Ifyou can btlieve that a crisis is also an opportunity for change then

you'll come through the experience much easier.

6. EAablishing goals and using time effectively are also ways of coping

with stress.

7. When you get home from work it's best to put your feet up, read a news-

paper and ignore everyone in your family*for half an hour.

8. It's possible to learn how to relax.

9. Stress off the job does not affect performance at work.

111
10. It's possible to experience a lot more stress without it being a strain

if you see the stress as an inevitable part of gaining what you really

want.
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Self Assessment
Answers

,

1. T

2. T

3. F

4. F

5. T

6. T

7. F

8. T

9. F

t

10. T

*

.
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CP

Assignment

COMPLETE ALL OF THI= FOLLOWING ASSIGNMENTS.

These will involve a minimum-of half an hour. You Oil need a place where you
cangtellone and comfortable.

I. Practice the breathing described in the Information Section.

2. Practice relaxing successive groups of muscles in the way described in the

-information. Remember,if involves:

* Working on one,group of muscles at a time.

* Tensing them and holding that tension.

* Releasing the tension.

* Experiencing the difference.

You are teaching yourself what it feels like to have relaxed muscles.

3. Prepare a three-minute presentation for your class describing what you did

and experienced in 1 and 2. Your instructor will select some representa

tives to lead the discussion.

572

584



.
D

INDIVIDUALIZED LEARNING SYSTEMS, / .
,..

Post
A sment

c3,

Two people experience the same life changes and stresses. One of them feels
under a great strain while the,other copes easily. Give four reasons why
these people deal with stress in different ways.

e

C2
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I nsvuoor
Post Assessment Answers

1.
. .

One feels in control. The other feels .out.of control-.

One is able to predict what is

likely to happen.

One accepts the events as

important and meaningful.

One sees the events as a new

challenge.

The other feels ,,,..fused and unsure.

The other feels angry and frustrated

that these things ever happened and

thinks the world is unjust and unfair

to him or her.

The other can only see the change

as'negative, decreasing hopes and

opportunities.

Any variations of the above reasons would be acceptable.
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.

USING TIME EFFECTIVELY,

.3

4

0

Goal:

The student will be able to describe his

or her personal goals and practice learn-

-Ing how to use time more effectively.

575

Performance indicators:

The student will:
.

I. Complete a Self Assessment.

2: Identify and write out his or her

lifetime, career and immediate

goals.

3. Make a list of things to do every

day for a week.

4. Share his or her findings with at

least two other class memberis.

5. Complete a Post Assessment describ-

ing how he or she intends to use

time more effectively.



INDIVIDUALIZED LEARNING SYSTEMS

Study Guide
In order to finish this module, do the following tasks. Check each item off
as you complete it.

1. Read the Goal and Performance Indicators on the cover of the module.
This will tell you what you will learn by studying the module, and

flow you will show you've lear6d it.

2. Study the Information section. This section will jive you the inforli-

tion you need to understand the subject.

3. Take the Self Assessment exam. This is a'test for you to prove to your-
self that you have learned the material you have studied. Compare your

answers with the answers on the Self Assessment AnWer Sheet, which is

on the page folloWing the Self Assessment. If you scored poorly,

re-study the Information section or ask your teacher for help.

4. Do the Assignment page. Follow the instructions at the top of the

Assignment page.

5. Take the Post Assessment exam. Give the exam tc your teacher after

you have completed it. Your teacher will grade it for you.
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Information

How much time do you have? Barring accidents or illnesses, most peoplr4,r4114..
expect the usual "three score years and ten," or 70 years. Of course, it helps
if you come from a family with membets that live to a ripe old age. Also, you

.increase your life expectancy if you have a good loving relationship and a
satisfying work experience.

The ,oblem of time is not so much in the amount that is available, but in how

you USE that time. When you think about it, you'll see that you have as much time
availabl the oldest person who ever lived--24 HOURS IN EVERY DAY.

HOW W L DO YOU USE THE TIME AVAILABLE TO YOU?

Do you often feel bored? Do you feel, after doing something, that you'vE wasted
your time? Does it seem that you have so many things to do and so little time

to,do them in? Are you late? Do you fail to fulfill your promises? Are you
often asking for more time? Do you forget when things are due to be paid or
completed? Do you have dreams or goals for the future that seem no nearer than
they ever were?

If you can answer yes to any of these, then you probably need,to reorganize your
use of time.

1

WHEN do you spend most of your time?

In the future? If dreaths, fantasies and hazy goals are an important part of

your waking life, if you think in terms of "someday I'll have a house and land,

be famous, own a business, etc," but are waiting for the "right" time before doing

anything about it, then your time will probably run out before you've taken any
chances.
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In the past? Time can't be reversed. It can only be re-lived in memories. The
past exists in your mind, not in any action that you can take. If your thoughts,

emotions and talk keep echoing the past...what used to be....missed chances...
miserable reletionships...if only..., then your choices will probably already be
decided for you You will predict what may happen based on your memories of the

past, and you will act in the present as if the past still exists. For example,
if you have many times failed to complete jobs in the past and you're always
talking or thinking about the past, it's a good bet that you think about failing

to get things completed in the future. If you think in this way, it's very
unlikely that you will get organized and change your non-productive habits.

In the present? Are you dealing realistically with your situation as it is at
the moment, and consciously deciding between the many choices open to you, working

step-by-step and day-by-day toward achieving specific goals? If you are, the
chances are you have a good grasp of effective time use and p good chance of

getting what you want.

It doesn't matter whether you consider work time, routine maintenance time

(washing, dressing, shopping) or free time, there are always choices available

throughout the day. Every day you have to make decisions, some of them you make

almost automatically (to drink coffee at breakfast, stop at the red light, lock
your car). Other decisions are more conscious even if they are habits (to arrive

at work on time, put in a good day's work, read the newspaper, go to bed at

a certain time). There are many more problems that involve decisions that

can occur at any point in the day (what socks to wear, where to make a saw cut,

which is the best tool to use, what to advise a customer about a plumbing

problem, knowing how to ask for time off, wondering what to have for dinner,

which TV channel to watch). When you make a choice and decide between two or

more alternatives, you are showing which activity, experience or object you think

has highest priority esiet ind_ good time use:

1. Know what there is to do (the options open to you)

2. Decide which 's most important to you

3. Get started on the most important things first
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WHAT THINGS DO YOU HAVE TO DO?

There are always things that we have to do. Every day there is the need to

sleep, eat and get rid of body wastes. There are also routine tasks that are

influenced by the. customs of the society we live in--the amount of time spent

choosing and preparing food, dressing, washing, grooming, etc. In addition to

the things we do for ourselves, there are always other people--children, spouses,

friends, co-workers and bosses, who could fill every minute of our day with

things to do. The demands are never-ending. With so many things to do, how do

you find time to do what you really want to do?

WRITING DOWN YOUR GOALS

The first thing is to write down your goals so that you know what you're aiming

for. What do you really want to achieve in your life? What do you want from your

work? What would you do if the world were going to end in one year? It's

important to spell out the details. It's not enough to say, "I want to be

happy." What does being happy mean to you? Does it involve having a house

and two thousand acres in Wyoming? A wife or husband who loves you? Five

kids? No kids? $20,000? $100,000 a year? What exactly do you want? If you

say your goal is to nave your own business, what do you mean? Do you want to be

a general contractor? Do you want to build private homes? Do you want to be

self-employed and work on several jobs? WHAT EXPCTLY DO YOU HAVE IN MIND?

Writing your goals out clearly and specifically is like producing plans and

blueprints. There can always be later modifications, but its important to

have definite guidelines that indicate what the finished product or building

should look like. You then need specific steps outlined that will enable you

to get that goal. It is, of course, possible, under great pressure or necessity,

to build a shelter or even a house without detailed planning, but the outcome

is going to be far from perfect.

MAKING LISTS

Most succ 'ssful peopreke6fiNsts of "things to do7"--Eacn day, make it a 03a1

to get closer to your larger lifetime goals. Ask yourself how the things you

do each day are getting you a little nearer to what you want from life.

There's not a day that passes that doesn't give you enough time to make at least
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a few steps in.the right direction. If a lot of your day has nothing to do

with your bigger goals, then you are due for some serious re-thinking about

what you are doing every day. Many people don't like writing things down, but

putting down on paper what you want to do each day makes you store reality in

the face.

You've got to get more organized when you see a list of 12 things to do, in

addition to the usual routine tasks. The way to get in control is to decide

which things are important. Ask yourself:

1. Which will help me toward my goal?

2. Which must I do if I want to avoid trouble?

There are a lot of things to do that you might feel you have little choice

about because:

* they are part of your job. c

* they are some of your agreed responsibilities as a husband, wife, father,

mother, daughter, son. (Each of us is likely to give up some freedom

in exchange for other things that are more important.)

* they are wanted by "significant others"--bosses, instructors, friends.

But, there are also likely to be things that are not at all important. If you're

in doubt, ask: "What is the worst that could happen if I don't do this?" If the

consequences are very small, maybe you should be concentrating on other things

where here is a greater payoff.

Writing out a list might not take longer than 5 minutes a day, but it could

save you hours in time. By rating each thing to do in terms of its importance,

and by determining to do only the most important, you will again save yourself

lots of wasted time. This does not mean that you can't have fun. Relaxing and

enjoying yourself are very important if you rate them important!

If your job is not satisfying (and many trainee or apprenticeship tasks might

be less than satisfying), it's possible to look at them as stepping toward

your longer-term goals. In this way, you would rarely be wasting your time.

If you find yourself bored at work and you're not, sure why you're in that particular
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job (except to earn money), then you're probably spending most of the day

doing tasks that are not important to you. Although you might have little

choice for awhile, you could, in your free time, be planning a way to get out

of this boring situation and find ways to head toward your goals.

If you are doing things outside of work that are not part of your goals, maybe

you're doing them for someone else. If you are, it is up to you to decide how

important that person is in your life. Maybe doing an equal share of the house

cleaning is not a bad price to pay if it helps you keep a loving, caring partner;

that is, if having a loving relationship is one of your goals.

USING PRIME TIME

Each of us works more effectively at certain times of the day than at others.

This is when a person feels most alert and on top of things. It could be at any

time ofthe day or night. Identify when it is for you. This is the time that

is best for doing the most demanding jobs. It is also the time that you should,

if possible, be without distractions and interruptions. This is the time to start

the most difficult task at hand, to make a giant leap forward in getting closer

to your goals.

WASTING TIME

You don't need anyone to preach to you because you'll know very clearly when

you are wasting time. When you've been doing something, ask yourself whether

you're satisfied with the outcome. Does your experience match your ideal?

if you don't have any feelings of satisfaction, then it's likely that you've

been wasting time.

FINDING MORE TIME

Even though you can't squeeze more than 24 hours into any day, there are a few

tips that could help you sort out some of your priorities and re-allocate time:

* HOW MUCH DO YOU SLEEP? Maybe you're sleeping too much. The only way

to find out is to decrease your sleeping time by half an hour. If you
a

still feel all right, then you've been sleeping too much. You cant If7:.

experiment in a few more days by cutting a bit more off your sleep time.,

If you find that you need only 6 instead of 8 hours, then you'll gain

the equivalent of 7i working days (60 hours) in one month.
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* USE YOUR COMMUTING TIME. Do something that helps you toward your larger

goals. Make best possible use of this time. Plan a vacation, learn a

language, decide exactly what you're going to say to the boss. The

important thing is to resolve to use the time for a definite purpose, one

which you've decided on before. Waiting time, for buses or people, can

be used to read, write, figure how to achieve one of your plans, etc.

Sometimes, just relaxing might be the best possible use of your time.

You are the only person who can decide.

* SET DEADLINES for completing "things to do," and stick to those times.

If you aren't prepared to work to deadlines (and be realistic about the

time that's needed), your work will "expand" to fill whatever time is

available.

* See if you can DO IMPORTANT WORK, RATHER THAN BUSY WORK. Anyone in

our society who is not busy, especially at work, is still regarded as,

almost sinful. A "good employee" knows how to keep busy Of course,

'there is a great virtue in using your own initiative-instead of waiting

for the boss to tell you to do something. But if you truly use your

initiative you can often be doing something much more interesting. If

your task is nearing completion, think of other things on the job you'd

like to do. Try asking your boss for a chance to do a job that you know

needs doing, but which you've never tried before. You can be a lot more

productive and satisfied by doing meaningful work, rather than just

proving you can look busy.

* GIVE UP BEING PERFECT. It is far better to complete a job, even if it

could have been done in a slightly better way, than to delay starting

because everything must be right before you begin. A perfectionist

rarely feels satisfied and often completes less work.

* LEARN TO HAND OVER SOME RESPONSIBILITY. This goes for tasks at home,

at work and in leisure time activities. Delegating does not mean giving

someone else only the jobs you don't want to do. It involves trusting

someone else to do the whole job, even if they make mistakes. With children

and learners, if no one allowed them to make mistakes, they would stay

unskilled and incompetent. Maybe the people you give jobs to will fail to

do it as well as you, but you will have saved a big chunk of time where

you can excel in other ways.
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Self
Assessm t

LISTED BELOW ARE SEVERAL STATEMENTS. IF THE STATEMENT IS TRUE, PLACE A "T"

IN THE BLANK PROVIDED. IF THE STATEMENT IS FALSE, PLACE AN "F" IN THE BLANK.

1. A disorganized person and someone who makes use of every second have

the same amount of hours available to them each day.

2. The problem of time is not so much in the amount that is available, but

in how you use that time.

3. You probably need to use your time more effectively if you forget

appointments or deadlines.

4. The best use of time is to mull over your past experiences and learn

from them.

5. Using your time effectively is only important at work.

6. If you know what you want to achieve, you're likely to use your time

more effectively.

7. Goals should be clear and not "wishy-washy."

8. Many successful people keep lists of "things to do."

9. Farly to bed and early to rise is always the best use of time.

10. If you're not improving your skills, you're wasting your time.

11. Everybody needs at least 8 hours sleep to be healthy.
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12. Work expands to fill whatever time is available.

13. A good worker knows how to "look busy;" the best employee knows how

to do important work most of the time.

14. If you can't do a job perfectly, it's not worth doing.

15. The goal for effective time use is to work smarter, not harder.

ii
,
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Self Assessment
Answers

1. T

2. T

3. T

4. F

5. F

6. T

7. T.

8. T

9. F

10. F

11. F

12. T

13. T

14. F

15. T

,

N
N

N
N

NN
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Assignment
COMPLETE THE FOLLOWING ASSIGNMENTS.

1. Write out at least five:

* Lifetime goals

* Career goals

* Immediate goals

Be specific so any one can understand what you mean. For example, an

immediate goal of "to have more fun" is not clear .,flough. What do you
wantsto do? What is possible and realistic?

2. Check the three most important goals in each of the areas in #1.

3. Write down the thing't you have to do and are planning to do today. Decide

which of these have anything to do with your important goals. Be able to

explain this to, other people.

4. Make a list everyday for a week (starting today) of things you want to do

each day. Rank them in order of importance. Check off those things you

complete.

5. Share your work with at least two other people.
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Pot

C

How do you intend to use your time more effectively in the future? Describe your
plans in half a page or more.

587

599



EFFECTIVE LISTENING

Goal:

The student will practice being an

effective listener and will learn that

one of the best ways of getting what

he or she wants is to make sure that

other people get what they need.

588

Performance Indicators:
The student will:

1. Successfully complete a Self

Assessment.

2. Practice listening skills with

a partner, as an Assignment.

3. Be able to list 8 different ways

to improve his or her listening

skills on a Post Assessment.
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Study Guide
In order to finish this module, do the following tasks. Check each `item off

as you complete it.

1. Read the Goal and Performance Indicators on the cover of the module.

This will tell you what you will learn by studying the module, and

how you will show you've learned it.

2. Study the Information section. This section will give you the informa-

tion you need to understand the subject.

3. Take the Self Assessment exam. This is a test for you to prove to your-

self that you have learned thematerial you have studied. Compare your

answers with the answers on the Self Assessment Answer Sheet, which is

on the page following the Self Assessment. If you scored poorly,

re-study the Information section or ask your teacher for help.

4. Complete the Assignment. Arrange to work with a partner; if you have

any difficulty finding one, ask your instructor to help.

5. Take the Post Assessment exam. Give the exam to your teacher after you

have completed it. Your teacher will grade it for you.
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Information

Most babies get what they want. They cry, shout,.screamand usually someone

arrives to prc ?ide them with food, clothes, warmth, love and recognition.

Babies are very effective at communicating. Unfortunately, babies don't make

good role models for adults.

It's part of the hard realism of growing up that. each individual has to real
ize that he or she can't get what's wanted without. giving something in return.

What you give in return could be as elementary as a "thank-you" or as far-

reaching as all your "worldly goods."

Some people who know they're no longer as cute as they were when they were a
few weeks old still try the same tricks of baby communication; say something,

.loud and long enough andyo011 get what you want. When they fail to get what

they're after they blame it on communication difficulties. There are many

people .who admit tiey have a communication problem-they say they have difficulty

in setting others to listen and be interested. Very few of:the same people will

ever acknowledge that they have a problem in listening.

'

Most of us are poor listeners. An.individual who has not trained him or herself

to listen will forget over 40% of what he or she has just heard. Within an hour
about 56% ,according to research, is forgotten, and at the end of 8 hours you're

likely to have forgotten 64% of what you heard.

Listening is the most important skill in,making someone feel good about him or

herself. Listening shows acceptance, interest.and gives Attention. We all need

others to show an interest in us, and accept us for who we are.

IF YOU CAN GIVE OTHER PEOPLE WHAT THEY NEED, YOU INCREASE THE CHANCES MANY TIMES
OVER OF GETTING WHAT YOU WANT.
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HOW TO,GET WHAT YOU WANT BY GIVING OTHER PEOPLE WHAT THEY NEED.

I. Try to listen as if it's the first time.

Have you ever been talking with s#neone when you knew what you were going to

reply eveR before the other person had'finished speaking? Join the club!

It's quite common but it's terrible listening. Try waiting for the other

person to finish. Avoid all the mindreading, guessing and interpretation.

Act as if the other person really knows what he or she is saying, then you'll

be able to hear what they need. If you give a person a little bit of space,

he or she will tell you what is wanted even if they can hardly string two words

toge6r.

2. Learn how to summarize.

This means occasionally checkingwith,the person that you're talking with to

make sure you've understood'what they have been saying. Try to sort out the key

words and main points, disregarding the irrelevanties and put it in your wn

wq..-us. "Tell me if this is what you were saying;' or "What I heard you saying

was:' or "I'm not sure ifi understand, but this is what I think I heard." Most0
people will be-delighted Njess they're in'the middle of a towering rage) to

know that you're really listening and trying to understand.

3, Show the other person that you're paying attention.

If you're in the middle of a job or are driving a vehicle, it might be stupid

. to try to have eye contact. However, whenever it's practical, look at the

'person who's talking: Show some liveliness in your eyes, rather than giving a

fish stare`. HOW frequently do you smile? Smiling is a very effective

y to make others feel special.

.5

4. Be on the lookout forgoodqualities in the person who's talking.

Comment ory tioe th4ngs you like, especially about the things the person is

telling . 'People are attracted to you the more you see their good qualities.
Eit

t

5. Demonstrate your ability.to understand.' /

Get to knowfthe full context.- If someone:is unexpectedly late, it's showing

understanding to know the whole context rather than jumping to conclusions that

you've beennlet-:d 'even before they!ve opened their mouth. Instead of saying

"where the ha you;been?"",cit's far better to greet the person normally

and give them a chance A explain. If they don't, maybe you Gould tell them

that while you were waiting.,, you started to feel concerned about whathad
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happened to them. Almost everything that people do seems t, be reasonable to

them at the time of doing it. A person who gets into a furious rage is likely

to be able to justify his or her anger even if everyone else is convinced he

or she was wrong. Usually what seems to us to be unreasonable behavior or

unjustified remarks seem totally justified to the person doing it.

6. Listen to the FEELING.

We often make a mistake by listening only to the words on the surface, ignoring

the emotional content. If we do this, we miss out completely on what the other

person really wants us to hear. In response to "how are you today?", a friend

or co-worker might answer "just fine," but communicate by his or her lack of

enthusiasm or sharpness an entirely different emotion. Sometimes, it might be

wiser.to leave someone alone who is feeling angry, but if you're a close friend

it's important that you recognize and remark on what's happening. "Hey, you

say you feel fine but you sound a bit low to me. Anything wrong?" Of course

you can't force people to reveal their innermost secrets, but you're doing a

great service if you at least show that you know they're upset and that you're

open to hearing them.

7. Show respect.

Don't put people down. Allow someone to feel bad or sorry for him or herself.

You don't gain an inch by arguing. Acknowledge their feeling first before

offering your two bits worth. "You must be feeling pretty upset about that.

Is there any chance you could try . . . ?"

8. Control your own emotional response.

SometiMes, without meaning to, a person can say something that presses your

buttons and makes you fee; threatened so that you begin to fight back. Try to

stay detached and listen to what other people are saying, even allow them an

opinion that you don't agree with. You don't have to be convinced by them, and

it's certain that whatever you say isn't going to change their opinion until

they change of their own free will.

If you can carry out all the points from 1 through 8, you'll be an excellent

!istener. You'll-be appreciated by most people and you'll usually get the

attention that you need in return.
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WHAT IF YOU FEEL YOU'RE BEING TAKEN ADVANTAGE OF, OR THAT YOU'RE GIVING TOO

MUCH AND GETTING TOO LITTLE?

Sometimes you might be doing all you can to give the other person what he or

she wants and it's just taken for granted with no awareness of what you're

doing. Well, just as some people try to demand what they want in a baby-like

way, so they might take whatever anyone gives them without considering that

they owe anything in return. They are adult babies and, at times, you have to

be more assertive with them; otherwise they'll suck you dry emotionally.

Think of the people you know. Is there anyone who says things or behaves in

ways that you wish they'd quit? If you've tried being an effective listener

and they still behave in ways that you find inappropriate or embarrassing,

then you can try either to avoid them or try asking them to stop. You'd be

surprised how many people act passively, never standing up for themselves,

wishing that someone would stop doing something objectionable, but never daring

to tell the other person straight. Here are some tips that might help.

* Be clear, direct and specific. Instead of scheming and beating around

the bush, ask,"will you stop whistling when you're right next to my ear /

spitting tobacco juice in my direction / interrupting me when I'm

measuring?" etc.

,* Be positive and courteous. Say please and thank you. Keep away from

commands, "must," "should." Try,"would you give us a hand please?"

instead of, "move yourself and get hold of the other end!" Say,"how

about trying it this way?" instead of,"if you're going to learn, you've

got to do it this way."

* Try to get the other person to say yes by asking the right questions.'

"Will you consider me for any future job openings ?" is likely to/get

a positive answer as long as you've not offended the possible employer.

THE HARDEST AND YET MOST EFFECTIVE WAY OF BEING LISTENED TO AND GETTING WHAT

YOU WANT.

The most effective adult way of establishing good communication with other

people is being able to admit you can be wrong. Most of us defend ourselves

on the least attack. It's difficult to hear criticism without arguing. It's

hard to hear someone "mouthing off" about a subject we know more about. It's

almost impossible not to respond in a defensive way ans, time we feel threatened

by other people's words and opinions. The problem is that when we spring to
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our defense, the other person doubles his or her efforts to convince us that

they're right.

The really clever way is to be different. Say,"maybe I'm wrong, but this is

what I think" or,"it sounds like I've annoyed you a few times. What can I do

to make you feerbetter abOut me?"

Remember, if you are right 60% of the time, you are doing remarkably well.

Everyone knows that he or she is not right all the time, although that's not

always clear by the way people behave. When you admit you may be wrong you're

only saying openly what you already know to be true. But, by 'being prepared

to be honest, you are behaving in a sympathetic and convincing way. People are

reassured to know you're not perfect. If you act as if you know it all, you

are threatening to other people, you're difficult to get along with and you

rarely get what you want willingly from others because you are not prepared

to be sympathetic to their needs.
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t
LISTED BELOW ARE QUESTIONS OR STATEMENTS FOLLOWED BY A NUMBER OF POSSIBLE

ANSWERS OR COMPLETIONS. SELECT THE ANSWER OR COMPLETION WHICH ANSWERS THE

QUESTION OR COMPLETES THE STATEMENT CORRECTLY AND PLACE THE LETTER IN THE

BLANK PROVIDED.

I. About how much does an average person remember of what he or she has

just heard?

a. 85%

b. 60%

c. 40%

2. You increase your chances of getting what you want if you:

a. shout loud enough

b. just grab what you can

c. give other people what they need

3. A good way of showing that you have understood what the other person

was saying is to:

a. try to put what you've just heard into your own words

b. nod and smile frequently

c. agree with them

4. Most people only listen to the words on the surface, instead of also

listening to the:

a. ideas

b. grammar

c. feeling
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5. If you learn to become an effective listener:

a. you increase the chances of being understood yourself

b. people will trample on you

c. you'll have people lining up to 01 you their problems

6. Instead of scheming and trying to manipulate someone to do something,

it's better to be:

a. aggressive

b. clear and direct

c. patient

.,.

7. By being courteous you are:

a. playing games

s'.----b. going to be taken advantage of

c. showing respect to the other person

8. Other people will find you more sympathetic and convincing if you:
a. are prepared to admit it when you are wrong

b. apologize before saying anything

c. always say things without thinking
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Self Assessment
Answers

1. b

2. c

3. a

4. c

5. a

0 6. b

7. c

8. a
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Assignment 0
COMPLETE THE FOLLOWING ASSIGNMENT.

This will be a trade-off with someone else who has not yet completed this

module. Later on you will help him or her. You will be working with a partner

and practicing effective listening. You will be the listener and your partner

will judge whether he or she feels you have paid attention to what was said
and whether you have fully understood.

Ask any or all of these questions. You can make up your own questions, but

remember the idea is to get the other person speaking, not just saying yes
or no.

"Tell me about some of the things you'dislike."

"What sort of people do you get along with best? Who have you known
like that?"

"What do you do in your leisure time?"

"What would you'like to achieve within five years?"

Listen to what the other person says. If he or she has difficulty in keeping

up the flow, encourage him or her with, "and what else?" "tell me more" etc.

Keep eye contact, look interested and really try to understand what is being
said. After the other person comes to a natural break in what he or she is

saying, practice putting what you've heard into your own words. For example:

"Tell me if I got it right, but this is what I just heard you say.: . ."

The lis'ening session should last at least fifteen minutes. It's important

that you get it right each time. If your partner says you haven't understood,
ask him or her to tell you once more and then you try summarizing it again until

the other person is satisfied that you've fully understood.

Practice this skill with other people outside the class.
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Assessment

WITHOUT LOOKING AT THE REST OF THE MODULE, LIST EIGHT WAYS THAT A PERSON COULD
IMPROVE HIS OR HER LISTENING SKILLS.

1.

2.

3.

4.

5.

6.

7.

8.
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FROM STRANGER TO INTIMATE

Goal:

The student will be able to identify

different ways in which people relate

to each other and will apply this

knowledge'in analyzing his or her own

relationships.

600

Performance Indicators:
The student will:

I. Complete an Assignment;

a.

b.

Describing what he or she

does at different levels of

relationships with other

people.

Identifying, people in his or

her life who fit into each

relationship category.

2. Complete a Post Assessment.
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Study Guide

In order to finish this module, do the following tasks. Check each item off
as you complete it.

1. Read the Goal and Performance Indicators on the cover of the module.
This will tell you what you will learn by studying the module, and
how you will show you've learned it.

2. Study the Information section. This section will give you the informa-
tion you need to understand the subject.

3. Do the Assignment page. Follow the instuctions at the top of, the
Assignment page.

4. Take the Post Assessment exam. Give the exam to your teacher after
you have completed it. Your teacher will grade it for you.

601 -613



INDIVIDUALIZED LEARNING SYSTEMS

/ Information

On meeting with, working with or even living with someone else, each of us
brings to the relationship a set of values and expectations that have a
great effect on the success or failure of the relationship. As there are always
at least two people involved in any relationship there are also at least two

sets of values and expectations. If both people expect the same attitudes and
behaviors and place a similar significance on them, then it's likely they will
get along very well together--as accigaintances, co-workers, friends or lovers.
The difficulties that a person experiences, such as feeling let down, not being
able to trust or rely on other peoplearise out of the two people involved
seeing the relationship in different ways.

During the course of one day it's possible for you to relate to many individuals.
It's obvious that you don't relate in the same way to your supervisor as to a
close family member and you respond differently to someone at the grocery check-
stand than to someone you're romantically involved with. It's true that your

supervisor might be your mother or the checker could be your husband (although

these would be exceptions and have their own built-in complications of having
to cespond to the same person in two very different ways).

1

The way we relate to someone we're close and intimate with is and should be

different from the way we relate to a person we only meet occasionally at the

ball game. Some people get very mixed up and disappointed when they fail to

behave. in different ways. Maybe they believe you've got to be exactly the same

with everyone, otherwise you're a phony. If you carry this out it results

either in you treatingyourwife like a stranger or someone of the opposite sex

you've just met like a person you've known all your life. These examples are

given because this is exactly what happens in some relationships! In this module

we're going to suggest a way to make both your intentions and your expectations

clearer so two people know just what the relationship is about and what the out-
come might be.
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Different relationships are like a line of box cars with you as the locomotive.

The closer each box car is to the engine, the closer the relationship is to

you, although all the relationships are traveling in the same direction, powered

by and led by you.

j STRANGERS ACQUAINTANCES FRIENDS H INTIMATES SELFell=

RELATIONS WITH STRANGERS

Strangers are used by each other. There's nothing wrong in this. It's the

relationship between someone buying a service and someone providing it. It is

the initial relationship between customer and waiter, boss and employee. Even

though the people may get closer, they start off as strangers--everyone does,

even a baby. And, if you think about it, the baby treats everyone at first as

strangers--using them. Usually, we can meet strangers every day in the course

of traveling to work, shopping, eating at a lunch counter,-etc. There is no

relationship unless you do have contact with the person and speak; people just

passing by in cars or on the street are no different from their vehicle in their

relation to you. Of course you can fantasize that some sort of relationship

exists with an attractive passerby, but it is fantasy and has more to do with

your relations with your inner self.

RELATIONS WITH ACQUAINTANCES

Acquaintances can usually predict where they will see each other. It's unlikely

that they'd have arranged to meet, but it's probable they belong to the same

organization, use the same bus, eat.at the same restaurant. They tend to over-

lap in some of their activities. You could have acquaintances at the place you

work. You might be a member of a political organization or of the union. You

would see acquaintances there and maybe talk with them, but rarely arrange to

carry on the reftionship in another place. You usually know you'll meet the

next time without having to do anything about it yourself. It's the chairman,

the boss, the bus conductor, etc. who arranges your meeting together and they

probably aren't even aware that they're doing it. Students in the same class,

meeting at the same time, are acquaintances unless they go one stage further

and become friends.
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RELATIONS WITH FRIENDS
4

Friends share the same space and a variety of activities together. They choose

to do things together, not because of the activity itself, but because they enjoy

each other's company. So, friends would choose to be together even if the first

choice activity wasn't possible. Friends would be able to be flexible: "Shall

we go the movies or play pool?" Acquaintances.who meet in one setting wouldn't

meet if the setting no longer existed. ,

RELATIONS WITH INTIMATES

Intimates share each other--hopes, fears, emotions. They remain close in any

setting. If the things they've arranged to do are canceled, if other people

are unable to turn up, they still have each other. They stay together through

positive and negative emotions. Relations with intimates are demanding and can

feel very threatening because they are so close to our self.

RELATIONS WITH SELF

It is possible to have a relationship with yourself even without talking to

yourself! Any possibility of change in our lives comes from our own decision

to reach out to something different, or to respond in a different way. All

the time we evaluate ourselves and other people to see how far our ideals and

expectations are met. If we don't get what we expect we're likely either to

strive,harder for it or to give up on the person who's disappointing us. It's

in our relations with ourselves--how much we accept or like ourselves that all

Our other relationships are based. A person who dislikes his or herself is

unlikely to have very satisfactory relationships with other RRople.

IN EACH RELATIONSHI° WE DO DIFFERENT THINGS.

There is some overlap betwecn activities, but it's a general rule that the type

of things we do changes from stranger to acquaintance to friend to intimates and

alone. For each person the list of activities and/or experiences that are shared

in each relationship are going to be slightly different and the ones given below'

are examples. You will' hive other things that you do. The point being made is -

that there is a clear difference in what you choose to lo,with people, depending

on how close you feel they are to yourself. If the diffrences are not clear,

then it's probable that you will have trouble in your interpersonal relations.'
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With StrangeTs

* Say "hi" and "good morning" to.

* Ask them to bring or do something in exchange for pay.

* Provide a professional service for.

* Ask directions from.

* Speak to at a garage sale.

* Sell your car or house to.

* Buy merchandise from in a store.

* etc.

,)

The most obvious feature of our relations with strangers is service. Strangers

use us and we use them in a perfectly acceptable way. Strangers do not feel put

down by being used.

With Acquaintances

.* Recognize at he union office.

* Work on the same -consruction site in different trades.

* Attend physical therapl k.the-same .time.

* See at the Elk'S.

* Qeliver pr oduce regularly to your ho se.

* Shop at the same store frequently. .

* Belong to the smile branch of the same political'party.

* Go to the same racquetballClub.,

* Follow the same local 'football team.

* etc. "*4

Acquaintances are brought together by sharing one activity; they usually meet

in the same place at the same time.
/

With Friends

* Share food and drink.

* Show genuine interest in what they are doing and feeling.

* .Listen to their perspnal problems and give advice to.

* Give and receive gifts.

* Borrow items from.

* Arrange to go to a variety,of places:

* Share opinions, ideas, plans and feelings.

* Respect his or her wish to be aloneor with another person.

* etc:
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There is a much greater sharing of self and possessions with friends. More is

risked.: Friends, however, can respect each other's wish to be separate without

feeling jealous.
. ,

With Intimates

* Physically touch and be touched by in a caring way.

* Try to tell the truth to.

* Be concerned about, even when they're not around.

* Lie for and provide cover up stories for.

7, Share money with.

* Give support to, even when you or they are not being very pleasant.

* Want to be with, even when there's nothing interesting to do.

* etc.

An intimate relationship is much more involved with emotions. People who are

this close have a great impact on what we fee) about ourselves. They are the

closest that anyone can get to our inner self.

W5& Self

* Have unusual- houghts.
t.

* Use bathroom.

* Pick nose.

* Masturbate.

* Fantasize, dream.

* Mink one thing while saying another.

* exc.

For many people who become involv over a period of time in a very intimate

relationship there probably isn't much left of their private self apart from
i

unspoken thoughts and feelings. If someone gives even those up, then there is

no place left to retreat to. The horror of the novel '1984" by George Orwell

is that Big Brother knows what you are thinking and feeling.

Later in the Assignment you will be asked to identify things you do at each of

these stages. You will also be asked to identify people in your life who you

would describe as stranger, acquaintance, friend or intimate. The reasons for

. this are to help you distinguish how close people are to you lnd to see whether

you have a L:lcince in your relationships. It is normal to meet and know people
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across the whole range. You wofild have a well-balanced life it you find you

can distinguish clearly what you expect from other people and you know whether

you are being treated as a friend or an acquaintance. You are also doing well

if you can identify people in your life who fit into each description, because

it is important that we each have a variety of relationships with others.

WHERE DIFFICULTIES ARISE

Problems exist in our relations with other people when the boundaries between

different areas are blurred. If someone does not distinguish between-who is

a friend and who is an intimate they are likely to have complications. If

someone is tteatfiqg acquaintances and friends in exactly the same waylthen he

or she is going to feel let down at some point. It is useful to be able 4.

recognize and be aware at what level any relationship is operating. To do this

you need to know how to respond to people differently, depending on how gen-

uinely close .emotionally they are to you.

There are always difficulties and disappointments when two people are not at

the same stage of a relationship. If you believe someone is a friend and you

treat him or her in that way, you are going to feel betrayed if the person

regarded you only as an acquaintance. So it is important that you not only make

clear to yourself how you are behaving with another person, but also that you

work out how that person is behaving with you. If, for example, your idea of

friendship is to see someone at least twice a week without fail and the person

you think is your friend is only ableto meet in the same place, club, tavern,

j,..--restaurant or wherever each week without ever being flexible, then he she is

probably relating to you as an acquaintance.

A

The biggest letdown is in sexual relations. Many people act as if it can lead

to an instant intimate relationship- -it rarely does. Having sexual relations

with someone you have just met could only be satisfactory to both people if

sex is thought to be something you do with strangers or acquaintances. If even

one of the partners believes sexual relations are what you have with intimates,

then that person is likely to be very put out if the other acts as if it's some-

thing that strangers do together. Strangers use each other; they exchange ser-

vices and feel good about doing that Even when both people believe acting on

the' belongs to intimate relationships, they are still going to have

to ca ch up and go through the other stages of relating in order to get close..
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wIn order to become intimate with someone you will have to go from stranger to

acquaintance and to friend first. This can happen quickly when two people feel

equally romantically attracted to each other, but there is no way of having

a satisfying and lasting relationship with anyone by missing these stages.

Maybe you'd like to become intimate with someone but it's important that he or

she could also be a friend first. The happiest and longest-lasting intimate,

relationships ere between people who can say "he or she is both my lover and

my friend."
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Assignment

----7
his will give you a chance to sort out just what it means to you to be a

friend or have an intimate relationship. For each category: SELF, INTIMATES,

FRIENDS, ACQUAINTANCES and STRANGERS, write at least three things that you do

mainly in that relationship. Where other people are involved in the relation-

ship, write the names of up to three people who can be described as an intimate,

friend, acquaintance or stranger. In the stranger category you might have-to

describe people by the roles they play if you don't know their names.

Complete the chart on the following page.
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A. BY YOURSELF
B. WITH INTIMATES

What things do you du only by yourself?
What do you do with them?

C. WITH OIENDS

What do you do with them?

Write their names.

Give the names of the person/people
you're intimate with.

D. WITH ACQUAINTANCES

What do you do with them?

., ,

E. WITH STRANGERS

What, do you do with them?

Do you know their names?
Identify individual
strangers you recognize.
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WRITE AN ANSWER TO THE FOLLOWING QUESTIONS.

I. What did you learn about yourself and your relationships from doing the

Assignment?

2. What would you like to change?

3. When have you ever felt disappointed in a relationship with a friend? How

did it happen? What do you think went wrong?

4. What would have to happen for cu-workers to become friends?


