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FOREWORD

— . L .

This curriculum guideline, Cooperative Office Education}Awas pro-

duced as a result of a projéct funded by the Loujsiana State Debartment

- .
of Education to Nitholls State University of Louisiana. These units

" were developed with the assistance of Business Education ti7chers and

coordinators tﬁroughout the state of Louisiana.
The instructional units of work included in tﬂis curriculum guide

have been written to aid teachers in meet#hg the increasing and the -

changing needs 6? the students and of the job market. This guide lists.

specific ‘objectives in terms of competencies that, when achieved, will
] P

enable the student to obtain employment.
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- COQPERATIVE OFFICE EDUCATION . . ) ,/A/T

Cooperatwe’Ofﬁce Edudat16n (COE) is a COOperatwe work and training .- o '
pragram for high school senidrs who have comp]eted the necessary pre- :
requisites and re preparing for employment in office occupdtions. Through
qge cqoperative efforts-of the teacher- coordinator and the employer, the »

udent. receives academic 3nd vocational instruction and practical, on-the-
job tra1n1ng related to his/hey individual job needs and career goals. ) . " a
Therefore, empﬂoyment beconfés an integral part of the educational program ’

v -
General 053ect1ves &\ -

e

Y

SR Enrygh the 1nstruct1ona1 program to include current business
oL . pract1ces and procedures and up-to- date technology. -
’ ‘2: Prov1de exp]oratory oppdrtun1t1es by offering career choices
* for students with varying 1nterests and aptitudes.

v

C 3. PrGV1de the student an- opportunlty to apply the skills and theor1e X
" acquired .in school and to br1dge the gap from’ school to fuﬂlxt1melf

‘employment. 3 . : I

Y

«

5.

“Specific Objectives . . e . ' . ) -
" . 1. Coordinate c]assr00m 1nstruct1ona1/ exper1ence with pract‘1ca1 work . ‘
oo exper1ence | . -
. / - -
!
L2, Provide an opportun1ty for the student to work w1th successfu]
bus;nessmen and women. oo © e -
+3. Develop and improve skills and teohn1ques requ1red by the Tocal .
JOb market . . .

- 4.

“Graduate a $tudent who has hadjsucceisful work experience that

Stress the deve]opment of thése personal traits, such as dependa- gﬁg
~bility, tact, poise, punctgality, etc.; which are v1ta1 factors '
in job success and advancement. ‘

will contr1bute to h1s/her advanceme t in-the business world , D 6§§
- ' ' .%t
Promote a closer relationship betiveen the school and the business ' i)
community through a joint effort to prepare students for entny- :
leuel JObS upon graduat;ion from high schoo] . ) é% ﬁbf‘
o ) '

2
N .
o/

‘ ’ : Sy
s , . o)
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R . BENEFITS OF THE.PROGRAM = - .
‘ , ’ ’ < 0 - ‘ “ . . a - 1
. Thé basic purpgsé of the Cooperative Office Bducation program is to .
prepare students fo _gainful employment. in careers/of their choice. .,

. COE can make a substantial contribution toward so}ving employment problems
_ for students. . The program allows students to make a gradual transition
from school to work while under ‘the professional; guidance of experi-
. enced téacher-coordinators and on-the-job superyisors.

Lo , e e < — 7l
) ~ Benefits-to Stif@€nts ' h Co ‘{
. - - . &
The students have an opportunity to: .. I o

N . . ‘

1.~ develdP a sense of responsibility and dependabi]ityf

oo ) - 2. /;ééziggxah understaﬁding of the eﬁp]oyment.opportunities’
K : av e-to them and the responsibitities required by these
- / opportunities through on-the-job training. .

<! 3. - develop the attitudes, skills, and rel edﬁknbwledge necessary
for success in his/her career objectives .

s

! ’ . - - : N
L g }‘. 4. develop those work habits which are necessary for job success. @
- . b : " . . . K ) “ v. /
‘, oo 5." acquirg practical experience which can lead to full-time employ-
] ) / ment upon graduation. s —
v . L . o o . . . - .
s, P 6. vva1u§§§§g importance of getting alpq_)with,others in the work
i ] oo environment. i - N
Fo, 'fz“: . g}" * ia K
P T e s R s q1e v ias -
(jj e 7. make’practical application of those 'skills-and abilities acquired
L, in tﬁg%g¥hssroomz , i, ¢ -
‘ + ;'!..;ej: ~ ’%;} . ‘ i
" . © ., 8, gain the work experience, which will enhance his/her chdnces for
_ success and advancement when seeking full-time employment. e
. LA . . A . . k) , ) . . - | ¥ b;ﬁ?% ’ |
: 9. begin career training before assuming. total Mﬁm@gnal financ%ﬂ%“ﬁ T
‘responsibility. v C e AEeet ’ |
; , ) ) . \ . '__‘~;7.> -
. . Bénefits to the School
’ . . : y o .
, \ The school benefi¥s because Cooperative Office Education: o
s TR v o TN : e e s
o §;3§ . 1. uses the fac111i%es and technology of cooperating businesses.to -
g{éb . broadén the vocational curricutum. '
@ . S . . ;
T . 'éﬁfffg‘-ZV pFoyides a means. of evalyating the effectiveness of the business
N K ‘%ﬁﬁ edfilcation curriculum. ' - > .
2 < vavL. : - S . .
. 2 .
. ke ' - - ¢
. v j’.@( - - ' .
&é‘? éj‘:: £y . ' A-z
% o .
o - . m *ﬂ E 2y
\ ® 6;1"&% /{g;?‘ v’,‘“ l A
¥ ",‘? . .ﬁ{g. 'k%'é
Q - * c:;:;‘:; ;"%‘ - .
. by




Benefits to the Employers , . .

3.

community. . . . "
meets the vocational needs of students with vary1ng abilities ’
and capacitfes. - . . ,

.Y i .

provides effective career training not fgund within the limits

.of a classroom setting. . , \ -

provides up-to-date information. J : . ! o v

-

enables~the schoo1 to updateocourse contenf ahd methods and to ke
abreast of current’ office procedures and tech o]ogy ’ ;

utilizes the facilities and equ1pment of cooperating emp]oyers .
as a laboratory for practical training thus’ reducing expend1tures . .
for equ1pment . . v ’

deve]ops a work1ng re]at1onsh1p between the schoo] and the

oi .
Sk

1.

Employers benefit.jf“Cooperative Office Educatio‘: 3

’decreases'trai ing costs for"entry-level positions, as the student

with work experience .can make an easier transition from the class-
room to full-time employment. :

provkes motivated part ~-time workers who are recept1ve to ’ . ‘ ‘:
instruction.- . ' ’

provides a better part-time student applicant and encourages
him/her:to continue work1ng for the  employer from whom he/she \ s
received training. . .

provides a steady source of exper1enced workers for full-time

employment in entry -Tevel pos1t1ons, thus reducing employnent . g;
problems. ~ ) o . ‘ ' B
assists in the instruttion and gu1dance of the student’ during /

h1s/her initial job exper1ence o . I
screens the prospective student worker prior to ‘employment. L. v

imoroves communication between educators and employers.

enhances the firm's public image in the Tocal community. )
provides an opportunity for the employer to part1c1bate in ) .
planning and executing the training program for the student ,
worker. ’

13 . e

A3 | -
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K Benefits to the Community - o . L
: o . | L
. The community berefits as Cooperative Office Education: . . - RN
1. reduces the number of unemp]oyed*and unemp]oyable youth the * ° %g;é
. local community and provides a cohtinuous source of traiped | B
entry-level office workers. sl T ’

. . N .

2. enCourages a greater number of young\ﬁeople to remaJn in school \
‘until they become emp]oyab]e, thus decreasing the dropout rate. - -

.
. 3. “provides opportunrt1es for the commun1ty and=schoo] to work
‘ . together in the educational process . wo
» : - M . : - . T
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‘ . " THE TEACHER-COORDINATOR

fé;" “ _ he teacher-coordinator of the Cooperative Office Education program is
Te % thd key-to the success of the program. His/her primary goa1'1s the preparat1on

L -of students to enter and advance in their careers. The teacher-coordinator's

-involvement with students, parents, other school personnel, and employers will ,

b ‘“cést h1m/her in a variety of roles.

. The Teaching RQle. As a teacher, the teacher-coordinator d1rects
v, “the learning program that will allow the student to develop the
skills, attitudes, and related 1€arnings necessary -for sugcess in -
the business world.

il

2 e . - The Coordimétion Role. As the coordinator of the program, he/she

L must secure tra1n1ng stations, place students, evaluate student
i progress, integrate classroom theory with pract1ca1 app]1cat1on,
and serve as advisor.to the student organization.

-The Counseling Role. As counselor, the teacher coordinator must
' prov1de career guidance for the student trainees.

The.Pub11c Relations Role. The teacher-coordinator must promote
* good pub11c relations in the classroom, in the school environ-
‘ment, and in the business community.

~ The Administrative Role. The teacher-coordinator will be involved
" to varying degrees with planning, budgeting, reporting, evalu-
ating and supervising functions. "

Certification ~ - s .

The teacher-coordinator of the: Cooperat1ve Office Education program
must meet the requirements as ‘outlined in BUlletin 746, Louisiana Standards
for State Certification of School Personnel. In add1t1on he/she must
comply with the "Minimum Standa?ds for State Annrova] in Re1mbursed Programs
of Vocational Educat1on

Professional Organizations )

rofedsional organizations allow members to share their knowledge and
achieve personal and professional growth ‘As a professional educator, the
teacher-coordinatoy should be active in the general. education® organ1zat1ons
as well as the vocat1ona1lorgan1zat1ons The teacher-coordinator in Louisiana
is urged to join and participate in the following vocational organizations:

i » . 15
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American Vocational Association (AVA). At the national level the
American Vocational Association is an organizatiow promoting all
areas of vocational ‘éducation. The affiliate for the business
education division is Classroom Educators for Business and Office.

Education (CEBOE).

2020 North 14th Street
Arlington, VA 22201
- e .

Louisiana Vocationé] Association (LVA). The Louisiana Vocational
Association is the state affiliate of AVA. o

5845 South ﬁo]]ard Parkway
. Baton Rouge, LA 70808

National Business Education Association (NBEA). Membership in NBEA
includes membership in the regional association, Southern
Business Educatjon/Association (SBEA).

1914 Association Drive
Reston, VA 22091

/

Louisiana Association of Business Educators (LABE). The: Louisiana
Association of Business Educators is the business education
section.of LVA. '

c/o Business Education Section

State Department of Education ; ‘ .
Post Office Box 44064

Baton: Rouge, LA 70804
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Coord1nat1on is an on- ¢ W ™ O
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coord1nator and 1nc1udes the*fo]]ou;ng act1V1t1es; T ‘J jﬁ, O T e U T
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~  Recruiting students . ° & ¢ Zay Fre iy Ty, 0
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. o . < ) T s e
Selecting.students - % U ) S U VO
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Placing students - T S T R
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. «g . o ey . . = A . " L [ -
Recruiting training statians . .- D T v, o=
. \\ \r‘, 12 Pt . . . 5 /_; ,
. \ i . T L o " p:— '\ N S R \\‘
Selecting training stations . <o S |~ o7 e e 2
. BN - N Xf . ,\‘h’ £ :,‘: -
Developing training agreements’ R woT (;, e T
. ¢ ~ 4 N ‘. i ‘ R . ’,A{; S {“
. . ) ! N ~ 4 . N NG ,
Developing training plans N -l T
» N T
.l . . . Wt ' ‘ o ~ N i
Coordinatjon visits . ooy S 'ﬁ; S
N * , . - -~ ’ . \f o . \‘\
: . N . i r

. Public, relations . )
- PP RUR_ A

. Records management o L o r~ : T

A brief check11st ﬁor each act1v1ty follows w1th jmore complete 11sts ) -
‘ ) . \ "’ LQ_ h . .‘ ﬂ\‘\{'\
in succeeding sect1bns. o e oL PR R
* « v - , T s N k.‘ P . .
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Recru1t1ng Students L. T L Gl A AR . N
< < N \ha
1. Ask “counselors ,to pUb11c1ze program among tﬁe Jun1d students LR ,«:;'f’
dur1ng neg1sthat1on for senior year. - N 7: A - R
i~ £ g, 4 T AN -~

. 2. ﬂsk otﬁer bus1ness edu¢ation, math and Eng1rsn teacherszto talk .
with the1r vocat1ona119—1nc11ned'students about the-EoE ppogrmna. ;/{ ﬂ, .

R c.
) \6' ’['\ /;, . - [ , "., o . ) ,'/./ . ~//‘- ..F-*/ .
“ 3. D1$p1ay poster§ I *Q;« Fy oo ) = ST T S
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4. Hayg,1nterested students pwck up and comp1ete app11cat1on forms O
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Se]éct1ng Studentsa

fﬁ“*‘.r \anary record caredr 1ntentf~’,- B :¢~. . .
A " * vy ;
. 2. Reynew app31cants W1th appropr1ate s;hoo] personnelx‘
. InterV1ew PPQSPect1ve COE students. ' T s .
LN “1 . )
Lo . - :
L Se]ect the students based on ‘the above»f1nd1ngs. o~
- . .{ . "‘\ PR S . ».i -
o ’"Q,“ _,x /o ) -
P]at1ngAStudents o o LT ,
“'f“\ 71a, Assess.sk411s and ah111t1es ‘of 1nd1vrdua1 app]icants.
2. Cbntagt Tocal bUsTnesses for ava11ab1e JObS. " -
€ 3 !
3, Determrneqsk1lls and ab111t1es needed -on job and number of |
' students to.be interviewed. * . \
’ t’ﬁ. Schedule Job,mnterv1e§§g§ﬁ‘ : LT -

"c '\ 3y - . = . \. "
.~ 5. Follow-up on-job interviews. -

Recru1t1ng4and Selecting Tra1nrng’5tatﬂons : ST o

‘}}12. 1. Contact emp]oxers swho have prev1ous1y part1c1pated in program.
Pes 2. Contact prospect1ge new emp]oyers. | ’
'F 3. So]1c1t he]p from members of adv1sory comm1ttee 1n recrdnt1ng

oo training stations.

>~ v

4, InterV1ew appropr1ate persenne] "at each training stat1on to

a7 B

AN {;’) T, -

o T determine duties. involved, hours per day and per weeE‘ and
I “3; 1ength of emp]oyment per1od -
Qg”,f’ “\\\,/,.f 5, "B sure prospectlve emp]oyers understand child Tabor laws and
s » = . the ru1es and regu]at1ons govern1ng the COE program. o

- P
E .
- ~ oL, - '?‘ ~ . .
»

»Beve10p1ng‘Tra1n1ng Agreements

/t.

x I.

PR tors and employers. ~ o

13

2. Have trajning agreement signed by student, parent employer,
. adm1n1strator, and ‘teacher-coordinator. , .

~ . . ol

.-
u

BN ReV1ew app11cat1ons~anc1ud1ng age, attendance record d1sc1p11-

Review tra1n1ng agreements w1th students, parents, adm1n1stra-

<




Deve]op1ng Training P]ans . . CN

-~

1. Review tra1n1ng plan with emp]oyer and ask him/her to hst all * ‘ ‘ :
the tasks for which the- student will be tra1ned ’
2. Have traan1ng plan’signed by student parent, employer, and T
teacher-céordinator and furnish each party with a copy. )
3. Periodically review the training plan dur1ng evaluation of stu-
dent's progress. o
Coordinating Visits , o . )

X ¢
Visits shou]d promote effectiveness and enhance efficiency. You should:

1.

-
o~

Eva]uat1ng On-The= Job Tra1n1gg

.'conduct a follow- up,1ntethew w1th the student-tra1nee to adv1se
‘him/her of strengths and/or weaknesses s .

make an appointment for the V1s1t at a time convenie /,to tra1n1ng
supervisor. L e

be sure the purpose is c]éar]y stated.

not interrupt the student- tra1nee s work -unless the super-
visor asks that the student’ part1c1pate in the fnterview.

record a-summary of each visif. C T

»

be sure conf1dent1ahty of 1nformat1on is ma1nta1ned . ] ‘

[ 7 L
v . . -~

't

-

1.
2‘

'weaknesses and making suggestions for 1mprovement

Review poants on eva]uat1on form with employer.

M .

Set dead11ne for comp]et1on of form.

Arrange €or form ‘to be returned to teacher coord1nator.

Reu1ew comﬁﬁeted form w1th student po1nt1ng out, strenqths and - ' %

’ > N—
Eva]uat1ng Student' s C]assroom Activities
1. Write evaluation of student's performance‘on c]assroom N -
assignments. , .o S, .
. ) . .
2. Evaluate student's sk111 performance on appropr1ate off1ce
nmach1nes . ) ‘
3. Evaluate studen'a's attendance, punctuahty and other pert1nent , ‘
. ~ |

characteristics. oo e . \

L .. B3 23 ‘,'




-~ ... Public Relations : -

T . . ‘;
/’ \ - 1. Pub‘hclze the program in school. : :

/ 2. Publicize the program in the business community throudn the news
Iﬂed'la . %; . . # ‘

. 3. Make presentat1ons to profess1ona1 and civic, groups when
‘ appropr1ate ’

4. Prepare bu]let1n on program for- distribution to students,
parents, and emp]oyers

5. Make presentatlon about program to parent»backer organization.”
6. Pub]1sh and distribute COE news]etter

7. Encourage your advisory commjttee to promote COE program when-
ever 'and wherever possible.

< . V.
Records Management . - C .
In order to have ava1]ab]e all of the 1nformat1on to be reported for
this federal]y funded program, it will be necessary to ma1nta1n accurate
‘ L student records + It is recommended that a folder be ma1nta1ned for each
student to include the following documentat1on.
o 1. Classroom perforinance records.'
2. App}icatﬁon and interyiew'notes (
3. _Recoro of interviews'
4. Training agreement : . ' ;
e .5. Training pldn | <
) 6. Emploxer evaluation forms/ Co. ’ C ’
) : 7. week]y-earntngs report '

8. Attendance and work reports




CALENDAR OF GQQRDINKTION ACTIVITIES - . . :
August . ’
. 1. Record te]ephone ca]]s, activities, coordination calls, and- ’
mileage to be used in requ1red reports and other records
4 2. Contact students current]y enrolled’1n COE program to determ1ne.

availability for work and review career 1nterest
@

3. Contact other interested students to fill any vacancies left
by -students not returning to school and/or the COE program

« 4. ,Lreate coordination file folders for students.

5. Review cumulative records, of students t6 determine that all
graduation requ1rements wﬁ]] have been met by the end of the
school year. .

6. Contact counselor to Ehange student schedule to fit work
schedule. .

7. Schedule arientation witﬁ both students and parents.

8. Follow up on last year s COE students to determ1ne current em-

“

£ “ ployment status. . . e '
9. Recruit new training stat1ons and 1nform employers of COE rules
and regulations. - - :
10. Seek the ai¥d of the adV1sory committee members and civic and
profess1gna1 organ1zat1ons in locating new ‘training stat1ons -
11. ‘Arrange 1nterV1ews for students as JObS become ava11ab1e ‘ ’. .

. "12.  Attend meet1ngs of state vocat1ona1 education association and
, o , 1oca1 coordinators’ meetings. , .

+ 13, Prepare article on COE for first edition of school newspaper
<=+ and for "back-to- schoo]" issue of local newspaper. . : g

14. Organize advisory , comm1ttee-for coming year.

15. ReV1ew ch11d labor Taws and any others affect1ng the COE
program. )

16. Prepare a tentat1ye schedule of activities for youth c]ub,
_publicize planned activities.

Rt 4

17. Confirm centacts with newspaper, radio, and television personnel.
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‘ | )
P,
.

a )
Py .
;“ QJ";’{’\ %
’ ®
’ ) ~ T ¥ * . .
- . ) ) O .
September . . . ] ‘

‘ ‘ = ‘
Continue placement’ of students and adjust to fit worﬁﬁﬁéﬁedules. i
-

5,

T 2. P]an and present an orientation program for new students and 5
“"for those students who did net attend the summer origntation kﬂiﬁ%
session. o ) PR, ke
\ 3. Review training agreements w1th students parents, and emp10yer§
. 'and obtain signatures. ) o
. 1 ¥4 i
4. Visit training stations and develop a tra1n1ng p]an for each £ .
student. Obta)n appropr1ate signatures. . . ?gé? !
& T . o
5. Build pub11c relations actJv1t1es.around school ex@gts.
6. Call méeting of advisory committee. Prepare thé ageﬁda and'« - o
minutes of the meeting. » . L
. ¥ i?}w . . - l'y;f
’ 7. Ca]] meeting of youth organ1zat1on. Eléct officers and assist W,
“in planning activities for the year. EncBurage students to L
begin preparation for d1str1ct and state QQntests ’ L .
. . ';’&Mg‘-u‘ FE:.‘ ');,‘.. N
8. Make sure school calendar includes dates“fbr the g;ﬁﬁﬁjs "
functions. . S .
At ot ‘{‘ > . :
. 9. Prepare and file enrd‘ITment report witheState Departmenh of '
<4 Education. . . . ) R T Q?
.‘ . o , . oA , o %%?
o o “.‘ - .,.ng
‘ \ 10. Plan and conduct fund- -raising prOJe %$%£§v éfz L e %%%§
11. Keep a daily log g of coord1nat1on a fi&jti‘ tra1n1ng station , <
visits, telephone cajls, and miJgage. &f , .- .,
v - . ' o g’i{“‘l t“w;.“t- ’ . “ T
‘ . . ' 1 4 "':Wn“ . t.:’._o . .; ‘ ;,
October - November - December d .
) ~ ) N . ) « ag @ . ‘- '- y 2 . R - ; *
; . 1. Continue visiting training stations and develogdng a training &
’ . : plan for each student. s . S L Ry

Periodically’ eva1uate each training station. . ' ‘g?~ o
’ _?;

'Evaluate student' s progress oh the job by conferrifig w1th~em ﬂ%~*"§§

ployer. Determ1ne student‘s grade for first grading peraoqikﬁgg
“ :“
At the all- sch001 open house, conduct a program for parent ﬁf . (@ 5%%

. of COE students.’ g x

Attend bus1ness educat1on department meetlngs and so11c1t he]n %gg
from other business- education teachers’in developing’ a strongx

COE program.

¥

-




. 6. Cont1nue¢ maintg?n daily log o£.coordination activities. -
@ ’ ' ﬁ"* .-
7. Plan ana& conduct media programs promoting benefits of COE ‘
‘%% pmgmg )
8. Preparé d1sp}ays promot1ng CO%&program. . ,
o 9+ 7 Conguct 1nd1v ial conferaﬁces with students regarding .their ’
;;ﬁ? peerrmance o he job, a#y problems encountered, classroom
s performance, and to offer suggest1ons and encouragement .
i l%é Ma1nta1n a “needs 11st" for supplies and equ1pment )
¥ & 4:‘- ' ‘
11. Haw§§¢n open hoyse for séudents, parents, and employers during’ ‘
. school time to ahow off classroom. This can be done effectively
pr1or to a scho®1 holiday, such as Thapksgiving, Christmas, etc.
12. Fo]]ow‘recommenﬁat1ons presented in first adv1sory comm1ttee
meet1ng 4 . .
-
13., P1am add1t1ona1 meetings of advisory committee as needed.
14. Provide guidance and superv151on during youth club meetings.
Audit mone} and requisitions., Continue to encourage students .
to prepare for district and state.contests. A
15. Attend proféssional meetings--LABE, etc. g o \‘ '
N E C ‘
16. Invite local, state, and federal officials to observe the & ‘
' pro Am. . .
t""w‘?}’ A‘;? ) . ) '
Januaryé’ . 4 \ ‘ 0
~:a'»" . - R
1. Evaluate studenL s progress on the JOb by conferring with em- °~
% loyer. Determ1ne student's grade for second grading period.
. 2. Seek help of counse]or in making second semester schedule
o adjustments. y,
%54‘:'5""2??« ’
%, 137 Help students who are applying for scho]arsh1ps and grants.
RS o \
{
4. Conduct a follow-up study of prev1oqeﬁgnaduates. * .
‘5. Update prombtiona] brochures and course descriptions.
- . 6. Begin preparation for emp]oyer'appreciEtion functfon.' \
7. . Interv1ew students 1nd1v1dua11y concerning grades and on-the-job ’

pfogress.




8.

N - 11.

\

Order examinétion'codies of current teaching materials.

P]an act1v1t1es for, Nat1ona1 Vocat1ona1 Educat1on Week.

10, P P]an activities for FB[A7PBL"NEeE**M““

Continue to maintatn da11y log of coord1nation activities. s

‘

February -,Marcn-: April .

U‘I

o

- oL

~N

’ -- ' A‘t

o, ~
N .

Recru1t students for next year's COE program.

a. Have present COE students ta]k to bu51ness educatron c1asses
and relate successful COE experiences to prospect1ve-COE
students. e

b. Remind counselors to encourage vocat1ona11y inclined stu—

dents to apply for COE program. ,

Put up posters and bulletin board d1sp1ays in school.

Distribute application blanks and other information. to

prospective students.

Ask faculty to recommend prospective students -

Collect needed information about prospective students

' Interview and.counsel prospect1ve students.: .

Choose students for next year's program.

. Notify students regarding acceptance in COE for coming

. year. Assist them with registration.

j. Notify parents of new COE students and.furnish them With
information about the program.

oo

S -h o

. - . \&;
- Continue visiting training stations. Review with supekV1sor
the training plan for each student. Determine student's pro-
gress on the .job and determ1ne student's grade for third

_grading per10d . , L -
Select students who are to receive awards.

Plan activities for National Secretaries Week (Apri]); be sure ’

to inc]ude school secretaries. -
. .

v Imp]ement recommendations .of advisory comm1ttee and call

. meetings as needed ‘ y

Carry out act1V1t1es planned- for FBLA/PBL Week
Attend.FBLA/PBL District and State Leadership Conferences.

» . » Rt . .
Order textbooks, workbooks, practice sets, and other supplies
for coming school year. R4 ‘

14 . N

- h

' !
.
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-
.
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. .

9. If-funds are available, request new equipment for classreom ,
instruction. T \ : '

—————— — ———10.—Continue to-maintain-daily ibg—e#—eeegdinatidn activities. ' -

Late April - May

1, Conduct employer appreciation function.

- 2. Complete final on-the-job evaluation for each student. Deter-
mine student's grade for final grade rgporting peyiod.

3. Assist graduating COE students with college or employment
planning. - ' .

4.' Complete and submit vocational education reports as required by
the State Department of Education. :

5. Have an' end-of-year meeting of the advisory committee to assess
effectiveness of recommendations and to evaluate activities. .

4 h)
6. “Prepare for National FBLA/PBL Leadership Conference. ( B

7. Complete final audit of club funds and submit to proper

authority. R ’

< _ > 7. 8. Present awards ‘to selected COE students at:the school's Hgnors
' Day program. ,- .

Lo " . 9, Continue to keeb daily .Jog of coordination activities. e
June . _ o .
-1, ‘Send a thank-you letter to each employer expressing appreciation
for participation in the COE program. .
-2. Update filds for ending school term. ' . . . ‘
AN .
\ ‘ .
3. Conduc?\a summer orientation for new COE students to apprise
’ them of rules and’ regulations governing COE program at Tocal,-
" ; L parish, 'q\state levels and to .prepare them for job interviews. 3
[ . ‘ 2 Conduct an 6>iéntation actithy for parents of new COE skudents. '
' ‘ 5. Confirm existing training stations. .
i : ;Kg// 6.- Enlist new training stations. ' oo ;ﬁ - .

- v




-

Begin placement of students for coming school year.

12.

13.

14.

16. .

"Enlist the aid of the schoo] librarian in acqu1r1ng reference

T 11,

7.
' ‘ S . 8. Organize file folders for new students,
o ' 9. Prepare tra%ning agreement tor new students.
v . 4 10. Attend professional meetings. - ’
. Ongoing Act1v1t1es - . /‘
’ 1. Keep 1nformed of new office practices, procedures and other
, developments by reading professional magaz1nes and other
literature. .
2. Update supplementary mater1a1s in c1assroom

/

books and supp]ementary materials.

Prepare art1c1es for professional pub11cat1ons

Assist in preparation of local COE newsletter.

Provide occupational information to counselors and administrators.
Participatehin curriculum reviston as the opportunity arises.
Update teaching methods and procedures. _ -

Revise instructional units as needed to keep abreast of new
procedures and technology.

Keep c]assroom bulletin boards up-to-date.
Observe programs at other schools when possible. . . . -

Be actively 1nvo1ved in 1oca1 state, and national professional
organizations. . z )

Participate 1n in-service activities for professional growth
and development.

Make presentat1ons,to'professiona1 and civic organizations -
then requested.. ,

Serve students by example in character, dress, work habits,
and eth1cs

Estab11sh and'ma1nta1n open 1ines of communication with other '
teachers, adm1n1strators, and staff personnel at local and
state level. : .

K B-10




17.

18.

-‘Participate in exchange visits for teachers, business and

\

Keep school administration informed of butstanding‘accomplish-
ments by COE students'in"the classroom and on the job.

industry. ‘ _— . .

- | o
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" INITIATION OF NEW PROGRAM

. ’ : ( ’ A

. , A new COE program shoulg‘be‘iﬁi%iaied only after extensive planning : - )
~ has begun at least aiyear in advance. Steps in beginning a new program
include the following: Cag .
’ ' '0 ‘«Q'

1. Determine need and feasibility ‘

2. Outline a tentative program = = .. -
3. Present program proposal to ‘administrators™
4. Begin program operations . :

ey
-7

/ ,
’

Determine Need and Feasibility:

The idea for a COE program may be initiated by an -interested business .
teacher, vocational supervisor, school administrator, and/or business 1
person. Activities to ascertain -the feasibility of a program tould in- .
clude the<following: ‘ -

1.- Get permission from school officials to investigate prospective . /

* program. . ' .
2. Obtain information about operation of a COE program -from State
Department of Education and.other ‘teacher-coordinators..
. 3. Consult key individuals among employers, employees, schools, ser-

. vice 6rganizations, and other agencies for regarding desirabi-

. lity for program. oy
' ) 4. Utilize a temporary advisory committee to assist .in contacts
and surveys. Ce .
5. Survey students to determine needs, interests, and availability
for employment. (Appendix A), .. . :
6. .Conduct an occupational survey to'determine the riumber and types
‘of available training statians. Assistarice for such a survey
‘can be obtained from a temporary advisory committee, Chamber of
_Cbmmerce, service clubs, labor groups, counselors, and State .
Department of Labor, (Appendix B) o .
7. Evaluate data from the following additional sourcese
. "a. Parent .interest survey : . .
b. School board recommendations
c. Faculty recommendations
d. Guidance counselor recommendations . |

|

* Qutline a Teptative Program

Once the need and feasibility for a COE program has been proven,
a written outline for its impTeméntation must be devised. Such an outline -
should include: philosophy, objectives, program management, personnel, ,
responsibilities, -advisory committee functions, classroom accommodations, .

and. estimated costs. : ~_\\\




e e ——

Present Program Proposal to- Administrators °

‘A written program proposal should be submitted to the following - .
levels of administration: high school principal, parish vocational .
supervisor, and the State Department of Education. The staff of the -
Business Education Section, State Department of Education, is. '
available to assist the parishes or local schools in establishing new

programs and to work with local administrators or coordinators.

Begin Program Operations

Program operations must be headed by a qualified teacher-coordinator. e
Essential personal characteristics and state requirements (previously
cited in the COE program) are to be considered in the selection of the -
teacher-coordinator. ’ .

Putting the COE program into operation.is then the teacher-coordi-
nator's responsibility. The teacher-coordinator's duties at this point
are basically the same as those of a coordinator in an established pro-
gram with the exception of public relations. A new program will require
more publicity to both prospective students and employers as it is being 4
established. ) : ,
. “ ) . .

e L 95 -
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: APPENDICES A AND B % g

et ; LY

APPENDIX A -- STUDENT INTEREST SURVEY - ' (
APPENDIX B -- OFFICE OCCUPATIONS SURVEY: o

. B-14




i STUDENT INT REST URVEY R
4! 7 . a." =
‘ o 01, Name o - . i o
.. NE T Y. 7
Z. Sex ( ) Ma]e € ) Fema]e/ A ;; o AP :
~ 3._ Year 1n,Schoo1 ( ) Freshman ='( ) Sophomore }(') Junior
- 4, How would you- descr1be YOuF present hea]th? (”),Ex2é11éhf e
() Good () Average ( ) Poor-. s .7 Lo -
5. Do you have any physical. d1sab111t1es? ) Yes- ) No,
< If yesy please 'describe. (It is essential to know whéther you are
confined to a wheelchair, hard of thearing, partially b11nd .etc., so
that we can develop optimum programs and facilities to serve you )
"y
" 6. Father __ ; - ' .
" Occupation |
' ‘ Where is he employed?
: (Name of Employer) L
- (nddness)
7. Mother
Occupation
Where is she employed? .
. (Name of Employer) S
f . ’,
4 (Address)
8. ﬁarents edUCat1ona1 background Cheok one of the following for

: Mother Father ,

each parent : i .

7

Not a high school graduate ~~ . ;
Graduated from High school B

Business school or trade school f\
Some college

Graduated from college T

Do not know how much education : .

Py I, P, P S
Nt Nt St et Nt Sevaratt®

TN S A N
e i e L L g

- B-16 | . S
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-
N . "

%

2

>

9.

10.

’

¥

11.

. -

-

12.

13.

14,

Nuriber of\children {n>the-¥ami1y_at homé ‘ L

(
()
o

wh1ch high schoo‘i course,, program, or curr1cu1um best describes the . .
one in wh1ch you aresenrodled? :

-

Business

College preparatory 2 B ]
Shop or industrial arts . ; ‘ C .
¢ Agricul ture e . : - \ .

1
2
3.
4; %
. 5, General . .
6.
7
8.

kY

— S
s .
.
[ i

~ Hom& Economics. . : . . \
~ Fine Arts; P - , . T .
Other (Spec1fy) . : : S o

"To the best of your know]edge what is your average grade in all of Co
your high schoo] courses? ‘ ] N :

-~ W Ve - . o . [ ’ -
() .i! A " .
() 2. B
() 3. ¢
() 4. D
() 5. Fai]ing.‘ . .
What do you p]an to do on a full-time basis dur1ng the first year .
after you complete h1gh school? (check all that app]yo \ : e,

~ 5 SN ‘

() 1.7 Work full t1me . * o
(") 2.°' Get married . . , ' - ’ .
() 3. ,,En}er military- serV1ce B . ‘ ; : k‘
() 4. Work at home for parents , .
() 5. Attend co]]ege or university = = o ..
{ ) 6. Enroll in some type of educational training such as bus1ness

college, trade schoo] techn1ca1 school, or a nurses' training -
- school (schoo] name ° )
7. Attend college full time and work part tune«:,' :
8. Work full time and attend coP1ege part time
9. Other (specify)

)
)

How do you think your parents feel about whether you attend co]]ege . ' .
after high school graduat1on?

() 1. 1Insistor expect me to go

() 2. Want me-to go'if I want to S

() 3. Do'not care one way or the other ' , )
() 4. Do not want me to go or will not allow me to go .

If your~future plans "do not" or "probab]y do, not" 1nc1ude go1ng to-
college, indicate the reasons.

() 1. Tired of study1ng 3

() 2. Want to geﬁ a job . . ..

( ) 3. ‘Costs too fiuch money ‘ : oo

ﬁ ) 4. What I want to learn is not at coHege o7 ‘
) 5. Feel that I do not have the ability . ’

{ ) 6. Other (spec1fy)

o B-17 -




. ) . v .
‘15. If your p]ans "probab]y“ oY‘"de?1n1te1y“ 1ns1ude attend1ng co]]ege,
which college will you modt 11ke]y attend 1mmed1ate1y after high . ‘J

‘ : school? e ,

16. Nhat do you want to do for your®life's work-vocation or occupation?

- ~ - . ‘ ..
- . Please name: first choice K\-/ ] ’

second choice*

17. Who do you believe has 1nf1uenced.great1y your occupat1ona1 choice
the most? .

() | ( )' Older brothers and sisters ( ) Fellow
() Father () Teachers , o Students
( ) Grandparents ( }- Counselors
() 0 t

Others (what do they do?) -~

18. --Which do you think is most, 1mportant in-a Job7 (check only one)

Security . : "’ o
High pay )

Nice working cond1t1ons
Prestige

Chance for advancement
Being able to find a job
Liking your work

Other: (1ist) ) >

-

/\"\/\/\/\/\/\/\
e T N LN
ONOOT B WMN
e o e s . ¢ o

19, Do you (or have you) participated in any type of work exper1ence/f
during the summer or after schoo] hours? -

A () Yes () No- If yes, answer the following:

( ) Regularly after sc , .
() Full time during the summer T T , J
: R ( ) Occasionally ' e,
How many hatirs: a week? Dur1ng sChoo] yedr summer '
Approximately hqw much do you earn a week (before deductions)?
During school year © summer ,
4, What work do you do?
During school year -
Suimer : .-

1. Check the type of wo;ff;;gerience you have had or have now.

w N

20. To attend a school or an occupatlona1 program of your 1nterests 5. - .

1. Cou]d you commute up to 10-20 hiTes? o ' S
() Yes()No.()Don'tknow = AR

i g 2. Would you work part time and summers to earn your tuition and. B
| expenses for education’after h1gh schoo17 ,
|

. ' . ~()Ye§ () No .()Dontknow . - ,‘ ~.

pa
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. After you f1n1sh h1gh schoo] do you

() 1. Prefer to remain in the (insert local. town name) area if .
you can find a job? : ‘
() 2. Want to move to* (insert name of a c1ty) area?
() 3. Don't know--it depends on (give reason)

Py

The men and women of this nat1on are employed in thousands of different
-occupations. It will never be possible for. (insert name of schoo])

‘to offer programs in d11 of these different occupations. It is,
however, possible for several new career programs to be offered,

You can help in the planning of future proérams by identifying the.
types of jobs in which you would be interested for your career.

%




_ APPENDIX B - B
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. OFFICE OCCUPATIONS SURVEY . !

&
T

¢
Py

Your firm's name will*not be used in connecé\gz.Wfth our answers. The
information furn1shed by -you and other busin es wilY be used for sta-
tistichl purposes only. However, if there are any quest1ons.wh1ch you
do not) wish to answer, please omit them. )

»

Name of Business ] B - Type of Business __ - -~

Address of Business _ ' ] I

Name of‘Owner or~Manager

’ - Number of ful] t1me off1ce employees: Male Féma]e
- % ol i
Number of part- t1me off1ce employees: Adult Male " Female . ,
¥ ‘ High School Male._ - Female . - -
) 8 . . - |
Beginning salary of office employees hired ) . )

CoL - . . ~ Average or range

. 1 Namé or.types of emp{oyment tests administered

hd i

- ‘ ) 4 M1mmum number,of years of: new fu]'l t1me off'rce emp]oyees
Minimum prof3c1ency level requ1red for new fu11 t1me office employees:

Typewriting | Shorthand,

P]aca add1t1ona1,camments concern1ng educat1on and tra‘ining des1red of
new full-time employees on the reverse side of. this she__g;.},_sgr

-~ ' Do‘youhhé&e'a formal traihing program in yodr firm? Yes , No‘__ﬂ
Do you have difficulty. securing competent office workers? Yps

’ﬁ‘t‘r__ If yess which area? . | N

J

What do you feel are 11ke1y to be the best employment opportun t1es in
- office occupat1ons during the-next few years? :

-

e - . R -

5 e Ao

WOuld your f1rm be willing to provide part-time emp]oyment to a coopera-
tive office educat1on student? Yes _ ~ No )

Would you like more information concerning the program? Yes ___ No




£l

AR . .

Receptionist

Stenographer

Clerk Typist :
Calculating Machine- Operator v
Key Punch Operator

Word Processing Operator

P~ P na
4 .

“Check be]gw the types of office occupations wh1ch exist in your, f1rm

o "'

S
() File Clerk w : ﬁ%?‘
Secretary '
DupTicating Mach1ne Operator ’
General Office €lerk N

Transcribing Machine Operator
. x‘ \

{)
(-
()
()
().

Check below the kinds of 1e§rn1ng experiences that your f1rm 's office

could offer the student:
Typewriting -

Business letter
( Memarandums
(,) Form letters
(') Type and correct spirit
masters, stencils, or offset
masters

(-) Printed” business forms

. (invoices, monthly statements,
etc, )~

()

Adding and Calculating Machine

10-key adding
10-key printing calculator
Electronic .calculator.

e~~~

ing Dictation and Transcribing
Write shorthand

Transcribe shorthand

Operate shorthand machine
‘Transcribe from recorded
media--belt, disc, ete. .

. : J .
ephoning and Communicating
,Place Tocal and long d1s#\nce t
Answer 'telephone

Screen employers' calls
Record telephone messages
Compose business correspondence

a

e

i e e Rt S N ol WL NS L

Operating 0ff1ce Machines and Equipment
Typawriters
() Electric
( )- Manual .
( ) Electronic T L el
Data Processing Equipment - .

g ; Key Punch . :

1

“Word Rrocessing Equipmeﬁt

() :
Duplicating Machines

( ) Spirit duplicator _
Stencil duplicator
Offset duplicator . g ro:

Copying machine Lo . Y
~Performing ma111ng tasks- ’ ‘ ' .
Filing ‘ . '
Financial and récord keep1ng

tasks o

lerical Tasks

'3 ‘ ~

b P T ( ”\f "
S SN e (D e S S

elephong calls ‘ > R

o

{

-

" Source: Cooperative, Distribut

Name and Title of Company Official ©

ive and Office Fducation Programs , . L

Bureau of Business Education, Califo

rnia Stateé Department of Education.. _ ~, -




. ENROLLMENT. -

A minimum of 10 students must be enrolled in COE o sﬁart graﬁn :;;?:; L
ing program, a minimum of 15 students or less for one~month extendad‘*'.;a}.}j“,f ;
emp]oyment, and 16 students or more for two months extended employmeot R

* - in order for a student to eniroll in the, COE tra1n1ng program, the PR
school may require specific courses, a certain letter grade 1n requtred o
4 . courses, or a- spec1f1c grade po1nt average. WTos T '

' . . ,‘, .
o - N

There are specific cr1ter1a which should be met pr1or tp enroT}ment Ju£74”,
s The criteria listed below are in addition to any cr1ter1a requared by'an, .
‘- nd1v1dua1 school. The student should: . . . 1 e

be 16 years of’age & 3 Lot et TR e :
be entering h¥s/her seniop year. .= . = T LT N0
have -parental cansent. 5 T Cooae
haye completed Typing F. : N sl
have and maintain a "¢ average: N R L
proV1de hﬁs/her own tragspgrtat10n to, the JOb o <L
. have’a satlsfactory school attendance end d1sc1p]1nary I
, record.. « 3 e . oL g
8. ¢be requ1red to enrd]T 1n ‘a related class. - w# , S

. - c . » \
I

. Ifa student does not meet the cr1ter1a outtﬁned above and ‘the” . +
. criteria Set by a schoo] that student shouTd be discouraged from apply- o
‘ ing for the COE tra1n1’ng program through the use ‘of the recr'ui*tment . ' SN

« »

process . ‘ . . - ot

oo
M - .. =3 - -

Noorwn -

In order to se]ect the most qua1}f1ed students for the program, n L
. there are three stages: wh1ch shou]d be comp]eted; They are: .. . '

' ) ! wr N L a -
1. The Recru1tment Process L T RN ;
2. The Application Process o e s, T

" The Selection-Process e

v

The Recruitment Process - . . : T PN

. .. Recruitient activities shou]d bé conducted throughout the year, TR L L

. Most activities are concentrated at certain points gin the year: v CT ]
: (1) durping pre-enrollment or pre- reg1strat1on tlme and (2 )~wf;thaf L o

> beg1nh1ng of ‘the schoo] year. , . . o C 24

n-\ ~,,@

Dur1ng the Fecruitment process, a- p]an should be deve]oped for e o 2
, recruiting students who satisfy the criteria needed for enr011ment irfo B
. the progwem (Items 1- 8 above) . B vl




The fo11ow1ng steps’ are recommended for recru1t1ng qua11f1ed T -
students ’ o ¥

' 1. Deve]op a brochure or one-page flyer outhmng the purposes, ‘
advantages, prerequ1s1tes,.and application procedures for
the cooperative program. .Include directions about a~time
and place to leave application or to meet W1th teacher- L
coordinatoy. (Append1x c) ’

2. Use the-recommended app11catlon form. (Append1x D)

3. Meet w1th the gener&ﬂ faculty and-guidance counse]orsuas a s
group or individually to explain the cooperative program, R
its benefits-to the students and the schooT, and the appli- ‘s
cation procedures pr1or to beg1nn1ng the recru1tment process. ’

. 4. Supgﬂy the department faculty and counselors w1th recruit- : '”}
=X men brochures and application forms. '

iy

4

4 P
- 5. Make arrangements for recruitment activities such as:
Homeroom anffouncements

a.
b. AlT-scfiool assembly . , , . .

“ c. After school meeting for interestéd students -
d. Speeches in homerogﬂ and prerequisite -courses i
e.” Bulletin boards . ,
f. Community and/or parehts' meetings.
g.- Hand-out brochures to students =~ - -« .’ S
h. Radio programs, articles in local and schoo] newspapers '
i. Special career days ' : Ly

6. Conduct your recruitment activities.. Be.avai1ah1e at the
" time and place anhounced. . .

’

The AppTication'Process ' - o .

=

Those students who meet the initial criteria shou]d make a formal,
#tten application, for enro]]ment and be interviewed by the teacher-

coord1nator

L3

Steps which should be followed in the app]ication process are:

1. The student should fill in and return an app11cat1on for
. -enrpliment. (Kppend1x D) ‘ S
2. Schedule an interview W1th\fhe student applicant at‘a
convenient time apd in a qu1et pr1vate place.
, (Append1ces Eand F) - .

.' 3. The ass1?tance of the teachers shouid be requested to assess. -
the "emplioyability" of-the COE app11cants ] ‘
(Append1ces Gy H and I)

: v B-23 L . v
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. .. During the app]icétion process, the teacher-coordinator should o

i . check the students' school records. This may be done before or after

~ ‘ .. - . the interview. ' - ‘ 2 B
- hid . ) ) N

.

<

) Upon selecting those students e]igib‘e fbr énr6]1meht, the teacher-
v < coordinator should notify the student applicants in person or by letter.
N (Appendix J) j ' ' C . ’

.

. - After théhétude#ts have ‘been notified, fhey should sigﬁ‘a‘student
-agreement form that itemizes some of the policies and procedures inherent
in the cooperative program. (Appendix K) : ‘ <

’ The students who have been selected must be placed.on a job and .

program 1s final. .o : R .
. ) X '/ o ) ) b , - .o ‘ ’ .
”, ' , . . . N , X .. . '. i N

The Selection Process S o , ' .. .
S T i ’ CA, . . N
: - . Students should be selected for the. program based on their: - .
\\\\\_ . . 1. ability to meet the established criteria. o
o 2. -appligation. : ) , ’
P 3. interview. , ' .
TS 4. recommendations from other teachers.

. , §
.. ’ a

sign a training agreement beforé full approval for admittance to the - :.
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What is COE?

Cooperative Office Education is a program of
instruction which trains students in stenographic, cler-
ical, data processing, or beokkeeping skills for careers

‘in these fields. It is a partnership between the’ school;

the studept, and a Tocal businessman.

.

Student trainees attend sc¢hool part-time and
receive supervised work experience under actual working
conditions for wages. .

What are the requirements for enrolTment?

i

1. Be 16 years of age
2. Be entering his/her senior year
3. Have parental consent
4. Have completed Typing. I.
5. Have and maintain a "C" average .
6. Provide his/her own transportation to the job
7. Have a’satisfactory school attendance and
; disciplinary record-
8. Be required to enroll in a related-class

}

Pick up your apﬁ]icat1oﬁ-b1ank in the COE Office today
and}return it as soon as possible to:

»

Teacher's Name

in . P .

A}

~ Room Number

You wif] be'}aTﬁéd in for an-interview as sdon as your
application has been proces§ed. T L.

w7

What are the values of COE training?

1. Giyes balanced training between theory and
practice.

2.

~N Oy O B W

oo

9.
10.

.

12.
b4

13.
14.

Provides actha]‘w&?k experience.

‘Motivates interest in schdol subjects. ,
) .

Prepares many for the type 6f work for which they
are adapted, '

Increéses,cgg;ae{ with realities of life.
. \ v

Money can be earned while learning. -

Provides yaluable on-the-job training. -

Y
~

Assists in déveloping ability to get along with -

--people. -

Prévides “increased:chances for advancement.

Gives school crédit for on-thezjdb training.

..B-29 °

Develops self-confidence. - ‘3 . .

" Makes school more interesting and meaningfu].:

Provides marketable-skills to aid students.in-more
advanced training. . e
/ K .o :

Often leads to fu]1-tfme'employmenf.-“

»

15.'s Provides a tryout in an occupation which may aid

in the choice of a Tife career.
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. APPENDIX D I
COOPERATIVE QFFICE EDUCATION .

STUDENT'S APPLICATION
) o ] ’ ' Date
‘ Name Last Fi T Middle - Sex : —— Birthdate j - Age ”
. _ = it . ¢ Single ____Marmed —
._Address _ Telephone Race
- - - -» 2
‘Height - Weight General health- Good Average Poor
Physical Handicaps _ - . ) : Homeroom Teacher =
Wear glasses? Social Security No.
Ll . Vs -
Have you had any disciplinary action (suspensions, etc.) in school? Yes No
Days absent _ , . '
Are you a me(nber'or a family with income at less than $3,000 a year? Yes No
Are you receiving any special counseling, social work, or physical services? :
High School Subjects and Grades Earned T
Freshman Year Sophomore Year Junior Year
Sybject Grade Subject Grade Subject Grade
v - h . . ’
. In cons1der1ﬁg.preparanon for a career, 1n wha'i type of work do you desire training while attending school? ' .
‘ ) > ' Pirst choice : Second choice . '
Name of parent ‘or guardian ]
” [y L4 ‘ :
. Address . i Busipess Telephone
. Father's Occupation ‘ !
Mother's Occup'auon
Do you plan to graduate at mid-term?>  Yes_______ No_ ° RS o ] .
. Do you plan to marry before gtaduation?  Yes No ___ ‘
What do you plan to do after graduation? . _
z Are you working now? Where? ’ ’ -
. ~ . .
Address - Telephone .
i School ‘organizations you belong to- :
Church . Other activities — .
F u What high school teacher would recommend you for the program? .
. List jobs you have had: - ’ B _ :
- Employer and Address ' Types of Duties \ ~ Time Period
— ] 1
- - . B-30 T ;o . 5279730k
@ *
l 2
, ,
| .
| ) -
‘ I: \l)C . ) l . . o , ' 4 .‘7 . . ' .
L - » . . . . 1 '
' ’ ‘ . . : . ' ‘




. . . ) APPENDIX E - .

i P

. L - PERSONAL INTERYIEW FORM . -
* NAME R ; - - Date .19
What do you plan to do after graduating from high school? : ) ”
If work, what are you; ambitions? : ) : ‘ s : . . ’
What will you do with the money you earn while in the program? ' g . :
. i

Do you like school? YES NO. (WHY)
:\re y?u enthusiastic over the pos;ib”ity that you may qualify to take Cooperative Office Education? .
(WHY : )

What do you think will be the inost interesting phase of working in @ Cooperative Office Education?

- ’ . L

-

-

3

s

- Vs
1

Are you working now? YES NO_____(WHERE) : '
v How long employed by this #irm? _ i Present hourly wage $ - -
Do you prefer this firm as your training station (if approvea by the Advisory Committee)? YES NO

(JUSTIFY)
Do you thinkthe class should have its own club organization, to have social and educational activities of its own

planning? YES NO (WHY)

1# the closs should take o field trip, do you think the group should go by private automobile 6r by ;;ul;lic

transpprtation?

) hd S

. If by private autlomobile,'do you agree with school gficy of one adult chaperone in each car? YES___ NO -
R (WHY) : : '

Do you think it is important for o school or place of employment to have policies that determine what.a group

under 1ts outhority may or moy not do in the discharge of thesr duties or obligations to that orgonization?

YES NO ____ (WHY) _ ’ S ' . )

What should an individual do if he is told to do something by his teacher (or employer) gven though that individual -
feels that such action is not necessary or he feels he knows of o better way of accomplishing the same result?

“ -
s : HIGHLY NOT
- QUALITY ACCEPTABLE ACCEPTABLE }DOUBTFUL ACCEPTABLE
Personality ' .
Attitude ) . . ’
° Cooperation . ' , ) ;
.| Calmness ' ‘
‘| Respect for outhority . / ' r
. Acceptance of poljcies ' .
x B-31 - B
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Ce T APPENDIX F ,
- " INTERVIEW RATING".. - : - -

-
Ld

Age T - Date

HIGHLY
ACCEPTABLE

QUALITIES TO BE RATED

>

ACCEPTABLE

Persanal appearance and graaming - . a

General knawledge far the jab

. . ' Persanglity and manners

PN
“

Speech, vaice, and canversatiana! ability

[ >

Attitude

+] Enthusfasm ar interest ] : -

-+

Initiative ar ariginality

Maturity and paise

Reasaning and judgment . )

Sincenity .

Tane af the interview . .

\
) <

. »COMMENTS OF THE INTERVIEWER: .

i N - -

Interviewed by

Organization : N z .

| P P ’ 72/9/236, »
‘l') . L , . . . . :
. ! . . ‘ . , ' ) .




APPENDIX G — L

. ‘ . - . , e { N »
DATE: Current - : a ’ : ‘ '
" T0: Teachers: - ’ - . e
_ ' : 5 ~
FROM: Teacher-Coordinator . .
\. - - ’ ‘ ) '
SUBJECT: Evaluation of.Cooperative”Office Education Applicants ~—~

Your assistance: is requested to help me to assess the “empPoyab111ty"

of prospective COE students. Thé students should be evaluated in rela-
“tionship to'the following expectations that business has of a beg1nn1ng ,

student worker. _ ‘

°t
\

1. Full day s work for a full day s pay.

2; Adherence to emp]oyer s estab11shed “customs and po]1c1es

-/

3. Proper care of employer‘s equ1pment, mater1als, and supp11es
“ ‘-4. Good - Judgment in hand11ng conf1dent1a1 company information.
’5.' Respect or superv1sors and other management personne] v
6. Initiative and or1g1na]1ty on the job. . . |
- T Regu]ar1ty of attendance and punctuahty ‘ - ) .a L '
" " : B« ’ Company 1oya1ty \\\ SR o ‘
Y © 9. Appropriate persona] appearance and good grooming habjts. ]
v .10, Accuracy and completepess. of assigned tasks. ': ‘ i , '

Please complete and return the attached sheet to my facu]ty ma11box by .
(Insert Date). I s1ncere1y dpprediate your cooperat1on . o




. -

FACULTY EVALUATIO

’

APPENDIX H

N OF PROSPECTIVE'COE.STUDENTS‘.

" COE Applicant

.~Hi§h1y

Acceptable Accepfable

Doubtful

~ Not
Acceptable

28

O,

-
£

COMMENTS:_

o

#

¥  Date: |

&

+ Signature of Teacher: -

&

e




. APPENDIX I -

" TEACHER RECOMMENDATION ° B
——— -
MEMO TO: . ‘ : S PR .
: A . L . _
MEMO 'FROM: COE Coordinator (name) -
DATE: . o S
-2 . - has applied for i

enrolliment. in the COE program for the coming schooT year., Please éssist
me in determining;his/her eligibility by supplying the following V
fnformation: ‘

Subject:

Grade: ' , : L e

Attqndance:

Was he/she: . ) _ ’
Depéndé'biei : R . e .}

!ndustrious

Courteous

Emotionally stab]é
Do you:

Highly recommend

Recommend

Cannot recomméend’

Comments:




‘Current Date’

|
|
l
N ‘
1
|

¢ .« Name of Applicant ,
S A Street Address - : X L 2
C1ty, ‘State Zip Code

ZZDear App11cant

“You have been selected for the 19 - 19 Gooperat1ve Office Educat1on
“sclass. With this honor comes your responsibility to
- High School to represent it as a mode] student and office worker at all

r. 7, times.

NI

The COE class will off1c1a11y begln this summer wﬁth par1sh-W1de and .-
local workshops. Dates and time schedules for them will be announced

later. Attendance at these workshops is mandatory, sb keep that in

mind when you are making your personal plans for the f1rst of the ©~ . o

‘I’ summer . )

In the neantime, a br1ef or1entat1on meeting will be he]d (Insert Date)
in Room No. (Insert Room No.). Please make arrangements ‘to be present
so that we can discuss your immediate future in COE.

L C ' : S1ncere1y, 0t

+

Teacher-Coordinator

.
»

‘ ' o . " © (Letter of Notificétion’)-

:B-3§ ;._'?gx




" . APPENDIX K

. .. \ ‘ ‘ COOPERATIVE OFFICE EDUCATION = .~ '
S Wigh school . N
B Cooperat1ve 0ffice Education is designed to prov1de on- the Job tra1n1ng

and in-class school preparation for office occupations. Students accepted
for this program must be 16 years old, haver and maintain a "C" average,
be a senior during tRe training per1od provide their own.transportation

. to the job, have a sat1sfact0ry schéol attendance and disciplinary record
and have their parents approval to be in the program~ . .

Upon acceptance for the Cooperat1ve 0ff1ce Educat1on program, the student
: and his/her parents must. understand and observe the fo]]ow1ng requ1re-
L4 ments and respons1b111t1es . . oo A .

1. A COE student must complete the full school year in order to rece1ve
the 3 credits for the related class instruction and on-the-job train-
ing. No COE student who elects to ‘graduate at “midterm can expect

. <. (any partial credit. e ) . e \

2. Students are expected fo attend both schoo] amd work each day If « .
a studént is absent from school, he/she must receive permission from . . -7

- the coordinator to- go’ to work that day. A student may not attend ///
school in.the morning and eXpect to be permitted to miss work. . . 4
Attendance at school and work go together. “Excessive-attendance R
v101at1ons will not be permitted. L _ STy

’The COE coord1nator "must know where each student is at a11 t1mes 5
during school and work. A student who cannot come to School or o

. report for work must notify the coordinator by 8:30 a.m. No student I ‘
may 1eave school without perm1ss1on of the COE coord1nator i : .

w""

~

4. Students w111 be respons1b1e for notifying the1r emp]oyers as ear]y B
as possible when they will be absent from or late to work.

o 5. Absences from and tardies to school and/or work must be reported by LA
the stupent on the appropr1ate wr1tten form to the ;oord1nator L -
6. Students will work® an average of, 15+25 hours per wéek The ‘total N

in-school hours and on-the- JOb hours should, not exceed 48‘hours per

week. e ‘
' 7. Student work. hours are set by individual emp1oyers The student \\ ’ 2
should be willing to work dur1ng s¢hoo1 vacatrons such as Thanks-, - ~ ) R

.. giving, . Chr1stmas, etc. - -~ , —‘ - .

v - L

8. Time off from work for.ya11d reasons shou]d be. arranged in advancet
(1- 2 weeks) in cooperat1on Mﬂth the COE coord1nator and the emp]oyer

e *9*‘7YCOE;studentfmnfnot qUthhnﬁHEn*job‘wrthont~pr+or approval of the h.’
coord\nator Students not working cannot receive course cred1t L

- -, ..
- )
S . v s
. .
e :
LI .
- . ' : . ‘
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. 10. Wage rates will be set by the employers. The coordinator urges all |
‘employers to pay the minimum wage. However,. employers may legally.
. g]ect to pay ne' less than three-fourths of the minimum wage rate:
11. A COE student is expected to follow the rules of High Séhool h
. and the rules of the training statign wiiere he/she- s empToyed.

‘? Thefts of money or merchandise.or any other serious infraction of

employment regulations will not be tolerated.

12.  Upon being hiréd; a COE'student should acquaint himself/herself
with: ' ' ' .

Company rules and policies Drgsé regulations
Working hours ' Pay “period
Nanies and titles of persons with whom he/she’ warks

13. Rules of etiquette are to be observgd_ai all times.

14. Students will be periodically rated on the job by the training'
station supervisor. The coordinator will reviéw each student's
training station evaluation with him/her at the endepf each grading

period. ‘

15. Students should keep the coordinator informed about any problems
. or changes in schedule that may confront them on .the job or in

school.

16. An interview, does not guarantee one’a job. Students may be. sent
on several interviews before they are hired. Students are not
guaganf@?ﬂzggpS'in a certajn geographical area. Tpe‘poordinqtor
does not degfde where a student is hiredl The final dectsion is
left up to the employer. ’ . !

17. CQE students will be dues-payjng members of the COE club and’parti-
cipate in all club activities which include the fund  _
raising project and the Employer Appreciation Dinner at the end of
the year. . - . C . .

) v

‘ 3 ) . T
A1l studeRts.in Cooperative Qffice Education must observe the preceding
rules: Infractions of these rules can resultain the student's dismissal
from the course and a grade of "F." - : ,
o

3y

{Name, Coordinator)

(Name, Princjpal}) . , =

"
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1 have read and understand-the policies of the - High School
Cooperative Office Education.program and give my permission for :
~_to enroll in it. I understand and expect my child to*under-
stand and follew the rules of the program. ’ ' .

@

Date Parent's Sianature

-

I ‘have read and understand the policies of tﬁel . High School
Cooperative Office ‘Education program. .I agree to follow the rules of
the program at all times while I am a member of the -program. ,

Date . . ~ COE Student's Signature

A

s

‘ (Studegt Agreement) - o - . ' ‘
‘ -39, .

»
4 ‘ v




L% ~PLACEMENT

. Employment in a Cooperative Office Education program is considered

an extension of the classroom instruction. Student pYac&ment -begins with
recruitment. Once enrollment is established, trajning stations must be
carefully evaluated, and student placements should match career )
objectives,|interests, and abilities.with jobs at specific training

stations, The training station provides! diversified and supervised work

experience in the occupation selected by the'student. - -
/ . : LT '
Placement must be mutually acceptable to both employer and student .
(as well as the parents of a minor) and have the teacher-coordinator's .
approval. The development and success of a COE program is largely -
- dependent upon the degree to which the coordinator’ can locate and develop
good training stations. . .

3

A}

‘ST‘AGES IN PLACEMENT

Successful placement involves a step-by-step process that begins
with the recruitment and identification of the student-trainees. Basic
stages are much the same for all COE programs with the exception of minor
additions or adjustments to meet the idiosyncracies of .individual school

systems.

o . 5 TRAINEE INFORMATION

~

The "teacher-coordinator must-be fully informed in any and all areas
concerning the student-trainee. To avoid unnecessary probiems, the
student and his/her parents must understand completely what is expected
of him/her as a member of the Cooperative Office Education program.

’ Identification Card

The student-trainees were selected for enrollment earlier. By now
the coordinator has ‘checked to see that they are 16 years of age, have
social security numbers and birth certificates, and have indicated a
> career objective or vocational goal. .This data was recorded on each

frainee's Student Information Card and placed in the file. (Appendix L) , ”

' Studenf.Agreémént . . ) : f : ’

- Have a signed student agreement form on file for each stydent.
-, . Before placement, ask each student to Sign and return this . 'This
agreement lets the ‘student know in advance and in writing the policjes .
. and procedures of-the COE program  concerning {a) absenteeism an end-
. - ance regulations, {b) credit hours and grades, (c) the role of the '
' _ coordinator in establishing working hours, hiring, and resignings and
- (d) the student’s responsibilities to. the program. (Appéndi

‘ o Tl B-407 o -’ i




APPENDIX L . - ‘ .
" EXAMPLE OF STUDENT INFORMATION CARD : :

- ) . .
Employet's Neme . Stydent’s Nome . : s
' ’ @
Address N Address | . ) . .
Telephone Person 1c See - How to Reach ) < R -
O Social Security No. . )
Type of Business . Telephone Sex Birthdote Age  °
. Summary of Job (Date started to work . ) Parent’s Nome ) .
Occupdtional Objective QE Code
. " ! M .
SCHOOL SCHEDULE Skills, Knowledge, Abilities
13 : van::t . Teocher Room Ne. -
¥ .
2 , ’ .
3 ~ .
4
- -
. 5 L}
6. P -
7
14 »
.Dan of Visst ) Person Contocted * J . Comments o “
- |
L p
I
- < B } L e
’ . - 4 - *
. ) 4 SRV
L3 * » v
X -
v A - ‘ .
12/9/ 229 , >
B-41 ©
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TRAINING STATIONS

- The coordinator should develop and maintain a Training Station
Resource File for reputable companies that employ individuals for fhe
type of job title needed. Once a training station has been established, | .
maintain it.

5 .

s

TRAINING STATION RESOURCE FILE

-
t

Name of Fitm !
Type of Business Date
Address 'tdgphone
Contact Person
Type(s) of Jobs-Available
* Hours v, Wages
. Cocmeats . -
(froat) :
1
Student FPlaced Dates Job Title - Conment
»
: |
|
- . |
. 5 » /
- — -
- : [
(tack) .
= |
B-42 ' , SN ,
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Employer Contact

Visit potentia1 training stations to gain their cooperation. Some
coordinators in established programs send a letter to past, as well as
potential training stations just prior to starting the placement of
students. They ask employers to call or write if they have part-time
openings or anticipate having them in the near future. However, the
teacher-coordinator should follow a definite criteria in the se]ect1on*
of training stations.

The following items are 5uggested/as criteria in se]ecting stations.

The prospective training station:
1. should have a good réeputation of ethical business practices.

2. should provide a variety of direct experiences associated
with the occupation that' requires both skills and knowledge
and not merely routine work of a repetitive nature.

3. should have a sponsor interested in assisting in the training
of the student-learner and in establishing good supervisor and

student-learner re1at1onsh1ps ,

should furnish a minimum of fifteen working hours per week.

5. should be accessible to the schoo1

should be willing to pay the student'the/preva111ng wage for
beginning workers with s1m11ar tra1n1ng and exper1ence

/ 7. should have up-to- date fac111t1es and equipment. ,

. 8. should be safe and free of hazards ‘that might impair the .
safety or health ef the Student-learner. '
~
9. should be willing ‘for the coordinator to visit the business
and observe. the student-learner, as well as, provide time for
. conferences with the coordinator to plan, evaluate, and d1scuss
" the student s experience, progress, or problems.

10.: shou1d agree to promote school attendance and cooperate W1th
. the coordinator in ma1nta1n1ng the standards and rules of the
' program
It is equaJ]y important ‘that the coordindtof have a def1n1te plan
for his/her visit with a potential training station before he/she even
. moves in that direction. The following are sgggested .guidelines.

’ ; . i ’ . . * - . '
¢f?rjor to the visit: - ' L \
1. ¢all and. arrange an appo1ntment with a top management person;
. - secure the correct name and title of the person to be visited
o from the secretary or receptionist.,. .
. <3 - . o . . . , 1
— ' - T . Lo B-13 : .
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2. arrive on time.

i*

‘ . 3. if possible, take along brochures or other information that ) |
' .describes the cooperative program and compdny benefitss . _ o

During the visit: “ ) ) A
N 1. introduce oneself; ‘call the person by name; use the business
SN - card. . : |

2. state the purpose of the call. o : \
3. briefly explain the purpose of the cooperat1ve program and
emphas1ze the benefits to the company and the commun1ty

4. encourage questions and answer questions thoroughly.

' 5. discuss problem areas; meet problems calmly and admit to areas
of concern; avoid controversial issues.

o0 6. hand out brochure briefly outlining the prqgram, roles of each
party, and suggested procedures. Avoid making the program sound
too complicated by itemizing too many details. .
7. seek the employer's cooperation - "N111 you employ one or two : .
students this year?"

‘ ‘ 8. if the employer agrees, describe the type of job needed and
determine what job(s) they have ayailable. Secure the name of
the person one shouTd contact for making further arrangements.

“\ - 9. even if a "no" answer is recejved, conclude the interview by
. thanking the employer. Ask the employer to please call if a
\ suitable job becomes available. Leave -information and a business
| ¢ard. ‘ N
\ - »

'+ After the visit:

1. record impression of visit on the "Evaluation of a Training
Station" Torm. An example of this form can be found in the
EVALUATION PROCESS section.

. 2. fo11ow-up-w1th a letter thanking the employer for visiting with
you and, if appropr1ate for agreeing to cooperate a$ a . training

station.
/ ) \
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*raining-Agreement

. . P

\ » f‘*‘.‘

- 1eg1t1mate one. . . g .

s

"As one Tocates job openings and seeks empldyer cooperation as a_-

. training stat1on work for an understanding concerning the school's needs

and the company's needs, as well as the role of each in the program. The
general policies are explained on the. training agreement, review them
with the trajning sponsor. (Append1x M)

» .

v 3:- R

" Student Interrgews * " ) £ >

#

Select students . for 1nterviews .Talk with each student about the
job and establish mutual approval prior to sending him/her on the inter-
view. In selecting students for interviews, take care to match, as
nearly as possible, student interests and abilities with the requ1rements
of the job. Ask the employer to -confer with the coordinator before
making any commitment to a sPudent -applicant. -,

Introduct1on Cards

' Gjve each student- -applicant an 1ntroduct1on card that tells the
employer that this is the cooperative program student who you discussed
with him/her earlier, and who is arriving for an 1nterV1ew (Append1X N)

Have students report their impressions as soon-as they have been' : f,u‘
interviewed. If a student dislikes a spec1f1c situation, the teacher- :
coordinator should.determine what the reason is and decide 1f it is a

Trainee Orientation to the Job

Coordinate the student trainee's orientation to the: JOb "This could

.be accomplished with a checklist. Use one checklist for each student

and.mark each item as.it is completed. Some items that could be included

on the check11st are: . . S
3 \ .

1, Exp1a1n the business giving specific information about the area
where the student will work. ~

-

E

4

2. Give the student-trainee the location of the. off1ce; names of”
those with whom he/she will work, and the poss1b1e dut1es he/
' she could be asked to perform

3. Inform the student»tra1nee exactly for whom he/she will be ', ,
working and wheré his/her responsibilities 1ie concerning his/ - '

hér supervisor.

4. Inform co-workers of their relationship to the‘%fudent and seek |
> their cooperation. < .

D
Qv
)

4
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X "
Be certa1n the student is informed of arrival time, departurevt1me
check-in procedures and check out procedures

Inform_the student of lunch time, relief procedures, and
regulations. ‘ .2 L. ) . :
Be certain the student is informed céncerning time- record1nd

procedures,- pay schedu]e deduct1on from pay and computat1on LR

_of wages. | - . ‘ . 3

b : . . - -
.

Inform the'student as to appropriate clothing to bé worn.

Stress the need for confidentiality in any work s1tuat1on &
to the student. - - . . i

Seeﬁ the cooperation of the employer in providing thes student
with special pamphlets, brochures, and materials that include
information about the company, its po]1c1es, fringe benefits,
and related terminology. . ) ,

-

g

TrainingﬁP]an

Develop the training plan with the tra1n1ng superV1sor. A step-by-
step training plan should be developed for each student. Listed below are

suggested guidelines for the successfu]/use of the training plan.

1.

-y

-

Each student is to “have a training plan. A new tra1n1ng plan
is necessary'each'time a student changes job stations.

Discuss the proposed tra1n1ng p]an with the tra1n1ng station
supervisor. .

Review and update training plans as needed. ’ .
Comp]ete«training'pfans prior to the beginning of uork

Each party affected by the training plan shou1d have a copy

"~for his/ther files.

Fhe tra1n1ng p1an can be the best understood.and most servicéable
instrument used in describing the capabilities of the student and the

‘ related job requirements. It is an open means of understanding between

the coordfnator, employer and tra1nee (Append1ces 0 and P)

Related Instrucétion .

“Plan related 1nstruct1on topics arid activities based on the tra1n1ng
agreement and training plan immediately. 'Needs determine priorities.
The RELATED, INSTRUCTION DIVISION prOV1des suggested topics that may need
‘to be. rev1ewed C .

. B-46
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e APPENDIX M~
s " .COOPERATIVE OFFICE.EDUCATION

TRAINING AGREEMENT

. .- {Name, of School)

s P
The employer ST i
. - ) {Name and Address)
e agrees to;émﬁloy e .
S - ' (Name apd address of student-Tearner)
on a part-time arrangement. This‘will serve to outline the, conditions under
which an effective work-experience program inay be carried on.

1. The emp1oyér wi]]yassist thg.school in_supplementing the’
cooperative education program by providing diversified work
experience on a part-time basis during the school year.

- 2 The tudent will attend school half of each day and work a
minimum of fifteen (15)'hqurs a week. :

3. The employer will assign some members of .his organization who

will have a continuing responsibility for the training-and
supervision of the student-learner. The person responsible
for this training on the job is

(Name and Title) Py

. The student-learner will be paid a beginner's wage of !

per hour.

' The teacher-coordinator will be permitted to visit the training
- gtations to observe the student at work and evaluate his program.

"At regular intervals the coordinator will consult with the

émployer or immediate supervisor of the student-learner for
the purpose of evaluating the student's progress.

The coordinatar will teach courses related to the work of the.
student, correlate the school instruction with the work experience,
and assist-the employer in developing ‘the .student during
employment. . ~ _ .

The student agrees-to report for work punctually and ?égu]ér]y.
He also agrees to follow the orders and instructions of the

" supervisors at all times and perform diligently the.work he is
assigned. e . .

v/

AT] comp]afhts shall be made to and adjusted by the teacher-
coordinaton. : . :

+ .

-B-50




TRAINING AGREEMENT - Page 2.

This agreement may be terminated by the emp]oyer at‘ﬁny t1me
- after consultation with the'teacher coord1natqr

The teacher-coordinator may terminate this agreement at any
time after consultation with the employer ' “

The. student may change his place of employment on]y after
consyltation with and approval by the teacher-coord1nator

10."

*The student will work from

-

B "ydeily for .
: e S O PR
/’totql of hours a weék. - - Rt ‘ f\\\“
The studént's work period will begin o
(Date of E ’
SIGNATURES: )
-Teacher-Coordinator Administrator -

- o - - ~
= . R

- By :
Parent or Guardian . Employer or Representat1ve
*.‘\‘ \ . -
t A = T ;
. N K i
Date C Student-Learner
. ’ N . / -
v “\ o= f (‘:r 3
A N 7 b ow
S =~ _ - N -
,/ ~
v - \ ’ ye
e '
vy . DX
1} L4
y - by ,
B-51 °
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L APPENDIX N. - & o
e STUDENT INTRODUCT‘ION CARD IR - ' ,
‘ ' » . J N B :
2 /'
COOPERATWE OFFICE EDUCATION
INTRODUCTION CARD
.- Cooperative Pqn-T -
’ . ) Training Program_
! School - Date 2
€«
*  Compony : Address

~

This will mtroduce
who is interested in obtaining part-time employment for at least 15 hours N

per week to supplement the related classroom. instruction.

- ~
’ 3
C.0.E. Coordinator Telephdne
. ' 72/9/228A
.
.
L}
. ‘ ' : :
‘
> -
: -
- .~
” V]
v
3 v . »
¢ " ’ N N ’
»
»
/ ’
.
.
- N L]
‘ - * .
4 el
J
.
b 7’
- -
.
. ) i
L4 L] ¢ b4
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APPENDIX Q-
STATE OF LOUISIANA
DEPARTMENT OF EDUCATION
BATON ROUGE, LOUISIANA

. .
PROGRAM

]

v T Ay
. .

Co-cperative Part-Time
Training Memorandum

o

v

7 ?

Employer l Stu¥ent

1 [Su [Alc lBirthd-.;o

*Logal Public Schools

[

Social Security No: - l "Occupations] Objective

I O.E, Code ~

4

K

Hour

.Beginning Salary
Wesk

-
-

N

. ne,

Length of Training Period v Work Permit No,

am

Year in Vocaticnal Copperative Progy
P .

-

- x

Thie msmorandwn of training betwaan the above-named
ing undst the co-operativs partatime arrangement,
of graat valus to both employers and stadents, may

loyer and teacher-coordinator have

41l be followad by the etudent-trainee,

be carried on,

A

and will qutline the conditions

.outlined on the back tite on-the-job training

o

studant and employer wmlurvc;u a plifhdor trains

under which effective training,
will be considerad complete when the em- |
and the related instruction which

.

L)

EMPLOYER :

1. The employer

2. The employer agrecs
* individual capabilities to enz

, the training outline prescribes,

¢ assure the successful progress of the student-trainee.

‘s 4, The schedule of, compensation shall be mutually agreed upon by,
s, An experienced employee shall b

.

shall have final eelection of those students who aTe found qp;li!h'd for work in the
to offer the student the greatsst pomible variety of job experiences within the student's ’
ble Mm/hgr to prepare as completely as possible for the occupation for whick

the ‘training station and the trainee.
¢ assigned to aesist in tralning the student-learner, .

occupation,

3. The training station sponsor will assist the unchcx-coordiqator' by giving pertineat information which will

i

STUDENT N [

1. The l::_uﬁnt agrees to perform diligently the ‘_rork experiences as
company policies and regulations as apply to regular employees,
for the same reasons as other employees. :

2. The student shall attend school half of each day,
mept providing job train:

+ 3. Employment shall not bé termx;\ute‘y the traines without the

] - &

i1ng experience an averaffe minimum of 15 hours
cogfdinltor'l approval.
v

T

<

- -
signed by the employer .cc‘orgun; to the samae

and his/her smploymant may be terminated -

including a one hour related class and work ln"t{x‘i satablish-

during the school week,

-

1

PARENTS . 3
1. The parents are asked to provide co-
progam, *

T

operation and encouragement to the etudent as he i)urluu kis training

2, The parents
pating in the cooperative part-time program.

¢ 3, The parents {or guardian) will assume full 'reuponglﬁ
* dent-trainee from the time he leaves school until he reports to his or her training station,

{or guardian) will be respossible for the personal conduct of the student-trafneé whily 'pu‘-tTcl-'

ility for any action o‘m‘mnin;l.pe_rtnin!n; to

.4, The parepts {or guardian) and student trsinee undefs

and maintained primanly for high school etudents, (Juniore and Seniors

training that will b."e%._ﬂl'ﬂi!m as potentiil full-tim

o smployees in an occupation

- 1

tand that the cooperative part-time program ie or\iix;izcd

‘16.yeare of age or over) to eecute

-

uu-m:«
¢

=3 g .

*COORDINATOR |

1, The teacher-coordinator will provide instruction related to

classroom activities with the on-the-job training.
2. The teachar-coordinator and tra

the mutgal welfare of.all parties concerned and especially for the succ
3. The teacher-coazdinator will at regular intervals observe the student-traines, while on;the job, and

order to assure successful ocqupational progress,
i svaluate the student's’

v;‘i'tb tbehtrainln;n onsot jn
etel;ﬂ:i}-‘coot{l enat,ox' [ ]

ining ¥tation sponsor will work .closely togsther on all problemd
«ssful progress of the student-traines,

class work and the employer’e

relate

-
. 4
concerning

L
ck
- J

progreee re

’

a ¢
undprstood that the employment o

{, this student wi

7 . - - . . R
11'be in accordance with all atate and {éderal labor laws,

0

employment of a regular employe
e trainee is selected without discrimination,

[}

use of equipment.

\

THIS TRAINING PLAN 1S NOT COMPLETE WITHOUT A TRAINING OUTLINE™

{Over)

,We, the undersigned, indicate by the
intent of t'hil training memorandum.

3 N t
»

By:

Traingng Station Sponsor

Address & Telephong

*

i

J

Date 'i‘ -
. Teacher-Goordigator
: 1Y

2

-

-~y .

“ - - "

1Y
heo

Student-T fat

ar
LYY

A
-
4

0]

A
Parent or Guardian i 7 N

- Address & Tolgphone.

’

.
‘0

PP

Division of V,gbtional Educa
v 3
\

-

v !'

- .
LY

3

Hoa

« shall not be terminated to” create a position for the training of & student.

, e ' i
affixang of our signatures that we have read andiundexetand the purpose and

-the work of the students and will Srrelate the o

i:dk't to‘ :

e Ry

PS
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Outline of On-the-Job Training Qutline of Related Assignmer e
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APPENDIX p. - o
y Y ' ‘ COOPERATIVE OFFICE EDUCATION ‘ ,
‘ ) o - TRAINING PLAN - 19 -19° ’ DL
Business Firm - Training Station - . Studeﬁt-Trainee - . -

Trainee Job Title/0.E, Code . . ° .

¢ Address
Training Supervisor . Work Permit Number
’ Business Telephone . Dates of Training Period
. Date of Employment Career Objective
JOB DESCRIPTION-
C ) .
e o - ‘
The student-trainee will consider his Job, experience,as contributing to his career
-objective and will perform his training-station and classroom duties with equal
. » . diligence. , ’
' 22 . 12
‘ , SER  TYPEWRITING . ik RECEPTIONIST
. O ’ ’ »|o M ‘ o
| Manual Typewriter 1 . Greet visitors
“ __{.  Electric Typewriter . . Maintain log of visitors - 4
_ 1 Selectric Typewriter 1 Give information to callers \
- _ 1 Executive Typewriter . Schedule appointments -
__l_ Magnetic tape selectric (MTST) . Operate switchboard -
_|  Flexowriter . Place telephone messages ‘where
.1 Vari-typist : emp‘loyer/co—workers will see them
_ 1 Business letters . * b Make trip reservarions for employer
_1  Printed forms, invoices - pur. orders _ Prepare:itinerary for employer trips
_ 1 Legal papers and -documents . . Reep, daily attendance of employees
1 Financial statements : :
1 Carbon copies . 3
—{  Proofreading <
-1 Cards, envelopes, labels
| Memorandums and bulletins ° ° .
| Manuscripts and/or reports : . .
] Form letters and fill~-ins )
. _1 Tabulated, statistical data 3 -
_|  From rough draft or. unarranged data ¢ .
1 Hater:Lal for duplication (specify) / -
3 .’ P
. = <1 v P '1/
' . o B-55 ) L mrne
.‘ R ; . . t' . ,
1L '“ i .
‘. - , .
e \ B
‘L — ‘e " ¥ Vo
. 4 €/—?U *
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Y. N -y, IS M
-~ 2 b »
v . - Al N « >
=14 _ -CYERICAL R COMPUTING AND ACCOUNTING
"3 . < T
O . o
1 Revise and assemble catalogé _ |~ aUse fundamental processes of
-] Look up names and addresses < arithmetic »
] Collate material (assemble and 1 Compute trade. and cash diz-;.counts -
. staple) I Compute amount and pertent of markup
. |-~ Compile simple periodic reports or ‘lods .
_| Revise. stock lists i Compute sales tax . <
_ | Take inventory—__ 1 Figure extensions
_ 1 Time .cards - recording, etc. 1 Degide charges on work done
__1 Proofread copy . Make out credit memos and invoices
| Prepare requisitions i Make journal entries*
-1 Check on supplies (for re-ordering) _1_ & Post entries from journals to ledgers
: : - o .sMake entries directly to accounts
» "n ‘ Work with subsidiary ledgers
’ Prepare trial balance .
Prepare worksheets
" . - ’ : I Prepare profit and loss statement &
MACHINE OPERATION b Prepare adjusting and closing entries
1 Close, ledger accounts
— . ] Record time e-'bockw-data ompayroll--« -
1 Ten-key addirz- listing machine | forms .
_1_ Ten-key printing calculator ° N Compute payrolls for employees *
e Ful’l key adding listing nachine i Calculate deductions (FICA, etc Tt
o Rotary calculator 3 Maintain individual earnings records
1 Electronic calculator 1 Wrice checks for payroll
1 Beokkeeping machine’ " ] Perform recqrdkeeping tasks .
] ¢ Fracscribing machine - S Prepare monthly statements P
. Godmunication equipment )
1 Stencj! duplicator (mimeograph) ’ : "
1 Fluad or spirit dup‘icator : -
-l Offset duplicator '
1 Photocopy machine - i N i
i . i ‘.Q HAILIN.G .
. . Pick'up&mail (leave desk to obtain)
4 ] Sort mail (for different” persons)
. ! . . Open mail s -
¢ FILING ¢ "1 Stamp and log incoming matl’
) 1 Sort mail (in priority order)
) . ' i Fofward or distribute mail
1 Sort materials for filing _t Address letters, packages, etc,
i File.by ‘number, names, or dates ] Mark, attach, or-enclose materials
__ . Retrieve materials from files . for_ outgoing mail-
4 Handle cross references . Fold, insert, 2nd séal mail -
T 1. Keep- éard indexes . _J? .+ Calculate postal rates , _
1 Revise files” 1 Take mail to mailroom or mailbox
! Make folders and labels for files _1_ 'Keep postage meter record -
—l Use microfilming equipment . ] Make up mailing lists .
. . Stuff, bundle, sort, and/or label
” ] .outgoing bulk mail :
- J - e > ¢
e =
‘ B-5€ i

.EK
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SHORTHAND

) Take dictation from one person .
Take dictation fromfmore than one-
person . N

Take group proceedings. and/or

* conferences

Take reports in shorthand
Transcribe notes in rough draft
transcribe notes in final form .
Take dictation over the telephone

{1
1]

|
l

i
11T 1T

JOB
CLASS

r-

o
I

DATA PROCESSING

Keypunch

Sorter T
'g’e’rifiqr

eprcducer
Interpreter .
N Collator

. Tatulator

Board wiring .

Program Gards
Lomputer operaiicns,

4

|
pET T

(
P

training

-

Bv:

Training Statien Sponsor

Parent or Guq;dian

H . N

‘ERI
P e

‘ - .

) [

Teacher-Coordinato~

2

Student-Trainee
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COOPERATIVE OFFICE EDUCATION JOB INFORMATION fORM

~N
APPENDIX Q , ' o
Stqdent Employee * Daté Employment Bégan'
- ~ .
Name of Firm _ ) Firm Phone Number
T : Firm Address ' Personnel Manager : . // {
2
Z1P Your Supervisor at Work -
‘Summary of Job: ‘

ﬁﬁmber of Student Learners Hours of Work Per Week

*" Rate of’Pay

‘

Work Schedule: (Hours worked each day) Duties: tomﬁents

N . -\

Monday

Tuesday

Wednesday

_ Thﬁrédgy : S - . /

Friday = S

Saturday .

<

‘ -

. I 4
. .- Student-Learner ~ Signature Date




’ -

- . ' \ APPENDIX R
' « . -COOPERATIVE OFFICE EDUCATION
WEEKLY TRAINING STATION REPORT

' . ’ ‘
4 v

Student-learner ) j For week end}ng -,

. 1. WHat were your responsibilities on the job this week?

2. 'What did you feaﬁq in class that you applied on the job? - \
- ‘ ! . ‘.
) . ,
\ 3. What new knowledge or skill did you learn on the job?
e

4. What mistakes did you make on the job? - What.did you do to correct them?

-

5. What could you do in class to help you do a better job at work? .

!

b. Brig;T}’describe the "highlight" of the week - an interesting or challenging
relationship with a fellow worker, client, or job sponsor.

»  SUMMARY OF TIME AND EARNINGS

Date  Check-in Time  Check-out Time . TQt&lthUTS worked

Gross earnings '

Deductions:
Social Security
Withholding

(Less) Total Deductions o

Net Pay - - - - ' '. ‘

B-6% "5




-

‘ Name

Employer

Employer's.Address

Employer's Telephone

Immediate Supervisor .

Work Permit No.

£

. , APPENDIX S
B : STATEMENT OF EARNINGS REPORT

Soc. Sec. No. / /

Job Title

OE Code -

Starting Date

Rate of Pay ' \

Pay Intervals

SUBTOTAL for 19 . $////

(Should equal W=2 ‘ (
' form)

» . .
~ Date of Payment Total Earnings Date of Payment Total Earnings
Summer, 19 S January $
A September
————— . _—'—— )
. February ______ .
- October _ -
. March f__;_
"November
' '
April
December
B ) May K

(Vo]
>

SUBTOTAL: for 1

TOTAL ANNUAL
EARNINGS $
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. LEGAL RESPONSIBILITIES\ .
\ v
LEGAL GUIDELINES © . c-1
| State Child Labor Laws . L ) " -2
F;Zera] Regulations ' - ’ . é-3
APPENDI X . . 3
\A. Application for Authorization to Emp]dj a Student-. C-4-

_Learner at Subminimum Wages ,

-




It is necessaﬁf far the éoord1nator to be familiar with the legal ‘
considerations related to program operat1on Guidelines for thé teacher-

coord1nator are listed below. ' . , : ,

1.

Discrimination is prohibited in admission, recruitment,

-The teacher-coordinator should discontinue the cooperative

.‘ The coordinator must be familiar with state child labor

{EGAL GUIDELINES

’ .
N .
.

Bias by 'the teacher-coordinator, 1qdm1n1strators and
participating femployers, on grounds of race, color,
national origin, sex, and! handicap is -prohibited.

’

treatment of students, financial-and employment practices,
non-academic services, and health, welfare, and social
services.

A11 infarmation hand1ed-regarding students should be kept

confidential.

The teacher-coordinator is expected to’ inform “&dminystra-"" e R —
tors and participating empldyers when they may be violat- ..

ing regulations.

arrangement and seek another training station for the : - .
student if the employer does not comply with the law. )
Employers participating in cooperative education programs - .
are eligibte for tax teredits through the Targeted Jobs - -
Tax Credit (TJTC) established by the Revenue Act of 1978
(p.L. (95-600). The 16- through 18-year-old cooperative
education students are included in this group. More
information for TJTC should be obtained from the °
— . N
0ff1ce of Employment Security
P. 0. Box 44094 . ’ T
Baton,Rouge, LA 70804 , . .
Attention: TJTC ’ //

laws and the minimum wage laws that govern the employment
of student workers and minors. It is also the coordina- -
tor's responsibility to make certain that the employer .

in the training station is familiar with this information
and that the minimum age for” student-learners in the COE °
Program is 16 years. (The state laws which apply to COE:

is found at the ‘end of this division.) °

It is necessary for the coordinator to be familfar with
federal regulations that relate to the employment of
minors. (The federal regu]at1ons which app]y to COE

is found at the end of thid d;yswn ) o Y ‘ )

!‘}‘: ' ' C- 1» S . - k3 ’




If additional -in

ke

-

" . . .
¥ . . . .

T

»

rmataon is needed concerning state or federal

‘ regulations, contact the foﬂowmg ofﬁceS‘ o
. ‘ Al . L.
- . State: Lou151ana State Bepartment of Labor b :
< ¢ 5360 FTorida Blvd. o L
Baton Rogge, LA . 70806
. (504) 42?#
Federal: ¢ .S, Department of u&bor :

- Employment Standardé Administration
‘Wage and Hour Division
C 555 Griffin Square Building
. Griffin and Young Streets
.DaTlas, TX 75202

O

State Child Labor Laws

14.

1.

> WM

13. .7

. Minors shall. notebe employed, perm1tted or suffered to work:

in 0iling, cleaning, or wiping machinery or shafting, or in -

. app1y1ng belts or pulleys.

in or about any ming or quarry.
in or about places where stone cutting or po11sh1ng is done
in or about any plant magufacturing exp1os1ves or articles
conta1n1ng explosive comp ents, or in the use or transporta-
tion of the same.
in or about iron or steel manufacturing plants, ore reduction
works, smelters, foundries, forging shops, hot rolling mills,
*or in any other place in which the heat treatment of metals
is done.
in the operation of mach1nery used in the co1d olling of
heavy metals, or-in operation of power-driven machinery for

* punching, shearing, stampjng, bending, or planing metals.

in or about sawmills or cooperage stock mills.
in the operation of power-driven woodworking mach1nes, or.
off-bearing from circular saws. .

in logging operations. C . -
as driver of any motor vehicle used for commercial or industrial
purposes. . .

in the operation of passenger or fre1ght e1evators or hoisting /
machines.

in spray painting or %in 0ccupat1ons 1nv01v1ng exposure to tead
or its compounds, or to dangerOus or p01sonous dyes and
chemicals.

in any place or estab11shment in which alcoholic beverages are
served or sold for consumption on the premises, or in wh1ch )
such beverages are manufactured or bottled.

in any other place of employment or in any occupat1§n that

the commissioner of labor shall, after a public hearing thereon,
¥ determine hazardous or injurious to the 11fe, health, safety or

we]fare of such m1nors .

]




.

15. no minor shall be emp]oyed perm1tted or suffered to work for ;s -
more than.five hours continuously without an interval for mea]s. Lo .
Such jntéerval shall be included as part of the working hours’
of the day apd in no case shall this 1nterva1 be reduced to T
less than thirty minutes. v,// )
It is no longer .required that students emp]oyed through an

approved cooperative program obtain .a work permit. ,ﬂ"
A copy of the Cooperative Part time Training Memorandum (P]an) - -

) “must be completed jointly by the coord1natoy and the on-the-job ‘ .
. supervisor. The employer must keep a copy on file to meet the
’ requirements of - the Louisiana Department of Labor.

. Federal Regulations L s
. 1. If students are paid the minimum hour]y wage (or more), no £
) student-learner permit is required, and he may wOrk any number
™ of hours under the Federal ReguTat1ons : _ ’ " .

o -
2. A student-learner may be employed at subminimum wages. -
) Minimum wage to be paid must ‘be not less than 75 percent of .
- current minimum wage. An employer must submit an APPLICATION )
_ FOR AUTHORIZATION TO EMPLOY' A STUDENT-LEARNER AT SUBMINIMUM T
WAGES., (Append1x A) GuideTines for th1s app11catwon are: e

a. ~‘M1mmum age for the student- 1earner'1s“16,years
: b. The number of heurs of employment training each week at )
oL -+ subminimidm wages, when added to the hours of school (,
RN . 1nstruct1on sha]] not exceed 40 hours except c ‘

2 t (1) when school i's not in-session on a schoo] day, the
: . student-learner may work up t§ eight, hours in addition - o
oL ) to the weekly hours authorized. ¢
(2) during the school term, when-school is not in sessien
for- the entire wéek, the student- Tearner may work a’ i
number of Hours in addition to those authorized pro- .
‘vided that the total hours shall not exceed 40 hours -
T - inany such week " : ‘ o

-
»

3. ,The, student- 1 rner must have or must secure a Soc7a1 Secur1ty )
account nUmber

- " . . . ’ .
"
- f - . . .
. ’ o .
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: . . .

- < . N
. 1 = . ..
, U.S. Department of Labor . APPENDIX A . £ lm e va
Employment Standards AdmifTstration - ‘ Ater ity N g Ruin
8 - Wage and Hour Division ° B WAGE HOUR USE ONLY,
: 555 Griffin Square Building T ' T T T T T T
. . - A Con 74 4 .
A Griffin and Young Streets . ‘ i»(}'/ruf' —
@ pallas, TX 75202 : B Efiécine dure
P L]
) . APPLICATION FOR AUTHORIZATION TO EMPLOY A+ | © Expustion o —— et |
\ ' " STUDENT-LEARNER AT suammmuu.wg’;es D Retiewing affirial )
. i Y -1
" - ~ ; 4 .
. P The school official’s certification 1n ltem 27 of this application provides temporary authority to employ the named
student-leazner under the térms propose % 3pplication which are in accordance with section 3(c) of the Student

Learner Regulations (29 CFR 520) The authonity begins on the date the application 1s forwarded to the.Diviginn At
the end of 30 days. tlis authorty 15 extended to become the approved certificate unless the Administrator & his au- _°
‘thorized rep:esentative dentes the application, issues a certificate with modified terms and conditions, or expressly !

ATy

: pory
extends the period of review. Note that the-certificate s valid for no more ‘than 1 school year and does not exténd
€ - .
. .beyond the date of graduation. . v o =,
4 3 .
. . - READ CAREFULLY THE INSTRUC TIONS FOR COMPLETING THIS FORM. PRINT OR TYPE ALL ANSWERS.
v ' .l t NAME AND ADORESS INCLUOING 2IP COOE OF ESTABLISH: 3A NAME ANO ADORESS OF STUDENT-LEARNER W L
' LMENT MAK/NG APPLICATION . L . -
. ) , : * .
.
~ ' . )}
. N o . -
) B . ‘ ‘ B <
. ¥ ‘5
- - * . . .
o ’ - . . . 8 OATE OF BIRTH Lo w
. A . ’ (Month, day. vear) . o '
’ ; . ' & L , R
. T2 TYPE OF BUSINESS ANO PROOUCTS MANUFACTUREO 4 ME ANO ADORESS INCLUDOING ZiP CODE OF SCHOOL N
» ¢ G SO0LO, OR SERVICES RENOERED. , HICH STUDENT-LEARNER 15 ENROLLED"
‘ . " : . v
. ‘_\ - . . ‘ a. *
- - s ’ - Pes
. » » ~
- * Al “ -
[ . - P
. $' PROPOSED BEGINNING OATE OF ' 17 TITLE OF STUDENT-LEARNER OCCUPATION v o
2 « e . EMPLOYMENT Yonth~ day, year' < ' . . L
f - . - [ - . - %;'
! .- < s PROPOSEOENOING OATE OF . .- . il
. h
‘ EKVCPLOYMENT (Honth dey year) . ’ To NUMBER OF EMPLOYEES IN TWIS (-4 . —
7 PROPOSED GRADUATION DATE LI . ESTABLISHMENT . i i }e
Month da  vear) ’ . T9°NUMBER OF EXPERIENCED EMPLOYEES N
. - -~ [*  IN STUOENT-LEARNER®S OCCUPATION p;
. : 8. NUMBER OF WEEKSAN SCHOOL YEAR
}? , X . ! 20 “MINIMUM HOURLY WAGE RATE OF ¥ -
3 TOTAL WOURS OF SCHOOL §S TRUCTION: EXPERIENCEO WORKERS, INITEM 19
14 - . .
PER YgFx . ., 71 SUBMINIMUM WAGE(S) TO BE PAID STUOENT-LEARNER °
# progressive wage schedule 1s proposed, enter esch
10 NYMBER'OF SCHOOL HOURS OIRECTLY .
. RELATED TO EMPLOYMENY TRAINING - rate and specifv the period during which st will be pfld)-
< k] 0 . .
. T11- HOwW 15 EMPLOYMENT TRAINING SCHEOULEQ ) . . '
N - i heekly, alternate wecks. y/ . .
4
LS ' "
; - . . . ..
. . H] . - o - . L3
a T vy iy .
* 72 NUMBER OF WEEKS OF EMPLOYMENT TRAINING N .
- tor AT SUBMINIMUKM %AGES .
L, ¥ . . s
13 NUMBER OF MOURS OF EMPLOYMENT TRAINING N N
’ .- e ~ " A WEEK ) \~ ‘.
5
‘3’?. . Y14 ARE FEDERAL VOCATIONAL EQUCATION  °* .
oo " FUNOS BEING USED FOR THiS PROGRAM> ’ 22 15 AN AGE OREMPLOYMENT CERTIFICATE ON
AT ». : FILE IN THIS ESTABLISHMENT 'FOR TH)S STUOENT: -
- . , 13 WAS' THIS PROGRAM AUTHORIZED 9\!~NE<<,TATE LEARNER? (If not sce tnstructionsS
. a2t X . BOARD OF VOCATIONAL EOULATION" * R .
‘ . Lo 16 1F THE ANSWER TO TEM 1S 1S NO" SIVE THE NAME 23 1517 ANTICIPATEO THAT THE STUOENT LEARNER
OF TWE RECAGNIIEQ FOUCATIONAL 80ODY WHICH ¥ILL BE EMPLOYEO IN THE PERFORMANCE OF A
. L y 1668 VED THIS PENGRAU ° L, e, GOVERNMENT CONTRACT SUBJECT TO THE
o . a . N . N WALSH-HEALEY PUBLIC CONTRACTS ACT OR
Y. L - Y g ' YTHE SERVJCE GONTRACT ACT®
. ’ 3 . . »
¥y Pl ’ < ¢ h ‘ ' 4 " - L N ’ -
2 T : . _ATTACH SEPARATE PAGES IF NECESSARY a Form WH 205 (Rev 16 70)
. . S \ . c-4° ’
. - - . . ' ” * o v A .
.,‘ . “ . . »
~ . . R 4 4 N s
. ¢ R M . .
[l . h
, . . M .
s ’ . ., . B s

S ) . S R “1'. )
CERIC v Tl L B SR
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mocHines used). P
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tea

‘ . A o L4
oun,%‘e TRAINING ON-THE-J08 (describe brrefly thé mork process in which the studeat-leamer wif] 1;‘3
1 ‘the tyPeg of any ’ . . " - et ¢ '

i +nd T
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” e .
- .- “ * .
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K3
26 SIGNATURE OF STUGENT-LEAR

NER: . °

Ny e e

*

N

qs &

1 have read the 3tatements made sbove.and ask that the feque
miumun wages and Lnder the coatlitio

tated, be granted by the Administratof or

N r3 . N
sted: certificate, authorizing my employment triiring at-sub-
his authorided representative

>

v,

. -

L . A

. re

Aruitoxt provided by Eic:

» b T g f"'.‘ ) <
(Prant or fype nane of atudent) " Signature of Student “v . Date
ry) C!RTIF@dATIéN 8Y SCHOOL OFFICIAL, \ 28 CERTIFICATION BY EMPLOYER OR AUTHORIZED
- .l| - = g ;o ! K ‘REPRESENTATIVE: .Y
I certify that the student named herein will be receiving - - . . - R /"
instruction 1n an accredited school and will be employed I certify, 10 applying for this certificite, that all of the:fqre-
. pursuant to abona fide vocational trairung program, .and going atatements are, to the best of my knowledge and bex
that the application s properly executed in conforml'nc(e lief, true and cotrect. A A
. with section 520 3(¢) of the Student-Leamer Regulations. /.
e I i
R Y : /
, ¥ = (Pring or type name of employer or representative) /
(Print or type name of official) . " . 4 . /
. $
2 Si atx;rc of employer®or representstive Date
. Swaaasure of School Official Date e resen. )
Title Title
ATTACH SEPARATE SHEETS |F NECESSARY P

T

RIS
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‘ \ ' THE ADVISORY'COMMITTEE
The esbab11shment of an Adv1sory Committee is ‘mandated by the .
Vocatiaqnal ‘Education Act of 1963 as amended in 1976 in order to receive
federal funding. The purpose of an Advisory Committee is to advise the
teacher-coordinator in planning and 1mp1ement1ng the Cooperatwve Office .
Education program. '

- 7 . - -

Committee .

Functions of the Advi
) 24

such funct1ons as:

C 1. Review goals and b fives of the COE pronram. .

2. D1ssem1nate information about the program to the local business |

community. . > .

A

3.. Eva]uate the COE course cohtent to determine the vocational- " ko

relevancy of th

rogram as it relates to the émployment needs .
of the hysiness ¢ X

nunity: : . .

4. Recommene ways to rre]ate in- schoo] Jnd on-the job 1nstruct1on

. 5. Present Tocal emp]oy ent opportun1t1es and job requ1remeats ot

6.. As ist in 1ocat1n t a1h1n stat1ons Ce
& S 3 g g / . / ‘

7. Serve as a resource _persoq -to vocat1ona1 c]asses

ia*

~-8. Suggest and a1d in securing up- to date t]assroom mater1a1s and
¢ 4 equipment. .

’

1

<«

-, Recommendat1ons — ' ) \

+

‘The fo110w1ng po1nts should be kept in m1nd in estab11sh1ng and us1ng
the Adv1sory Comm1tte///u

-

. . /a : .
S 1{ Members may be’ selected from ‘the fo]1OW1ng areas:
) 'a:"fBus1pess and 1ndustry S : L
."b. "~ Governmental agef§1es - : ce ! .
c. Profegsional orga izatipns © - - L .
d. News medja L~ . S
‘e, Civig orgapizations P . L .
f. School personne1 ‘ SRR R -t
R M . ! -
- é} 1 hd \




‘z-.‘

Members shou]d seYve fer staggered ‘terms in order to provide for
exper1enced membersh1p on the committee at all times.

The comm1ttee shou]d be cha1red by a non- -school person w1th the
teacher coord1nator serving as secretary.

Two or three forma] mee¢1ngs per year should be suff1c1ent. '
Meet1ngs should be ca11ed only when a planned agenda justifies
such meetings.

Cw
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PUBLIC RELATIONS

: The Coopépat{cg/gffice Education teacher-coordinatbr“has a unique

opportunity to be the public relations person for the COE program, for
the school, for the parish, and for the State Department of Education.

It is important for the -teacher-coordinator to be a master teacher, an
excellent coordinator;” and a positive, aggressive promoter of cooperative
education.

A good public relations program is based on a sound, efficigfitly
conducted prﬁgram that produces a good product--the well trained worker.
The COE progkam is one of the few educational programs where immediate
judgments are tied directly to .the product it produces. A satisfied
employer, a well-informed school board member, an administrator, a super-
.visor will promote good public relations for COE.

~

PUBLIC RELATIONS ACTIVITIES . . v

General Activities T .

, Various groups contribute to the general public impression of COE--
_personnel at training statiofs, members of civic and professional groups,
parents, students, counseldrs, teachers, administrators, and state depart-
ment personnels What these people say about COE wiTl determine the general
public's impression of the program. Listed below are ideas related to the
various groups -that help form the impression of COE: s

1. Employers and training station supervisors should be.involved in
) the program. Their participation in program planning, advisory
° committees, evaluation, and public relations activities keeps
them informed and further devélops an understanding of their |
role -in the educational process.

. 2. Employers and\training station/supervisors may be used as guest
speakers in the COE and other business education classes.

3. Good, ¢lear lines. of communication with training station super-
yisors are important. Frequent personal visits are important;
written communication in the form of a newsletter informs the
employer of what is happening in the local COE programs.

\

4.- The teacher-coordinator's involvement in community civic groups
-is valuable to the publicity of the program. ’

5. Opportunities for the teagher-cobnd%nator to speak before civic
" and professignal groups about the COE Program promote goodwill and
expand the public's knowledge of the program. ' >

¥
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6. Meetings with parents, home visits, direct mail, articles in

‘ co the school and local newspapers, and personal contacts are
means of keeping parents informed of the educationally sound
and soctally accepted progvams, ‘ ‘

. 7. “The teacher-cBBFHinator should keep the administration informed -
of student achievements, placements), evaluations, and other
- ‘ S program activities. They may be)ﬁnvited to observe students
; 7 at work. . M -
. e .
8. _The greatest public relations contribution by the student is
the efficient day-to-day performance on the job with a good -
attitude. L I ’

P
-

9. Students can participate in public relations through presenta-
tions at meétings, student organizations, and through
preparation of informative bulletin boards and displays.
National Vocational Education Week is an ideal time for these
activities. .

10. The teacher-coordinator must.kkeep the entire faculty informed
. about the values of the program. ‘Communication with faculty
through formal megtings, printed materials, and day-to-day
_informal contacts is helpful.
c 11. Guidance counselors and coordinators should be members of a
‘ IR team from the start. Day-to-day contacts make counsetors
: ’ realize that their opinions and assistance are important.

12. Counselors can jdentify prospective'students to coordinators.
‘Involve -the counselors in the end-of-year appneciatiop‘activity.a
13. The teacher-coordinator should use a positivé approach when ) )
. communicating with guidance counselors, faculty, and <o
w administrators. S h
. . x .
14. The State Department of Education is interested in knowing what
) is happening: in COE in the field. -They should be kept informed
. of any unique or new ideas and activities used in the program.
A Tocal newsletter is a perfect medium'for communicating.

°

Specific Activities ~ ' .

Public relations does not begin or end with a specific activity. A B
well-planned program must be continuous throughout the year. The Success ,
*  of the public relations effort relies heavily on the ability of the
teachgrcoordinator to keep. the public informed. Specific coordination

activities involvihg public relations include the following: .
, B ':q . ., 1. Plap and preéent a school assembly pnogrém tg,ggguaint students’
: ‘ l ' with the COE program. E s
i E"2 , » ) ' p ”
' ) . ! . N o




10.
11.
12.
13.

14.
15.

16. .
- 170

18.

Explain details of €OE program to scﬁool'board at request of
superintendent. ' .

Prepare bulletin boards and other displays about COE. Use

bulletin boards in‘rooms of other teachers as well as those in
the main halls. - .

Meet with professional .groups and trade unions to explain COE
program. ‘ '

Confer with guidance departhent about methods of pub]iciziﬁ@
program to students. '

Sﬁeak at civic and professional meetings about COE program when
invited:

-

Prepare and distribute pamphlets and bulletins (Appendices A and 'B)

about COE program.

Prepare and distribute teacher-coordinator's business card
(Appendix C)

Solicit advisory committed?s assistance in publishing informa- .
tion about program. : . )

publish a newsletter (Appendix D)‘regula?1y to provide informa-
tion and news about the program. ) . :

v -

Advértise”brogram in hewspapers and on radio and-television.
Sponsor an."open house" for emb1oyees, tEacheré; and parents.
The open house might be held in connection with a school holi-
day, such as Thanksgiving, Christmds, etc. ' :

Visit junior high schools to give,slidé presentations, maké
orientation talks, etc. Use successful.students to assist.

Canduct an origntatioh session for parents of COE students.

-

Meet'ﬁedu1ér1y with administrators to keep them informed about (;

program happenings. - .- :

"o

Plan a public relations®calendar and keep uﬁuio.dgte%

lv v *: - .« e o .‘ . "
Use holidays anhd special occasions. to remember training station .
" supervisors--birthday, cards, Thanksgiving baskets, .etc. Co

gponser an emp1oyg%,appreciatiqn Tunction--breakfast,.1uncheon,

banquet, etc.--at the epd"of,tﬁ% school year. Samples of

invitations aifid programs. are provided at the end of this section:

(Appendices E, Fa.and 6) . o - . e
¥ ¥ A A,
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20.

22.

25.

.27.

28.

21.

Present a framed certificate of appreciéiion-tb training sta-
tion sponsors and student-trainees at the end of the school

year. (Appendices H, I, and J), -
4 ) )

Invite program graduates to speak to students about their
syccess. : .

Solicit advice and recommendations from felléw teachers.

'/‘ B N
Invite training .station sponsors to spend a day (one or' more
class periods) at schpo].to view related instruction.

Develop a slide, ‘slide/sound, or motion picture story of COE
program. f .

Create a traveling display case of classroom work for exhibition
in businesses.’ _ -

Exhibit students' work at school board and other meetings.

t
Arrange tours of clessroom facilities for prospective students.
» - . . \.’ -

M s

Honor outstanding students at sEhool.assemﬁlies.‘ /

Have photography class or yearbook photographéy take pictures .

of students at their job stations. | ) -
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PROGRAM PROMOTION.r

s ’
' . - . . ~

Newspapers/Periodicals

Preparatjon of news releases. A news release shou]d include the who,
what, when, where, how, and why of events reported. A headline. shauld be 4 )
1nc1uded Be sure to 1nc1ude at the top of the page the date the,teacher- - >
coord1nator s name, and the te1ephone number. - .

R

-Guidelines. When submitting information for, pub11cat1en keep the A
following gu1de11nes in*mind: . ‘ L .
1. Be sure to meet:all dead11nes ‘o _ | ‘ ..

x

2. Know the proper confact person use appropr1ate channels.

3. Be.sure to include all pertinent information in the news reieasef? : *///
. 4. Type the.news release; proofvead'tarefully. ' «

5 ‘ge accurate; eheek dates, time, names, etc. ‘ RS

6. * Be, brief.

7. Be hornest and:impartial. Do .net«_overrate’the -prtogra'm.' C f g .

8.. Ma%htain a pusiness1;ke re]atjonship. . o l .

9. Be sure to express appreciatiém for space afTowed.‘ .

10. G1ye credit to students gchoo], or emp1oyer ;

r. . -7, 3 N
- * . N » .

, 1F - Keep a scrapbook of news storfes. P ; Coe .
. ‘ ’ o T A :' o
12. Post cop1gs of published art1c1es on bu11et1n boards in c1ass- R L %
‘ room and around the school. . vt .

,p"f ) & ,‘4 ¥
’ Photographs for publication. If poss1b1e, incTude aephotograph w1th
. the news release. Keep the fo]lpw1ng gu1de11nes in.mind when subm1tt1ng )

L)

.a picture: h §>*
. . 1." Use a glossy, black and-white p1cture, 1nqu1re ahout apceptab]e - &‘
' o * S1Z€ ., . ke ) -
2. Attach paper showing capt1on -with scotch tape (doﬁnot use
5 - staples or paper clips which m1ght damage the p1cture) 4
3. Use an action shot if possible. o .
co ' S

4, Be-sure names of individuals in p1cture are 1n proper order and
spelled correctly.

p E-5 i ' e
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Radio and television stations are required to allot time for puybtic
service announcements (PSA). The teacher-coordinatqr-should take. advan-
sage of.this opportunity to. publicize the COE program. ‘“The folloWing
"spot" announcements might be adapted for ‘use as a PSA gromoting the
COE program:. ‘ - o, "/f\%‘ )

Emp]oyersf You have a]@ays supplied the'fringe benefits.” It's

T 2 3l
. s t i T
/ ‘
R
» - . , “
Radio/Television < o : T

time you got one. Your local “high school is proud to present: -

Cooperative 0ffice Education--COE. COE is the chance for ydu
to hire-student employees-~-trained, motivated individuals~-~ #"
whose only-desire js to work productively. They will work for

you, learn froft you, and you will save both money, and hassles. ‘)

_Employers, it's yo%g turn--cash’ in on the benefits. Call the
COE office at'your Wocal high school or the vocational super-.

“visor at the. (name of ‘parish) schoo};board at (te]ephong{qﬂmbe?)( ;‘

v
L4
i

. “Employers! "Succeeding in bué%néss is-afbamble. At a time when
the ecqnomy is stacking the odds against you, you need to con-
sider .hiring a Cooperative 0ffice Education student. “COE can

“help our, business operate economically and efficiéntly.  COE ..

provides you'with trained, highly motivated employees.* They °

, ™ .the.GOE office at your local high schoo] or-the vocational ",
. *superyisor at the ‘(hame of parish) school board ‘at (telephone
Sk e B, R e T s o F

S e

. ; et 0
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 Employeirs? Do you, sometimes

I ‘
i, £ ot
IR T
DR
]
»s

' 374y feave? It's frustrating, and it costs you in'Lime, money, and

-

kS
.

o« s

1@

- 4,4 -will learn-from you and earn for-you. It's.a good bet... Call .

R
By

75T effort.. Mell, ‘here's a break: “Cooperative Office Educatigm, - -

.office at your.local high schgol

# e . . the.benefits.. Call the.

;. fits employees to.your heg%s.rcYbu,do'the evaluating; you reap ‘i
C .

RN o U, SOME : géffthe'féé1ing thit your emptoyees '
PRV 2 a%e’?shoppjngfaﬁbundff~that emplgyees, "try you on" and then -

B
Toa

o 7™ U "[COE) brings you prospective employees--trained, motivated, high™

. _schoo] seniors, who 'will_learm from you and eapn for you. -COE, "~ -

. 7% .or the Socational Supervisor at the (name’ of parf$h) schobl * . |

£ % .=~ ‘board at;{telephone number). - A
o ’3’1.4 e ¢« & " . L. * L cae o ! ‘,: 4 .o »". = .
Sy S 2R AN ool L e . - LY .
,é’ :.-.t !'. “ . '. ’.~- R ' o ' VT o .. . :7 . ,*.' . :s/
is My BusMessmani. Do .you need.a ‘part-time office worker--some-

R .igsgne?tg;answer.thg'pbone_dkﬁfi1¢ whil® your secretary<uses her
sn . H5RidAs Tor fore demanding -tasks. _ Perhdps you heed soméone, .
s wate-help with routine :typing assignmeéhts, Consider hiring a -
- .o Tteoperative Qffice Edutation:(CQE) student from-one of your:
. local high schoolss~ COE can help- you with your: work ‘overload -
(  and-at the Same,timehpﬁdvidekvaluab1p,,sUpervised work experi-

ence. for skilled high school seniors. Through the COE program; -

' students. attend classgs during the mornings and worksin Tocal
.. offiges during the afternéons. Call .the COE office. at your™ ~
tacal .high school onqthé“vocatiphﬁl supervisor.at the. (name

of parish) schoal board at (telephone number}.” .
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L " In addijtich, ‘some stations have local ‘talk shows which are aimed at
.-« 7 keepingsthe ‘community informed of Jocal activities. The teacher- - .
-~ ., coordinator .may be able to arrange for an on- -the-air, interview. If such an
§ interview is ,pdsstb]e,, “the following list of quest1ons are recommended ’
vy for presentatwn. L g :»,, . > - : '
R & . o -0
. L Nhat 1;/C/operat1ve Ofﬁce Educatmn (COE)" !
‘ . /ow does a COE pfogram openate? s ’
"'-:3. JAh‘at other subqects do the students take whﬂe in the program'?‘ i
. s, 4. Who 1s e}1gib1e to part1c1pate 1n the COE program" ) "
T _ -t .
. Qo By How are: Stﬂdents selected? " R - .
4 A /:‘6. ,.;How many cred1ts may ‘be earned'? ) f . L -
z . g.«f"memthe students pa1d whﬂe tak1ng then‘ on-the-job tra1n1ng7 . '1 .
%}¢‘m/ " 2: ) "‘" "«, '? !
L 8.: What are some af }ghe advantages on beneﬁts of ‘the program? .
~. e ‘:;-, 9. what tra1mng 1s reun red of the teacheracoordmator?
o w, .P—-‘ W = . R
YA (1 X How%manx smoois offer the COE program'? . £
oY . - o .
C b P -What are the- mans fon« expanding. COE opportun1t1es? P .
- . . £ .
. v oo, L 12e What. student orgamzatmns are 1nvo]ved in COE'? : L )
) S ~ .:‘: i ‘ ) g e ST v b v &q.' L]
. g\, -..‘_ s T2 '_ - , . . . , “’ “‘1.
L~ Pubhc Appearances . <. L . N
LT . : ’ — ' .
A Presentmg GOE story tQk group requ1res skﬂ] and pract1ce. The ¢ . o
“Q.\' "L presentatwn shou}/be weH plaggbedand 1nterest1ng Below are sggges- SR L
. ! ’ . .’ . . ..1.".; l: :
twns for majung speeches* a o N T
f:,w : ‘eress i#"professional busmess appare] S RS &
gl ,"f,l:.}‘.”"z',,~ Be d1rect*and stra1ghtforwand ST SRR ’\ e o
' w *_/ {\'.\ ) ,_..k, ,3 Put audience at ase by bemg_ at ease yourse1f ‘ . . S e T
TR T W T . S R
TR 4» \‘an subaect Wter and speak w1th author1ty4 . TR RCIN
‘:;:“;".:,....“ ... "" LN . r_.!,
R ‘{5. COncentV‘ate~on cdmm'umcatlng the 1dea and tdea‘ls of - COE -
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Other ﬁromofioﬁa1.Methods

Visuals:

Filmstrips

Siides N
Displays/exhibits
Posters .

Bulletin boards

(3

Special Events: -

Career Day -

- - . Day .
... ) Vocational Education
) Week :
Open house
‘Field trips ,

School newspaper

- “NewsTetter
Trade journals
e Educational magazines

Keép persona1‘accompﬁishments out of ‘the spee

% | ; Business and Industry °

Miscellaneous Publications:

s €lub magazines/bulletins ‘pamphlets/brochures

Awards and Sbecia] Recognition:’

-

ch as much’as

8. Develop an outHﬁe that“i\s'i Ey to follow.

. 9. que\a good beginning'and'epding for breséntafidn.

.

10. Prove points with-human illustrations. .

s

>
v

Photographs -
“Charts L
" Transparencies .

Video tapes
Scrapbook v

e ¢
v
”

P o

FBLA district and state conferences
Training sponsor events -
Employer appreciation activity
Courtesy .campaign s

«Fatr 0 - T,
Coffees/Eeas '

- Programs’ for parents’

1

" Mailings

School yearbook -
Handbills.

v
<

PR

Se . Trophies/plaques
SRR " *+ .. Specia] recognition

L3

Certificates, stuaents
Certificates, employers

awards,-.. .. . Hppreciation awards

Employer-of -the-Month Award
_Employee-of-the=Month Award

Employer-of-the-Year Awarg
Employee-of-the-Year~ Awarad-
@

L}
\




Speeches/Demonstrat1ons by Students or Teacher-Coord1nator to:

LI v

-
-

Civic groups © PTA or other parent group -
Servi¢ée groups - - Student’ groups . et
Bus1ness/profess1ona1 Faculty’ : :

groups L ! oo v

L] - .
- ) " -, ) s

Act1ve Part1c1pat1on by the Teacher—Qoord1nator

Profess1ona1 organ1zat1ons Student organ1zat10ns

%Trade/assoc1at1ons o -Chamber. of Commercé ~ - ‘
C1v1c,prgan1zat1ons e Community act1v1t1es . '
. R . a
M1sce11aheous. - e N \\\ e
. L B111boards ’ Yearbook ads illustrating students.
* Bumper, stickers at work .
 'Personal contacts Industry participation stickers:
Business cards Public Information Sub-Committee of
Student organization - Advisory ‘Committee” -
projects - Employment consulting
Business.ads 111ustrat1ng Bus1ness consulting
students at: work /

v .
. . N .

Pergonal Letters. Form 1éfters-may be created to cover d1fferent ,

with some revision from time to time. Some suggestions for letters are:

E oEEasId;s that arise repeatedly. The same 1etter may be used periodically”

5. Congratulatory 1etters for any special recogn1t1on rece1ved by
. student pa?ent or emp]oyer .

' ‘11 Informat1ve letters-to congressmen and state 1eg1s1ators re]at1ve ‘
" to current issues impprtant to vecational educatloh
2. Invitations to parents, schoo] adm1n1strators, and/or business
\ leaders to attend various fUnct1ons at the school, including the
employer apprec1at10n activity. e 4
3. "Thank You™ 1etters to 1nd1V1dua1s and bus1nesses who have con-
. tributed to ‘the success of. the program. '
S ,
- 4. Promotion 1etters to students, parents and. bus1nesses »

o
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‘- B .gnPLpYER APPRECIATION ACTIVITY - "= SR
‘ . ! ) '“ . : X I "‘: . . ) . ’ . 'S. ‘ ;"? .” " ;\ =y
At the end of the schoo] yeah, it s appropmate to recogmze and “, '

) . show apprec1at;on for the employers who_have worked with . .the COE studentS* SR
" . duriny’the-year. " Everyone likes to be appre€1ated and’ acknowledged. - 1y
' There- are many activifies that are appropriate’ from the. very -formal to the " o

’ “ -very casual.’ . - . . ) - R
) L o ' Lo W
- T " 1. -Formal bafquet - e . RN i
. " .2. Dinner theatre R - . . K .
3. - Luncheon, S
' . A C
4. Breakfast , . v . S
o L ! . ; . Vi .
! 5: Barbeque . )
"' . ’ 4 ’ 4 . d “ 4 .
S 6. Crawﬁsh or s’eafood boﬂ ‘ - . AR
» . , . .
\\ h . * ‘ / . . o )\
B Goals . : . . / ' . -~ ’
‘ The apprec1at102 event is used to ach1eve severa] goa]s. MWhether'. _
" ‘ the event is a banqu t or a casual event, 1t should reflect these“goals:
' . 1. To. show apprec1at1on to the busmess comu/mty for workmg W1th . V4 !
. * gtudents. = / '// o
. -, e . . . , . . -
2. To provide fgr student }eadersmp Th‘p]anh1ng such an- event.
. ‘ .3 To acquamt individuals with.the 'scope of 3;.\ -
v : !
. 4. To enable the school admintsfration and facu]ty to contmue v
. ’ - relatio ships with those emp‘lc(w,e gwwkmg mth COE. :
. ’ . '5: To recpgnize outstanding contributions. N
vt : \ ' T T . ‘ » .
- ~ " 6. To recognize sfudent leadership. =~ . e
P . : ’ . : ' co ' v
_ . 7. To develop group spirit and pride. - R CI L
: o - e P R 4
- . l - J\’ e .‘ < 3. ' » . T oo %
Vo Gu1de11nes ) : T & ."-ff. , e " T
’ . The following guidelines shou]d be. kept in m1nd in p]annmg andﬁi . ’ e
N L conducting the employer apprec1at1on act1v1t¥ T R Ot L
1. Involve. students “in all phases of p]anmng and execut,mg of ' S A
. - e the event. R » ~ oo
‘ » \1 ) e ) . " L %‘"'qé , '
, . - . E;lo . , ',‘ . . | 4 ‘ ‘ ,
> } . 9’7.')‘ A . rLf ) . " . .




Pevelop a long-range p]an for fipancing the evént . : .

. 3. Keep the super1ntendent principal’, . vocat1ona1 srpnsor, and ‘, -
other school- authorities informed of the event.

. .Create attractive and appropr1ate 1nv1tat1ons.

s

4
5. Greet guests appropriately: .
6. Use name tags to help guests get acquainted.r -

7. P]an a~varied program that moves fast. Set'a schedule and
follow-it.- " y - +

8. Keep a file on employer appreciation activitie%. .

' 4 9. Publicize the activity before and after presentation. Take ‘
‘ p1ctures dur1ng the event. ~
' 10. Honor a]l emp]oyers with framed cert1f1cates ‘or other appro- < .
" priate awards . .
-y =
11. Honor students appropr1ate1y . .

12. .Present special recognition awards' to se]ected emp]oyers and

students. N I .
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e omsoovonas | © PROFITABLE PARTNERSHIP

struction in stenographic, clerical, data processn{lg.
bookkeeping skills which trains stadents in careers in these
fields. It is a partnership-between the sehool _the student,

. and a local businessman. ~ .

- STUDENT TRAINEES attend school part- mme and receive
» supervised work experience under actual workmg condmons

-

m
>
: 5
for wages. S i B,
. TRAINING ESTABLISHMENTS ere local busmess firms. i
£ RELATED CLASSROOM INSTRUCTION is desngn'ed té cor- Th
’ relate business experience wnh school learnings. o
TEACHER-COORDINATOR is the conneeting link between g-
the- school and the local business. The teacher-coordinator =
m is an experienced office worker. ' k o o m
i ‘ * d ﬂ z
Long o
’ 'b - -
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“*,-" " YOR COOPERATIVE OFFICE EDUCATION - o
P COOPERATIVE OFFICE EDUCATION - - )
~, , 9:;' OORLIMATOR IS AT YOUR SERVICE - - Fast. Baton Rouge Parih 1 Uﬂj ‘
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Aruitoxt provided by Eic:

"THE EMPLOYER

THE TEACHER COORDINATGR

THE C.0.E. STUDENT

dent will work

1

*Agiees to employ a student of his choice -
*Cooperates with teacher-coordinator

*Assists In determining wages and hours stu-

*Asslsts coordinator with a written training
plan for the student

*Mag'es periodic evaluations of the student’s
* progress

*Determines policy by serving on the advi-

_ sory committee when requested

*Assists student in planning future career
and training

-

*Provides related learning experience 1n the
classroom

*With assistance of employer determines the
training plan for the student )

*Makes regular visits to the training station -

to observe the student and to confer with
supervisor .

*Coordinates the opjectives of business and
office education with needs of local busi-
nessmen ) i

*F1ts job assignment to studerit’s career
objective . - *

*Keeps complete records concerning student
and ‘his performance

-

LUL  BECOME A COOPERATIVE OFFICE EDOTATION TRAINING SPONSOR

*Is a‘-lpyal, mature empioyee eager to learn

*Accepts criticism as an aid to learning
*Has a careel objective .n The business and
office’ education field
i

*Majntains an excellert attendance record on
the job and at school
*Conforms to the appéarance standards set
by the employer and the school
. r
*Knows the value of human relations in deal-
ing with fellow employe 2s T

[

*Brings any problems to coordinator and/or
employer oo

s -V
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1
. . ‘ . < .
COQRDINATOR’S . 1 : S . '
RESPONSIBILITIES . ) . S
'g . . ' . : . . ‘; .
/ ’ . -
. . .
* '
1 .
- . & " rxn .
Provides related learning experiences in the | . . g >
. - S ra o
classroom. e, - . 2, .
. m
s . »,
Coordinates ‘with employer, and/or training S )
station supervisor on the job, about a training . o
) program agreement for each student. . >
me. .. . .3 B . . g g b
] Visits the student-trainee periodically on-the- - - =% y
—, . . * - g .
ovjob. | . =]
. ) ‘ o+
I Discusses overall policies with the employer. , . ) <, . é“ ®
’ " Bavia . L ' ’ . ‘ . - - A rati .
. Reviews the student’s progress with thg training, : . . Coope ive Vocational 2
station supervisor. .o . . . o ‘
’ : ) _ _ Education Program §
N Acquaints students with occupational oppor- . : ) ‘ o’ )
tunities and requirements in the field of business. . - ’ sponsored by the g
Helps develop training standards. Maintains har- . . it ’ . ©
monious relationships with various community ’ - @ . Termrebonne %"’" School Bo‘“:d‘ o
organizations. ) 1o ) -~ ‘ ©
rganization , g . ’ - " through «_ =
> . — ' N <
; Interprets accurately and clearly the objectives , . wye ’ o
+ of the cooperative office education program. L . . HL.L. Bourgeois High School 4 . :
. i o ' . ) . . -
: Works with schBol principal and faculty mem- -~ ) ! .2 Sonth*Terreb,onn'e}.[igh School
bers in organizing related classes. . ‘o . N
l N [ ‘ ‘ and . . #
. . . 0 . . [
Confers with persons interested in cooperative, v Y I . .
office education. . ' o, . Terrebonne High School - )

) * B . .

ERIC: . ‘10 ” | T e ', 104 - b
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EMPLOYER'S' -
RESPONSIBILITIES

Understands and accepts the Cooperative
Office Education Program. -

’

) " Interviews and hires or rejects applicanté sent
by the school. Explains company policiés and rules. -

Agrees to employ a student-learner for the en-
tire school ycar .

Provndcs dlvcmﬁcd and supervised work ex-
pcnence Has a personal interview periodically
with the student. -

Complies with State and Federal regulations
concerning Fair Labor Standards. -

to employee.

. Callsthe coordinator foraid in adjustihg major
h problems. Notifies the ‘coordindtor beforedis—

) charging a student. . .
v Evaluates progress of each studént-trainee
_ periodically. - .

o v 1uo

Assists in affecting the transition from student , -

WHAT IS COOPERATIVE ’/
. OFFICE EDUCATION?.

Cooperative Office Education is a vocatjonal
business education program for high school seniors
who plan a career in clerical work. Itis designed to
affect the transition' from student to employee
through a combination of classroom instruction and
actual experience in the laboratory of the business
world. . . ‘

The student attends schoolin the morning and
receives on- thc -job training in an office during the
afternoon. . . .

Each student trainee receives three units of
credit for the succéssful classroom and job perfor-
mance. In addition, he is paid a minimum wage in
the training status period.

/

C.Q.E. is taught by a qualified teacher-
coordinator who is aware of the needs of both thc
businessman and the student-learner.

* A successful Coopcratlvc Office Education
Program is the,result of cooperativg partlc:patlon by
the school, the employer, the parent an;ulc
student.

’ patcd abscncc

- /Isaloyal emp loyee in the business jn'which he
is working. Is honest, dependable, and wnllmg to
aOCcpt respOnS|b|hty. ! S e e e

Keepsa good attendance rccord in thc otﬁcc
and in sc ool. ,
<

Notifies coordinator and cmploycr of antici-

.E-'17'

s lean, neat and dressed fo meetshe require-
ments Sfthc job. ' ) T
\ , " -
Is courteous and considerate of others. Has a .
harmonious workirig relationship with business.__
personnel and employees. ! N .
L ! . »

- . . »
Accepts criticism as an aid to learning: )
- Develops good work hablts Is mtcrcstcd alert

and aceurate. . . - )

»

“Isa hxgh school senior, in good health, and at ;. .. p

" least 16 yearsipf agt:

t
Provides'own transportation taind from work.

- /
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APPENDIX D -
Example of a
Parish NeWS1etter

COE g

NEWSLETTER/

EAST BATON ROUGE PARISH

Volume |

December, 1981

e

STATE SUPERINTENDENT "COMMENDS
COE. PROGRAMS

Cooperative Office Education is
an excellent program for our stu-
dents, primarily because it pro-
vides on-site work experience.
This method of Tlearning and earn-
ing is of significant tangible

.value. In work paces throughout

the state, students are able to
make realistic occupational decis-
jons and choices. There is no
better way to integrate classroom
experience and practical work ap-
plication. -

As Superintendent of Educatlon,
1 commend this program and all of
its participants and coordinators.
Keep up the good work!

: J. Kelly Nix
State Superintendent of Education

STATEMENT BY ASSISTANT
. SUPERINTENDENT OF EDUCATION

Vocational education in Louisi-
ana is-a vast complex of inter-
"related occupational areas. Hav-
ing been @ high. school principal
for a number of years, I am most
appreciative of the contributions
that ' COE makes To the total pro-
gram of ypcational education. It
is through coeperative training
that students are able:-to explore
career opporturities and learn an
occupation that, in many in-
stances, leads to a
productive employment.

‘We, of the Department of Educa-’

tijon, will continue to place a
.high priority- on Coopgrat1ve 0f-
fice Educatipn and will“expand our
efforts to of fer- technical assist-
ance to the local education agen-
, cies where needed. o
, Again, may I
your efforts.
Dr. N. J. Stafford, dJr.
- Assi'stant Superintendent
Office.of Vocational Edugation

. COE Newsletter,

°program was inadvertently omitted

-started the COE

lifetime &f . .nators:

commend you for -

Number 2

“HEY, MISTER ,//

- (MRS., MISS, or MS.}..."
wanna buy_a candy bar or a mug or
a Christmas ornament, or greeting
cards?"...the list is endless.

A1though ,1imited .vocational
funds are provided for supplies
and equipment. for COE students,
no funds are available for extra-
curricular activities. Fhus,
each COE program must include as
part of 1its annual activities
some type of fund-raising pro--
ject. The projects vary, but the,
common goal: is providing funds
for the annual employer apprecia-’
tion function. To all of you who
cooperate with our fund-raising’
projects, we wowld like to take
this means of anking you--we

really apz:ociate your help.

APOLOGIES TO
McKINLEY COGRDINATORS

In the September issue of the
the paragraph
listing the ,present and former
coordinators -of the McKirfley COE

* from the article entitled "Growth
of Cooperative Office Education
in East Baton Rouge Parish.!

Mrs. dJeanette Langr1dge Kaub -
program at
McKinley in-1970. The following
teachers ‘have served as coordi-
Mrs: -Avis White, Ms.
Carol Borskey, Mrs. Donna Murrdy, .
and -~ Mrs. Heather Babin. Mrs.
Beleta Bischoff 1is the presentas
coordinator. of +the program, be-
ginning her third year with the
1981 82 school term.

MERRY "CHRISTMAS
and .
HAPPY NEW YEAR
from

JU  The COE Coordinators

»

»

-

1t
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THE EMPLOYER'S VIEW . :-.

Cooperative 'Office Education
. (COE) is a cooperative program be-
tween the schools.and local busi-
nesses.- .0ur uniqueness is the on-
the-job training which our
dents receive. Without the " par-
ticipation of the - employer, COE
would simply be another business
. education course.- Our goa] is to
prov1de a course whlph is mutually
beneficial to the student, the
school, and the local bus1ness
community.

% *

"I need hal
ally a whole person half
time,™

Through my years in publit ac-
counting practice in Baker I have
heard these words many times from
my local clients. As a business
grows, 1t needs more workers, but
if it is'a slow, steady .growth,
then at a certain point in time,
half a person would do fine:

ok ok
a person, or actu-
the

student -to many of my ¢lients. It
is the perfect solution to the
problem. The old saying that I
would not recommend something to

- you that I did not use myself'is
appropriate
have used ten = COE students‘over
the wyears, In fact,. two of them
are sti11 employed by our firm,

I have discovered that the stu-
dents want to work. - This is the
most important qua]ification of
all. A person will learn the job
i-f he/she wants to work. The
smartest person in the world will
not do a good job if -he/she does

, not have the desire to wark.
4 So, .if you need half a person
" to do a job, I recommend - a COE
'student highly. . .
, John D, Butler
. Bytler &-Bryant
Certified Public Accountants

. American Bank participates in
the East Baton. Rouge Parish COE
program not only. because we can
use excellent part-time help, but
it plays a very important ‘part- in
our clerical recruiting program.
The retention rate of employees

Q has been 85-90%. One of our

a !

stu-

I have recommended hiring & COE .

in this instance. T.

-,

E-25

came to us'as a
COE student, worked part-time
while attending LSU and is now
managing a branch. Also, we have

Branch Managers

" gn Assistant Branch -Manager who

started as a COE student.

Because of the close supervis-
jon of the COE coordinators, we
* have experienced very few prob-
lems.  The coordinators keep in
" touch with the immediate super-
visor(s) and’' by doing this they
are always on .top of any prob]ems
that may arise. A COE student is

not *only taught good c]er1ca1,

skills,. but how to dress profes-
sionally and a lot of just. plain
business courtesy. .

I persona]]y feel this program
is one "of the best the public
schoo] systep has to offer.

Edna Browning
Personnel Officer
American Bank & Trust Company

Our Company began part1cipa-
tion in the COE program in 1968.
We have emp]oyed a total of Six
(6) girls since that time, and qf
the six, four .are still W1th us.
We were a small organization in
1968 and therefore were able.to
expend the time training these

employees according to our needs

and expectations. They, in turn,
grew with our organization and to
date have moved 1into executive
secretarial positions. By their
knowledge of the day-to-day oper-
ations, they are able to contrib-
ute heavily to make for smoother
daily operations. -

Ti1Imon H. Huckeba

Executive Vice President
F. C. Schaffer & Associates, Inc.

Student workers have long. been.

valuable additions 'to our staffs
of .Medical Records Departments.
Our association with the Tara COE
program over the past several
years has resulted in productive
“employee relationships, fostered
by sound classroom preparation,

and the concern for good perform-

ance of the coordinator.
Jean B. Daily, RRA
Director, Medical Records Service
Baton Rouge General Hospital

11

!
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THE GRADUATE'S VIEW . . .

"As a former.student of the COE
program, [ would like to comment
on its value for 'the office work-
er. The program provided an ex-
cellent opportunity to get start-
ed in the business werld through a
part-time job. The program also
provided training in basic office
skills necessary for A
experiences.  Through sharing of-
fice = experiences with fellow
classmates, I was able to benefit
from their ideas and suggestions
on the different situations. 1In
my opinion, the COE program is an
outstanding way in which a young
office/clerical worker can make
the transition into the business
world." "
- Marilyn Carpenter
F. C. Schaffer & Associates/ Inc,

(Broadmoor COE)

"] started my career in the Co-
operative Office Education class
1 had decided to pur-

sue a business career, however,

~did not intend to go to college.

I was placed in a receptionist-
typist position through the COE
program on a part-time basis- for
that school year. At the end of
that time, I was asked to cantinue

‘most - helpful

'on-the-job"_

*

tool was my COE
training." ‘
e - Trish Coe

- IBM Corporation

p (Belaire COE)

“"Due to the 'COE program, my
Yife took a turn for the best. 1

now have Jjob security and a’
bright future with a firm that is -

rapidly expanding. v

MBecause of my on-the-job
training, the knowledge I have
gained has enabled me. to- travel
extensively, working in various
parts of the world such as
Central  America, Europe and

Africa. o )
"Three cheers for COE!" =
) Debra L. Blacher
F. C. Schaffer & Associates, Inc.
(Broadmoor COE)

w . .(CBE) helps you
different types of tasks, how to
be responsible, and how to work
well with othérs.-, It also helps
you to understand dnd learn ‘about
the business world.  COE %fielped.

me get the caneer I wanted." -

my employment on a full-time basis=

as a secretary., As the company
grew, so did”'my’ career. I am
presently the office manager of
the same corporation. :

"Had it not been for the COE
program, I would - never have been
given the . opportunity to be

trained op the job and gain the |

experience ‘and knowledge ; NoW.

have."
Geralyn C. Graphia

F. C. Schaffer & Associates, Inc,

, (Broadmoor COE):

"] just wanted “to thank you

" (Mrs. Tull) for a1l of your work..

with sach-of us and (for -the) time
you took to work with our employ-
ers to see that we had a good op-

portunity to learn new things in a
business atmosphere.-. . There are
new things that I learn each day,
some from mistakes, and some from

\\watching_ other people; but the

. .

. I»needed.”

E-26

Glenda McKnight
.Louisiana National Bank
(McKinley COR)

"I feel the COE program was
very beneficial to me because I
was not sure I wanted to go to
college. The program got me a
job ¢hat I
have been able to get.as a high
school graduate with no offic

exp%;ience."

X , ‘Sarah Sanders-

oL + " (Woodlawn COE), . -

"COE helped me locate my boow-
keeping/secretarial Jjob that |
have now .had for over fite _ 1r'.
COE helped me acquire the s.iit<

. Pallas Dedon
Butler & Bgyant,ACPA‘s
' (ud.er 'COE)

"In my opinion, COE was the
most useful course for me in hig~
school." x

: Melissa-i’ayed”

- (Woodlawn COE}N

s .

11,

probably would not

learn .

4
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v

--She looks the part--attractively.

and tastefully groomed in ap-
propriate business-like -at-
tire.

--She is in good health and has a’
good attendance re

--Her voice is pleasant and we11
modulated.

--Her speech is cléar, grammat-
ically correct, and 'expres-
" sive,

~~Her telephone manner is fr1end1y

. and courteous, and she is ef-
ficient in handling calls for
others as well as herself.

S-She" is punctual.

--She possesses the skills and the
ability to undertake more ad-
vanced work.

--She is ‘accurate in her work, and
careful in such details as
proofreading, figlring, and
filing.

--She can be counted on to do a
job right the first time.
--She can. foTlow instructions and
work without constant super-

vision and direction.«

--She can give instructions to
others in a clear, logical
manner “that can be eas11y
understood.

--She is so well liked by all the
staff that she receives ex-
cellent . cooperation from
them.

--She has a considerate nature, a
pleasant disposition, and an
even temperament..

--She has a dignified, business- '

-

M MANAGEMENT'S MEASURING STICK*

--She possesses efficient work
habits.

:--She is watchful for ways to im-.

o

‘prove work methods or to cut .

costs.
--She works willingly despite oc-
casional emerdencies that

might entail overtime.

--She is concerned with the wel-
fare of the company and of
its customers.

-ZShe works well

"~ member of a team..

alone or as a

.--She can adjust easily _to her ’

superiors.

--She can take criticism calmly
and can evaluate it imper- -
sonally.

‘~~She is considerate of her em-

ployer's time, and tries to
relieve h1m/her of any tasks
she can handle.

--She does not let her persona]
troub1&s interfere with bus- -
iness.

--She separates business * and

-pleasure to'the extent that
het social phoning, shopping
sprees, - hairdressing ap-
pointments, and so on, do
not infringe on company time.

-~She does not let her office so-

o .cializing ‘get out of bounds.

*Taken from CHARM by Nh1tcomb .and

% -lLang.

. DIRECTORY OF COE PROGRAMS  *
. AND COORDINATORS

| .

Tike demeanor. Baker/Mrs. M. Henry. . . " .775-1119
--She possesses the social and in-  Belaire/Mrs. R. Tull . . . .272-9949
tellectual polish that en- Broadmoor/Mrs. J. Kaub . . .926-5486
ables ‘her to associate easily Capitol/Mrs. S. Potts. . . .387-0244
with all types of people. Central/Mrs. J. Smith. . . .261-5768
--She has the ability to concen- Glen Oaks/Mrs. J. White. . .355-3771
", trate well. Istrouma/Miss S. King. . . .355-4900
--She is courteous and tactful McKinley/Mrs. B. Bischoff. .343-2150 .
even with disagreeable custo- Lee/Mrs. S. Fleet. . . . . . 344-7189
. mers and callers. Tara/Mrs. I. Shaw. . . . .. 928-0122
2IShe can work well under pres- _Woodlawn/Mrs. R. A]mond. . .292-4122
sure, keeping her wits ‘and - o .
Amaintaining her pOTSe R EEEEERES * k % % k % * * %k * . )
" throughout. Co-editors of the December 1981 issue - -

of the COE Newsletter weére Sandra
King and Jeannine Smith.

* k k k k k k k k k % ﬁ * % * * * Wk

E-27 L3

--She can be,counted on to keep
confidences and to resist

gossip.

4




APPENDICES E, F, AND G

"COE INVITATIONS AND PROGRAMS FOR AN
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APPENDIX E

’

Example of an Invitation to the Employer Appreciation Function

o N .

coopsw.{:é%n (Dﬁ[w& Education Class
qu:sﬁ; the honor of Yyoux /Ju:u:ncz -
at its gmﬁ[oy_a aqlzpucéation}&n&on
hiday, Apul 23, 1952
12:00 noor
) at the Baton :/?ouge dfi[ton : '

‘ “ . gw:st of

) RS VP, 855-4900

S a.m. to 12 noon

E-30




. . APPENDIX F . . ° e . .
‘ Example of Program Cover for Employer Appreciation Function
e 0 ’ . v
» \ . -
BELAIRE C. O. E. .

presents

A TOUCH OF THE OLD SOUTH

N




f § <
- - " . APPENDIX G, . -
- Example of a Program for the Employer Apprcciatioﬁ'Fung):tion . - -
N : _ - Baker High School =~ -«
: 1981-1982 ' c L

COOPERATIVE OFF ICE, EDUCATION
¢

[ ~

Students

< Deborah Alexander Lisa Loudon .

Roxane Ardoin Suzanne Maglone
Penny Bishop Sherry McAllister
Rebecca Bogan  *Angle McCearley _
Paula Boudreaux ~ _Pairicla Netterville'
. ' Debra Coliigan Trudy O'Callaghan
Amy Crder Tracy O'Neal
» Tonna Dedon ‘Kimberly Robertson,
Annette Dixen Tina'Rogers .
Leglie Dodson Mary Alice Smith
Kerl Faulkner Denise Smith’
Emily Hicks Valerie Whitg,
,Gwendolyn Kelthr X TeresaWilson
Térrl Krumhoit * April _Worrhy
Lisa Leo® : -
b Coordinator -
. . Miidred Ann Henry ) >

s

- EMPLOYERS.

American Bank & Trust Co.
Associated Enterprises
Baker Police
Baker Utilities
Big Jim's Mobile Homes
Butler & Bryant, CPA’s
- . Kelth Cox State Farm Insurance
Donaldsoh’s Auto: & Cycle Parts
.. East Baton Rouge Parish School Board
First State Bapk & Trust Co.
« G. P. Federal Credit Union
Larry Germany, D.D.S.
. . “Group*W Cable
= . La Capitol Féderal Credit Union
Louisiana Department of Justice
Louisiana Division of Administration
. “r Loulslana National Bank
Lowe's of-Baker Inc.
Mayor of Baker U
Mo!or Parts & Supply Co., Inc.
Otha Nelson, Auorney
Parker's Quality Meats Ind.
Reliable Credit Cbrp. :
Sears, Roebuck & Co.
Tiger Rag ,Magazine
Zetz 7-Up Bottling Co

\

EMPLOYER CERTIFICATES
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COOPERATIVE OFFICE EDUCATION

EMPLOYER APPRECIATION DINNER

Continental Room
Bellemont Motor Hotel
May 11, 1982

v o
 PROGRAM

Trudy O'Cailaghan, COE President, Presiding

>

INVOCA TION ............................ Emlly chks
\ k Vice Pres:danl

INTRODUCTIONS. ... Gwen Keith & Mary Alice Smith
Secretary Treasurer

STUDENT ACHIEVEMENTS T........... Allen Spears

Assislanl Principal Instruction

”

STUDENT CERTIFICATES. ........ Miidred Ann Hehry

Coordinalor

Jerry Eppe; . or.
Prncipal

J AWARDS.....

BOSS OF THE YEAR AWARD. .. ... .. kichie Eu .k
: ’ Assistant Principal |

BENEDICTION... .. .: TR T Tinasitoge s

fieporier
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APPENDIX H* .. = - -

_Exafﬁple of a Certificate of Appreciatiof} for the Employer

|

; @ooperatine ®ffice Education
 YLonisiana Public Schools

L}
-

N

P

\OUISIAN,

Qertificate of @ppretia’fin'n'

_ , ’
' oL afparded to ’
@ | -
7
. / -
. * 'a,
o by — ~ — High Fchool
- ! N .
. I recognition of cooperation and participation in ®ffice Training for
. ' » . *
. - quu.)
, ] .
' «
: : ‘ _ |
STATE SUPERINTENDENT OF EDUCATION BUSINLESS AND OFIICE EDUCATION - . _
+ . ’ * M - - A
PRINCIPAL COORDINATOR

Certificate§ may be obtained from the State Depairtment.

E-36 )
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. " APPENDIX I .
Example of a Certificate of A{Jpreciation for ,the Employer*
PR
4
- This cértificate is awarded to : :

¥ . ,
in recognition of contribution to the office training of
s

for the year

.

Parish Suparlntcn&ant

Parish Coordinator of Vocational Education

Principal

E-37
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.

in recoghition of participation in Cooperative Office Edjcation
) for the year $ .
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FACILITIES, EQUIPMENT, AND SUPPLIES .= -
, o , £ '
Classroom atcommodations for a COE program will vary and w}ll require

- »~

adjustments as needs and finances change.

~

. -
. . -

Fac111t1es
Instructional facilities may consist of one related c]assroom where s
other business subjects are taught, severa] fully equipped rooms, or
laboratories which may or may not be shaged with othetsbusiness teachers. .
The classroom should.appear as businesslike as possible whjle nroviding -
‘ork stations that accommodate needed equ1pment, supphes, and work space. .
The fo]]ow1ng shou]d be cons1dered when furn1sh1ng the COE cTassroom

J. Ample e]ectr1ca1 outlets in safe, convenient locations are a
* necessity. A master switch should be 1nc1uded in .the wiring plan.

2. Carpeting not’ on]y absorbs noise but also gives the room an L .
office atmosphere and is easily maintained. t . .

3. Lavatory facilities are necessary for easy c]ean1ng after cer— ' -
tain jobs. - .

4, Adequate storage for instructional aids as well as students! sup-
plies requires provision. . o

5. Office furniture in an office arrangement should be used instead
of the standard “schoolroom” furniture and arrangement. (Appendix A)

In add1t1on to the 1nstruct1ona1 fac111t1es, the coord1nator should

have a pr1vate area, prefenably an office, where uninterrupted small

AR 1
.

meetrngs can take place. A telephone with an outside "1ine is ‘essential.

!

_Equipment

LI

Instructiona1 equipment shou]d be selected after carefu]“evaluation
with thought given to the following: -~ - | ‘ ’ . -
‘1. What equipment is currently used in bus:ness? ' .
* r e ’ . . ‘* " . -~ . . ‘

4
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2. Can equipment be learned in a short time with little difficulty?
(Choose equipment on which the student can expect to train for
a reasdnable amount of time.) , :

-~

|

-

3. Will the equipment quickly become obsolete?

Items from the following liét are appropriate for the COE classroom

and/er offiEe:

. Typewriters--electric, electronic, memory

, Office machines--electric, electronic calculators
Filing cabinets with and" wi thout ,Tocks
Duplicators--fluid, stencil, offset, electronic stencil maker
Projectors--overhead, film, filmstrip, slide ‘
Stenographic laboratory '
Transcribing/dictating machines
Tape recorder .
Phonograph
Demonstration stand
Stencil filing cabinet .

> Mimeoscope

Co]]ator/%ogger -
Copier--electrostatic or infrared

Typewriting L-shaped desks and chairs

Mode] secretarial desk (L-shapped) and chair

Typewriting demonstration stand

Assorted storage cabinets . .

Records‘must.bé kept for all equipment and should include -location
(room‘nymber), record of repaijrs, dates of purchase and'disposa1, make,
serial number, cost, source of funds, and present condition. Section

104.37 of Title 45 (Federal) Rules and Regulations requires that inven-

tories be mafntaiped on items ‘of equipment, each initially costing $100

L] .

.6r more, in which cost the Federal Government has participated--whethe}

with funds derivéd from Federal grants or State or'ﬁoga] matching funds.

fnventorx records must be maintained on both the local and state Levelsa

-

The 1oca1‘educat{ona]'agency should be prepared to credit the ?Ederal
Government with its proportionate share of the value of ‘each item of '

equipment at the time it is so)}d or ceases to betused for vécationa]

il
N !

- - . , 7/
. education ‘purposes. \

F-2
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4 ,
A long-range plan for equipment purchases is helpful when funds become

avajilable and must be spent in a Timited time. Such a plan should include

— PR

specifications, priority, prices, names and addresses of vendors, and

other pertinent information.

Supplies
Amounts of available funds for supplies can vary from year to year.

A "needs" Tist should be maintained at all times and consulted as funds

becomg available. Supplies considered acceptable for COE include:

* Stop watches Electric pencil sharpener -
Interval timers Paper cutter .
3-hole punch T Styli and 1etterin§ guides
Scissors: - . %ape d1spensers : -
' Stapters and removers . Instruct1ona1 tapes, belts, f11ms,
wall charts
Copyholders
) Miscellaneous office supplies as - . -
File baskets ' needed

The COE coord1nator shou]d also-collect add1t1ona] 1nstruct1ona1
materials such as supplementary textbooks, occupational handbooks, occu-

pational guidance, ‘matkrials, trade Jjournals, and miscellaneous job related

information. : K »

,
&
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Office Workroom -
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1. Tackboard 6.. Storage Cabinet , 11, Filing Cabinet
2. Chalkboard 7.. Sec_retarial Desk 12, Sink
. 3. Magazine Rack 8. Secretarial Chair 13. Mobiles »
. t 4, Seating.Counter 9. Trapezoidal Table .14, Glass C
‘ 5. Standing Counter 10, Coat Rack, . ‘ -
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PROGRAM REPORTS.

5
State DeBartﬁent of Education- Reports

P&rish Reports ’
School Reports
APPENDICES
A. Vocational Education Personnel
B Class Enfo]]ment Report -
C. End of Year Report

D. Mileage Reporf




- -~ .- The COE teacher;coordmator will bemequwed_to_submJLszar_mus repants_ e v%?

»

" submit accurate accounts of mileage for reimbursement. (Appendix D)

PROGRAM REPORTS SR . '

during the year. Organized management of records to assist the coord1nator
in compTeting these reports is essential. Reports will be directed to
ditferent agenétes dnc]udjng.the State Department of Education, parish -

school boards, and local school‘administrators.

State Department of'Education Reports

"September VE 104A - Vocational Education Personnel (must include
-~ "Program of Work" for extended programs)
(Appendix A) . .

BE-6602 - COE Class Enro]]ment (must concue with suc-
ceeding reports relating to COE students)
(Appéndix B)
May ©* . BE-6603 - COE End 6F Year Report (Appendix C)
Others may be added as required By the United States Department of . .
Education.
Parish Reports - ‘ o .

t

A copy of all "state" reports should be sent to the parish vocationa]
supervisor. . Parishee may require other‘reports for in-parish use.
Coordinators will need to keep personal records of travel so they can

arishes set their own rates for travel reimbursements. .,

Schoo] Reports » : ,ng

l\’

| Local schoo] adm1n1strators may require additional reports. The

\ .
I T
coordinator can a]so use h1sfher own initiative in keeping the administra- <= .

tion informed about the program.
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- APPENDIX A

FORM VE 104-A - _ OFFICE OF VOCATIONAL EDUCATION Submit in Quadruplicate
- (Revised September 1982) LOUISIANA -STATE DEPARTMENT EDUCATION — For Eacir Teacher———=
VOCATIONAL EDUCATION PERSONNEL - -
! . / .
¢ . . . . Date Submitted
' : Agriculture )
_ Fiscal Year Business Education
o T T ——pistributive Educarion -
R : General Cooperative Education
Local Educational Agency Health Occupations ) -

Home Economics - Consumer .
Home Economics - Wage Earning %
Name of School Industrial Arts .
Trade and Industrial
Vocational Guidance
Name of Instructor ¢ :

- . -~

— . -

Py -

Degree Held . Years of Experience

- Total 9-Month Salary (Exclude All Supplements) Years in PresenE Voc-éd Program

il

I. TEACHING SCHEDULE OF VOCATIONAL INSTRUCTOR ) -

Class . Subject Taught . Length of ENROLLMENT No. of Weeks
Period *See Note Period Total | D H Each Student i
, ¥ (Minutes) Enrolled in the
’ Program
‘ lst . i
2nd . -ﬂ
3rd / ) o
"I. 4th . yi - i
, 5th / ) . b
6th .
7th

*NOTE: Show all Conference and Planning Periods. Indicate first and second semester courses
when applicable. Under Enrollment, "D" is Disadvantaged and "H" is Handicapped.
- II. EXTENDED EMPLOYMENT ) v
application is hereby made for federal and/or state reimbursement for salary of person
named in this application. Before extended employment can be approved, the reverse side

of this form must be completed. .
/ g ’ : ) . T
) v . Month(s) . Check appropriate month(s): July, Augusty = Jung
ITI. TO BE FILLED IN BY LOUfSIANA STATE DEPARTMENT OF EDUCATION ot ¢';f it
., 1. Certified: 2. Experience: ) )
N £ \
Salary Matching Funds ) X$ = §
’ Pro Rata Time 9-Month Salary -
Extended employment approved for months “at § = §
, State retirement approved for months at § =3
% i . «
¥ -
RECONMENDED BY: N DatE:
® ﬁ _ _
. {
. - 4 Y
Q . l—(?{j i
ERIC ‘ : ,

Aruitoxt provided by Eic: ‘ . M
(3




IV. EXTENDED EMPLOYMENT,INFORMAIION: N

o Sibect-Taughtt e

Local Educational Agency

- .
~

~- . Estimated-Enrollment:

Teacher Name: .-

Teacher Aide Name:

Funding source for extended employment for

120 Funds - Basic Grant
Disadvantaged Set-Aside
Handicapped Set-Aside

130 Funds ~ Vocational Guidance

.
e ss %o ee e

- Disadvantaged Students

Time Schedule: Daily Schedule

140 Funds ~ Special Programs for '

¢ .- .
4 .
\ .

this program:

: 150 Funds - Consumer HomemaKing .-
: 120 Funds - Cooperative Education
: Agriculture State Funds ,

¢ On~Going State Funds

¢ Other: .

‘Number of Weeks: .

Days per week:

Hours of Actual Instruction per Day:

-Dates of Extended Employment:

3 _

objectives, and content outline.

,

G-3

E

LA 17 Providod by ERIC

- -

V. PROGRAM DESCRIPTION: (Must include justification based on students needs, instructional
Attach additional sheet if necessary).

v E
—

© 130




o ) 'APPENDIX B T

STATE DEPARTMENT OF EDUCATION
VOCATIONAL BUSINESS EDUCATION

e

-

_Date Class Started . 19____

" T _’,“_""“““-cmssmoumm& ‘REPORT o

School

-BE-6602——— —— N _ ’ Date ' 19
) COOPERATIVE OFFICE EDUCATION

Cit’ ~ M

Coordinator

Please fill in summary on reverse g;de.

-

Job

Date of
Employment

Objec:ive* Where Employed aﬁd‘Job &itle

Student

- . 3

10.

11.

12.

13.

14,

T
e

151

a -
£4

*PLEASE use t

objective.

Enrollment:

- %tai': ;

Male Female _ Signed:

hécxﬁﬂaopg number listed on the reverse side of this form when giving the

Job

Coordinator

Approved:

' . Principal

Approved: _

Parish Supervisoé




Job .
Student Objective* " Where Employed and Job Title

.Date of
Employment

16. . .

12, Pad

18.

i

7.

19,

20. .

W

21.

7

22.

23. | e

25. -

26.

27. 3 )

28. |

29.

30.

*PLEASE use the cn: code number listed below when giving the job objective.

CIP CODES AND TITLES TO DEFINE JOB OBJECTIV'ES

.

CIP Code - Title

07,01~ Accounting, Bookkeeping, and Related Programs
0T7.02 Banking and Reated Financial Programs /
07.03 Business Data Processing and Related Programs
07.06 Secretarial:- and Related Programs

07.07 Typing, General Office and Related Programs™

v

Summary ',

" TOTAL

CIP CODE BOYS - 3l GIRLS

07.01

07.02

Q7.03 : :

07.06

GRAND TOTAL — ols




L 3
— _ - R _ - . .
: i
s , e i
- _ - % i
APPENDIX C .
BE-6603 (Rev. 10/82) STATE DEPARTMENT OF EDUCATION Date
y . C VOCATIONAL BUSINESS RDUCATION T .
) ’ BATON ROUGE, LOUISIANA i . ’ -
- , COCRERAKIVE OFFICE EDUCATION STUDENTS -  ° C
’ END, OF YEAR REPORT - . '
) Pleass £111 in this form in duplicate for each cooperstive office education class and send the ariginal to the State S
Office by . | _ . ‘ - o .
SCHOOL CITY PARLSH -
- j ‘Job Classification ‘Wages | Total
. SEX where Employed & Job Title (Use CIP codes listed | Per Yearly .
Name of Student MIFFP During School Year . on next shegt) Hour Earnings'
1. - ‘ o
2. Y
P 3. - ;
o > 7
4, \ -
- A
5. L
i P
-~ 6. .
7 .
8. ) .
9.
. 10, . ’ :
Number of Employers Participating - _— ' , SIGNED i -
N i , . ' ’ Coordinator
Number of Stuc<ats N . , . . . ‘ .

s ¢

133 e C o T 184




- 11.

H
R - . o . ép" p
> ’ ' Page 2 8
: - . Job, Classification - Wages Total Tl
L X Where Employed & Job Title ) (Ugé,‘ codes a.:f‘;ed Per, Yeail)" B
Name of Student MIF During School Year i this sheet)s® | Hour Earnings |

25.

..

. i " , ‘ J

[4

' CIP CODES TO BE USED I¥ JOB CLASSIFICATION COLIMN

07.01 . Apgounting, Bookkeeping, and Related Programs 8 .

197.02  Bankjng and Related Financial Programs . T T
07.03 Business Data Processing and Related Programs ' v
07.06 - Secretarigl and.Related Programs. , )

+ 07.07 Typing,.Ceneral Office, and Related Programs . . . -




. / ~
.- " APPENDIX D '
" MILEAGE REPORT ' o
? \5 : "'.' ’ I3 N ’
L : .
. I R BEGINNING | ENDING
FIRMS CONTACTED PERSONS IN CHARGE " MILEAGE MILEAGE
— — =
¢ , / }’ s
~ , A
- k4 / _, >
o =
i
o P
. ~ g i, -
- i
{ .
y - t{ .
*, } " = -
. ! ‘ )
- i ’
. i \/
a'@ A : L. . - N
‘ _ This is fér your own, personal record ' 3
1- 3 ‘7’ a? - /l'~ .
N V l :
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STUDENT "ORGANIZATIONS

c b

°

] ’ Page -
FUTURE BUSINESS LEADERS OF AMERICA . . H-1
COE CLUB : o . H-2 ;
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A
4 ? FUTURE BUSINESS LEADERS OF AMERICA
" Future Business Leaders df America is a secondary organization for RIS
. students who are interested in business and office occupations. The . '

program of instruction develops leadership competencies through business
educatior courses. S »

) Cooperative Officé Education students are encouraged to join and’
. participate in FBLA activities.  COE students can be-valuable members .~
to FBLA because of their unique on-the-job training opportunities. Two
FBLA competitive events are especially designed for and limited to COE
students. Both events can be successfully integrated with regular COE
classroom instruction. The first event, Job Description Manual, is
designed to test the student's ability to prepare a comprehengive .job i
description manual. The manual must relate to a specific job or work : _ .~
station. held by the contestant. Manuals are submitted to the state
office for judging prior to.the state conference. The first place manual
is submitted to National as Louisiana's entry. .

- The second competitive event is Job Interview and is designed to . -
acquaint students with employment procédures they will face when applying

for positions. Louisiana.guidelines restrict contestants to those stu-

dents enrolled in a cooperative education program. Contestants prepare .

resumes and letters of application prior to attending simulated job

interviews. Contestants compete at the district-and state levels with

the state winner becoming. eligible .to compete in national competition. ~ ;

Information about this organization can be obtained from the ' .

following: ‘ -

State . e National -
Mrs.. Connie ‘G. Buck Future Business Leaders of Amerida/ v
Executive Secretary, FBLA ' _Phi Beta Lambda - FBLA/PBL -

] - P. 0. Box 44064 . Executive Director .
) Baton Rouge, LA 70804 Dulles International Airport 5
® Post Office .Box 17417 )

Washington, DC 20041

7.
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S . L COE CLUB | e
' * ' . .
Leadership within the local COE program can be fostered throuygh the

’ "election of officers. These officers can assist the coordinator in
recordkeeping, fund raising, and public relations-activities. \

. 1 . Club activities can be as limited or extensive as the coordinator
and student members decide. ' ’

Ed
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GLOSSARY .

v

Advisory Committee - A group of persons, usually outside the educational .
profession,. selegted for the purpose of offering advice and counsel to
the school regarding the vocatiopal education program. Members are
representatives of the people who are interested in the activities with

“which the vocational program is concerned.

Agricg]furé Education - The study of farming, other scientific agricultural
dccupations, or any occupation. involving knowledge and skills in
agricultural subjects. .

Agricu]furé Occupations - Those occupations involving knowledge and'skills in

- agricultural subjects which include the functions of producing, processing,

and distributing agricultural products, and services related thereto.
Business Education - A summary of groups of instructional programs that

prepare individuals for a variety of activities in planning, organi-
zing, directing, and coptrolling all business office systems and
procedures. Includes instruction in preparing, transcribing, systema-
tizing, and preserving written communications and records; preparing

. . and analyzing money; gathering, orocessing and distributing information
and mail; operating office machines and electronic data processing
equipment; storing, distributing, and accounting for inventories of
materials; operating telephone switchboards and delivering messages;

’ and performing other business office duties.

Occupational programs included are:

.1. Accounting, Bookkeeping, and Related Programs - A group of
instructional programs that prepare individuals to systematize \
information about transactions and activities into accounts and
quantitative records, verify accuracy of data by applying auditing
principles, prepare budgets- and financial reports, operate book-
keeping machines, and pay and receive money. '

2. Banking and Related Financial Programs - A group of instructional
programs that prepare individuals to perform financial or
banking services. Includes instruction in credit collection,
transit routing of notes and drafts, receiving and paying out
money, and functions associated with processing loans and insur-
ance claims. ‘ -

3. Business Data Processing and Related Programs - A group of
instructional programs that prepare individuals to analyze
» , and design data processing system configurations; write, test
_r’ ‘monitor, debug, and maintain data processing programs; and ’
operate computers and-peripheral and data-entry equipment.

-

A}
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4. Secretarial and Related Programs --A group of instruc-
-tional programs that prepare individuals to record

and transcribe communications and to provide admini-
strative support. ’

5. Typing, General Office, and Related Programs = A group
.of instructional programs that prépare individuals
to record, duplicate, and retrieve data--including
classifying, sorting, and filing correspondence,
. records, and other.data. Includes instructions in
shipping and receiving procedures, stock and inventory
maintehance, and operation of office machines.

tareer‘Objectiye - A student's statement of an occupational goal.

Community Survey - A .survey administered to businesses and industries
_in the -local community to determine the need for training as well
as potential work stations. C .

Competency'- A specific knowledge or skill essential to the performance
of a job respon§ibi1jty, normally stated with a level or standard.

Cooperative Plan - An organizational pattern for prepardtory instruction
which involves regularly scheduled part-time employment that gives
students an opportunity to experience theory in practice while '
developing and refiq;ng their occupational competencies through
supervised learning experiences at training stationms.

Cooperative Vocational Education - A cooperativé program of vocational
education for persons who, through a cooperative arrangement between
the school and employers, receive instruction in required.
academic courses and related vocational instruction by the alterna-
tion of study -in school with a job in any occupational field,

These two experiences must be planned and supervised by the school
and employers so that each contributes to the student's education
and to his employability. Work periods and school.attendance may
bet on alternate half days, full days, weeks, or other periods of
time in fulfilling the cooperative vocational- education program.

Coordination - The process of integrating into a harmonious relationship
the administrative, organizational, and instructional activities of
the vacational program.and directing them toward a common purpose.

Disadvantaged Persons - Individuals who have academict, socio-economic,
cultural, or other handicaps that prevent them from succeeding in-
regular occupational education:. Includes persons whose needs for
specially designed programs result from poverty, rieglect, delinquency,
or cultural or linguistic isolation from the community at large.

The term does not include physically or mentally handicapped persons
unless such persons also suffer from.these disadvantages.

[
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-

Emp]oyabi]%ty Skills - Skills and knowledge that enable one to obtain
. —+and hold a job. ‘
Evaluation - A continuous process which includes four types of evaluation
for the cooperative program: student, training station, program,

7 . " and fo]]ow-up

Ga1nfu1 Employment - Employment in a recognized, new, or emerg1ng occupa-
tion for which persons norma]]y receive*a wage, salary, or fee.

General C00perat1ve Educatien - A cooperat1ve program of vocat1ona1 edu-
cation in which students are given Supervised work experience in any
. one of a variety of occupations, combined with related classroom )
;. instruction. This type of program is suited especially to communi -
ties where. the need for workers is too 11m1ted to justify separate ,
courses for each occupat1on
" Handggapﬁed Persons - Menta]]y retarded, hard of hearing, deaf, Speech
impaired, vjsually handicappéd, ser1ous]y emottonally disturbed,
crippled, or other health impaired persons who, by reason of their
hand1capp1ng conditiqn, cannot succeed in a vocational program and
require special educational assistance or.a modified vocational
: program: ~ ' o
< -Hazardous Occupat1ons - Any and all of those occupat1ons wh1ch the United
States Department of Labor has ruled are too dangerous for workers
under 18 years of age. This ruling makes such employment illegal and -
subjects employers to severe pena1t1es in the event of violations-- .
only affects businesses engaged in interstate.commerce.

Health Education - An instructional program which prepares persons for
occupations that render health services directly to patients to pro-
vide planned instructional exper1ence in appropriate clinical -
situations. .

Health Occupations - Those occupations which provide d1agnost1c thera-
‘peutic, preventive, restgrative, and rehabilitative services to peop]e

Home Economics Education - .Education for homemaking which, prepares for
proficiency in carrying out responsibilities. of home and family life
and provides the bas1c knowledge and skills for occupat1ona1 f1e1ds

Individualized Instruct1on - Instruction planned to fit the needs and
abilities of the individual in relation to his/her career obJect1ve~-
may vary in content and timing for the instruction of each 1nd1v1dua1

»

- Industrial Educat1on - A prograim of instruction designed to develop mani- . -
pulative skills, safety judgments, trade ethics, leadership abilities, R
technical knowledge, and related occupational 1nformat1on c .

- s .

I-3




s N

Job Supervisor - The person on the job is_directly responsible for super-
vising and training the student-trainee. (Also called Training
Sponsor) . ’

Local Plan - A statement by a local school. system about its prodram,

facilities and equipment, personnel, advisory committee, and other
elements in the vocational education area. . g °

Marketing and Distributive Education - A program of instruction in the
field of distribution*fhd marketing designed to prepare individuals
to. enter, _tg progress, or to improve competencies in distributive
occupations. Emphasis is on the development of attitudes, skills,
and understanding related to marketing, merchandising, and
management. . ’

Marketing and Distributive Occupations - Occupations including proprietors, *

managers, or employees engaged primarily in marketing or merchan-
dising goods or services. These occupations are commonly found in -
various business establishments such as retailing, wholesaling,
manufacturing, storing, transporting, financing, and risk bearinhg.

Occupational Survey - A written survey -.of area businesses to determine the
need for training, labor supply and turnover, and job stardards.

On-The-Job Training - The work experiencé phase of the cdoperative b?o-
gram referring to the process of learning skills in a job setting

rather than a classroom.

Program Evaluation - An evaluation done by the teacher-coordinator and ~
admjnistration of the local school as well as the State Department of
Education to determine the effectiveness of the cooperative program
and other vocational programs. ~ -

Related Cooperative Instruction - Instruction designed to'develop occu-
pational skills, technicalﬁ;n¢¢occupationa1 knowledges, and employ--
ability skills conducted §n the classroom laboratory ‘or similar

teaching/learning eqyiyo ent. -

State Plap - A writteq%propo a1l by the State Department of Education and -
submitted to the U: S. Commissioper of Education in accordance with
"the 1963 Vocational Education Aé¥§3ﬁa\its subsequent amendments.
The proposal includes rules, regujations, financial information -
for the state's vocational education, immediate and future plans,
and a description of educational professional development.-

Student-Trainee - A studént enrdlked in the cooperative vocational pro*
gram, receiving on-the-job training. ‘

>




Training Agreement - Form prepared by the teacher-coordinator indicating .
the period of training, hours of work, salary, and other pertinent /;,-..'
facts and information necessary to assure basic understanding of" g
the student's position as a student-learner in the cooperative ]

education program.

Training Memorandum (Plan) - Written plan of experiences indicating what is
" to be learned by a specific student ang whether it is-to be taught

in the classroom (group or individual instruction} or at the !
training station, or both. The plan is derived from a realistic : \
analysis of the tasks, duties, responsibilities and occupational \
objectives of the student-learner. A copy for each student-trainee
must be on file at his/her training station to meet the requirements
of the Louisiana Department of Laber.

Training Sponsor - Individual at the training station who is directly )
responsible for the student-learner's activities on the job. Train-
ing sponsor can be the ‘owner or manager of the business or an’employee

appointed by management.

Training Station - Business where the student receives supervised learning
experiences related to his/her occupational objective through part-
time employment while enrolled in a cooperative vocational program.

*Work Experience - Employment undertaken by a student while attending
school.

/WOrjk Experience Education - Employment imdertaken as part of the require- ‘ )
ments of a school and designed to provide planned experiences in a .
- chosen” occupation. Supervision is provided by a teacher-coordinator

and the employer.

-

Work Permit - An’ employment certificate issued to minors under 18 years .
of age after employer has completed an "Intention to Employ" form. '
Work permits are no longer required for cooperative program students.
A copy of the Cooperative Part-time gggiging Memorandum (Plan) must
be kept on file by the employer to m requirements of the Louisiana

Department of Labor.

@ 3 .
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- MINIMUM STANDARDS g .
s ' Lo . ' \\ : .
To be included wher approved by State Board of Elementary and Secondary .~

, Eduycation. ' . ’ 3
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¢ o " THE EVALUATION PROCESS. -
_® EVALUATION OF THE STUDENT ’ AR ™
A Classroom Eval‘uatio: ' R - o1
. . Training Statign-Evaluation . R S
EVALUATION OF THE TRAINING STATION o : J-1 4
' " EVALUATION OF THE COE PROGRAM N S
. APPENDICES ‘ '
A, Student Work Report Form . . ' J-3 )
B. .Student Attendance-and Work Report Form J-‘I
C.  Report Card to be Completed by Training Sipervisor. ~ J-5
‘ o C-1. Report Card to be Completed by Tra'ining Supervisor J-7%
) D.  Student Eva,]uatior'\ Form \ | / ’/J-9 .
E. E’m%of Training Station by Stydent A,"‘ ‘ ~J‘-10 "
., . " F. Evaluation of Training Station by Teacher-Coordinator J-11
F-1. - Evaluation of Training Sta"cﬁ%n by Teacher-Coorcjinator J-12 A
» G.  Eyaluation of COE Program by Employer . o o J-13. '
‘ _ H.. Eggluation of COE P‘roqgrsam by Student . ) J-1~4

~




' : © EVALUATION OF THE STUDENT - . : S
. - The progress of the Cooperative Office Educatwn student must be . »
.evaluated both in the classrooem and on the Job. The method used for

determining the final grade for a spec1f1c reporting per1od must be :
tailored to the 1nd1v1dua1 school” program. .

Y )
Classroom Eva]uation

. -
/

_ * The évaluation of' the classrogm work fof a -given grade report1ng
—--- - period will- be—determined by the teacher-eoordinator. es

- » ~ .
. . ¢

"o Training Station Evaluation

Just as a student's classroom progress cannqt be based on a s1ng]e
criterion, the student's progress on the job'must be measured through
continuous evaluation and periodic written evaluations.- Cont1nuous
evaludtion of the student's progress on the job is accomp11shed throu%g [ |
observations made by the teacher-coordinator during coordination visi ‘
and’ through responses by the student on some type of work report form
(see Append1ces A and B). In addi‘tion, periodic written evaluations must
_ be' made in conjunction with the grade. report1ng period. The periodic
.  evaluation form (see Append1ces C, C-1, and D) should be comipleted by the r~
, - training station supervisor and submitted to the teacher-coordinator prior
. to the end of the grading period. It is recommended that ‘the teachet-
coordinator review the periodic evaluation form with the training station "
supervisox_prior to the completion of the initial evaluation. If feasible, I
eacher-coordinator and the training station superv1sor should review s
the comp]eted evaluations prior to the ass1gn1ng of the final grade for
the grad1ng period. The: teacher-goordinator in turn has a responsibility
to use-the 1nformat1on from the eva]uat1onvwhen counse11ng with the student

J

v N EVALUATION OF THE -TRAINING STATION

‘:" P W ) ‘ ’\: . " . . .. . , )
In reviewing the effectiveness of the on-the-job experience for the

'COE student, -the” teacher- coord;nator may ‘want "to include some type of .

evaluation of the training station. Appendix E is an iltustration of an . e

evaluation which might be completed by the student. -Appendices. F and-F-1 . -

illustrate an evaluation to be completed by the teacher- coordinator. If - =

such evaluations are used, the form should be adapted to thé needs of the

individual COE program. Care should always be taken to maintain the pro--

fessionalism of the evaluation; the evaluation form should be aimed toward

evaluating the effectiveness of the training station, not, the persona11ty

of the superv1sor N

r 1.




EV@LUAT}ON-OF THE COE PROGRAM

% At

~

-

In add1t1on to a self-evaluation of the COE’program, _thg teacher-
coordinator shpuld solicit input from the training stations and the
students in evaluating the effectiveness of the COE program. The evalua-

. P
P )
o~ &

" tion instrument used should be designed to provide useful information_for
" improving the program. Care®should be exercised to be sure the evalua-

tion .does not become an ego-trip for the teacher-coordinator nor an -
exercise in vindictiveness by -thé student, Appéndix G is an illustra-
tion of an evaluatign which might be completed by the training station

" supervisor; Appendix H, by’ students. .

-
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APPENDIX A

Example of Student Work Report Form

2

STUDENT WORK REPORT
i <

"Name

Training Station

2

Name of Immediate Supervisor

- Days Worked Per Week L Houré Worked Per Day
-Wages -Paid Per Hour . . . , ‘ : - e
‘ ! ) [
" Duties Performed

3

Machines Used

Task I Enjoy Most o 3 ‘.

]

' Task I Enjoy Least—-

IN%dHMpNﬁﬁ‘




- - -Scheduled - FROM:—{ o Sl b - 1
Working - - —
Time T0:
&
List routine tasks: ' ~ B

~
APPENDIX B - . .
Example of Student Attendance and Work Report Form

ATTENDANCE AND WORK REPORT

Name ‘ : . Dates:

LX)

Training Station ’ ' Supervisor

From - To

-

W1 T W T FIS/SIM] T] W[.T| F] S/S

List new tasks: - 9
it
Total Hours e
Worked Daily
Total Hours WOrked Th1s Per1od Rate'of Pay Per Hour

Gross Amountlﬁarned for Per1od - L ¥

Descrlbe some event that occurred this per1od that made you feel good.

Describe some event with which you had a pfob1em.

- 155




»SUPEB VISOR'S SIGNATURE
1st Nine Weéks )

. 2nd Nine Weeks

3rd Nine Weeks

4th-Nine Weeks

COMMENTS

3‘1 1st Nin(g Weeks

' :
2nd Nine Weeks

3rd Nine Weeks

yi
4th Nine Weeks

J

EAST BATON ROUGE PARISH
COOPERATIVE OFFICE EDUCATION
. ON-THE-JOBEVALUATION

STUDENT'S NAME

- TRAINING STATION__

. Teacher—CoWr

School

Address

40StAL3dng uotyels Burutea)] Aq pajaldwo).aq. 01 pae) 3aoday ,io 9| dwex3
T

9 XIGNIddY .



IToxt Provided by ERI

Student

~

- s

" Tralning Station
High School Address
Teacher-Coordinator____-_, ‘Supervisor _
Rating Key: 4 - Very High GRADING PERIODS: (Check Appropriate Column) .
3 - High o . :
2 - Average _ 1st 9weeks 2nd 9weeks | 3rd 9weeks | 4th 9 weeks
1-Low ’ _ i .
0- Very Low - - ' |
: : 4131211014132 |1 (0|4 |3 |2 014132 1} 0
Quallties To Be Rated ./ )
DEPENDABILITY: Prompt, sincere, able to work without
supervision, follows-instructions.
* I - .
ABILITY TO GET /(L ONG WITH OTHERS: Adaptable, frlendly R
tactful, cooperative, willing to be counseled, respect for - ! e
others. . ; . ) ~
" PERSONAL APPEARANCE AND GROOMING: Appropriate ‘.
clothes for office, clean, neat appearance, poise and orderly. _
IMITIA ?’{VE: ‘Goes ahea& without constant reminders.
ATTITUDE: Toward criticism, customers, clients and other
employees.
QUALITY OF WORK: Accuracy and completeness of work. - =
(As compared with employees of equal age.) ’i g
A'fTENDANCE AND PUNCTUALITY
’
QUANTITY OF WORK
Q. 531
R (NOWLEDGE OF JoB 1 p




o @ o
) [
COMMENTS
15t 9 weeks . . e e e D
* R I
- . o
_ , > . 3 )
T : -3
R B , -_; ,M_,CDOBEB,AIL\LE,.OFFICE EDUCATION PROGF{A’M
........ e T g .
» ON-THE JOB TRAINING =
.......................................................... . -4
’ ' o
....................................... - EVALUATION g
Brd O WeEeKS .. .. e e e i ) - g_
o
B o
............... ASTIRLIIRES ,\ P
' o>
......................................... 2 e et e e e , 9 )
g ‘ gd -
"athOweeks ..............nees PP ‘ 25
¢
e S SRR " 22
F ’ a..'-
.............................. e e e g
v —
' ~
2.
- E
- . e (g..
SUPERVISOR’S SIGNATURE ~ . ®
’ . : . 3]
1Stgweeks.............................,...: .................... L : . stuaent’\sName.¢¢l¢l00l...ll-.ll..ln.nl.n,.'nll..nnnll:'o.:o '
R . : =3
k ) 2nd 9 weeks ......... “ ................. ) AA““ Tfaimng Station----o--------“ﬁ-—-rrnn"ﬁrrlm'rt.-........Ua.
P .. H. L. Bourgeois High School g )
BrA G WK S ettt et e e A route 1, Box 242 3 i
Gng% Loulsluna =
9 ks i . 2:3277 @
| ]: C WK & ettt et et e e e e e - . ‘ Luther Fletcher / =
,, : . 180 ' ap Donald Johnson Prirciod 1 GFfank Kidd




STUDENT ... oot
JOB CLASSIFICATION ....oouiieee e,

RATING KEY: 4 - Excellent
3 - Above Average
2 - Average ¢ ,
“~ 1 - Below Average , :
0 - Failing r

' i . . .
g . . s
. # -
. . .

TRAINING STATION ..o e,
ADDRESS.............. e

*

SUPERVISOR ........oovn. . U B ST

PLACE A CHECK MARK IN THE APPROPRIATE COLUMN FOR EACH OF
THE GRADING PERIODS BELOW. :

1st9 weeks 2nd9weeks _H. 3rd 9 weeks 4th 9 weeks !

413121110 afsfja2l1]o alz3l2l1]o atafaii o

QUALITY & QUANTITY OF WORK: Has aptitude for doing neat, accurate |
work, giving attention to details; budgets tme caretulgl; gets the job donein
a minimum amount of time; has an acceptable pro uction output.

1 ) i

ume, arranging for latenegs and/or time off in advance; informing the
employer immediately of any cirgumstances preventing the trainee from
reporting to work on ime. ) .

PUNCTUALITY: Being to work on time; returning from4unch or breaks on

T

ATTITUDES TOWARD WORK: Takes a keen interest in training; shows
imtiative, looks for ways to improve, 1s inquisitive and enthusiastic about
each of the assigned job duties.

HUMAN RELATIONS: Cooperates eagerly with supervisors and accepts ;
suggestions, tactful and understanding in dealing with people; promotes

go,od»énl_' controls emotions, makes a favorable impression on all con-
cerne ) .

v

PERSONAL APPEARANCE: Presents an appropriate well-groomed pus-
inesslike appearance. folfows company dress policy;, has presentable
hairdo; uses proper make-up for office work. J

WORK AREA: Kéeps work station neat and organized; takes pride in the
appearance of work area, is extremely careful in the use of company
equipment, uses good judgment when handhng all company supplies.

IMPROVEMENT IN SKILL: Has developed the ability to think for him-
self/herself without excessive supervision; recognizes the value of the
training opportunity offered, has gained satisfactory speed and accuracy
on the job; has become proficientin the use of machines in the office; has
achreved businesslike habits. - ,

R\

.
.1

1 6 2 ' ' ’ . - »
! OVERALL GRADE PfR PERIOD: (School Use Only)

I

Q dweeks:...........

DAYS ABSENT PER PERIOD: (Employer Use Only)
Ist9weeks:........... ) 3rd 9 weeks ........... )

2nd 9 weeks: ......... < . © 4th9weeks............




APPENDIX D -

\ - : '

. . . Example of Student Evaluation Form . ’ . -,
STUDENT EVALUATION FORK - T .
. ’ STUDENT- - SCHOOL : : .
- .o hd .
COORDINATOR . . ..

R FIRM

D < .
'
w . -

Careful analysis of the character, personahity, “and wo?k habits of all students is extremely waluable to the omployer

the cocrdinator, and the student. This rating chart sets up enght simple but important classifications 1hat¥|l| give a clearer

. ’
+  _picture of the student’s merit and future potemlal. ? A * L
Please chetk one.in each category: \}\ A ) - -
. L d ’
;o 1. QUANTITY . 5. GROOMING = R
h ___ . a. Production high ___+_a. Always businesslﬁ(e in personal appearc;nce
r . __b. Production average . b Usually clean, neat, and appropriately dressed
/ . c. Production sometimes below average ‘ . Unbusinesslike in personal oppearance
___ _d. Production . consistently below average __d Occasmnally offensn’/e .
: . N . .
- . 2. QUALITY ks . L T 6. DEPENDABILITY AND INIT]AT& - <
? - * ’ v . o . ” .
! a. Is extremely careful and thorough 4 ' —_a. Looks for and ta y additional tasks
__b. Quality 1s better than ave?oge ® —__b. Requires only dsupervision
) i c. Is satrsfactorily correct and thorough —_& Requires close’supervisioz
d. Gives adequate attention . ___\_d. Cannot be left to work alone *
' A - .
3. ATTITUDE TOWARD-WQRK v ¢ 7. RELATIONS WITH OTHERS *
1 ’ '. v s . -
' a. Is exceptionally cooperative and willing . a: Always works well with others K*
b. &.enthusiastic gnd interesied b, ¥oy ell with most fellow workers
. —~ ' _¢: Shows little interest - ) c. Workstwell with spme co-workerd
’ < __d. Is indifferent andéor critical - ; —d. Has friction withffellow workers -
B . ’ ’ -
’ 4. KNOWLEDGE OF JOB ) : - 8\ EMOTIONAL STABILITY . :
3 a. Sufficient understandmg of his own and related ’ a. AIWGys_s}:}f-contr)?e/d,recépﬁ%‘tc; Criticis'm
. work « > b. Seldom upset by pressures or reverses -
—_b. Understands obvioys and routine aspects o job -~ c. Easily offended; resents criticism_ v
. . c. Improving and increasing understanding of b . d. Worries to exsess over real or mdemed
d. Slow to undérstand variation from routine . problems
< assignments . ) : - ‘
. - . |
9. What are the outstanding good points, if any, of this employee® . ‘ T }
) t - \ o 14 |
- > ’ : 4
. . [ ol . |
uet e T 4 d hd L ’
N £ 'y, -%: R o %
: _10. What are the important weok points, if any, of this employee? - ) b ’ - o
) . , P _ . L a
. . ) . Va4 / . . [ 4 . .
- . ~— . C - p ’ * = . ) P J -
/ ) ’ .) 7 . X T
~ Date ; . R Supervisor S : !
' R J-9 ! 17107270
» y C -
X < ) . ’
o o 16y -
ERIC ¢ < |
N : - . v g
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‘ Sl . < APPENDIX E .. ; J
= A Example of Form for Evaluatlon of Tr;umng Statlon by Student »_ = '
. , ) | o - . .
» Lo STUOENT Evawation-oF 10 .
T . - TRAINING STATION e .
Date i
Student's Name 4 5 - '//:' .
Training Station L ' i T (i ? " -
Supervdsdr's Name ey . } o L
Present duties_. o : ' . |
N Co ) L | o v
Bééiﬂniﬁg Date 5 - Termination Date: - )

Yes No 1. D1d.you receive appropr1ate or1entat1on when _you started the job? .

L)
uere the rules and regu]atﬁons of the training stat1on e5p1a1ned7

e . \

Yes No 3. Are you under dai]y.;uperv1510n?

~n

Yes ~ No

A

¢ ~ . ‘a - ’ : B
Yes No 4. Are you gfVen adequate assistance when) you need it?

r d - .
- - . v ‘ td

Ye§ Mo', Are your ﬁe]]ow*empioyees f?iend]y and courteous7

5
x;Yeg “No 6. Do you feel advancement 1s ava11ab1e to you if you are work1ng

% full t1me7 ' .-
!, LN i~ N ‘i ‘

Rate your supervisor on_the fo]]bw1ng pb1nts T e

Good” Average Poor -1. Introduced you to otneY emd]oyees'in depagtment.
hH N f
Good " Average “Poor 2. Exp1a1ned changes wh1ch affected ygu
’ ‘

Good Average Poor ., 3. Showed an interest in you and your Job
L ) /

Good Average Pgor 4, ngnse]ed with you as ,needed negardgng problems.

Y > - ’ -

[T .

« What did you Tike best about your job? -

A ©o L . o . M e, I :
<~ . ’ f T e . .

( ‘ R PN ‘ _ , .
- ‘\ e * ’ ) N
Suggestions for improving working conditions:’™ . ) Y.
. ,' ‘ [ ] ,' , K . A
r ‘ A .

-
-

o Lo g-10 - 165’ -




, APPENDIX F s e ‘
¥ Ve - .
¢ . . " " h N o
Example of Form for Evaluating Training Station by Teacher-Coordinator . T J
' N ' : TEACHER EVALUATION OF ' . '
® TRAINING STATION

-4 4
' E = excellent
S = satisfactory .
U = unsatisfactory ’ )
£ S U 1. Location of training station in relation to campus. ;
O . . o .e
(4 £ S U 2. Beginning wage. ' . )

E S U 3. Observation of child labor laws.

%

E-S U 4. Participation in preparation of student's training plan. -

E S-U 5 Employee morale. . ) ,

- £ S U 6. Equipment and facilities. .
o~ . E S 4 7. Appropriateness of instruction. o . )

" s F S U 8. Jariety of learning experiences. S
ifé\/-\;[ . J

ity

Vi
E S U 9. Cooperation with-ecBrdinator.
' E S U 10. Timely preparation of written student evaluation.

E S U 11. Opportunity for advancement.’

-

. E S+¢U 12. Opportunity for qu-tiEne employment. -

s )
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-
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v L : APPENDIX F-1

:Examp1e of Checklist for Evaluating Student Training Station by Teacher-Coordinator

. - . .
A e

CHECKLIST FOR EVALUATING STUDENT TRAINING STATIONS

Do you find that the station

is located so that transportat10n to and from home and school is
not too t1me ~-consuming or costly.

haS~sat1§factory emp]oyee morale.

+ has equipment'and facilities which are adequéte, reasonably modern -
and in good condition.
provides a physical and moral environiment which is safe and bene-
ficial for the student. ..
. — ; . . PR .
observes Federal and State laws and employment regulations.

"

Do you find that the training station is willing to

provide instruct{on, not merely obtain part-time employees. ' ..

K]

provide a wide var1ety of learning exper1ences compat1b]e w1th - N
individual needs and capabilities. .

-, develop 301nt1y with the coordinator a trqgn1ng p1an . Lo

work close\with the student and the coord1nator to 1mprove

. instructio '
’
make 1nstruct10na] mate{7a]s available to the student and the . y
» coordinator. e

v B ¥

designate supervisory personne] who will direct the student tra1n1na
“competently and with enthus1asm . ) Lt

confer periodically with the COE toord1nator and eva]uate the student
in wr1t1ng

provide emp]oyment wh1ch meets or reiates t0 career 1nterest “of the
. student. - .

<

emp]oy the student’ for at feast 15 hours per week for the entire school
year and establish a reasonable working schedule for the student.

S 4

discuss opportunities for advencement and’ full-time emp]oyment

prov1de a beg1nn1qg wage comparable to other part -time workers
d01ng -the same work.

H 167
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APPENDIX G ' . o,
. ’ Example of Form for Evaluation of the COE Program by the Employer
. . ¢ EMPLOYER EVALUATION OF THE = -~ .
COOPERATIVE OFFICE EDUCATION PROGRAM \
“w - N N ’ b ‘
' ) . Date
. 2

Training Station ,

-

( . - ’ )
. . Yes No 1. Do-you feel the classroom instruction was coordinated with the
v . : student's work experience? .

Yes No 2. Was the coordinator's supervigion of the working student adeqdﬁte
and helpful? < ‘

Yes No 3. Do you feel the student's skills and abilities were appropriately
considered in placing him/her at this training station?

Yes No 4. Did the coordinator analyze the job duties to determine appropriate
‘ ’ classroom instruction? A

. . -
Yes No 5. Did the student have or develop appropriate work habiﬁs for the

training station position?

‘ ", Yes #No 6. Was there a noticeable difference between the COE student and any
' other high school student.who might be hired?*

-

|
. - v 1 f

Yes No 7. Did the coordinator visit ﬁhé traiping station often enough? .- l

. |

|

2 ' If’({'no‘," please explain | 8
- -Yes No 8. Did the cgordinatof visit the traiﬁing station at aﬁproprih}e times?
‘a T ' - ’
. .- 777 If "no," please explain .
"‘\. ) ..

1‘), M [

Yes No 9. Do you think the Cooperative Office Education program should be
. continued? ° . . :

Please make any comments or suggestions for the imprbvement 6f the COE program.'

e . l)




APPENDIX H

t . N - , .

Example of Form for Evaluation of the COE Program by Student

STUDENT EVALUATION OF THE . ' . .

COOPERATIVE OFFICE EDUCATION PROGRAM - . ' @
Date '

-

No 1. Do you fee] that you have benefited from the c]assroom 1nstruct1on
you received in COE? .

No 2. Do you feel that you have benefited from the work experience you
received through your participation in COE? .

No 3. Did your classroom instruction relate directly to your training
station duties?

No 4. Would you recommend the inclusion of any additional un1ts in the ~—
classroom instruction phase of COE? )

If "yes,” please explain

L

.No 5. HWould you recommend the exclusion of any units from the cldssroqﬁ
instruction phase? .
ot | o

' If “yes," please explain ‘ .

. L] ‘ ' '

&

.

-«
No 6. Do you have any suggestions to improve the order of the units pré-
sented in the classroom instruction phase?

—t

If "yes," please explain
\
. »

s

No 7. Could the work experience phase be improved?

If "yes," please explain ' ) -

)

; ) ) . .

-

No 8. Do you feel that your classroon and work exper1ences w1]1 help you
' ‘as you senk full- -time employment?

No 9. Do you fee] that you have mQre self- conf1dence as a result of your
L experiences in COE? ' .

: e\ | 189 o ‘ . ‘
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UNITS OF INSTRUCTION - ' P

™ The following units are suggested_topies that might be included in ,
the COE €lassroom instruction. The order in which the topics will be
covered will vary depending upon the needs of the students and the business

v

community.

RECOMMENDED FOR ALL STJBENTS
Orientation to COE .
Te]ephoné Tégﬁniqués
Word Proce§£ing Concepts and Hands-on Experience
Human Relations Skills

Securing and Keéping a Job E . - ,

. RECOMMENDED FOR INDIVIDUALIZED INSTRUCTION _ . o

Communication Skills.
*Financial Recori&s
N .
Business Math/M?chines : .

L Typing Review

Sh&nthand Review- -
Office Procedures Review
Specia]ized'Office Problems
.“Insuranqe Office ' o ‘ -,
| Legal Office
Médicé] Office

Banking




. UNIT 1
COOPERATIVE OFFICE EDUCATION:-ORIENTATION

INTRODUCTION

Cooperative Office Education is~a vocational business. education
program for high school seniors who plan a career in secretarial work.
This program is designed to affect the transition ftom student to
employee through a combination of classroom instruction and actual
experience in the laboratory of the business world. '

“w The students attend school in the morning and receive onzthe-job
training in an office during the afternoon. Each student-trainee receives
three units of credit for the successful classroom and job performance
and is under the supervision of the coordinator from the school as well
as the job supervisor from the training station.

— . .

COMPETENCIES .

1. -Exhibit an understanding of the Cooperati¢e Office Education
program and an awareness of the responsibilities of each of
the three parties involved in the COE pragram--coordinator,
student, and employer.

2. Exhibi; a positive attitude for successful job performance.
GENERAL PERFORMANCE GBJECTIVES/GOALS

1. Exhibit an understanding of the facets of the COE program.

2. Demonstrate an understanding of classroom and training station
procedures.

3. Exhibit desirable personale growth.

SPECIFIC PERFORMANCE OBJECTIVES AND MASTERY CRITERIA
, . .

1. On a written tes ; students will be able to list at least
three advantage§ of a COE program. ‘

2. After reviewing the various items that are included in a COE
student's personal file, students will be able to complete
the file in class and maintain it throughout the school year
with 100 percent accuracy. -




o S

3. After discussing the tra1n1ng station sponsor s role in class,
students will be able to identify four major duties of the LOE
training station sponsor. \\

o SUGGESTED, INTEREST APPROACHES

1. Inv1te a former' COE student to speak on the advantages of being
a COE student. , .
»

2. Have an experienced secretary discuss advantages, disadvantages, .
promotfons, salaries, etc.., of secretaries and office workers °
a]ready working in the business world. .

3. Ihvite a personne] director to speak on the "855 and Don ts.of
an Interview.' ’

4. Use various audio-visual materials to support orientation
activities?

METHODOLOGY \\<

" This unit has been designed to be a flexible method of orienting
new COE students to Cooperative QOffice Education through the use of
teacher lectures, discussions, case-study groups, outside lecturers, film-
strips, and guest speakers. THIS UNIT IS DESIGNED TO BE USED IN A
SUMMER ORIENTATION SITUATION. ,

UNIT OUTLINE
COOPERATIVE OFFICE EDUCATION

‘Definition -

Coordinator's respons1b111t1es :
Student's responsibilities . -
Employer’'s responsibilities

Evaluation - . )

1. Classroom -

2. On-the-Job

mooOom>>

II. Personal Growth (See Human Relations Unit) . . '
I11. Pre-emp]oyment (§ee Securing and Keepjng a Job Unit)
-4 173 . -

\ ~ »
L4 s rd

I. Objectives of COE Program : ' ‘ . ‘ .




SPECIFIC PERFORMANCE OBJECTIVES AND LEARNING ACTIVITIES

1. On a written test, students will be able to list at 1east three
advantages of a COE program.

\

Squeqt Matter Content Learning Activities

Objectives of program . 1. Prepare bulletin board illus-
" trating components of COE
program.

. _ - ’ 2. Discuss in groups the responsi-
bilities of the coordinator, .
students, and employers. Groups
4 will present a summary to the ] .
~ class. . N : ,

- 3. Prepare a self-evaluation. Write
a p1an for self-improvement, file
it in personal folder to be
A . reviewed at the end of the school
. ) year.

_ﬁ“f
-—t

2. After reviewing the various items that are included in a COE stu-
dent's personal file, students will be able to complete the file in

- class and maintain it throughout the school. year with 100 percent
accuracy. .

——

Subject Matter Content Learning Activities

Forms 1. Discuss in groups the d1fferent ) )
: types of forms. //

2. Complete forms for personal
folder.

3. View film on importance of
personnel records. A
{




o ' . . -
3. After discussing the training station sponsor's role in class,

N students will

= training station sponsor.

. —_—

be able to identify four major duties of the COE

v

Subject Matter Content

Employer's re§pphsibilﬁtié§

o

Learning Actjvities

1. Discuss in small groups the '
"Supervisor's responsibility %o .
a student. Present summary to
class..» o

2. Discuss in small groups methods:
of student evaluation that em-
ployers will-use. Present
information to class..

3. Role-play.common employee bn-the-
job infractions (Ex. exced§ive
tardiness) and the employen's
handling of such infractions,.

-~ 175
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- | ; . " EVALUATION AND TESTING -
' R ¢ \ L .

Ways to Evaluate Pupil Grdwth o .

‘ * Unit test o .

* C(Class evaluation

* (Class participation grade

S 1 EQUIPMENT AND SUPPLIES
Students ) Teacher -
Typewriter ’ - Textbooks dnd Manuals
Pen - . ~ Projector
- Pencil | : Screen
N . Notebook - Fitms
Bulletin Board Supplies Typewriter

Calculator : Bulletin Board Supplies

»

-




o«

. SUPPLEMENTARY MATERIALS t .

Filmstrips with Cassettes

R
First Jobs
(9 11mstr1ps, 9 cassettes) -
Eddcational Design, Inc.
47 W. }3th Street’ e 4
New Ydrk, NY~ 10011 R

Goofy Goes to Work -
(6 filmstrips, 6 cassettes)
Walt Disney Educational Med1a Company
2100 Riverside Drive x
“Burbank, CA 91506 E

Just a Secretary .
' (1 filmstrip, 1 Cassette) . .. : ;
Educational Activities, Inc.
I Freeport, NY 11520

The Look Is Natural '
(1 filmstrip, 1 cassette)
Educattyonal Activities, Inc.
"Freeport, NY 11520

The Secretary in a Changing Role - .
(4 filmstrips, 4 cassettes)
Educational Enrichment Materials
(A Division of The New York Times)
157 Chambers Street- .7 .
New Yor#, NY 10007 ' :

Textbooks
Centum./ 21 Typewriting ™ - . .
2nd edition © - i ‘
South-Western Pub11sh1ng Company v
11310 Gemini Lané - L
Dallas, TX 75229 o
Transparencies e .

Personal Development Transparenc1es :
(10 sets, each set containing 8 transparencies)
South-Western -Publishing Company
11310 Gemini Lane
Dallas, TX 75229

177
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N »
Miscellaneous

' °  Outside lecturers are supplied from the local bus1ness commumty—- ,
o - ) A31n part1cu1ar, current training statJon sponsorsx‘ . taé//
- . Questwon and -Answer series on "Applying for a Job" > . . )
., Jerry Starr - - i ‘
) - "~ South Terrebonne Media Center .
L- . - - general Delivery . . ' -

- Bourg, LA 70343 . ST
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‘-"Actmg Respons1b1y . Human Relations Lap 5. ~I15ECC, Inc. The Ohio . l
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UNET 17 °° 7
* TELEPHONE “TECHNIQUES
.INTRODUCTiQN . . , L
In today s progressfve world, one of the most important means of
commuqycqt1ng in a business office is the te]ephone Therefore, this

unit is!de51gned to provide ‘for the deve1opment of proper te1Ephone
tedhn1ques. d

"

Y .
ticipate in é€t1v1t1es to deve]op a telgphone
an as et to any business.

Students wil
persona}lty that w111

% % ~
° o ' "COMPETENCIES :
> € "‘- ,
\5 N Exh1b1% good te]ephone techn1qu¢s
-~
-2. Develop skill’ and understanding in: the use oﬁ the te]ephone
directory, spesial. services, and equipment. N

'Y

'GENERAL RFORMANCE OBJECTIVES/GOALS I

1. Recogn1ze the 1mpo tance of “the te]ephone in‘bus1ness
g Deve]op good fblephone manners .

Use telephone directory foect1ve1y:' U

-

X 47 Identify special telephone services. =™ . -

5, ;Describexuses.oftfﬁgcia1 equipment.

\ , . ' o S
. SPECIFIC PERFORMANCE OBJECTIVES AND MASTERY CRITERIA
“" . - . La ’ . ’ ‘l" PRI T ‘, - ‘.

1. Ona written test, students will be able to list at leakt five °
) . _reasons why the te]ephone is important in the business office.

[N
-*

'

2. Ina c1assroom d1s")ss1on students will be able_ to contribute
- at ‘Teast, one means of cuiiivating a- good teiephone voice.

4

.- After & classroom d1scuss1on, ‘students will be given a list of «

S ‘fQ‘ ‘ . . ten incoming prob1fm <calls for which they will write, an .
. Lo 0. acceptable method for handhng gcach caH .
B : -1 - E
o S \ 15¢°




4. . On a performance test, g&udents will be able to record infor-
mation from incoming calls with 100 percent accuracy.

On a written test, students will beé able to give_at least five
suggestions*for insuring courtesy on the phone.

6. On a written test, students will be able td apply good language
skills when using word endings, adverbs; adjectives, commonly
m1sused words, .and spelling with at least 75 percent accuracy.

7. Given a 11st of 25 situations, students will. be ab]e to Tocate-
the phone®numbers in the telephone d1rectory in 25 minutes with
at Teast 75 percent accuracy

. v,

8. On a wr1tten test, using a long-distance rate table, students
will be able to compute the cost of completing five -telephone
calls using station-fo-station, direct- -dial, and person-to-
person rates-with at least 75 percent accuracy.-

9. Given a copy in class of the ,Jong-distance calls made for the
previous: month, students wil] be able to prepare an analysis
of the number of calls made to each number, the length &f each
call, the total time for. all calls made to the same number,
and the totaF cost of a]] calls made with a minimum of 90 per-
cent accuracy. )

. -
10. On a wr1tten test, students will be able to'1dent1fy different.
" types of outgoing telephone calls w1th at least 75 percent
accuracy
11. “Given a Tist of -twelve types.of telefhone equipment, students
. will be able to define them on a wr1tten test with at least
75 percent accuracy.

’ ' /

'\ . 'SUGGESTED INTEREST APPROACHES ~  °

. n K )
"' 1. Give a pre-test on the un1t;to determine students awareness
: of the value of good. telephone techniques. \{
< 2...Invite a representat1ve from local telephone: company, the school
speech department, and/or the schoo] secretary to speak on the
many aspects of te]ephone techn1que equ1pment and serv1ce
s
3. Appn1nt a comm1ttee to write and ‘perform a skit ent1t1ed

"Te]ephone Tgouble" in which office employees do not cooperate

}n answer1n one another's te1ephone when ong'- 1s away on break.

b, Use multi-media equ1pment--tape recorders, films, f11mstr?ps,
etc ~-to emphasize good te]ephone techn1que

- ’

T 12 181/ =
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METHODOLOGY - .

Throughout this unit telephone techniques, equipment and services

. . are incorporated in such a manner as to increase the efficiency of the
business office. 1In addition, content not covered by students' ac¢tivi-
ties or guest participants'will be given in lecture form by the in--
structor. Some of the ‘sources from wh1ch

- A

~ UNIT QUTLINE
v . " TELEPHONE TECHNIQUES * ’

I. Importance of Telephone in Business : a3
. »
Y A. Iﬁcréase prgzuctivity ’
- . B. Promote human relations

I11. Development of Good Telephone Manners

t

; \ .A. Voice .
B. Speech e
C. Language skills - ~
' - D. Calls received ;
. E. Calls made
oo F.

Message taking

o + III.  Effective Use of‘Teiephone Directory

A. A]phabetic_sectidn - ‘ ’
2/ ) B. Classified section .\\ . :

LS
X

C. Introductory section
: D. Consumer information

Iv. EffectiQe Use of Special Services

: .« A. Llong-distance calls o ) -
- ) B. Local calls .- . -, D
7 e : .
' V. Types of Special Equipment®- “ . .
G

~ " A. Switchboards
- B. “Special phones . ‘ .
7 a C. Automatic dialing te]ephOpes T -
D. New equ1pment ) .




o

On a written test, students will be able to list at least five reasons '
why the telephone is important in the business office. .

Subject Matter Content

Importance of telephone

<

Learning Activities

1. Rélate personal experience§/6f
three calls which you have’made
‘to business offices and evaluate
(on the checklist) the person
who answered the phone.
(Appendix A)

2. Compose and type an essay -of 200
to 300 ‘words on ways good tele-
phone techniques can improve
productivity in an office.’

Complete the scrambled-words
exercise on techniques, services,
and equipment. (Appendix B)

<)

4. Type a-list of money-saving
telephone tips from introductory
pages of telephone directory.

5. Listen to the experiences of &
young college graduate. Discuss
. in class. %Append1x c)

In a classroom d1SCUSS10n, students will be able to contr1bute at
least one means of cu1t1vat1ng a good telephone voice.,

h 1

Ca e ¢
.

.Subject Métter Content

“Good te]ebhbné voice

Learning Activities

1. Divide into groups of two and say

aloud the 1ist of numbers using L

correct pronunciation. (Appendix E)

2.° Us&n;afWedHWmmnraﬁo
announcers and make a 1ist of _.
* both good @nd bad points, of their
voices and report to the class.

-~




Good- telephone voice *.3. Draw a card from a group of

. . sentence action cards and record .
‘ . . on recorder. Listen and rate on
‘ . a scale of one to five (with one
’ being the highest) the qualities coe
: . ) S‘\- of good telephone voice. .
' ) . (Appendices F and G) *°
‘ . . R ’
\ R ) P
. © 3: After a classroom discussion, students will be given a 1ist of ten
incoming problem calls for. which they will wr1te an acceptable method
for handling each call. N .
- ~ 3 < ' —
Subject Matter Content Learning Activities '
Incoming calls . 1. Write a script for a situation

in which a custopgr is calling

to complain’ that @ washing
machine has been broken for three
days and that a repair person

has not responded.

2. Divide into groups.of three and
role play the situations in-
volving calls. Evaluate each

‘ . - - : other on a scale of one to five
: . (with one being the highest).
(Appendix H) .

3. Relate a personal exper1ence

in which a problel call has

- : I been hand1ed
. ' . R . |

~J

4. On a_performance test students will be able to record 1nformat1on
from incoming'calls w1th 100 percent accuracy. :

[

D

- _ Subject Matter Content Learning Activities i
Incoming calls--persons 1., Write incoming messages on
not at desks . message forms, (Appenqix I) .

2. Listen to presentation by guest
speaker on new equipment and
¢ 7 technology of office telephone
| . B : : systems.and be able to indicdte ) :
N L _ « the effects they will have on’
. . - . ' the office.




Incoming calls--persons

. not at desks ) “.write the names which argglic-
g R ‘ ' ' tated. (Appendix J) L - .

“////f/’—h‘ i ' 3. Listen & recorded media and .

=
5. On a written test, students will be able to give at least five
suggestions for insuring,courtesy.on Ehe phone.

Subject Matter Contenc Learning Activities o A4 .

" Telephone courtesy 1. Preparé}a bulletin board illus-
) trating telephone courtesy.

2. Listen to.teacher-prepared tape //"\z
on "First Impressions Do Count," )

) . and write a description of the ~
¢ _ person talking. Rate the voice .
. as to effectiveness--negative,
. positive, or neutral.- (Appendix K) g

3. Role play the situations in the
‘guide for the teletrainer '
provided by the local telephone
company. )

4. Divide into groups and come up
" ' with ideas for telephone courtesy
and report findings to class.
Compile one master list.

[+

6. On a written test, students will be able to app]y good language skills
when using word end1ngs adverbs, adjectives, commonly misused words,
- and spe]]xng with at .least 75 percent accuracy

9

=

L4 ’ -

Subject Matter Content Learning Activities

Language skills ‘ RN P Type twenty sentences using words
' T . : . from a 11st of twenty m1sspe11ed
‘~ words. 5end1x L), -

2, Compose a one-page report on the
- co importance of language sk1115 in
. A - a busjness office. .

’ . . . . :‘ r: -
l v 3. .Type correct answers in tHe blanks
- . -~ on the Langu4g9 Sk111 Sheet. . o
T T ’A‘ﬁﬁ‘e“n(ﬁx M) . ) ' ‘ :
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7.

-

“Given a list of 25 situations, students w111 be able to locate the
phone numbers in the telephone d1rectory in 25 minutes W1th at
1east 75 Jpercent accuracy.- :

<

. .Telephone directory

Learn1ng,Act1V1t1es

Subject Métte; Content'
1. /‘Index and a1phabet1ze‘a list of

25 names, (Append1x N) -
. ‘ 2.-~Locate and type 15 1mportant

numbers that you think should-be
kept in all offtce telephone
reference files.

3. Determjne and-compare the cost
_ of each call on the-list for
) both-direct dial and operator-
) "assisted calls. (Appendix 0) -

¥ ”V v -

8.

. . . o . PR
On a written.test using a long-distance rate table, stud?nts will ‘be
able to compute the cost of- completing five te]ephone calls using

stat1on to-station, direct-dial, and person- ~to«person rates with at

least 75 percent’ accuracy. - SR

- . a . . i —~ .

7 ~
Learn1ng Act1v1t1es

A

Subject Matter Coptént

Show f11mstr1p obta1ned from a
Jocal phone company on how to
p1ace‘1ong*distancé calts. -

Long:distance calls.  ~. 1.

 Determine the cost for each
station‘to-station and direct-
dial call’ 11sted (Append1x P)

o .. , Write in your own words the ~
. : . L " method used for 1+ and O+
, ) © dialing.
,‘\% hd b

Al
>

<«
¥ < .

9.

- e i

G1ven a copy in, class of fhe long- d1stance ca]]s made for the pre-
vious month? students’ will, be “able to prepare an ana]ys1s of the
number of ca119«méde to each number, the length of each call, the
total time for all cdlls.made to the same number, and-the’ tota1
“cost of.all ca]]s»made w1th at least 90 'percent accuracy.

N B '“' -

o 11-7
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Subject Matter Content Learning Activities

~

Long-distance calls 1. Check time-zone map in telephpne " .
directory to find out what time .
it will be in the cities on the
list. (Appendix D) :

2. Type a list of directory assis- '
tance charges using introductory
pages of a telephone directory.

3. Type a list of calls exempt from - ) ,
directory assistance charges and " N
explain why. (Small group 5
activity) , ;

o4

10. On a written test, students will be able to identify different types

of outgoing telephone calls with at least 75 percent accuracy. <7

4
Subject Matter Content Learning Activities \
Qutgoing telephone dalls 1. Prepare a bulletin board’oﬁ thé

types of outgoing telephone calls.

2. Write the words and record the . f
message for a happy 25th anni- :
. versary singing call.

, 3. Complete the word-find puzzle using
- . o he terms on the 1ist provided. .
. ; Appendix Q) ;

11. Given a list of twelve types of telephone equipment, students will be
able.to define tha&<n1a written test with at least 75 percent accuracy.

’ *

Subject Matter Content - - a Learning Activities

-

Telephone equipment 1. Complete the word-find puzzle *

: - . after reviewing the equipment ' ‘ e
" C e : - terms., (Reward the first one '
. " , completed) (Appendix R)

2. .Unscramble the words 4n the , Y,

, exercises on types of té;gphone

.. equipmient. /(Reward -the first ‘
.. \ ~ one completed) (Appendix S) - / ‘




Telephone equipment

3.

Identify telephone equipment
from pictures on overhead
transparencies and give examples-
of proper uses. )
, . - ® .
Perform mock telephone situations
Wsing teletrainer and teacher's
guide. (Have one group evaluate
another group's performance.)




EVALUATION AND TESTING

Ways to

Evalugte Pupii Growth -
*. Unit test - -
*. Class participation grade

*  Student projecﬁ grade

* 'Rating sheet grade'

'

T EQUIPMENT AND SUPPLIES
Student Teacher
Textbook Textbook and Manual \
Notebook C» Telephone Directory
Office Manual i Tapes, Blank

Telephone Directory
Rating Sheets
* Instruction Sheets
Checklists -
"Message Forms
Typing Paper
Correction Tape

]

Tapes, Recorded
~ Bulletin Board Materials
. Construction Paper
Transparencies -
Transparency Pens
Rating Sheets
Filmstrip Projector/Filmstrips

Pen . Overhead Projector

- Pencil Tape Recorder oo
Typewriter N Teletrainer v
Ca1cu1a?9r




APPENDIX A

N
7 ~
r

STUDENT EVALUATION CHECKLIST

w' ‘ T
, R " TELEPHONE CALLS--PE@SONAL EXPERIENCE

{ - X
* EVER ordered merchand1se on: the phone, .
: And the voice that answered made you imoan?
- - OR called for an appointment-with Dr. Ledoux,
And the voice that greeted you was pleasant and heIpfuI
THEN PERSONAL EXPERIENCE has shown to you,
WHAT GOOD TELEPHONE TECHNIQUES CAN. REALLY DO?

top?

“

Directions: On the fo]]ow1ng checklist, evaluate three calls wh1ch you
have made to business offrces Rate” the person answering
the call on the foI]owing scale: 1, excellent; 2, very good ‘
3, good; 4, fair; and 5, poor. Comp]ete the chart by .
tota11ng aII three cqumns and ¢ f1:11ng in the summaryyat the

! ; bottom of the page. \ .

PART 1--" .

) .- ) -\
RATE 'THE PERSON WHO ANSWERED- . CALL NO. 1| CALL NO. 2| CALL NO. 3
YOUR CALL ON-THESE ITEMS- - - ' . et
. \.a i © 3
. ," . 1. USED WELL-MODULATED VOICE®
’ 2. USED GOOD SPEECH ‘ . N
! ' . ’ s
. * ] . _ o . T
3. USED GOOD VOCABULARY -~ - . ] .
" 4. WAS COURTEOUS | " S .
> ) .. - f . . -
5. ANSWERED PROMPTLY 53
-~ 6. IDENTIFIED COMPANY.
TOTAL " .

4
r 2N

PART II-~Summar1ze yodr general impression of the call thatlrece1ved the .

highest number- of points. , @%&
; . ,I ' ~. -
. ! ’ . '\\ ’
- SRR § 53 '
o, 130,

- D
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£ // ' APPENDIX B P R

_TELEPHONE" TECHNIQUES TERMINOLOGY

A_W-~w‘w.»ﬁxoqjad$px‘

A

*y -=sabessau

v

oI-12 -

~— SCRAMBLED (RABD;ELCM) WORDS
. ‘ - : ’ -~/
Directions: Rearrange the letters of the scrambled words in the correct
“onder, and you will discover 15 telephone technique terms .
which are used in this unit. When you have completed all the
terms, you may check the corregt answers at the bottom of
_ this page.
e N v ¢
1. RYUCOVBALA - ct 1.
2. HOTEEENLP C o2, -
) Py ) -——\' . - ‘
"3, GMSESSAE: - . 3.
4. "RDETYORCI < . 4.
5. TPALCIBHAEAL ) 5,
" 6. HSIDABOWCTR ., 6
7. EOPSEKNAPHER "~ .- 7. : R
8. BLIOME . . s @.
, s ‘. o
9. LGDIANT . 9. ' , -
10, FENCERCENO ' 10, )
11. STQCEYRU 11.° -
12. CLETLOC 12.
13. PRARET00 13. )
NASTCEDI 14. '
15. - GIGUNOTO < 15, ‘ 4
|
. N
. B . butobyno -gT @oueysip -y Jojedado g’ J
© 3991100 ‘gl AS93n0d  "I{ 9OUBI34U0D ¢ QT Bui[eip . 6 b
ditqow g auoydasyeads /. paeoqyolims ‘g (edlzaqeydie ‘g
‘¢ “auoydajay -z Adeingecon ‘1

SABMSUY ‘ .
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" Y ” T EXPERTENGE R
. ,
S . L N f \ i »

Once upon a time (not too-]ong ago) a co11ege graduate rece1ved a : ———t
.+ . diploma-and immediately began looking for a teaching position. In each
’ of the app11cat10n letters sent, a resume' was alyays incTuded.’

letters, the graduate received word that there was ¥ job open1ng in one of .

. the most desirable and highest-paying parishes in our state. 'Rather than .
take the time to send another letter, the graduate dec1ded to call the

- . pr1nc1pa1 and ask foir an 1nterv1ew . .

. One beautiful sunny day while anxiously awa1t;hg a reply from the

»

»Upon catling, the ﬂradua*e spoke to the secretary who, after talk-
. ing to the pr1nc1paL, suggested that the app11cant come 1n the next day B
at 10:00,a.m. K -~ . .
-~ . ~ The next day dawned br1ahf and beautiful as he/she gathered his/ =~
1 ‘ ~ her letter of application ahd resume and drove ten miles to the inter= - .
! view. Of course, he/she was dressed prooer]y and was not chew1ng gum ‘
.or smoking. : -

e -~ I + -~

- © cAt the schooT the applicant ‘was. greeted by the secretary who .
o 1mmed1ateTy‘took h1m/her 1nto the pr1nc1pa1 3 off1ce . . ¢
‘, ‘ . At the ehd of the mtettwew, the pr1nc1pa1 gave a'little grin and ,‘ o
- -said, "This"#s a first for me ik twenty years. I have a rule that J have R
always fo11owed—-never hire anyone until they've filled out an app11ca-
) tion form, and I*ve 'had sufficient time to study ‘the letter of applica-. )
tion and resume. Why did’l do it? - Because'my secretary was sb- T
impressed by your- yowce “and p]easant manner after speaking w1th you on

the’ phone yesterday , SN
. . . - ~J - -
The young applicant was 'shocked and surpri ed when the pr1nc1pa1

offered him7her “this wonderful teaching pos1t10n§ 0f .course,. he/she

accepted the: job” and 4ved happuly ever aftqr”' - . )

N e s . . ) . "
R . .

) Note ) Lo C o w 1 ‘ T Co
We can't guarantee that the ‘pleasant voice will a]ways get you L ‘ LU_
the JOb but T -think we cén safe}y say ‘that it will certainly help open

the, door. The ‘vest, of ~course, 1s d1ways up to,youl o v E

.: ‘e




Directions:

zones.

APPENDIX D

TELEPHONE ' DIRECTORY--TIME-ZONE

they open.

-~

<

(Assume all off1ces

In an office it is important that you know about plaging -
calls to other cities before their offices close or after
This exercise is designed to ‘give yoy practice..
Use the introductory pages of the telephone directory to |
locate the map of the United States which shows the time . ,

In the proper $pace provided on.the chart, ‘indicate . '
the time the call will reach its destfnation and if it will . .
get there before the office closes.
are open from 9:00 a.m. unt11 5:00 p.m.) .

, YOU ARE MAKING THE
CALL FROM .YOUR TOWN

. AT

N

YOU ARE MAKING THE
CALL TO -

" IT WILL REACH
THAT TOWN AT..

. .

n

YES-NO -

BEFORE ~
CLOSING

9:20 a.m.

“ 1.

¥

-y )
Reno, NV

2. 4:45 p.m.

Montgomery, AL

3. 1:10 p.m.

’

S
)

%Fattle, WA ., )

4, .11:20 a.m.

Raleigh,. NC

5. 2:00 p.m.

Miami, FL

3

6. 10:00 a.m.

San Francisco, CA

7. 12:37 p.m.

Des Moines, TA

—

‘. 8. 9:15 a.m.

v

v

Satem, OR




‘

APPENDIX E .

-

HOW TO PRONOUNCE NUMBERS )

1t is very 1mportant to enunc1ate numbers well when placing calls.
Therefore, this exercise is des1gned to help you learn to pronounce
the numbers correct]y

Directions:

" Find a partner and practice saying the numbers to each

, other. Time: Five minutes.

-
-

NUMBERS SOUNDS TO USE THEN: SAV"

0 long o ;° ‘ oh

1l strong w ano n won

2 strong t and long oo too

3 strong r gpd long ee th-r-ee

4 long o and strong r fo-er -,

5 first i 1ong, second i short, . .
stronggv fi-iv

6 stron s and ks siks ‘

7 strong s and v welT- rounded
en sev-en

8 .1ong a and strong t, ate

9 strong n,.long i and we]]-

: © rounded en ni-en

11-15

7
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' OAPPENDIX F 7,

SENTENCE ACTION CARDS

Each of the *following examp]es w111 be’ put on card stock (3 x 5 cards)
and placed in a box. Studémts will each draw oge card out of box, read
.it to themselves, and-record it on tape.. Upon completion, students will
play back tape and evaTuate -eaeh bther using Appendix G. (Teacher sheuld
prepare more of these cards if needed ) :

SENTENCE ACTION CARD A1

SENTERCE ACTION CARD #2

. /7

" "Good morning, Mrs. Mort1mee_ . “Thank you for ca111ng, Mr. Jones.

Is Dr. James in today?

I'11 be sure to give Mr. Hartman:

May 1 speak W]th him, please?”” - your message as-soon as he returds."

-

SENTENCE ACTION CARD =3 .

SENTENCE ACTION CARD 73

"Mr. Owens is no -longer at this It is very ‘important when you use
. extension. He can be reached - the phone that you know what you

"in the Accounting Department, want to say. Remember time is

Extension 631. Just a moment, . valuable 1in a business office.

please, and I'11 have the

operator transfer your call." " b

~ .

- SENTENCE ACTION CARD 45

SENTENCE ACTION CARD #6 ,-

When taking messages on a' phone, _For long d1stance calls some businesses
be sure that you alwaysghave the have a,"WATS" line. WATS stands for
proper supplies on hand=-memo ° Wide Area TéTecommun1cat1ons Service:
form$, paper, and pens. Do not With WATS a business pays a fiked

keep ‘the caller on "hold" while month]y <harge regardless of _the

you logk for supp11es

number of caTTs made.

fSENTENCE_ACTION CARD 27

- ; -SENTENCE ACTION CARD #8 =

"I'm sorry, she's busy with What should a message contain? It. S
" another customer. I cglled the - should include the name and phone

service department, wed they® =~ .number (extension, if applicable) of

said that your service contract the caller and some brief explana-

exp1red on the last day of
JuTy

- '

-tion as to the reason for the call.

o p

.SENTENCE ACTION CARD #9

employees answer calls by’

giving their own name or by
saying the name of the depart-

ment and phen their name.

SENTENCE ACTION BARD. #10

"¢ How a recéptiohist'answers a A receptionist should know how to
phone. depends on the place of _ prepare for-and make a call; how to.
employment. 1In a large company, answer the phone; how to take .~

messages; how to-close a call; and
how to hane}e the messages.




*Directions:

¥
2

~

APPENDIX, G-+,

. .
_ SENTENCE ACTION CARD3 RATING SHEET

From the tape reéordingtrate students on a*scale of one
to fiye (with gne being the highest).

- VOICE

- Proper | Proper| Distinctly| Proper Proper
‘ ‘ Word |. Pace | Spoken ! Tone | Inflection.
Name of Student | Emphasis| . ° " e .
‘ ¢ '- f .
4 - ~
s L
. 4
) .
P el )
' .
b
| i L
. -
4 .




APPENDIX H
INCOMING CALLS--ROLE PLAYING . ®
RATING SHEET .

"Directions: Evaluate each group on the following criteria: answered
_ promptly, identified self, was courteous, used good speech,
used well-modulated voice, used good vocabulary. Use a
scale of one to five with one being the highest.

/, —GROUP :

1.1 2 3 4 5 6 7

ANSWERED PROMPTLY

IDENTIFIED SELF

-

WAS COURTEQUS

. USED GOOD SPEECH . : . @ ‘
USED WELL-MODULATED ‘ ' J Pt
VOICE . b ﬂ 1~
_USED GOOD VOCABULARY f
_ . . —+—
TOTAL -
rY _/ . ,

I1-18




v . APPENDIX I - ]
INCOMING MESSAGES--MESSAGE FORMS

A

]

\
Directions: The fo]]owlng calls came in today, (use current date) while

the persons called were not at their desks. Use the

information given below to f111 out the message forms.

CALL NO 1---Marcus Baker called Eugene McIntyre at 10:05 a m. asking
for an interview’for the. positjon of secretary. He would
- like Mr. McIntyre to call him before 5:00 p.m. today to let
' him know about the'interview--phone 972-8413, :

CALL NO. 2---June Evans“called Jim Car]son at 9:45 a.m. She needs some
advice on a problem. She will-—call back at 11:15 a.m. as Jim
,will be oyt of his offlce until that time.

CALL NO. 3---Mary Snyder.called to remind her husband, Larry, that they
would be having guests (Mr. and Mrs. Dav1s) for dinner
tonight and to be sure to pick up the flowers from the
florist. Call came at 1 p.m.

___-_.'_-,__-_--_; -------- : _----7.-.'. _____ .".. ----------- . pomm—m—————
. L
T0: '
A MESSAGE FOR- YOU-
. f "

From
of
Phone No. ’ Ext. ‘

Telephoned - © - Will,call egain -

Returned your call "Came to see you o

Please phohe Wantg to see you '

[ 4 ” " -

Taken by . ~ Date : Time

- . : . 11-19

.




- APPENDIX I

* \ N
. - ANSHER- KEY
.CALL' NO. 1 To0: Eugene McIntyre ..
__AMESSAGE FOR YOU )
S > " —
From Marcus B?ker
of ) ‘ :
‘Phone No. ' 972-8413. - Ext.
X Telephonéd T W calt éggin
___;; Returned &our call i::i;;_ Came .to See you
- *r __}___P]ease.phone Wants to see you " L
Y ' 7 Interview for secretary - ]

- . _Call before 5:00 today

o ‘

TakénjBy

Date

. e




o

CALL NO. 2 TO:

.

-

'. APPENDIX I
ANSHER KEY

'Jim Car]soﬁ

-

__A MESSAGE FOR ,YOU

_\
" From June Evans d \\\,/~\ S ”
of ‘ ' ‘;\\ -
Phone No. Ext. '
. - 4 »
X Telephoned ~ X Wilt call again
Returned your call  Came to see‘you ’
. Please phone* Waﬁts to see you
q 1
Call back at 11:15
f
»
Taken by Date ' Time
A. Atudent (ceonent) 945 a..m.




* APPENDIX 1 S 1

ANSWER KEY . , . ®

CALL NO. 3 ' TO:" L& ry. Snyder

14 v

A MESSAGE FOR YQU

* -
- B g g -
\
2

. From Mary Snyder : R ;l/

Of 2 - (. . ‘ —

' Phone No. o ' ‘ Ext.

~r

N X~ Telephoned ___Will,call again

’

. . Returned your call Came to sae you tLov

Please phone .. Wants to see you

)

Mr. and Mrs. Davis coming to djnner

——

Pick up flowers L N .




WOOSNOYN WM

-

Directions: Digtate
R ‘Juv'
Charles Culbert
* Henry Rodrique
‘Sam Smith
« Dennis Yeager
Denise Woodward
Joe Griffith
.~ Mary Harrison
Barry Neéilden
Johnny Oljver
10. Kenneth Powers
11. Robert Glass
12. Albert Snyder
13. R. L. Gunther
14, Amelia Perry
15.- Jennifer Moxley
16. Hilda Swenson
17. Suzanne Turner
18. David Parker ~
19. *Ellen Tompkins
20. Michael Wilson

APPENDIX J

.

. NAMES--ORAL DICTATION (Spelling)

fhe following name§ either ora]ly;of have on tape.

&

son

v




Directions:

C

" APPENDIX K
. g _
p FIRST IMPRESSIONS DO COUNT
. . UM R ; -

’ Nt

As you listen to the voices on the tape, form a mental
picture 6f what this person looks like, how he/she is
dressed, etc. (Thep write down your description of that
person and rate the voice negative, positive, or neutral.

o
VOICE NO. 1: . .
’ ) © e oA
Describe O . -
. ' - \ =
] o
' o
RATE: NEGATIVE _ POSITIVE, NEUTRAL
VOICE NO. 21 a '
Describe i ‘. . P
H /
v r *
. RATE: . NEGATIVE' POSITIVE NEUTRAL"
VOICE NO. 3: ; o
> +Describe . X
Y
7. ‘ '
RATE : . NEGATIVE _POSITIVE NEUTRAL

ot
9
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_ APPENDIX L

o - LANGUAGE SKILLS--MISSPELLED WORDS
\ ’ - -~

. '
1

Directibnsi\JThé twenty. words giﬁen below are m%sspel]ed. Spell each

. v . word correctly; then use it-in a sentence. -Watch spelling.
e ) . and punctuation. Use typewriters and dictionaries.
- 1. operater 11. automaticaly ~ S
2. transfering . o 12. ~conferance - i
- 3., direct-diel calls ~~ 13." techiniques -
4. alphebetically . 14. distinkly
-. 5. directeny : ) 15. mobil phone ’
6. . inateing N . r§.= nonimal
- 7. e nf1tction” . 17. 7 haintanence - ,-
d 8. acu ) : -18. enuncation
9. extention ° . : 19. recepionist
. 10. unecessary - ' 20. courtous 7 -

gy g g .y S P

’ - ! " .
% : : N . -




A.

. :LNG ENDINGS--Add<"1ng" to the following words.

N

L o ‘ . 7 L 4 LR
7.° expedite | 7.
‘ dite \

boe 'APPENDIX M ’

6 . LANGUAGE SKILL SHEET C

Direetions For each of the fol]owang exerc1ses, fo]]ow .the d1rect1on§

ADVERBS AND ADJECTIVES—-Under11ne the correct anﬁwer -

1.« The call from Ca11forn1a arrwved (sooner, soonest) than we
expected. !

2. Can you dia} (fast, faster) on‘the dia]'phone than you,can on ,

" the Touch-Tone telephone? ,
3. I think this ‘telephone is (bgtter, best). ;
4. Ginger learned to use the computer {most rap1d1y4“9€re rapidly)

“thdn anyone in the class.

5. John listened (most carefully, carefully) ‘to the oral instructjons

for placing a long-distance ca]] >

v

MISUSED WORDS—-Under11ne the correct answer

1. The FBLA' ers were (all ready, already) to "Teave for the district
conference ea .this morning,- )

2.- The patkage had (already, al] ready) arrived by the time 1
.arrived at the post office.

3. When the phone rang, Susie -hurried (1nto, in to) thé off1ce to
answer it..

4. Please (set, s1t) the telephone directory on my desk.

5 Phoné*rates are expected to (rise, raise) in the near future.

[ ad »

/

1. travel, 1.

: cance]i?h¢5t»- - 2.

3. phopeedy 3.
'4. convey .4, .
5. ‘identify 5. ‘
6:. disceﬁﬁect . 6: K

8. compute: k. = . 8. B

14




4

‘ APPENDIX N o
@ | "« INDEX AND ALPHABETIZE

&

Directions: On 3 X 5 slips of paper 1ndex the fo]]owing names/gﬁd
.1 then alphabetize them.

<
- . v

- 1. Alfred A. Wheaton - - : .
2. Allen Bellzer, .Jdr. , . .
3. Hdrbor Seafdod Restalrant <, .
M ~ 4. Daniel Lightfoot - ° : S I .
5. Andrew R. Rulf . L. ' :
6. Russell.. Caldwell : R
7. Rhonda Carstairs
8. Danny's Fried Chicken . . ‘ -
' 9. John David Ratcliff, III : ’ ’ '
10. Rupert Hopkins ¢ .
11. Louis A. Jacébsen . _ '
12. Frank D. Mannering
_ 13. Walter L. Lewis
. T B 14, Joe's Boots and Work Clothes
. 15. Sam's Firestone Safety Center
i . 16. ' James Freeman, Sr. o,
17. W. C. Felderman % .
‘ 18. Virginia Ann Yalentine - ’ A ,
19. C K Enterprise - T " '
20.° L. N. Tanner ) : //ﬁ\\ .
21. Halter 0'Keefe “
22. Beulah Ann Johnson . —
23. L. R. Johnston . ) . /
24.: Larry R. Johnsen .
25. -Angela Nell Standsbury ) [
b . .
N - S o
\ \
v y

11-27




J

ANSWER KEY

APPENDIX L
1. operator
2. transferring
3., direct-dial calls
V" 4, alphabetically
5. directory
6. terminating -
7. voig€ inflection
8. accurately. :
9. extension
“10. unnecessary .
A
APPENDIX M * . .- g
A. 1. sooner -
2. faster
3. best
4. more rapidly
5. carefully
“C 1. travelling or traveling
-» 2.. cancelling or canceling
’ 3. proceeding X
4. conveying

APPENDINN T -

Bellzer, Allen (Jr.)

C K Enterprise
Caldwell, Russell J.
Carstairs; Rhonda
Danny's Fried Chicken’
Felderman, W. C.
Freeman, James (Sr.) .
Harbor Seafood Restayrant
Hopkins, Rupert

Jacobsen, Louis A.

Joe"s Boots and Work
€lqthes .
Johnsen, Larry R.
Johnson, Beulah Ann

~
HFOUWUWONOOIPd WN -
e e e e e e e e e e

——
[SLIR AN

' : APPENDICES L, M, AND N

'Y
11. “automatically
12~ conference
13. . techniques : N,
14.. distinctly .
15. mobile phone _
16. nominal : _
17. maintenance R
18. enunciation "
19. _ receptionist
20. courteous Y
B. 1. all ready
2. already . 4‘ .
3. into
.4, set
5. rise.
5. identifying
~6. disconnecting
7. expediting.,
8. . .computing
14. Johnston, L. R.
15. Lewis, Walter L.
16. Lightfoot, Daniel
17. Mannering, Frank D.
18. 0'Keefe, Walter :
19. ° Ratcliff, John David (II1)
20. Rulf, Andrew R.
21. Sam's Firestone Safety Center
22. Standsbury, Angela Nell ,
23. Tanner, L. N. .
24, Valentine, Virginia Ann
25. Wheaton, Alfred A.
[}
P




_Directions:

Nty

APPENDIX O

.LONG-DISTANCE CALLS®

Determine the cost of each of the calls, given below. Use
the table in the telephone-directoyy.

\
i |
<

e
. ’ i . OPERATOR - .
FROM YOUR CITY TO: | Day | Length | Time - Dial Station| Person-to-~ X R
of Time Direct to Person :
Station

Atlanta, GA
30300

Mon.

5 9 a.m.

98100

. Chicago, IL Wed.f] 5 8 p.m. v -~
60600 . .
Houston, TX Trrill/ 5 11:15 a.m.
77000 . g
St. Louis, MO Sat.| 3 6 p.m.
63100 s ,
Seattle, 'WA Sun. 3 8 a.m. s




r)

APPENDIX P
LONG-DISTANCE CALLS TN |

4 » P ‘ - )
Directions: A41.the calls below were made on Monday through Friday
' between the-hours of ‘nine and five for a peniod of three

minutes. Compute the cost of each call using informgtion, : S,
from yelephone directory. Lj .
FROM. YOUR CITY TO: o STATION-TO-STATION | . DIRECT-DIAL
* Atlantic City, NJ 08404 T e
™ Boston, MA 02100 : ' ‘ P g
Detroit, MI . 48200 ~ -~ N
N ’ :
.. Philadelphia, PA 19100 o
g . . - o o
Washington, DC 20000 - o ,.::“’

”




Directions:

WORD LIST:

. APPENDIX @/
WORD-FIND PUZZLE .~ % -~

2

Circle the liétﬁsf-words in the puzzle given below. Words
can be found horizontaily, vertically, or diagpna]ly.

Answer1ng, automatic, bellboy, call, card d161er collect,
cordless..courtesy, direct dial, identifying, incoming,

key, manner, mobile phone; operator, outgoing, PBX,’service,
telephone,, Touch-A-Matic, t1me, vocabulary, voice, NATS
yeilow pages zone

TE -~ > o

= > o (ool pn o

—

RDDIALEM’O-PERAIORYZf)‘
YABYOBLLEBCDSSELDLROC
DEFJIG.-THINCOMINGTICALL
K.L CCDMONAKNS-HERTINGOPGQR.
ST IT1EUUV WXMOBTILETPHONE
YZTN'A"C‘BQ‘D CEFGHST T I ME.
JKATLHMNOCPPQERSTUMY
EW'M.IX,A§ZIAB'BGCDEFG,,AH,,
NIQ‘QFJM,AK'OLMI',XAOP:EQR.SNT
OTTYﬂU“A)VAVN‘XPY'XABS'CD‘NE
H‘cufFT'GH;;wJ\w,ATsks.L E M
P EANNIOPOGQRZOMNESTARE
E.L,V_‘GWCXLYO'UT.-G.“Q‘IN'GGGi
l;LC.’bEELVOCAB.ULARYHIJ
£ 0OMNOEPQRSTUVECTIWRES
T CYZYABDIRETCTDIALECDE

!

) 1131 . )

4



. ' ~ APPENDIX R

WORD-FIND PUZZLE o ' o
Directions: Circle the Tist of words in the puzzle giver{ b‘e]ow. Words
~  can be found horizontally, vertically, or diagonally. )
NORD.LIST: centrlal, classified, conference, card, credit, data-phon.e, *
equipment, exchange, eastern, information, local, mountain,
+  ovérseas, Pacific, private, station-to-station, person-to-
person, teletypewriter, cord
T E L ¢t ' E Yy P E'W R I T E R 0 C
R X D AT A P H O N E R T P § T
B w Yy 8 K L 0 M C 0 R D E E S U
¢ R E D I T N E N O P -Q L R T V
G v z p C C E Q C V E Q E S A E
" C U A A L R AU E E goNT 0T ¢
AT p C A D S I N R N I Y N I N . ‘
R.S R I S L T P T S A A P T 0 E ’
b R I F S A E M R E H E 0 N R
H Q vV I "I~ C. R E A A C N W P W E
r-p"A C F O N N L S X U R E X F ;
J+0 T P I L E T K L EO,I R Y N,
K NOE 9 E I KW F 3 I MM TS A.D |
L M I W 0D F 66 CRODOD.EOGB ¢
N 0O I.T A M‘ R 0. F’ N I E. R N C D -
s T AT T 0 N T O S T A T I 0 N .t .
-
. s
- : o Rl | .. 9.
. .,




- Directions:

WORD LIST:

-

APPENDIX Q
WORD-FIND PUZZLE ANSWER KEY

C1rc1e the list of'words in the puzzle given below.

‘Words

can be found horizontally, vertically, or diagonally.

Answer1ng, automat1c, bellboy, call, card dialer, collect,’

cordless, courtesy, direct dial, identifying, incoming,

key,, ‘manner, mobile phone, operator, outgoing, PBX, serv1ce,
telephone, Touch-A-Matic, time, vocabu]ary, voice, WATS, B
ye]]ow pages, zone

I

(c ARDOD.I

(x E Y)A

I

“A

(s)
W

T o —

J
]

< O

- > o w

(e

D

[V2 BN

.
L

AL ER)X(OPERATOR) ZO
B(v o B L L EBCD(SSELDRLOGC)
F (1) e f? H v comiI1Ne)I{c AL L)
c]io| Mm|of N(A N S W E R.T N 6)O P Q R
1|fe] uiu|v W x(L 0 8 TTEPRONE -
T{IN] A |C ' I T1ME
al{T] L {H Ros-T UMy
M{{1} x |A D E F G |A| H
of [F| o |M E g R SINT
T {v| U |A B S c DINE .
o1 F T A AT )k S LJefm
Al (v R(Z 0 N E)s T-A R 3
v g T 6 0 1 N 6)6 61 . ;4
C D A B ULAGRUVYIHTIJ S
M N TuUv(EcCcTrVRES)
Yz ECTD1ADCDE |
s ) . .Izéi *
11-33 i
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“ APPENDIX R~ - == -

* )
WORD-FIND PUZZLE ANSWER KEY . . . @
Directions: Circle the Tisg of words. in the puzzle- given below. MWords
T ~ can be found‘hor1zonta11y, vert1ca]1y, or d1agonalTy
- WORD LIST: central, c]ass1f1ed conference card credit, data -phone, *
) equipment, exchange, eastern, 1nformat1on local mountain, *
, Ce overseas, Pacific, private, station-to- stat10n person-to-
‘ person; te]etypewr1ter, cord
I
T E L £ E Y P € WUR I T.E.R 0 C. '
R X O A T A P A 0 N R T s T
B W Y B K L~0 M T 0 R DIE||E] s v
C R e T DN @.n e olllg 1t v
¢ P W Y 7 N ~.. ’ h
e Vo [pIfe] o [e] Jof ) |v] (€] .0 TE{{s| A fE
. ('\ - - . Ve i . .
Ct U A JA]ILL R (A} JUL {E] JE} {G} INV|T] (O] T |C
. ’ ¢ ,ﬁ .
ab 1 ) fel {at o [s| o] Inf[RE N (] (] dn) 1o ) '
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>, “APPENDIX S* -
t“ SCRAMBLED WORDS

-

Directions: Unscramb]e the wopds, find the hidden telephone terms, and.
place “in_ the blank prov1ded .

7

1. TRIPELTEETERWY . . 1. -
2. AATD-ENOHP - 2. .
N 3. MUCATTAOI 3. X .
¢
< 4. HTCOU-OENT =~ - 4. -
. 5. LALC RTEIDRCO * 5,
6. ODESCRLS | " 6.
7. RDAC EADIRL 1. : ) e
8. GIRFNRTASERN . 8.~ ) !
9. YBLBELO 9. - = N
) . 10. MYSTES |10. : N
* 11. RTROAY IDAL S ' g
12. LOHD YEK T o=
- 13. COUTH-A-CMITA 13. ~ .
‘ 4
- g e,
/
. "Jtjew-e-yonoy} ‘gl A9y ploy Z1 ) .
] ‘tetp Auezou 11 wd3IsAs QT Aoq(leq ‘6 bBuLaudjisuedy °g ‘ .
! JdleLp paed  */ SS9|p40d ‘g .Ao;aa.up LLed2,” g alog = °
. _ =ysnol -y Otjewoine e auoqd elep 7 .Aa:LLJMadK:;alaq "1 sSJamsuy
S T £ £ - SR
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SUPPLEMENTARY ‘MATERIALS

’ Casﬁttes . , ) B
The Business of Oral Communication
E956.(20 audio cassettes)
South-Western Publishing Company . )
Ny 11310 Gemini Lane, : ‘ ’ . /
Dallas, TX 75229 ' M ’

Filmstrips o , - .
Proper Telephone Téchniques ‘ R
CWFS 105 {2 color filmstrips, 1 cassette) -
Career Aids, Inc. ’ :
8950 Lurline Avenue .. -

b Dept. S8 . .
Chatsworth, CA 91311 .- . .

. Thank You, Please Call Again . _
~South Central Bell T .
Local Office .

*

Te]ephone eommun1cat1ons '
ZR1183 (2 color filmstrips, 2 cassettes, reproduct1on masters)
Prentice-Hall Media _
ServCode ZR ° . S
150 White Plains Road ... C .
Tarrytown, NY - 10591 R )

*

2

*

Stides, Transparencies “with Cassette'

Telephone Techn1ques for- the Secreta;y -
, ML1351 (27 (35mm.) color s11des, 12 transparenc1es with 1 cassette)
) Career Aids, Inc.
- 8950 Lurline Avenue A . . \
Dept. S8 ’
v - Chatsworth, CA 91311

>

16 MM. FiIm

If, the Shoe Fits :
South Central Bell.

~

-
o . Iy
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UNIT III ) '
“WORD PROCESSING CONCEPTS AND HANDS ON EXPERIENCE g &§%§ Iz
, ﬂ% Deairg - GEEE %:i
INTRODUCTION - - = C :
With the ever- -increasing growth in office technology, it is ; e
necessary that today's students be prepared for the changes they will é%ﬁﬁ o
encounter in the businéss world. This umit is des1gned to -expose xS .
students to.word, processing, records management reprograph1cs machine -
transcription, and the merger of _data processing and wordeﬁ}pcess1ng.
Students w111 be given activities that will enabIe them to . 7
demonstrate their knowledge and skills in all areas of word processing. . e
- ' '
é o "
_ CQMPETENCIES~ % : Y e
L ' , «; E“‘f?fé;, LA
.I. Exh1b1t understand1ng of wor/7brocess1ng'tonceptSwe d )
: % -
2 \ Describe the procedures 1nvoIved in repords managemEnt , o
\reprograph1cs, and mach1ne transcr1pt1on . S é?’
- . e,
’ L2 @
-2. . Describg the reprographics alternatives. o _ \f““—--7\\\\
3. Recogniz.’microfilming procedures.f g ' é
”~ s.}:,'f; )
4. Transcr1be ‘machine dictdtion. A .
P
5. Exh1b1t unéerstand1ng of the merger of data and word process1ng§? _2
. _ ’ o | . %
SPECIFIC PEREORMANCE OBJECTIVES ANDP MASTERY €RITERIA ﬂ? ga 'gﬁ‘
. | | - B
1. Given a grouplof docurents in class, the Students will be able L :.
to index, code, cross-reference, sort, and store’ the docuﬁEﬁtS"'/
aIphabet1ca11y; geographically, numer1ca11y, and by subJect ,
with at Teast ZS percent accuracy. - ,
/] . ) 4 -

Given a list of ~filing equ1pment and supplie¥ and a list of
descriptions, the students will be able to choose the descrip-
. tion that best defines the equipment and supp11es on a written
test with at ]east 75 percent accuracy. 2
A Lo C P
. 21:7 .
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3. G1verr‘ échst of steps involved in a charge -out system, the .
» stude ts\will be able to put these items in correct order in
_t-class ‘with.at least 75 pércent accuracy.

"4, Givén a list of terms and d f1n1t1ons retating to micrograpmcs
on a written test, the stucf‘e#ts will be able to match them in
w1th at leg 51; 75 percetfif:e accuracy. . & «

’f@ §}"* - ‘- T \.‘ z >
5. Given a list of items and the number-of cop1es to ‘be reproduced
' the students will be able”to select on a written test the most -
'appmpmate method with at least 75 percent accuracy. »

%%n supp11es aﬂd tw ,ﬂocuments in-class, the students will be : -
§61e to prepare mésters or stencils for duplication in acceptable
form. (Prepere for available.equipment--mimeograph, fluid

, . duplicator, offset.) J 7 -

7. -Given a prepawgé d stenci and a prepared master, the students . e
will be able 'to reproduce in class 100 legible copies of the ’ - e
Stencil and/or 25 1eg1b1e copies. A checklist will be used CL e
for evaluation. i T et

N ; ) },f’ . yq\’ 1, L

8. . Given a mimeograph or sp1r1t dup11cat1ng mach1ne and necessarpy ~s*«~;_ T

" cleaning supplies, .the students Will be able to clean machine aﬁ* ’, "
class and demonstrate add1ng fluid or 1nk w1th at least 75 percent «}*

accuracy . . , P ,‘ ;'? \.-‘

A ' | e N PRE

9. Given one cassette containing three items, thestudents will be :(}’“ PR
able to transcribe the items in a class per1od with at Teast

7§ﬁpercent accuracy. . ' “,i,"

D »”

jfgﬁ a“classroom d1scus§"10n the students wﬂ] be able to gxg‘;’lam:« :
é’ta processing and -word process1ng and how they have merg'ed g

SUGGESTED INTEREST APPRQA(;HES o X ;&‘:;,;7 -

N . g
* e
N .. W e e

i. Inv1te a representatwe' from a local bus1nes‘§ wher‘e word"‘ TR
processing equipment 'is used to talk with S'“l‘,uderits abmfé’« he :
ifportance of word processing and the Job/oppoi‘tun‘]t‘te L ond

2. Secure word processmg _equipment for use ;:f.\ ﬂassroom demonsﬁtﬂa-—*
\ tion and/orfuse . ST e

!fl-; T
/ —~—— S U '\'- + ﬁ\
»‘

Visit a Tocal busmes,s using word pro‘c,éssmg“equ]pmeﬁt“t :;exbose‘ =y
“students to word protessing proceduresu Jg.,'x ~ ‘ :

e B
-

-o Ty’
4 va o “’-‘!zf




METHODOLOGY o R

This unit has been designed to enable bu&iﬂess students to function

in the chang1ng office environment. Teacher .Jecture will provide content
not included in group activities. Textbooks will provide most of the
information needed for classroom instruction. Hands-on experience will.
be provided through various activities.’ C .

-
-

e UNIT OUTLINE
“" WORD PROCESSING CONCEPTS AND HANDS-ON EXPERIENCE

I. Word Pfocéssing

A. Cycle
B. Equipment g
C. Terminology
IT. Records Management . : ' R SR
. L.
A.- Filing systems ! ‘
1. alphabetic ’ -t
2. numeric : .
3. geographic - ‘ -
4, subJect . .
B. . Filing equipment . SR
1. vertical . .
2. lateral " , ‘
3. open-shelf
4. commercial — )
5. other
C. Filing supplies
1. folders
2. gquides
o, 3. .labels
o 4. other °
' D. 'Records &ontrol :
E.. Micrographics ’ ; .
1. definition
» 2. types.' ’
’ (ag roll film

(b)-aperture cards
{c) microfilm jackets

(d) microfiche ”
3. advantages , . v
4. disadvantages . !
. C 5 I11-3 . '
4 ' : %

S 3T




1,
~o

ITT. Reprographics

A.° Definition

n D, = —

BT Processes . . N
1. carbon .
2. copier : -
3. fluid
4, Sténcil T ,
. 5. . offset . ‘ - ‘
’ 6. new techn1ques o .
. C. Machine use, operation, and maintenance ,
IV. Machine Transcription - ' ) T
A: Introduction to transcription
1. equipment
2. machine operation ’
B. Letter transcription
V. Mérging of word_%rocessing and Data ProceSsing
A. " Comparison R L . Ny

.B.  Merger

SPECIFIC PERFORMANCE OBJECTIVES AND LEARNING ACTIVITIES .

5 7
~

N v

Given a group of documents in class, the students will be able to .
irdex, code, cross-reference, sort, and store the documents alpha-
bet1ca]1y, geographically, numer1ca]1y, and by subject with at 1east
75 percent accuracy.

. MY

SdbjeqtnMatter Content . Learning Activities " )

‘Filing systems and rules . * 1. Write a paragraph describing a
) : ~world without filing. (Appendix A)
’ “ . é. Answer rol11.by stating vour name
in indexing order. - ‘

3. .Index code, cross- referencé sort,
and store 1etters from typ1ng and
shorthand .Classes.

4. Prepare 3 x 5 cards' for each of 50
items in proper indexing form and
" alphabetize. (Appendix B)

- ! o 5. ,Comp]ete filing practice set, except

for jobs relating to charge out.

- - ’

-4 R20-
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2. Given a Tist of filing equipment. and supplies and a list of descrip-

‘ . tions, the students will be able to choose the description that best
defines the equipment and supp11es on a written test with at least
-3 75 percent accuracy. '
Subject Matter Content _ Learn1ng Activities
. Filing equipment and 1. Prepare a packet of filing ’.|
supplies supplies. .

2. Type labels and affix to folders
- using "Time and Motion" project.
(Appendix C).

) ) 3. Complete matching exercise of
o + ‘equipment and supplies.
" : (Appendix D)

' 3. Given a list of steps involved in a charge-out systém,fthe students"
will be able to put these items 1n correct order in class with at

least 75 percent accuracy. . .
-, — g T : <
" " Subject Matter Content » Learning Activities
Records control i 1. " Complete "On-the-Job Filing"

project: (Append1x E) -~

2. Complete charge~out JOb in
filing practice set.
.- . ' .3, Prepare a report to-be, presented
orally on records manhagement )
" and control at yoyr training -
station. . ” ~

7

" 4. Given a Tist of térms and definitions re]at1ng to m1crograph1cs on
: a written teSt, the students will be able to match them with at least

75 percent accuracy . . ‘
¢ : » . . M
" e Subject Matter. Content ' Léarning Activities
” - "Micrographics . f, 1. Prepare a list of terms re]at1ng '
. : ' to. m1crograph1cs x
. . : = ' 2. Prepare a list of the advantageé' . ; s
) : ‘ : »of micrographics.

s , . “

R I §
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- _ R Lk T, N, - e\ e

= g
. acmempre——

~Micrognapnics ' . 3. Complete a matching exencisé on
: micrographics. (Appendix i / ‘

‘Given a 1ist of %tem% and the number of copies to be reproduced, the
_students wilt be able to select on a written test the most appropriate
method with at least 75 percent accuracy.

Subject Matter Content Learninngctivitiés . . .
fReprographicé processes 1, Comp1eté'the matching exercise of :
. / terms relating to reprographics. N

(Append1x G)

2. Determine whether the statement is,
an advantage or disadvantage and
towhich process each applies.
(Appendix H)

3. Choose the correct copying process
. for a given situation. (Appendix I)

Given supphes and two documents in class, the students wﬂ] be able .
to prepare masters or stencils for duplication in acceptable “form. . ’
(Prepare for available equipment--mimeograph, fluid duplicator,

offset.)

Subject Matter Content Learning Activities - -; .
Machine use, ope%étion, 1. View a film on f1u1d duplicatijon. ' 4
and_maintenance ° {See supp1ementary materials.) - :

- 2. View a film on preparing a stencil.
(See supplementary materials.)

3. Participate 1n the "Tag Quiz"
" contest. (Append1x )

4,. Prepare a news]etter about the
courses offered in the business

department on a stencil-and/or -,
master, .

e e
- 5. Prepare an announcement concern1ng

the school's open house on a ' ‘
stenc1[ and/or master. ’




-
H

Given a prepéred §tenc11 and a prepared master, the students will

7.
be ahbte to reproduce in class 100 legible copies of the stencil
and/or 25 legible copies of the master with at least .75 percent
" accuracy. A checklist w111 be used for eva]uat1on .
Subject Matter Content Learnijng.Activities \‘\ '
Machine operation . 1. View a filmstrip on operating
‘ : the fluid duplicator. - (See
g . SUpplementary mater1als )
“ 2. View a filmstrip on operating
a mimeograph duplicator. (See
supplementary materials.)
3. Prepare a bulletin board to show
. the steps in duplicating and to
exhibit work.
, 4, Use checklist provided for
duplicating machine operation.
(Appendices K, L,-M, N)
8. Given @ mimeograph or spirit dup]icattnd machine and necegsary

cleaning supplies, the students will be able to clean machine in
class and demonstrate adding fluid or ink with at least 75 percent
accuracy . ) )

Subject Matter Content

Learning Activities .

Machine maintenance 1. Report-orally on the care and

cleaning of each type of repro-
graphics equ1pment

2. List the supp]ies’needed for
. machine operation and cleaning.

3. Demonstrate the proper cleaning-
techniques for each type of
dup11cat1ng equipment according
to standards specified: by

~ L. manufacturer.

LII-7°.
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9. ' Given one cassette containing three items, the students will be able’
to transcribe the items in a class period with at least 75 percent

accuracy. , . )
' Subject Matter Content ', Learnjné Activities
Machine transcription 1. View a film on machine transcrip- .
| . _ tion. (See supplementary -

materials.)

T 2. Suryey the businesses in the e
’ T community to determine which ’
transcribers are mpst often used.

3. Read the.accompanyiﬁg instruction
book for the transcriber and go
through the stips for transcribing.

. o < 4. Listeh to "Office-style" dicta- )
~ _ tion from several principals to .~
. w introduce various techniques of
- o . e .
) . dictation. ‘
5. Transcribe assigned céssettes, N ‘ '

minicassettes, disc cartridges,
and/or magnetic belts in mailable
form at the rate of at least
25 words a minute. -

6. Edit a rough-draft transcript

“ P from a selected cassette, mini-
' cassette, magnetic disc, disc

cartridge, and/or magnetic belt

and prepare a final copy.

>
-

- td{ 10. . In a classroom discussion, students will be able to explain data .
* - processing and word processing and how they have merged. o S

}

Subject'Mdtter Content Learning Activities

Merger of word proceésing . L Construct a_ crossword puzzle with
and data processing the terms associated with word
s , ~ processing and data processing.

. . 2. Prepare a ]iit of job opportuni- o X
> , ' ties for word processing and data ’ ‘
: C processing from your local

-° newspaper-.

R24
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and data processing

¥

Merger of word processing

3.

Compile a list of. career
opportunities which have evolved

from the merger of data processing -
and word processing. ’

3

Outline an article published in
a current magazine relating to (
word processing and/or data %
processing. )




IR §

e i

, : EVALUATION ANB TESTING | C °

Ways to Evé]uqte Pupil Growth i . - ;-

* Unit test: ) ‘ : -
, * Project grades

* Rating Sheets i

\
>

‘EQUIPMENT AND SUPPLIES

<

Studgnt

Textbook :
Notebook . ) S
Filing Practice Set ’
- - Activity Sheets
Rating Sheets
Transcribing Equipment and Supplies
Typewriter ’
Typing Paper . I
Filing Supplies ' . '

Teacher

Textbook ,and Manual -
’ Bulletin Board Supplies_- : )
, Rating Sheets ’ - -
' Practice Set and Manual - k¢
Activity Sheets
Transparencies
* Overhead Projector -
‘Duplicating Equipment, Suppties, and Manuals ° ' : T
Tape Recorder and Tapes s
Filmstrips and Projector ' /| ‘
Transcribing Equipment, Supplies, and Manua]s ’ _
Office Supply Cata]og ' K

~»




“APPENDIX A.

'Suggested items that may azd students inwriting a paragraph descr1b1ng
a world w1thout f111ng

1. No way to.organize and f1nd books - 1n a 11brary. .

2. No systam for organizing students recordé. ‘

3. No table of contents,fp:pooks. — 4 Ny : .
4. No system for inventory Tecords in sta}es._ _ . S
5. No‘waj to locate madica1’records ot.pattents.

No organization of socidl securtty numbers.
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APPENDIX'B R C ‘
o o FILING EXERCISE C
Directions ’ CoL \/ . ‘
¢ . On .3 x 5 cards, properly index the following 1tems and then p]ace »
o them in a]phabet1ca1 _order. . - ‘
" 1. John Allen, Jr. . - 36. Mr. Steve Ruebro
2. M. G. Ba1ne . 37. Sailor's Home :
3. Mrs. Virginia Reese Ba1ne 38. The 1050 Restaurant .
" (Mrs. Elmer Baine) . 39. Terre Haute Laundry :
4. Mr. Morris A. Brethers 40. Van Der Veer Toy Shop
5., Mr.-Lorenzo N. D'Arcy, -« 41. The Abingdon Daily News,
‘6. Mr. Geo. S. De Vries, ‘ Abingdon, NJ
Atlanta 42, James Abingdon E]ementary
7. Mr. Richary Ensley _ - School
8. Mr. George‘E. Be Bout 43. Diviston of Social Administration
9. Mr. Chas. E. Anders-Clarke State Dept. of Public welfare, :
10. Mr. Morris Arnold Brothers Montgomery, Alabama
11. Mr. Roy C. Baine 44, State Fisheries Agency,
12. Mr. Robert K. Ensley ' - Juneau, Alaska *
13. Brother Robt. L. Ensley 45. Parks and Playgrounds Dept.,
14. Mr. John E. Allen Alexandria, LA ‘
15. Rabbi Morris Brothers : > 46. Merchants Bank Shreveport, LA
16. Chang Foo Ban 57f7 47. Merchants Bank, Monroe, LA
17. Mr.-Geo. S. De Vries, 102 Smith Street - ‘
Boston " » 48. Merchants Bank, Monroe, LA;
N 18. Mr. James R. Bell, Oxford- 200 Smith Street i f
19. Miss Claire E. Anders .. 49, Merchants Bank, Monroe, LA,
20. Rey. James R. Bell, New - 344 Steel Street- :
Orleans : - 50. U. S. Dept. of Agriculture- "

21. Brother David.
22. Mr. Roh D. Childe
- 23. A. R. Childers . : .
~24. Mr. Charles Cirin, Jr. ©. ) ,
25. Mr. Oswald W. Craig-Smythe -° . ——
+.26. Mr. Charles Cirin, Sr. R
27. Péan-American Shipping COmpany
28. Queen Ann Fabrics -
+29. R & A Leather Company ’
30. Radio and Television Repgirs
31. R-U Insurance Agency
32. Queen's Luster Ware-
33. Sail-or-Motor Boats, Inc.
34. Mrs. Lucille Ray Ruebro
35. Sailors' Home-From«Home S . . ' )

- S 228
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APPENDIX B -- ANSWER KEY

FILING EXERCISE ‘ : <

27,
28.
29.
30.
31.
32.

33.

25
5
6
17
7
12
13

34, 47

35. 48
36, 49
37. 46

.38, 27 ’

39. 28 K o

40.. 32 R »

41. 29 .

42. 31 -

3. 30 . o

a4, 34

45.°36 .

6. 33

47. 37

8. 35 v A ;

9. 38

50. 39

51. 50




,,,m-ﬂ, " gﬁ%
’ >

M .

rs

Qn a strip of roll

and attach the labels\to the

Bridges, Alfred

Covington~Building Supply

ol

Downeyville Boutique (Th
+ Evers, John, Lumber Comp
Lawrence (the) Barber

‘e s ' .
. On the self-adhesive labels, type\ th

Compare the times.

/

APPENDIX C

N 7/

TIME AND Monl STUDY

Strip of 6 roll labels
6 self-adhesive labels
10 3 x 5 cards

N - )
essame five folder titles and .

T

bels, type the following five folder titles
h\\fards while being timed. .

4

-
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. FILING EQUIPMENT AND- SUPPLIES

» - '.,‘4

/ .
Match

the following. _ ‘-‘ . - R

, 1. Heavy cardboard sheets which are used a. Vertical files
" when charging eut papers from the . o
files. . ‘b. Lateral files

2. Looks.like a ché‘t of drawers and are .c. -Shelf fﬂe!
frequent]y used as area dividers.

- . d. Guides ,
C 3. Provides a reminder of things a : - i
: secretary is to do or th1ngs she e. Miscellaneous - - ~ .
should call to her employer's ~ folders

‘ attention. ’ .
f. Individual folders

4. .Contains material for more than oné
person or firm. " g. " Special folders -

5. Typical pull-out: drawer file h. Labels
cab1net. / .

C _ 1. ' Out guides -

6. Qpnta1ns material to or from one : S

‘ , person or firm. 3. Tickler file
R 7. Gummed or adhesive strips orf which
. O .captions are typed or printed.,

8., Contains materials relating to one.
‘specific area.

‘ 9. Papers are held in folders placed , o
on shelves in an upright position:. - SN

10. Heavy.cardboard sheets which are e
the same size as the folders.
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3. ¢
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7.
8.

"

~-6. ier

stencil
carbon

.

Aruitoxt provided by Eic:

. fluid " 9. offset
. 5. stepcil - . 10: offset °
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" APPENDIX E

o ) ON-THE-JOB FILING ‘ -

e

Divide into five groobs. \Eachvéroup will be“assigned the following
job titles: a superv1sor, typ1st reteptionist, and-file c]erk Each

group will be provided w1th the fo]]ow1ng supplies: 2”%ypewr1ters or .

felt tip pens, 1 file drawer, 20 file folders, 20 plastic tabs, 20 labels.,

‘7$ .
file sorter, date stamp and pad, and 30 p1eces of correspondence Each

group will set up an a]phabet1c f111ng system

'
The instructor w111 then distribute (]ve identical sets of corre=

spondence to each recept1on1st The ineoming mailjie oate’stamped and
- g1ven to the superv1sor [pﬁ supery1gor w111 hfgd the mail and ve]ease
it for filing. The c]erk and typ1st w1]1 exam1ne code and store the
matehiaTl " y . "". P -
hhen ail‘groupg have comp]eteo the task assigned,_the instructor
will ask them to retrieve certaihrpieces of corhesoondehce while being
‘. ttmed. Each group can then*rotate and locate correspondence using

oq s - ) ~
the filing system set up another group. .

-, -

<
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. reduced 24 times.

~of film.

APPENDIX F -
MICROGRAPHICS .

4

Match the,fo}]owing.

A% x 6 sheet of microfilm that
can contain 98 business documents

Clear folder into which m1crof11m
can be 1nserted )

Makes it possible to place infor-
mation stored in a computer onto’
microfilm.

‘Process of phbtbgraphicé]]y

reducing information to some type

0ldest and most economical method
of m1crof11m1ng

Card on which a strip or frame of

microfilm 1s_mounted

‘ -
: /
.
- .
)
)

R34

A
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a.

b"

c. *Microfiche

d.
e.

f.

>

-"-

Micrographics

Microfilm jackets

Aperture card.
Ro11 film
COM .




" APPENDIX 6

Match the following terms-and(definitiohs.

d

1.

[}

A part of the graph%c arts that
1s concerned, with dup]1cat1on

. ‘in the off1cé. o

Compos1t1on Qy mach1 les such as
typewr1ters or othe photocom-
posing michines. .

The order of written material,
pictures, . i]lustrations, and
other art work on a page.

The broceés of';Ecuring,copy,
pictures, etc., to put_on sheets.
This #s teimming -and positioning

‘the copy- and illustrations, then

affixing by means of rubper

_cement, tape, or wax.

The copy is typed directly on a
master with a second sheet con-

.taining aniline dye which makes

a reverse image on the back of
the master. Copies are then made’
by a spirit duplicating machine.

This process useé a-wax coated
tissue which is "stencilized" by

.the typewriter to allow ink to
_pass through the stencil and leave )

an ink irfage on the paper
In this process, ‘the master p1qks
up ink and puts the image on a .
second roller called a. b]anket
cylinder. The blanket cyTinder
contacts the paper and produces
the printed copy.

-

~ . »

S R35 e

'Co]d-type composition

Fluid process
Layout

Mimeograph process

Office reprogra

Offset proces

Paste-up
AR
. 3
~
{




e ‘- APPENDIX H .

3

Mark whether the statement is an advantage or d1sadvantage and 1f a
process is involved, 1nd1cate which process. .

o . ° " PROCESSES
. . ‘ Dis- . -1 Mimeo- : .
| Adv. | adv. |Fluid| graph{ Offset

Example; Equipment costs range .
- from $500 to $1,500. - ) X X
1.” Stencils have only a limited | .. oo
production life of up to
3,000 copies. -~ !
: : 2. The machine is rather simple
in its mechanics and maip-
tenance costs are low.
3. A finished copy can be
produced quickly.
4. The process is recommended .
because- of the high-quality ,
appearance of finished copy. ‘ ) " L
5. Initial cost of equipment is
higher than many reproduction

. methods. . )

« 6. The glossy paper needed for ) . .
dupligating is less expen-
sive than many papers in-
tended- for other forms of

- duplicating, '

7. "The. final copy is not as ‘ o

-professional in appearance . ‘
"as the offset.’ ‘

8. The set-up and clean-up time

, can slow down production.

9. Only 500 ¢opies can be pro-
duced from_the finest
quality masters.

10. The processes relating to -

. preparing materials for the
duplicator are not too time
consuming to Tearn. ~ -

11. Electronic scanners allow : .
paste-up copy and p1ctures g ‘ N\\,

. to be used.

12. The equipment is clean and-
easy to operate. :

13. €arbon deposits can be easily
smeared when-grrors are

corrected. -\ , . . ‘ : : &

’
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- APPENDIX ‘H CONTINUED

¢
3

PROCESSES
.| Dis- Mimeo-
T g Adv. adv. | Fluid] graph | Offset
14, Direct sunlight will fade a
i ( duplicated copy. . {
15\ Copies are of. a good quality . o f
and legible in a variety of ’
ink colors.
16. - Copies are relatively
inexpensive, . ) = 1>
17. Color, reproduction is L. ]
simple procedure. : i -
18. "An operator needs specific o
training on operatiop of
, equipment. , ' ' ’
19. Duplicator is good for jobs
requiring runs as high. as
. 10,000 copies.

Y




/ | APPENDIX. R .
. . .

; : .. ANSHER KEY o @
N Mark whether "the statement is an advantage or dTSadvantage and if a
" process s 1nv01ved, 1nd1cate wh1ch process. . .
‘ ' . ‘ -' "~ PROCESSES -
' ' Dis- Mimeo-

Adv.| adv. |Fluid| graph | Offset

Example: Equipment costs range

from $500 to $1,500. X - X
1. Stencils have only a Timited
product1on life of up to K X

3,000 copies.
2. The machine is rather s1mp1e

in its mechanics and main- X yo
tenance costs are low. ‘ o -~
3. A finished copy can be ’
. produced quickly. . X : X
4. The process is recommended ' ,
- because of the high-quality - X Sy

appearance-of finished copy.
5. Initial cost of "equipment is .
higher than ‘many reproduction| . X X

6.. methods. ‘ 1. - .

The glossy paper needed for
dup]icating is less expen-
sive than many papers in- X X ’
tended for other forms of
duplicating.
7. The final copy. is not as
' professional in appearance e X X
as the offset.
8. The set-up and clean-up time
can slow down production. X X
9. Only 500 copies can be pro- S
duced from the finest B X ' X )
) quality masters. A
10. The processes relating to .
preparing materials for the \
duplicator are not too t1me 1x _ : . X
. consuming to n. . ’ -
- 11. ’ Electronic skanners a11ow ,
paste-up copy and p1ctures X . X
to be used. : . , .
12. The equipment is cﬂean and : ' ‘ '
‘easy to operate. X : X
13. Carbon deposits can be easily . 1
smeared when errors are. X X N

. corrected, ~ .\.

Yy




APPENDIX H CONTINUED

. ' ANSWER KEY CONTINUED -
PROCESSES
Dis- [ . Mimeo- '
, ) Adv.| adv. { Fluid| graph | Offset

14. Direct sunlight will fade a

duplicated copy. X X
15. Copies are of a good quality
. and legible .in a variety of y X

ink colors. N
16. Copies are relatively

. inexpensive. . X X .

17. Color reproduction is a .

simple procedure. L X | ) A
18. An operator needs specific '

. training on operation of X X

equipment. :

19. Dup11cator is good for' jobs ‘ . ,
. requiring runs as high as X X
10,000 copies. R
‘l" I A . :
3
’ .
N £
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APPENDIX I .

REPROGRAPHICS ALTERNATIVES . .- o .

Decide the method of duplication (fluid, carbon, stencil, offset, copier)

you would recommend.

If more than one type of duplicator would be

suitable; indicate which one you think would be best.

t

1.

B

/

‘A form to be used oﬁe week in keeping track of time spent

daily on a certain job. Sixty copies will be needed.

The first draft of a four-page report to be sent'to three
executives for preliminary approval.’

A form letter about a new product to be sent to 500 customers.

“Although the letters will not be personalized, the letters

should 1ook attract1ve Company \letterheads will be used.

. A rough map of the route to be fo]]owed by those go1ng to the_

annual office picnic.

An announcement to be done in .green and red for distribution *

to 22 gmpToyees concerning hours of work over the Chr1stmas
weéken

-

One copy of a letter received by your'emp]dyer. He wants to
keep the original and send a copy to the branch Tmanager in
New Orleans.

A sales bulletin concerning.a new product for distribution to
7 branch managers and 50 sales representatives.

A brief informal note enclosed with a letter.to Mr. Jacksoﬁ
asking the date of a forthcoming meeting : .

An 1]]ustrated two-color bulletin descr1b1ng a new product
to be sent to 6,000 customers.

.

An advertising letter to be distributed to a select list of C.
100 customers. Either personalized ‘copies or individually

typed fill-ins for inside addresses and salutations will be

used. . . .

-

b

240
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APPENDIX J = ' .

TAG QUIZ

A
conjuﬁction wi;h any unit {n which the students must learn the names of

- T S : :
This type of quiz can.be used as a pretest, post-tgst, or both in

supplies and pieces of parts of equipment needed to do the job.
$( Chobse 15 to 25 articles 6f supplies and equipmeﬁt and'labe1 each

oA

with a different number. Place each article in numerical order around -

-the room. Each studenp‘prepares a numbered ahswer sheet ‘and steps in.

front of one of the items. . -~ ;e
o On signal from the teacher, the students quickly write down the name

of the item opposite its number on’'the answer sheet. The instructor

< . -7 . .
. should allow one to two minutes before going on to the next item. Students
A . ; . ' o .
‘ ) move to the néxt item and repeat the procedure. -
o~ ) .' . . R ~ . s

111425 0 .




APPENDIX K

~Fluid Duplicator . Name °
Checklist . e

Course /

Date’

~

‘Preparation -

" Adjusts feed table

Adjusts receiving tray properly
Selects proper paper

Fans and jogs paper

Positions paper properly

Sets paper counter

Checks fluid supply

IH |'|,ll

Machine Adjusﬁments

Attaches master properly
Adjusts vertically
. Adjusts hor1zonta11y
Adjusts impression
~_~ Controls fluid $upply

l

fﬁdob Completion

Turns off motor
Discards master properly
Places cylinder in inactive pos1t1on
Inactiva#es+fluid control
Inactivates pressure control
Cléansfmachine:

glovers cylinder proper]y

Cleans work a
. Conserves supp .

P

I'I‘! I'I | l -

NOTES

“J‘“
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e

. Stencil Duﬁ]icétor. " Name

Checklist

Machine Adjustments -

Preparation

THH T

APPENDIX L

*" Course Date

Adjusts feed table properly = «

Adjusts receiving tray properly

Selects -proper paper

Fans and jogs paper

Positions paper properly

Sets cOpy counter » .
Checks ink supply - -
Re]eases brake : ’

Ill.lH

"Adjusts vertically . . - g

Attaches stencil*properly

Adjusts hor1zonta11y ~—~ : . R
Adjusts impression_ . .

Controls ink supply :
Adjusts speed control : : K

Job Completion

¥

1l,||’I||l|

. Engages brake
Discards stene*%”?gberly ,

Turns off motor

Places cylinder in inactive p051t1on ' -
Cleans machine ' | : :
Covers cylinder properly . ;

Cleans work. area R
Conserves supplies

- -
- . ~
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~

*
APPENDIX M
Offset Duplicator Lo Name
.Checklist
‘Coqrse

Date

-

Preparation

Adjusts feed table properly -
Positions jogger

Positions receiving tray properly
Selects proper paper

Fans and jogs paper .

Positions paper properly
Setsrcopy counter

Checks ink supply

RRRREEE

Machine Adjustments , .

Attaches master properly
Adjusts vertically
Adjusts horizontally
Adjusts-impression
Adjusts inking

Adjusts speed control .

T

Job Completion.

Discards master properly
Shuts down machine properly
Cleans machine

Cleans work area

. Conserves 'supplies

T

A

»

!

LY —
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APPENDIX N .
REBRQGRAPHICS SELf-EVALUATION

Name : ‘ Course _ Date

My appraisal of the attached work. (Check only those that app]jf)
o R . W : .

/ ’ ) ;o ) -
' EXCELLENT GOOD FAIR °

~ *

-

7

Proofreading . ' ' ,

Corrections

Fo]]bwing directions

Neatness

Placement

L XS

- Stroking

Quality of duplication’

L]

1 would be proud to submit this work fo‘my emplgyﬁg. ___Yes ___Nd'

My overall appraisal of this work: (Circle one) .

- EXCELLENT - GOOD  FAIR | Al
* * x * * *‘-*' * * % % * * kL%
G;aae'that the téacher thinks this work should receiver $\ o e
. "’_‘__T-—-" .

Comments, if any, are on the bottom of this-sheet:

>

c : - III-29° - o




, SUPPLEMENTARY MATERIALS 7 . = - C X

Filmstrips w/Cassettes

» Duplicating by/the Spirit Method '
{16 minutes) . . : . .
Bailey Films» ° . ’ : ,
6509 LelLongpre Avenue . . .
Hollywood, CA 90053 -

How to Operate a Mimeograph Duplicator
(20 minutes)
Business Education Films )
5113 16th Avenue ‘a
Brooklyn,.NY 11204 T

The Magic of Xerography -t . 3
‘ {12 minutes) . .
- Xerox Corporation ’ ~
P. 0. Box 1540 : \ :
Rochester, RY 14603 ' . ' .
~ N \.
The Mimeograph R, i . .
~ ~ (35 minutes) , T -
. A, B. Dick Company . ’ ‘
Contact'd.ocal Office : - .

(15 minutes) : .
Bailey Films ‘ .. : )
6509 LeLongpre Avenue : ‘ \ S R

Hollywood, CA 90053 ‘ [),. .o

Mimeographing Techniques . ~ f{:

New Dup11tatJng Techn1ques w1th Xerography L. R
) (17 minutes) - , . °
¥ Xerox Corporation _ ° . K _
P. 0. Box 1540 ' ‘
Rochester, NY 14603 - oy

The Stencil N . ( BRIV

22 minutes) ~ - L c

A..B. Dick Company -~ _ I N E )
. - Contact Local 0ff1ce : ' -
- : . ‘ - ‘ E. -
. Practice Sets/Simu]a;ions N N NP .
eAlphabet#*c Filing Procedures ' . ‘
< ... -South-Western Publishing Comfpany', - . IR
N\ 11310 Gemini Lane . e K Lo .

Dallds, TX .75229° B _ R




Alphabetic Indexing . '
South-Western Publishing Company ﬁ/ )
11310 Gemini Lane A
- Dallas, TX 75229

Gregg Quick Filiny Practice -
Gregg/McGraw Hill
P. 0. Box 996 .
Norcros‘s GA 30091

- Mercury Systems, Inc.
Gregg/McGragéH1]]
P. 0. Box 9
Norcross, GA 30091

« Office Filing Procedures ) .

South-Western Publishing Company
11310 Gemini Lane
_ Dallas, TX 75229,

* The Word Processing Correspondence Secretary
South-Western Publishing Company
11310 Gemini Lane .
Dallas, TX 75229 .

>
- -

.
s

' Textbooks _ ‘ S .

W “
Bus1ness/¢/]1ngfand Records Contro1! <
: ‘South-Western Publishing Co
11310 Gemini Lane
\ Da]]as, TX 75229 <

-

Office Systems and CareérS'
" - Allyn and Bacon, Inc. 5
470 Atlantic Avénue > .. o
@  Boston, MA 02210 . Y

Progress1Ve F1]1ng
Gregg/McGraw Hill
. P. 0. Box 996 Vo N
Norcross GA 30091 ‘ . R

Records Management: Controlling Business Informat1on

"Reston Pubiishing Co., Inc.
. Reston, VA~ 22090

Word Process1ng
Prentice~ Ha]]
Englewood

, NJ 07632

111-31




-

Word Processing: A Systems Approach to the Office
' Harcourt ‘Brace Jovanovich, Inc.-
Atlanta, GA 30301 -

Word Processing Concepts ' B o

South-Western Publishing Company
11310 Gemini Lane .
Dallas, TX 75229 - ,

Transparenc1es

Copying and Dup]1cat1ng
. (Clerical Occupations - No. 7)
3M Company .
w2 " Visual Products Division _
1906 Beaumont Drive, R -
Baton Rouge, LA 70806 -

Gregg Filing Transparencies
Gregg/McGraw Hill
. P. 0. Box 996 +
Norcross, GA 30091.

Office Machines, Functions .
3M Company
Visual Products Division
1906 Beaumont Drive
Baton Rouge LA 70806
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‘ Canta]up1, John D. "A Newsletter," Balance Sheet. Volume LXI, Number 7-

RESOURCES. e

Atwood, I1la W. Teaching Office Procedures Today Portland: J. Weston
Walch, PublTsher, 1976. |

Bauer, Dennis E. "Reprographlcs,“ National Business Education
Association‘iearbook No. 18 (1980) :

-3

Bergerud, Mdrly and Jean Gonzalez. Word/Information Processing Concepts-- "
Careers, Technology, and App11cat1on New York: John WiTey & Sons,

Inc., 1981.

' Bergerud, Marly and Jean GonzaleZ. Word Process1ng‘Concegﬁs and Careers, N

2d ed. New York ~ohn Wiley & Sons, Inc., 1978.

(April, 1980). - ‘ : _ »

‘Cecil, Paula B. Word Processing in the Modern Office, 2d ed. Menlo

Park: The Benjamin/Cummings Publishing Company, Inc.., 1980.

Enloe, Gertrude‘M. Competency-Based Curriculum for Articulated Programs
in Office Occupations. Washington: U.S. Government Printing
Office, 1976. :

Fries, Albert C., et al’ :A;BHied Secretarial Procedures, Seventh
'~ Edition. New York: Mc@raw-Hi1l Book Company, 1974.

> g

Nelson, Frank E. . "Clerical Office Procedures," Businéss Education
Forum. March, 1974. - ) N

‘ a . R
Oelrich, Elizabeth S. "Understanding Reprographics," Today's Secretary.
October, 1980.

E 4

Oliverjo; Mary Ellen and William R. Pasewark. Secretarial Office .
»  Procedures. Cincinnati:* South-Western PubTishing Company, 1977.

Pasewark, William R. Duplicating Machine Processes, 2d ed. _Cincinnati:
South-Western Publishing Company, 1975. -
v, P o N R
Roseqn, Arnold and Rosemary Fielden. Word Process1ng Eng]ewood C]iffs:,_ !
\Prentice-Hall, Incorporated 1977

i Schar1e Judith*A. "Six Myths About Filing," Bus1ness.Educat1on‘Wor1d

Volume 61, Number.1 (September- October, 1980).

..

Stewart Jeffrey R., Jr‘, et a1 Office Procedures. New Yoryf
McGraw-H111 Book Company, 1980.

.Stewart Jeffrey R Jr and Judith A. Schar]e 0ffice Repy0grdphics.

New York: McGraw-H111 Book Company, 1979.
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UNIT 1V .
HUMAN RELATIONS

INTRODUCTION

K —

Rosemary T. Fruehling* states that human.relations is what every- ~
day life is all about. In the evkryday world, you relate to people at
all times; you depend on people, and other peop]e depend on you. This °
onit was undertaken to proyide the student with tools to develop human
. relat1on skills. :

Students will be g:ven the opportunity to devélop good human
relation skills through individual and group activities, checklists, and
class discussion. .

COMPETENCIES

+

1. Exhibit an awarepess of oneself and\others. .

: ' 2. Apply time management.,. leadership, and communication skills
' necessary for.effective human relations. -

’

' GENERAL PERFORMQ?CE‘OBJECTIVES/GOALS

-~ .-

1. Demonstrate an understanding of yourself.

2. Demonstrate ability to relate to others. ’ .

-

f . 3. Apply effective techniques for a successfu] working re]at1on-
ship with supervisor. . .

4. Recognize the importance of commun1cat1on to good human
relations. .

_ 5. Recognize differenp styles of leadership. ..,
- . . b ] H s .
. ) 6. _Apply principles of time management. - ' oo , Y

-

v <

. K Fruehling, Rosemary T., Working At Humon Re]otions, (New York: Gregg
¥ ‘ ) . Division, McGraw-Hi11 Book Company, -1977), p. 2. ‘

T




10.

11.

12.7

13.

SPECIFIC PERFORMANCE OBJECTIVES AND MASTERY CRITERIA

On'a written test, students will be able to define terms related

to huyman. relations with at least 75 percent accuracy.

Given a list of character traits, students will be abIe to define
them on a.written ‘test with at’least 75 percént accuracy.

-

Given the necessary background information, students will be
able to 1ist on a test at least four basic human needs.

Given a list of good health and grooming .-practices, students
will be able to rate their owrt health and grooming practices
and explain the reasons for these ratings in class.

At the end of the unit, students will“be able to evaluate them-
selves with a.checklist on their ability to cooperate with
others and to display an awareness of the needs.of others.
Seventy-five percent of the 1tems on the checklist must receive
an average rat1ng

After a class discussion, student’groups will be able to wr1te
scripts showing at least two communication problems and how -
these prob]ems affect human re1at1ons )

o*

On a written test, students will be able to state at Teast two
causes of stress. ) ~\

.. At the end of a class discussion, students will be able to list

three prejudices that hinder good human relations. -

_On_awritten test, students will be ab1e to Tist at least’ f1ve
types of d1scr1m1nat1on~ ‘

During class, students will be able to distinguish between a -
list of discriminatory and non-discriminatory behaviors with
at least 75 percent accuracy. .
Given a'list of managerial behaviors on a written test, students
will be able to match the behavior with the 1eadersh1p style >
displayed with at 1east 75 percent accuracy. 4

On a written test, students will be able to place job tasks in
order of priority with at least 75 percent accuracy.

-

In a class discussion, stucepts'wi11 be able: to give'acceptab]e
ways to handle crises and pressure situations.

201
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SUGGESTED INTEREST APPROAC&ES'

[

*1. Give a pretest to determine the students' knowledge of “human
relations." R

2. Have a business manager speak on the importance of getting- .(
along with others. .

3, Provide students witﬁ}checklists and assignhen; sheets on health
and grooming practices, getting along with others, discrimina-
tion, and leadership ‘skills. T :

. ) &\
METHODOLOGY

A Y
Al

’, .

- This unit has been planned to include activities to improve human
wrelation skills. Teacher lecture will be used to present content
material ohtained from.resources available, For effective presentation
of this material, the student must be involved individually or in groups.

' -

UNIT OUTLINE
HUMAN RELATIONS

3 o /

I. Personal Skills

. A. . Internal ' : ‘ .
1. Character traits . -
2. ,Human needs -
B. External ] ..

“ 1. General health CL : -
.2. Grooming and cleanliness _ a/},/"""
11. Job-Keeping Skills : s

A. People - / v
1. Peers
2. Employers
3. Customers 7\,
B. Communications
1. Oral
2.. Written ° . ' .
3. -Body language L

-

N - ! - : \] B
. A

/ Iv-3
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III. Cop1ng Skills ' ‘ ’ ) ‘ .

A.- Stress
B. Discrimination '
1. Discrimination problems N
2. Sexual harassment ’

3. Legal aspects
IV. Leadership Skills

A. Styles N
1. Authoritarian - Coee
2. Democratic : 3
3. Laissez-faire
: B. Comparisons
. .1. Advantages
’ 2. Disadvantages . ’

V. Time-Management Prin&ip]es

A. Efficient use of time

" B. Crises ]
C. Pressure situations . . o .,
SPECIFIC PERFARMANCE OBJECTIVES AND LEARNING ACTIVITIES 'S .
. . . o ’ '

1. On a wr1tten test, students will be able to define terms related to
human re]at1ons w1th at least 75 percent accuracy.

4

Subject Matter Confent Learning Activities

Human relations 1. Form groups and use a dictionary
. . to define the following human
' ' relations terfs:
: a. human relations

, - b.. communications -
c. cooperation

-d. needs
e. self-image
" Present group definitions to

s

] - class and come.up with one defi-
- - nition for the class.
2. Divide into groups .and compose o
. - a human relations problem, .
. (_ ' ”' - . ’ L. .
. 253 ‘




Human relations 3.

o ™
- - .

-

LR

Soive a human re]ations probiem
prepared by another group (work in

groups). Present solution to class.

Write an essay.on the importance
of human relations in work 7
situations. Present in class.

>

Given a list of character traits, students.wiii be qﬁie to define
them on a written test with at Teast 75 percent accuracy.

TN

L 3
]

Subject Matter Content

Leafning Activities . ‘
Posi;ive characEFr traits ‘1. Prepare a bulletin.board depicting :
. positive character traits

Write sentences with the fo]iowing

character traits: .
a. tact ’
b. Toyalty
c. compatability
"d. poise
e. congeniality.
f. cooperativeness

g. ,dependability

. ' Exchange papers and in sma]l

IV-5

groups check the sentences

. Write a short paragraph exp]ain-

ing why an employee may be dis-

missed because of poor character
traits.. Discuss paragraphs -in
class. \ )

Interview a personnel manager to
determine the character traits
most desired in an employee.
Compjle a class 1ist and post onf
bu]ietin board.




.

3. Given the necessary backéround information, students will be able to

.. list on a test at least four basic human needs. o
s.‘ : }- - ’ T i ‘ 3 !
.Subject Matter Content N Learning Activities
Basic human needs .. 27 1. Discuss the*basic hunan needs and

construct a definition and example
-~ of eacht Work “in 'small _groups.

- o 2. Complete-the Scrambled Words ' .
Exercise on basic human needs. .
' - (Appendix A) '

. 3.  Pick a need from slips of paper .,
- h in'a hat and write a brief para- ,
- ‘ graph showing how you would be .
. affected by the deprivation of
one of the basic human needs.
Discuss in class.

»

4. Given a Tist of good health and groom1n§ pract1cies, students will be ‘
able-to rate their own health and§9r00m1ng practices and explain the
" reasons for these ratings in clas

Subject ‘Matter Content Learning Activities
Health and grooming ,_‘ . 1. Evaluate yourself on health and
practices : grooming-practices. Checklist

. . provided. Ident1fy weaknesses
- . and present a 'plan for improve-
o ment. (Appendix B)

2. List ways’ poor health may impair
your efficiency on the job. ' Work'"
in groups. . Present to class for

., discussion. .’

LY A
. -

i . 3. Prepare a booklet depicting accept-
‘ N able work att1re Display in N
class. g

-6 | ;
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5. At the end of the unit, students will be able to evaluate themselves
with a checklist on their aBility to cooperate with others and to
,display an awareness of the needs of others. Seventy-five percent

*" of the items on the check11st must feceive an average rating.

»

_.Subject Matter Content - ) " Learning Activities
People o 1. Divide into groups and demonstrate
: a situation showing good human -
. relations and another showing .

- . poor- human relations for each of

the following relationships:

. a. employee--employee
b. employer--employee

C. customer--employee

2. Suggest ways to get along with
. \- others--co-workers, employers, cus-
tomers. Work in small groups.
Present to class for discussion.

3. Evaluate yoyrself on a checklist
for getting along with others.
Y Share with another. to see if they
* agree. (Appendix C)

6.. After a class discussion, student groups will be able to write scripts
showing at least two communication problems and how these problems

affect human relations. . zjﬁ
Subject Matter Content .LearningA;tivitieé‘E O
Communications ° - 1. Identify barriers to communication -

that contribute to poor human
relations. .Work in small groups.
Discuss these as a class.

) . + 2. Write a short report describing
\ situations when poor human rela-
: tions resulted from ineffective
communications. In groups,
change the situation to improve
" human relations and present td P
the class.

Iv-7
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Communications . 3. Ana]yze conversations for good or ‘
' ' ' poor human relations. In class,
. cite any communication problems
T . - observed.

/ . 4, Obtain copies of letters and/or
’ memos from local businesses and
analyze them for clarity of message.

f - o 5. Play charades to show.how body
) language -can be- used in
communications.

. o . 6." Write a script in groups, dep1ct-
- ——— .' > ing at east two COmmln:lcatJOHS

pr3b1ems Act out the script be-

fore the class. .

N ‘ v
\ .

7. dn‘a written test, students will be able to state at least two causes

of&stress.
\ ‘\\ )
Subject Matter Content Learning Activities ) ‘
Stress \ " "1. List factors which contribute to Vo
R : o job stress. Compile into one list
\ ‘ ’ as a class.

! 2. Identify ‘the causes of stress in
\ . case studies. distributed by the

\ . teacher to small groups. Share
your results with* the class.

® “ 3. Select at Teast one appropriate
: : ) remedy. for each cause of stress = -
’ identified in case studies.
\ ) Discuss these-as a class. : e

P \ - A T T B k)

\
8. At the end-of a class d1scuss1on, students will be able to list three
prejudices that h1nder good human re]at1ons

Subject Matter Content Learning Act1v1t1es )
Discrimination f‘ 1. State your def1n1t1on of preJud1ce
: . and-compile a class definition.

v R57.




. Discrimination - 2. Cite examp]es of discrimination -

' - -+ that you might have encountered
: on the job. Present for class
~ discussion.

3. Describe how prejudices can hinder
human relations. Work in sm
groups. Report to the class..

- - . ] -

¢

9. Ona wr1tten test, students w111 be able to 11$t at. 1east f1ve types
_of d1scr1m1nat1on.

. Subject Matter‘tbntent Learning Activities
'Discrimination~~1ega1 1. Write a report on recent laws
aspects affecting job discrimination.

Present to the tlass..

* 2. Read information concerning the
Civil Rights Act of 1964. Report
. to the class the types of dis-
. ’ crimination most affected by this
‘I' , act:
|
. ‘ © 3. D1scuss areas where you may be |

subject to discrimination and re-

port to the c1ass Work in sma]1~
groups.

o 4. List 6t Teast two ways to over-,~
come discrimination in the situ-
ations from Activity 3 and pre- -
sent to the class.

T —~ - -10+ During c}ass;—studentsﬁW}ll—be-abJe»to-dJStJngh1sh between a list
- of discriminatory and non- d1scr1m1natory behaviors with at least

T 75 percent accuracy.
7
Subject Matter Content Learning- Activities ©
« V .‘>
. Discrimination problems 1. Complete a worksheet showing
) , s examples of d1s¢r1m1natory .and
, < . non-discrimjnatory behaV1ors.
- < (Appendlx DY

e . £, . ‘; 'IV-_-9
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Discrimjnation problems 2, Research newspaper articles, , . ’
) . periodicals, and booﬁg for dis-
_— no crimination cases an report the -
results to the class.’ )

3. Ind1cate means of dea]1ng with
discrimination in a positive man- .,
ner in a group discussion. . <

L4 . '
[
!

1.

“ Will be able to match the -behavior with the leadership sty]e dis-

Given a list of managerial behaviors on a wr1tten test,’ students .

p]ayed with at least 75 percent accuracy »

. Leadersh1p skills "1, Identify the three main styles of

[}
Subject Matter Content LeaE?ing Activities

—— . leadership (management). Discuss |
-~ the characteristics of each.
Work in small groups.

2. Compare the advantagés and dis-
advantages of each'1eadersh1p

‘ style. . .

. 3. Role play a sample business situ-
. - ation in groups with a designated
. ) leader. Checklists will be used
' by group members to rate the
leader. (Appendix E) The leader
must receive an overall average
rating. Group members will identi-

///,;~ fy the management style displayed.

-

«

12.

On a written test, students will be able to place job tasks in order
of priority with at least 75 percent accuracy. = . I

A}

bSubject Matter Content Learning Activities

Efficient use of time 1 Develop a schedule for comp]et1ng
' Jjob tasks in the most efficient
manner.

~
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Efficient use of time 2. Keep a record off time spent on . :
: 5 ." varigus activitipes for a week Toeee
- and ‘1ist ways to make better use
- of t1me. : ‘ B

\g“.i‘ , ", L 3. Analyze your JOb and 1ist tasks
- t . according to rush; important, and
vt s 7 7 rautine. Present your Tist to F
- 'the class .

L.
v . . -
- . h . hd .
‘ , S // : .
<
- - . - B
T 7 Al ”
.

. . - - , L 4
, In a class discussion, students will be able t nge.@tceptaB?e
LYo ways to handle crises and, pressure situations.-

" Subject Méiter Content - _Learnirg Activities ’ y
Crises and.pressure - 1. List wéys to organize yourself
situations "o . ‘ : in order to. avoid crises. Dis-*

cuss in class.
'- _w . 2. Talk with office workers to fiid
__/ " - .~ out how they handle pressure”
$ituations. Report the results

' . . -t ' to_class. . -

, ' 3. Obtain sugggst1ons from other”
. o . workersTon-saving time ‘and
. _— .. " energy. in completing office tasks.
A ' S?are the suggestions w1th the »
: o : . . class
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Ways to Evaluate Pupil Growth -. . . -
.o Unit test A/‘\ Coee ‘ . -
* - Individuai and group p"rojec\ts N - -
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APPENDIX A

' e SCRAMBLED WORDS -
{ ¢ v ) ' B (.

Listed below are several scrambled words. having to do with human needs. T
‘ é *See how many words you can unscramble. Write in the blank provided.

- visrvuia

. N . . .
usyetrtc .

. taecccpane . . ™

tecsrpe

ttleopani

Threest

mnaoiidart e

fsle-treiaolniza - ' ' o

‘ tdmnnuegrsdia a A

N . ' -
.‘ ) ' buipuejsaapun ‘uoL3PZL|BAU~418S ‘UOLIBALWPE ¢ ‘4dL|YS
‘retaudjod “3oadsaua  ‘@oue3dadde  ‘A3L4aMIaS ¢ |BALAUNS  ISJBMSUY
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. .APPENDIX B CL - ‘
" HEALTH AND.GROOMING CHECKLIST . - {
{ . ",:‘ . . ‘ . Lt '
* Place a check in the column which best describes your health and grooming
habits. If you check "part of the time" or-"never," write a plan for
improvement. ¢ .
- . ‘ .'7 ‘)) *’ ,.. - L - < ¢ -
' ’\ . - . w .‘,_‘ . . . LS s -
] v . - Most of . . Part of" E
Do you , . . ) the time "the time Never ‘
.~ . 1. Eat well-balanced meals? ¢
2. Get Ehé required amount of N g
. sleep? : L ' : .
,/- ’ -
3. Get enough physical _ v : y .
exercise? ) / ’ s ) P
4, Have an annual physical i
| check-up? - ‘ i
e . 5., Go td the dentist ona, ' 1o o N .
regular basis? | ' ‘ 1 N
6. Bathe or shower daily? . ° o IR " . ,
7. Brush your teeth at e : o, -
) least twice a day? ., i o
é. Wash"yoﬁr fgir on & ” ‘ ' ,
regular basis? -
9.” Use deodorant daily?” - | e
10. Have a blemish-free - . R
complexion? : ’ | ‘ .
11, your hair cut neatly . L o
or becomingly styled? A .
. " 12. .Have: fresh breath? - - ' c
13~\Manicured your-nai1§ " \
regularty? N ‘ . ‘
14, Dress appropriately . ' : ’ . ‘. - :
~ for work? . T '

Iv-14




APRENDIX B CONTINUED

.
|
\r

;"

Most of _

the time ™

_Part.of
the time

»

Do you . .

15. Choose comfortable clothing? . .

~

16. Check your overall
appearancé? -

17. Choose -becoming glothes? | : g

18. Keep your E]othes clean
and mended?

19. MWear we]]-fittfng shoes?

20. Practice correct posture? ,




e : - .
* : APPENDIX c . " _ - ‘
. GETTING ALONG WITH OTI-TERS .
In an office, people fust know how- to get along with others. As a self-
test, rate yourse]f by checking the’ appropriate co]umn Write a plan
for improvement.- (5 is the h1ghest)
. ' . ¢ Rating
/ | C 5 g 3 2 1
. N : ‘
1. Cooperative : |
7
2. Tactful .
3. Good natured. '
!
4. Friendly ) ’
’ " 5. Courteous
’ ‘6. Punctual & T
7. Considerate T~ = ¢ ) ' ey e . .
8. Initiathe ) ' . AN
- ) i ) ) ) ’
9. Loyal . - . .. *
N 10. Organized ) . .
11. Efficient = . ~ ) )
s . . N p ‘ B . .
\J : T . :
L - _ -
A_ . &
- ’ » . ) .
. Ce A _




' 15 to

0 to

55 points:
30 points:

14 points:

¢

APPENDI €
ANALYSIS

You should be able to det along.with others.

You witl probably get along with most-people. Try
working toward more "5" ratings. .

You will have tFouble getting along with others. You
must attémpt to display positive characteristics:/

B J
.




. APPENDIX D '
"RECOGNIZING DISCRIMINATION
-~ ) )
) \Analyze the following situations and decide whether each is discriminatory -
\ or non-discriminatory. If the situation is discriminatory, identify the
typ€ of discrimination and give reasons why you feel the situation is
discriminatory. Write your answers on a separate sheet of paper.
1. The boss ﬂic1des to h1re a female for the JOb because her salary » \ \
expectat1 s are probably lower than a male's. . :
) 2. An employee who has been with the company for, 30 years is passéed
over for a promotion because it is felt.that he/she is too old to
leaxn a new job.
3. A woman with gqualifications equal to a prospect1vé.ma1é employee is
not hired because the boss feels she may take more time off due to
her responsibilities as a mother.
4. Two téénagers are hired for summer work. The black teen is assigned ~
to the maintenapce department. The white student will be working in ‘-
the manager's office. ’
5. The ctompany has a policy of not hiring anyone under-age 18. This - '
was brought about by bad eXperiences with part-time student help.
- 6. Only Catholics are hired as teachers or staff members in Catholic
™\ schools.
7. Male ehp]oyees are requ1red to wear a coat and tie. There is no
specified dress code for females. s
8. A company keeps three inefficient workers but fires a handicapped
worker whose job record is not worse ‘than the other three.
9. A’ new employee spoke with an Italian accent. The superV1sor was
extra.’careful to use small words and speak distinctly when giving .
1nstruct1ons to this new employee. T
10. Three members of - the typing poo] were up for the job of recepfionist--
two females and one"male. The executives decided te promote either
. one of the "girls" without Tooking at their qualifications. They
. felt a girl would "brighten up" the front office. ' .
l’ . '.
267 s
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"~ Ability to delegate

T Chaltenging -~ -

/—ﬂ\\ﬁbtivates

APPENDIX E

CHECKLIST OF LEADERSHIP SKILLS

Use the following checklist to rate your group leader on quality of

leadership skills displayed. \

.

never |[seidom

sometimes
3

“often

always
5.

Accepts éuggestions

Fair <

Gives encouragement

Organized a By

Praises

Self-confident

Sincerely interested in others

Tactful

Thinks independently

"Enthusiastic

Knowledgeable- T

-’

Leadership style displayed: ,

Overall rating oﬁffgéder: | .
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SUPPLEMENTARY MATERIALS , ° ®

? ‘ o \ 1.
Activity Packs’ .

ACt1V1tJeS for Exp]or1ng Va]ues
01-7447-B5 (50 photocopy masters)
. 03-7447-B5 (50 spirit masters)
J. Weston Walch, Publisher ‘
Box 658 ’ ot B
_ Portland, ME -04104-0658 !
. _ N
Listening Sk111$ ‘ ‘
09-1916-B5 (12 spirit masters) N
J. Weston Walch, Publisher
Box 658 ’ N -
< Portland, ME 04104- 0658 .
0ff1ce Pract1ce Act1V1t1es v
~ 03-24180B5 (50 spirit masters)
J. Weston Walch, Publisher
-Box 658 .
-. - Portland, ME 04104-0658

O

g

Teacher Aids for Office Practice Classes -
03-2420-B5 (50 spirit masters) ‘
v J. Weston Walch,- Pub11sher —
- : ’ Box 658 .
. Portland, ME 04104-0658 .

Cassettes

The Business of Oral Communication '
. E956 (20 Audio Cassettes, Modules 1, 2, and 3)
* South-Western Publishing Company ‘
11310-Geminj Lane
Dallas, TX- 75229

Ve

Case-Study Cassette Library: Career Core Competencies ¢
87780-7 (2T audio cassettes) -
Gregg McGraw-Hi1l Book Company
“P. 0. Box 996 -
Norcross, GA 30091 -

Gregg Secretar1a1 Training Recordings, Set 1 - .
87775-0 (6 cassettes) : ’ .
Gregg McGraw-Hi1l Book Company . ,
. P. 07 Box 996 ' . .
Norcross, GA 30091
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." - Cassettes c’ontinued

On the Job
KAKK 0902 (20 cassettes, 24 student record books)

Co. Educational Audio Visual, Inc.
, ' \ Pleasantville, NY 10570

~

iFi]mstrips with Cassettes

.
3

Becom1ngAan Adult: A Disney Family Studies Ser1es

63-8085CA (5 filmstrips, 5 cassettes, 5 spirit masters) /
" Walt Disney Educational Media Company .
o 500 South Buena Vista Street .
s, . Burbank, CA 91521 i

-

Job Att1tudes and Habits
KIKF 4405 (5 filmstrips, 5 cassettes)
Educational -Audio Visual, ‘Inc. RN . o
Pleasantville, NY IQi?O :

“Textbooks . /

Dramatizations for Business C]asses

® S 01-2006-85 - ' /
. - J. Weston Walch, Publisher K

e - ‘ Box 658 . . o
Portland, ME' 04104-0658

* : ) Human Relations in Business
‘ G18
South-Western Publishing Company -
11310-Gemini Lane ‘
pallas, TX 75229 = : -

N Modern Ms. ] : : : //
i . Second edition L )
L 696632 (text workbook) . S
* Gregg McGraw-Hill Book Company
P. 0. Box 996 . ,
Norcross, GA 3?091

Office Etiquette ) - . <
01-2036-B5 . '
J. Weston Walch, Pub11sher

Box 658 !
- Portland, ME 04104-0658 .

3




Textbooks continued T . <

P

Personal Psychology for Life and Work
03592-X (text-workbook)
Greyg McGraw-Hill Book Company
P. 0. Box 996 ~ =
Nercrgss, GA 30091

’

Transparencies

<«

Personal Development TransparencywSeries
K401 (80 transparencies)-
South~Westerr Publishing Company.
11310 Gemini Lane : : X
Dallas, TX 75229 ' . .

AE

Transparenc1es for the Basic and Social Sk1]]s, Vo] 1: Communica- -

tions 1p Mapket1ng

86471-3 ' -
Gregg McGraw-Hi11 Book Company ’ N
P. 0. Box 996 ; )

Norcross, GA 30091 _ 5 L .

Transparencies for the Baé\c and Social Skills, Vo] 3: Psychology .

and Human Relat1ons in\Marketing

86473-X
" . Gregg McGraw-H 111'Book Company
' P. 0. Box 996 T ‘
Norcross, GA 30091° ) : ‘ \
‘0, N 4
] _..1“
. g 23:71‘ ) -
v L
/
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.~ RESOURCES .

. Coe N |
oo . \ 4 : ' . ' |
Egg1and: Steven A. and-John W. Williams. Human Relations at work,/// . }
v ~2nd ed. Cinc¢innati: South-Western Publishing Company, 1981,

Fruehling, Rosemary. T. and Edwin L. Herr. Working at Human Relations. /
Lo . New York: McGraw-Hi11 -Book Company, 1977. : .

. George, Claude S., Jr.. Superyision in Action: The Art of Managing
=pr . Others. Reston. PubTishing Company, Inc}, 1979. :

\Groupllnstruction’for Cooperative ﬁkograms. étatelDepartment of Voca-
f tional and Technical Education, Stillwater, Oklahoma, 1978.

ﬁanna, J. MérshaI],-et al. Secrefaria] Procedures and Administration. .
Cincinnati: South-Western PubTishing Company, 1978. .

- Hiéerodt, Donald D. Psychology and Human Relations in .Marketing. New
. , York: McGraw-HiT1l Book Company, 1969.

Meehan, James R\, et al. Secretarial Office Procedures. Cincinnati:
South-Western Publishing Company, 1972.

" - | Russon,‘A115en‘R. and Harold R. Wallace. Personality Development for
‘ . - ) Work. Cincinnati: South-Western Publishing Company, 1981.

‘ Steinmetz, Lawrence L. Human Relations: People and Work. New York:
" Harpe¥ -& Row, Publishers, 1979. g ¢

- s VStewhrt,,Jeffrey R.,-Jr., et d1. Office Procedures. New York: McGraw-
s ‘ Hi1l Book Company, 1980.
A ( ‘Willtams, J. Clifton. Human Behavior in Organizafions. Cincinnati:
T South-Western PubTishing Company, 1978. - ’ .

Williams, John W. and Steven A. Eggland. Communicating at Work.
. Cincinnati: South-Western Publishing Company, 1979.

- . I




UNIT V Lo // ) .
L o ' SECURING AND LEPING A JOB
. - :
~ inTRoodCTION P T ,
. ) oy

/ In the competitive job market, it is necessary that a prospective
employee develop. skills needed for employment now and in the future.

. This unit allows students the opportun1ty to develop those skills. —
- COMPETENCIES
; .
1. Prepare for career opportunities. -
, ¢
2. Develop good grooming habits.
GENERAL PERFORMANCE OBJECTIVES/GOALS
1. Research available job opporttnities. B,Z::jf .
‘ , 2. Prepare for employment, -
3. Exhibit desirable dress and grooming bharacteristice.
. N . \
—;. Perform follow-up procedures. R
; . SPECIFIC PERFORMANCE OBJECTIVES AND MA’ERY CRITERIA " *
1. In a classroom discussion, students will be able to identify —

the sources for employment with at 1east 75 percent accuraeyf

2. Given the necessary information, students will be/abTe to
compose and type in class a letter of app11caITon and a personal
data sheet with 100 'percent accuracy. .~

3. Ona writtenrtest,‘studente will be able to-complete .the
. necessary employment forms with 100 percent accuracy. ;
. . 4. Given several illustrations, students will be able to select
, . those appropriately dressed for the of fice w1th 100 percent
. accuracy. 4 -
| © V-1 :
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" 5. In a classroom discussion, students will be able to 1dent1fy -

effective interview techmques with at least 75 percent accurécy ‘
'f Ay 6. In a classroom d1scussxon, students will be ab]e to exp]a1n

proper jab follow- up procedures with at Teasy 75 percent .

. ) --~»1'-__accuracy - , ‘
~ . : ' SUGGESTED INTEREST APPROACHES U
T - ’ .
1. Bring classified ads from the 1 newspaper for discussion of "
job qua]ificptions»and opportunities for employment. . »

2. Prepare a bulletin board d1sp1ay1ng appropriate dress and
grooming techniques.

i -

3. Invite a local personnel director to d1scuss techn1ques for
securing and keep1ng a Jjob. :
A R
METHODOLOGY R .

is unit has been designed to 1ntroduce studentsy to those skills
necessar\ for securing and keeping a job. Teacher lecture-and classroom

[
+ discussiom\will be used to present the unit content. Stedents will com- ‘
plete forms necessary for employment. : .
S e
, UNIT" OUTLINE o - )
' . ~
% T ~ SECURING AND KEEPING A JOB
I ' E I. Research of Job MarkeE“ ) . _ : oL
g A. Job Opportunities o ‘F;k’\\ T L
’ 1. Employment- agenc1es,,»- S T .
o 2. Classified- ads . : S )
iﬁg& ’ 3. Direct inquiry « - ’ S R
o 4.. Miscellaneous o ‘ ~ X~
B. Job Qualifications . % ' . - ~3
¥ anghagl II. ‘Letter of Application/Data Sheet o0 A, ‘ »
' A. Styles . ~ . sl - -
B. Content T o : — ’ ~
. o 11T _Employhent Forms;' A ' w' . : IR L
. " A. Application .o 2 74 \ "
, " B. W-4 =~ . s - o LN S .
L - . . ’ =) N "' . ’ *
: o , , :
) | :: ot ! 7
%5 7 ' ; -




« x
\ -
?érsohg} Appéarance and Grooming ’ i -
A. ,Approbriéte'clothfqg - ' : - "~ *
B.' Business standards of grooming .
) X | V. Interview - h ’
A Prgcedures&
. /. *, B. Materials needed
%o ‘ . ’ ~ .
' VI. Follow'Up ° )
‘ - . A Evaluation of job offer '
S . B. Telephone call/letter ~ - L .
. - C L \\ N . [ .
‘~ SPECIFIC PERFORMANCE, BJECTIVES AND LEARNING ACTIVITIES .

v . .
. .\ ) ’ ‘\

.
. .
- - - - v

In a fﬂ;ssroom discyssion, sgudentvafll be able to identify the
« Sourcesvfor empToyme¥it with at least 75 percent acluracy.
Subject Matter gontéﬁ{’ al Learning Activities , (- )

s . R 3 ¢

. - Job researe . - 1. Contact a-local employment. agency.”
R ) “ _ and report to.the class the.pro-

' ’ ) ) .~ cedures involved in obtaining a
, - T job through that agency. v

. 2. list the’skills ‘you possess which
. . ) - will help you qualify. for an..
. o . ‘o Zoffice position. .

N 3. Compile a list from the classi- ‘.
S ' - fied ads of those job oppor- °
L ., tunities ‘for which you ‘are now:

‘ \ Y. . -, qualified and'those which reguire
v e T ; - , additienad, traintng using the

: . ‘ : . information from Activity 2.

- 4. Contactithe school placement - .-~

A v _office/counselor for’ availabler -
. v, , . "job opportunities gnd ‘compile - S e
L . oL o < . .a,17st fo'cJassr06m~disgussionu

[ .

e - S o,
L Yoo 5. After class discussign, 1ist the.-
sources available fef obtaining..
¢ a joby ' : '

. / ,

LN o




Job research 6. Research and prepare a report to
be presented orally on an occupa-
. tion that best fits your interests,
L \ ab111t1qs, skills, values, ‘life-
style, and other persona] goals.

* (Appéndix A)
PP o

-

2. hGiven the necessary 1nformat1on, students ‘will be ab]e to compose: .
and itype in class a letter of application and a personal data sheet
with 100 percent accuracy. L - -

- /

Learmring Activities
% . ' ,
Letter of applicat 1. Examine various styles used in
’ data’sheet ) constructing k persona] data "~ =
. . ' sheet.

Subject Matter CNotent

’ t

| . 2. Compile a list of the information
v L. . that should be included on a
1 ~ T personal data.sheet.

< - .

3. Prepare a personak data sheet.
< 7 S

4, . List the basic outline for an

. app]ication letter. . ~ ¢ .

5¢  Apply for a position by compos1ng )
and typing a lestey, of applica-
tion using the in ation from
Activity 4. | .

6. Have peers eva]uate*Act1v1t1es B
3 and 5, '

\

-
-~ . v

va - -

,5 3. On a written test; students will be able to complete the necessary

y G T emp]oyment forms with 100 percent accuracy. ..

~ : ’ - . - 'N ‘.Jf ) * / ' -!'r -~ M 4 v ’

.- © . Subject Matter Content. ' Learning Activities 9 >

ﬁmﬁ]oyment forms - 1. ‘Exam1ne sample application forms
. ' N and discuss in class the infor-
= . gy - matien requested‘.
L - 2. “Complete a Form W-4. s /T,
\ , ™. . ., . -
~ - N !
V-4 o .
. ’ . ;Qgrw : ”




Employment forms 3. Complete an application form. ,<\<
v 4. -Research what,caﬁ‘and cannot be ~
’ . legally asked on an application ' |
' and report to the class. e
- > < -

! . 4. Given éevera] illUstrations, students will be able to select those
“-1 appropriately dressed for the office with 100 percent accuracy.

< n
- . Subject Matter Content : Learning Activities

\

"Appropriate dress/grooming -+ . 1. Dress in appropriate office
‘ o attire on a particular day and N
. e evaluate each other using. check-

list provided.” (Appendix B)

' o 2. Select five examples of appro-
: . . piate office attire from current
. . - * . magazines, Label and display
- on a bulletin board for c]ass
‘discussion. 'y,

. T A . " R 37 View a filmstrip on personal
. ‘ o ) -, grooming and take notes on -
. L o . grooming habits on which'you
- * . need to improve.

T . 4. Read-a book on. "groom1ng” and -
: : " report to the class. .
: ; .
‘ -, - . )

T

-5. In+a ¢Tassroom discussion, students will be ab]e to identify
. \ - effecfive <interview techn1ques with at least 75 percent acauracy. .
I‘ ‘v‘ v i .

3, )

f. ' v NN \
- 2 SubJect Matter Content : Learn1ngﬁAct1v1t1es ) .
’ ~Job 7nterv1ew ’ I. View a f11mstr15)on the job
) N 1nterv1ew and discuss in class.

e eooL : \ 2. List ten "Dos" and *'Don’ts" for
. oo " f ¢ ' a JOb 1nterv1ew

« P . ’
.’ . . - . , -

v , T o . . 3. Discuss in small groups the-
o) . ) quest1ons frequently asked during -
' s ’ : an interview. (Append1x ¢

s \* .
[ = . ’ /




3/

. A\ S '
Job interview . 4. Role play a situation where you
: : make a job interview appointment {
by phone. Class will evaluate ’ .
using checklist provided. -~ - /“\u
(Appendix D)
¢ ) 5. Research what can and cannot be
R . : legally asBed by an interviewer -
] : ' in class.- Include
iscussion on how the interviewer
ou]d react to questions that.
are 11legal to ask.

-
..

) , ) .
o . 1}
6. In a classroom d1scuss1on, students w111 be-dble to explain proper )
job follow-up procedures with at least 75 percent accuracy s .
. . N "/
Yoo Subject Matter Contg;t Learn1ng Act1v1t1es ]
: Follow-up ' . +1, After c]assroom d1scuss1on, list :
L ik " fem items to consider when. “
) " . C eva]yaﬁfng a job offer. N
AN PN . -2.- After viewing examples supplied

A ’ by—teacher, list points to be
T - included in.a follow-up letter. .

. 3. Aftef‘demonstration, list the
P information needed for making a *
follow-up te]ephone call.

[ 1Y

, /e 4. Role play effect1ve d ineffec- '
y ~ ‘ tive follow-up pho calls.

[ e . . LY




EVALUATION AND TESTING . °

5t

Q S Ways to E/a]uate PupiT Growth

~~ * Subject area tests

* Rating sheets

- * Checklists ] )
’ " % (Class participation grade / o
. \ * Umt fgst X -
+ Individual research N ' .o . C
.EQUIPMENT AND SUPPLIES °
* Student ! ) ] _ Teacher _ i
Textbook ' Textbeok and Manual -
Notebook Filmstrips
Practice Sets - * .+ Filmstrip Projector> - - .
. Checklists Overhead Projector A
. . . Pencil/Pen .. . Transparencies Y ‘
Instruction Sheets T JTransparency Pen «
Typing Paper . Checklists ' .
" Case Study Problems Rating Sheets R
Typewriter v Bulletin-Board Supphes )
k : Correction Materials- . Projector Screen . .
' . Teacher-made Tests S o
- Cassette Playér . \\/) .
’ o } o ) Cassette Tapes * =« ™
. ) ]
\ ‘ « .
‘ ’
‘ . . Y ) ’ . T /
- . v-z 0 .
- 7




APPENDIX A | Co-
- . " OCCUPATIONAL RESEARCH C o

Select an occupation fr fhe'Dictionéry of Occupational Titles or the .
Occupational Outlook Hangbeek that best fits your interests, abilities, ,

skills, values, life-styles, and other personal goals.=You may use one
or morge ways.to research the occupation. / *

*. Use written resources : _ ) )
Cor * Interview employees in the field using the survey' included . S
* Write companies in that field for information- - . S oo

<~

~

: ) . 2 .-
Prepare a wrjtten report to be Rssﬁented orally on the occupation seletted.

TR O MR G000 e s M0 0 e M M e e S e TR e e T D D A G e S S e e e GS e e e S AR YE e S e Me A e e Ae e e GS G B8 G5 e 4e = et G G Gs & o G . o

. SUGGESTED QUESTIONS FOR INFERVIEWING EMPLOYEE IN"THE‘%ELD: '

What are your duties? Yy~ O PR
What are your working hours? . ! s : ,
How often are you required to work overtime? -, ‘ . ' ’
How are your.duties different from.day to day?- ' . - A
* What type .of special cTothing or shoes are reguired for work? . . ) ot
. How do you depend on other people to help you or-your work? ° ) ‘ .

. How do others depend on your work? \
* What kinds of talents, interests, or abilities would be helpful to a
person for succeeding in your field? .-
What are the physical demands of your work? . -

. What personal qualities are important for your work? .
What'are the salary ranges, saving programs, or profit-sharing programs?
What are the fringe benefits--vacation time, sick leave, insurance, and

X educational Tleave? R . -
What is the approximate sfarting salary in this type of work?
-+ In what’other areas can a person use the knowledge and skills.learned
in this occupation? '~ - . RN )
What are the Tegal regulations? N
What are fhe physical ._qualifications?
What decisions are you jesponsible for on your. job?
What other-information about your job. would you Tike to tell-me?

| .
7

/

h

LY

. *

-
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‘ APE’(END.IX B
® '  CHECKLIST.FOR ‘APPROPRIATE OFFICE ATTIRE

>

Women

“-Coordinated outfit, f}esh]& cleaned and pressed *

[}
- o —— -

. ‘v \
Clean shoes in good repair that matcﬁ/ngarel

" Hosiery that blend with skin tone, free from runs and’sn

Simple pursé that coordinates with clothing

Clean and neatly styled hair

’

Clean and well-shaped nails (pTeasing nail polish, if de

‘< 5 Neatly applied makeup, conservative agd well blended
‘.ik?{ g ___* General c]eén]jness . |
- Men- .
‘af S _ _;_; Coordinated outfit, freshly cleaned and pressed .
. T ____ lean shees in good repair that match éppare] .
_____ Apprgpriate tie ) ’ | .
. Socks coordinated with trousers -
. ___ Fresh shave )
. Clean, well-kept hair g .
____.Clean and.welllshaped nails . ,
1__;_ Generhﬂ'c;eanlinegs o
' o 1 .
- V . .
. B * ) ’
r o
N . “ 8 v
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W N =

woNo s

10.
12.
13.
12.
15.

16
*17.

18.
19.
20.

21.
22.

23.

* What special training have you had?
.- What kind of student were you in high school? .

‘operations are conducted around the clock?

. -
* :

AP&ENDIX c
. ( QUESTIONS AN EMPLOYER MIGHT ASK

7

What kind of job do you want? * .
Why do you want this job? Why have you selected this kind of work?
If you had your choice of job and company, what would you most like
to be do1ng and where?

What experience have you had?
What can you do?

How much education have you had?

| SN

In what extracurricular activities did you participate in school?
What do you d6 with your spare time? What are ybur hobbies? N
How well d6 you get along with others? ;
How well do you follow instructions? ’ 2
How well do you take constructive criticism? 'x
What salary do you expect? When would you expect your first raise?
What are your objections to working overtime or shift work, if

How do you feel.about travel?
What are your objections to being transferred to another: location,

if necessary? /
Would you watch the clock or would you concentrate . on.your work?
What kind of person was your former employer? .
What type of reference will your former-employer or teacher give ‘
you? - ,
Would you talk about your emp]oyer or the company-at hgme?
How do you "feel abolit he1p1ng others with their work after you have
finished your work?
What effort would you make to get along w1th other employees?
. .
' 2 . ’
’ 280) ! "1& .

PR - . . "
- i . . B
’ “ . el S
V-10 - n ‘ :
. ’ - . .
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APPENDIX D

-t

‘ CHECKLIST FOR USING THE TELEPHONE TO ARRANGE A JOB INTERVIEW

L}
- ' - ~

' Yes j No T
. 1. Was prepared before calling. :
2.0 Identified self immediately. ) B >
3. Did not hesitate to find the right words. ° . - .
“ 4.. Gave reasons for calling immediately: »

. 5. Asked for the best time for an appoint-
ment with the interviewer.

6. Asked about geftﬁng application form. ‘ ;

7. MWas courteous and friendly.

8. Thanked the secretary. . . R

9. Noted the interview date, time, and place.
¥

- . <

-




Films

~

(O

SUPPLEMENTARY MATERIALS

Applying for a Job

Encyclopedia Britannica Educational Corp.

425 North Michigan Avenue
~Chicago, IL 60611 - |

.Getting a Job Is a Job

Dibie-Dash Productions

4949 Hollywood Bou]evard

Suite 217 B
Hollywood, CA 90028 :

I Guess I-Got the Job ('
McGraw=Hill Films
1221 Avenue of the Amer1cas
New York, NY 10020

Your Job: Applying for It
<Coronet Films
Coronet Building )
+63 East South Water Street
Chicago, IL 60601

Your Job: ‘anhinggﬁhe Right One

Coroget Films .
Coronet Building

63 East South Water Street
Chicago, IL 60601 :

-Filmstrips with Cassettes -

Entering the World of Work Series

McKnight Publishing Company
'B]domington, IN 47405 y

First Job Mu1t1med1a Program .

£EG340 -

\} Cole Supply Company
P..0. Bg 1717 -
Pasadena TX 77501 . .

Human Relations for Success In Bus1ness

. Catalog No. I3-5

Educational Publishers

3839 White Plains Road
( Bronx, NY 10467 °

e V12 R84

LES



Office Education Series I & IT . '
International Film Bureau, Inc. ’ .
® - 332 South Michigan Avenue ,
. . Chicago, IL 60604 ,
) ’ 0ffice Worker Series .
3 ? Catalog No. IE 119
Career Aids Inc.

. 8950 Lurline Avenue
‘ - Dept. K45 .
3 . ~ Chatsworth, CA 91311 °

Personal Hygjene for Business =+« . .
. o Milady Publishing Company.
T~ . 3839 White Plains Road
. Bronx, NY, 10467

Winning the Job .
XC214
Cole Supply Company '
P. 0.<-Box 1717 . :
Pasadena, X 77501 T Co )

L Writing Friendly Letters, Business Letters, and Resumes
"~ . CV374CAF - e
. Career Aids, Inc. ) . -
. 8950 Lurline Avenue
. . Dept. K45 : ‘ . N
’ _ ' Chartsworth CA 901311 . ' . -
o]

Pamphlets . : -~

Appointment with Tomorrow ' —. ’ %
Vaseco, Inc, o - '
</// 2301 C]assen’EBuTevard :
& Box 60274 " o _ .
Oklahoma Clty, 0K 73106 T - )
; ‘How Not to Blow a Jdob Interview S .
. - Available free from the’ Army Reserve recruiter , - (‘

™ How to Get and Hold the Right Job .
Available from your local state emp]oyment service office

-~

°  How to Prepare Yourself for Job Interviews
. Availables from your Tocal state employment serv1ce off1ce‘

* How to "Sell Yourse]f" to an Employer
) - Available from your .local state emp]oyment service office

- h ' A
' .
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Textbooks: ’

.Clerica® Office Procedures.

Catalog No. K38

‘South-Western Pub]wsh1qg Company
»

.-

o

11310 Gemini Lane
.Dallas, TX 75229

Gett1ng a Job-—Process K1t !
- South-Western Publishing Gompany
11310 Gemini Lane
Dallas, TX 75229

How.to F1nd~énd Apply %or a Job

South-Western Publishing Company

11310 Gemini Lane
Dallas, TX 75229 -

The Job You Want--How to Get It
South-Western Publishing Company
11310 Gemini Lane
- Dallas, TX 75229 - ..

U

!




RESOURCES

_ Hanna, J. Mansha]] et al. Secretarial Procedures and Adm1n1strat1on
T~ e Dallas: South Western Pub]1sh1ng Company, 1978.

. ' L I o Lee,. LaJuana Williams, et al. Business Communications. Chicago:. Rand
McNa]ly College Publishing Company, 1980. N N

Nelson, Frank W. Group Instruction for Cooperative Programs. Stillwater:
State Department of Vocat1ona] and Technical Educat1on, 1978. ' -

co- R Stewart MariesM., et al. College Eng11sh and Communication., New York
o McGraw-H11J Book Company, 1975.
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ST
_ COMMUNICATION SK

R

INTRODUCTION
. B

commqniéikioﬁ js>involved in all act
who are the most successful in the busines

techniques of receiving messages attentively and sending megsages” that
- pFomote” favorable responses. . S ’

. L

.
-

ILLs

L4
3

ivities with others. Those -

s world have acquired the

This'unitféttempts to aid students in realizing that every .communi-

cation is a sales .project--tosell an idea, a product, or & point of

view. When they accept this philosophy, they will automatically strive

for perfection in communicgting.
' . !

1.. Send and receive messages successfully.

han

! COﬂPETENCIES

-

2. - Use oral and written communjcatibns e?fective]x} —

‘ ¢
b £

- GENERAL PERFORMANCE 0BJECTIVES/GOALS =

»

1. "Recognize the fmportance of effective communications.

2. Deveibﬁ ability to send and receive messages.

3. ‘Demonstrate the correct use of basic -English Tanguage skills.

5.
6.

4. Handle incoming and outg

&

Preparé business documents.
Employ sufcessful reading, writi
skills, "

?inggforrespdndence effectively.

4

ng, speaking; and ]isiening.

. |'-’:




‘ . .
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s - - .
! . . #
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N 2, SPECIFIC RERFORMANCE OBJECTIVES AND. MASTERY CRITERIA
A . - K ) . : ) ! S .
) 1. After a lecture on "The Importance of Effective Communications
‘ ) in Business," students will. be ‘able'to Tist on a-test five

i

reasons why communicating is important today.
. ’ ’ . Y
2. Given a list of.situations, students will be able to indicate
“in written statements how to say."no" courteously and retaiir
- . the friendship of the inquirer, with an average rating of not
Lt . “les§ than three when evaluated. on a scaje, of one to five (one -
: ' being the highest). - < . . t

z '_3. Given,a list of -senterices in class, students will identify the
underlined parts of speech with at least 75 pqrceﬁt accuracy. .

.

4. Given a list of incorrect $entences on a test, studénts will re-

write them correctly with at least 75 percent accuracy using -
' good sentence structure, proper words, proper pungtuation, and

- proper capitalization. . .
, - , . -
. ' 5. After class-discussion, students will be able to list on a
- s written test. seven of ten-qualities of effective business
’ - letters. ~ o _ . . :

6 ‘On a written test, students.will be able to define seven of -
© - ten qug]ities for effective business lettérs. ‘

-

7. On a production fést,-studé$ts will be able to produce within

caoe T 120 minutes three of the following business letters. Evalu-
o ation will be based on the qualities for effective business
; ' - . letters. -
. ' . a. “Thank you lgetter .
.'b. Request for information
¢. Letter of recommenYation
d. . Letter of acknowledgment \
e. Letter of congratulations

. . A - ' - . . .
8. Given examples in class, students will be able to prepare the

following business documents: interoffice memorandums, minutes,

financial records, and manuscripts with at least 75 percent.

' o - accuracy. <2L ~

9. Given a list of'busiﬁess-re1atedntopics,'studénts will be able:

to present a three-to-five minute oral report in class.
‘Evaluation will be based on a.checklist containing good oral
reporting techniques. ' "

,10. “Given a newsphper article to read in a.group situation, students

will be able te answer orally questions related to the article
with at leabt 75 percent accuracy. oo -

+




AN

SUGGESTED INTERE%T APPROACHES

- ros

. > . -
) - . - ’ S5 - » .-
. , 1. Invite a local néwspaper reporter or-apchorpérson to speak on °
the 1mportance of effective commun1cat1ons v g ..

2. Make bu]]et1n board d1sp1ays focus1ng on the art of commun1cat1on ‘

3. Have students check 1oca1 newspaper pr1ntouts for gvéﬁmat1ca1
o errors. . )

.y

. 4.- Tape students as. they present talks, speeches, and reports 1n -
: - two ¢lassroom situations (announced and unannounced) 50 that .
they may hear their oral’ cOmmun1cat1on skillss | .

T S " METHODOLOGY
' ) ¥ =
o . This unit on communication has been deVe]oped to famv11a?1ze students'
with the methods and techniques of effective business communication.
Modes of presentation will be teacher lecture, “néwspaper activities,

. ' guest speakers fro# communications media, taped discussions, letter, _ +
- writing, and oral reports.. . , - ¢ - N
s . 4 :“ N Al *
. , . ;, . D e Al ey
. %, % . i * I

- - - . UNIT OUTLINE - e,
‘ L ‘ * COMMUNICATION SKILLS z

/
I. Recogn121ng the Importance of Effectave Commun1catﬂons 't, )

e
A. Characteristics and standards of bus1ness communicat1on
B. Communication skills for everyday living

i

1 I1. Sending and Receiving Messages

. A. Roles of senders and receivers L A
B. Importance of and need for empathy :

- 111, Using Correct'Languade‘Skills . &" ) *

A, Varjety in business word usage' s .
B. Qualities of good business.writing _ ) ¢

*OIV. -Handling,Correspondence Effectively
, A. Effective business letters . .
, v B. Incoming and outgoing correspondence




I

’ <t K < L _
¥,” Preparing Otﬁergéhsiﬁess Docurents.. T .. %?i ~
. A, C‘lamty and COnc1seness in sbusiness comnymcatmns o S ‘
. B. Purposes of. prepar1ng bus1ness reports T - :
- L5 e
'; VIS Emp]oy1ng successfu] read1ng, writing, spéaking, Tisfening skills = .. -
> ¢ < ’ L3 3 . - T -
. 3 ’A Speqk1ng skills ' ' / . /
I B. Listeping skills. - .
¥ : G» Read1ng sk111§ N '
) % T ) o ’ . /

- . -’ ‘-.’ ,—f’ .
. -~

- ~

~

?iSPEc;FIc PERFORMANCE OBJECTIVES AND LEARNING ACTIVITIES

~

-ll .

-
3

——

- .
‘
A A& » . . oo
- N « - - -

-

After a kecture on ”The
Busmess,u students will

et

»

portanceé of -Effective Communications in
able to lis't on a test five reasons

why commun1cg¢1ng is 1mportant today

Y

-

Sﬂbject‘Mattef‘Confenf >

Effective communicatfons

&

I (Append1x A) . . " -

5 Learn1ng Act1v1t1es ’ e
-» - ‘ PR
o 1. Write a paragraph G "The Impor— -
tance of Effect1ve -Communications” <.
- and present t0 class for~d1scuss1on. -
R '

~

Z.h‘Play an advert1s1ng s]ogan game-
and discuss-the’ effect1veness of
this type of commun1cat1on

3. P]ay a class rumor game and dis-,”
cuss the possible ‘effects-of this, .
Rind of communication.
(Appendix B) . -
4. 'V1ew a f11mstr1p on commun1cat1ons
and break into groups to list the
main 1deas of the film, putting ~
them in orden of  importance. - A
- single 1i'st can then be_ compiled
N on the cfalkboard. . ..

"5. Interview a Tocal secretary to
/7 ascertain the importance of -
- handling incoming and outgo1ng
. correspondence .effectively.” Give
an oral report to the class.

-

L v
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A . -
"

‘ - . .7 2. Given a list of situations, students will be able to indicate in
. written statements how to say "no"courteously and to retain the
friendship of the inquirer, with an average rating of not less than
three when.evaluated on a scale of one to five (one being the
highest). - . C -

~—

R

Subjelt Matter Content " Learning Activities ®

‘ Roles of senders and . 1. Relate examples of actual situ-
, receivers o ations in which you had to say

) ' e _ "no" and still tried to keep the .
T friendship of the other person..

. o 2. Divide into paizé and role play
- ' . situations in which the answer
T . Lo would be "no:"" (Appendix C)

-~ ) . 3. Give awegative response to a

o . . - s letter of inguiry while retain-
' ing goodwill of the induirer

. “#.  and discuss with classmates.

4. View a film on self-expression,

o " & . . write a report of the important
. ' i points, and present to the class
: 1 - g , S for discussion., -

ALY

R

., 3. Given a list of sentences in class, students will identify the under- - .
‘jf. liped parts of speech with at least 75 percent accuracy. A
oy ‘ ) .
- Subject Matter Content . Learning Activities . S
.é . Language skills ‘ ; 1. " Write sentences illustrating the,
: . different parts of speech and '~
, . . give reasons for your choices
" . . to the class.
2. View a film on the parts of
speech and discuss with classmates.
" T L 3. Prepare a bulletin board iden-
kS . .. ' tifying "the parts of speech.
’ v -t . : . ! i
. . ,F’ 4. Have students identify parts of
* ‘ - ; _ - speech of chosen words .from maga;
. - o ' zine articles in a small gyoup
‘ N ’ ’ . '~ setting and present to class with
}' . explaration. -
: .- VIS5

(A
T AT

T
=
o
O
)
Zz

r £ 4 -
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Given a list of incorrect sentences on a test, students will rewrite -
them correctly with at Teast 75 percent accuracy using good sentence

" .structure, proper words, proper punctuation, and proper capitalization.

’
4

Subject.Matter Content T Léqrning,Activities E

Basic language skills: ' 1. Write a paragraph.and have a
Ol : . peer try to find-errors to rein-
‘ force the principles of basic
’ ‘ . word usage. Discuss findings in
//4 - - class.

»

2. Secure newspaper and magazine
clippings in which grammatical
errors are present.” These are

- to be compiled -in a scrapbook
and-corrections indicated.. Pre-
sent to the class- for discussion.

3. Play the money game for students

©  to realize their strengths and
weaknesses in applying basic .
language skills. (Appendix D)

,

After class discussion, students will be able to list on.a Written'/
test seven out of ten qualities of effective business letters.

Subject Matter Content Learning Activities
) Quélities of business ' 1. List and identify the ten quali- .

Tetters : ties of effective business letters.
. Check for correctness. (Appendix E)

2. Play grab-bag game by having each
A quality of good business letter
. : written on slips of paper in con-.
tainer: Each-student picks one
and defines quality to remain in -
game. Last one Teft in-each -
. group is’a winner. Lo




1 N <
Qualitigs of business 3. Br1ng in letters received in the -

létters mail and analyze with the-class o
‘ ' : , according to list of qualities
. of food business letters.

' : . 4. Play charades using blackboard
’ ‘ to depict a quality of a good

A business letter while the ‘other
: members guess.

v

6. On a written test,‘studeht§'wi11 bé abte to define seven out of ten
. qualities for effective business letters.

*

Subject Matter Content Learnihg_Aétfvities‘<,

Qualities of business, 1. Grade letters brought from home
letters— - .. _ .. 77 according to the ten qualities.
' ¢ *". Each student will pick oné to

.o . explain to peers the qualities
- . present.

2. MWrite a letter ordering an arti~
cle using the ten qualities.
o . C Bring a copy of letter to class
‘ o . - for presentation so that othér
L : . : * students may rate letter using
* the ten qualities for compgsing
effective letters. Students
oo . . are to be able to defend their:
. ~ ) ) ‘remarks. , % -

. p

" .

3. Prepare bulletin board illus- |
trating the qualities of effec-
tive business letters.

- A’




"
On a production test, studen%s w111 be able to produce w1th1n
120 minutes three of the following business letters. , Evaluation™
will be based on' the qualities for effective’ bu51ness letters.

a, *+Jhank you letter. ¢ .

b. Request for informatjon ;/ : . ; 3
. ¢. Letter of recommendation

d. Letter of acknowledgment

e, Letter, of congratulations ' ’ ) e -’

- .
- ~

{

Subject MétterfContént “Learning Activities

Effective letter writihg 1. Form groups and discuss the
, various styles for writing busi-
ness letters. Select the pre-
= , .. ferred sty]e. Be able to support
y selection in class. .
© 2. Make a list.of letters which®
might be written by persons in _
. , . different careers. Conpile list
’ : ‘ _ with peers. . .
3. Compose letters cover1ng various
. business situations for practice.
Have a peer crlthue them

4. Obtain samples of as many of the
types of letters as possible to .
o . present.to the class.

G1ven examp]es in class,-students will be able to prepare the fo]low-
ing business documents: interoffice memorandums, minutes, financial
records, and manuscripts with at ]east 75 percent accuracy.:

-

! g . ) . o
Subject Matter Content. Lea(ning~Activit1es
Preparation of documents ° 1. Write a brief memorandum announc-
< o, ing a meeting of the business - .
/ club. Put on overhead and have

peers critique. *

2.. Draw up a sample memorandum forp
which.might.-be used in an office.s
Discuss it with a peer.




Preparation of documents RN 3. Writesa short formal report which.,
; - .. . includes the necessary parts and

’ . . ‘ . “present to class. "~ - ..

.4: "Prepare a full-rate telegram to
reserve a>room for an upcoming
convention. . Put on overhead for
disqussion by peers. -

¥ <
<o pr

. ' ' . 5. Write\a news release concerning
. _ L - a phay ba presented by the
' . ) business club>> Discuss with a
' peér. - ’ ) ‘

N 6. Prepare minutes of a meeting and
" - , present it to.ghe class.

—
~ -

9. Given &,iist of business-related topics, students .will be able to
preseny a three-to-five minute oral report in”class. Evaluation -
will be based on a checklist containing.good oral reporting techniques.

, _ Subject Matter Content ‘Learning Activities © -
, Preparation/presentation 1. Prepare a one-minute business-
‘ . of documents . related talk and present it to

the class. Peers will critique.

2. Write and present a ‘three-to-
five minute formal report .to
D . the class. -

: . T . 3. Critique short formal report of
[ - ) . a peer. (Appendix F) -

4. Prepare an agenda, an itinerary, %
- C and minutes of a meeting to be
presented to class for discussion.

. '
#
- N .
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. 10. Given-a newspaper article to read in a group situation, students . ‘ .
will be able to answer ora]]y questions related to the article w1th '
-at least 75 pensent accuracy X .
» ’ - \\’ - l
Subject Matter Content Learnlng Act1v1t1es ' ..

-

o L1sten1ng and speak1ng 1. "Keep a record df the_listening .
: skills. al activities in which one engages //
) . during a day
- : . 2. List the 11stenrng activities
Co necessary in the performance of
g ' the career to which one asp1res.
Review with c]ass

3. Listen to a-set of directions’
to a location in a nearby city
without taking notes -and write
‘the instructions. Compare with
c]essmateSa oo

4. Present oral reports which will
be taped and 1isten to your coni- .
munication skills. \ ‘

5. View a te¥evision talk show and
- give an oral repgut about one oo
guest. o o

-

e
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EVALUATION AND TESTING

Ways. to Evaluaté -Pupil Growth

i

* Unit test

* Gﬁgup or individual participation grades
* Checklist and/or'rating sheet

* Qua]fty of assigned tasks

-

Student

T

Textbook
Typing Paper
Checklists
Business Forms

-
)

4

A .
* - Al

EQUIPMENT AND SUPPLIES

Evaluation Sheets -

-Notepads '
“Instruction Sheets
Correction Devices
Pens
Pencils
Typewriters
Dictionaries

- Typing Rulers

29

Teacher . -

JVI-11

8 N

Tests and Keys to Tests

Textbook and Manual . ' )

Blank and Prepared Transparenc1es

. Cassette Player ;
Checklists
Overhead Projector
Rating Sheets -
Transparency Pens
Workbooks’
Blank and Prepared Forms
Blank Cassettes -
Filmstrip Projector

, Screen Ut
Bulletin Board Supplies
Typewri ter -

- Pens/Pencils
Correct1qn Devices -
_ Stopwatch™~> .
Cha1kboard and Supp11es

. 4
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o . APPENDIX A Co ‘
' ADVERTISING SLOGANS GAME

- -
" N

N Directions: The teacher reads each of the following advertising\s¥o§ans

R

~ . - 7
1. Orange lovers have a crush on us.
2. Oh whdt & relief it is. , ¢ -
1 . /\
3. I didn't make dessert, }nstead,‘} made some fun.
4. Always the smallest soap in the house. BN . .
™ . : ' *
5. Gets dishes-so clean, you can see yourself.,
? P
6. Cleans circles aroynd other leading pre-washes.
7. Coffee that is good to the last drop. .
8. We are working for the day when kids won't know Qhat‘a‘cavity feels
like. T - @
, 9. You deserve a break today, so get up and get away-. / . ’
0. Oh what a feeling to drive. - B i
‘ R 4 r t. = )
11. The taste that calls dogs to dinner. ‘ _ -
12.. The-gas with guts. . 7 -
13. Strong enough for a man, but made‘forla woman. - o~ e
14. The clean, fresh, masculine scent so _many women ler. . -
L o = o . - -
15. Fiy the friendly skiés. e e N e
‘ - y . - e
. .16. I'm gonna wash that grey right oyf—ef my hair. : ' g
17. When it absolutely, positively has to be there over ni@ht. N ¢
. , . \ . , . . '.}J " gézb ‘._59 ;
18. Don't treat your puppy like a dog. : ’ . ‘
) . . . ’ . ‘ ) . ’ . ‘;‘?’{' -
- 19. #Reach out and touch someone. . ' ;fﬁ%ﬁgi@

. 7 to the students. On a sheet of-paper, students write the .. .,
o name of the product described by each slogan. Answers must
. be precise to bg correct. (Note: Advertisements for local
businesses, -such as banks, Gan be used.) - ‘

‘ . N, " 5
20. You are behind ‘the wheel.of the world's most popular é%ﬁ%‘ .

ot

v1-12,293 5
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1. Orange Crush .

- ®

2. Alka-Seltzer

3; Jello

4. Safeguard

5. Joy . .

C;orovare-Wash

7.” MaxweH - House

8. Crest

9. Méﬁona]d's
Toyofa.
Come-and-Get-Em'
Qu]f ’
Secrgﬁga

. 01d Spicés

. Unitéggéiiiines
I:ov?né )‘“%are

17. Federa: Express:":

i8., Puppy Chow_ ~

)

19. Be}l Telephone- *°

20. .Fokd Mustang

- A S
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‘ ' APPENDIX B
. RUMOR GAME -~ - . : ‘

y

Tﬁe purpose of this game ‘is to show what happens when there are too many
,Tinks in the channel of communications. The teacher will read the memo
p g1ven’be1ow to one student. This student will tell‘another student what
* was-said in the memo. The memo will be. relayed back to the class after
each student has heard it:

'l

”~
. ’ , \

G MEMO

-

r

\W/;;ave a new company po11cy regarding parking: A1;“;&p1oyees who drive
. compact cars will park«in the south Tot. The east side of the lot is

marked "Entrance"; the west side of the lot is marked “Exit". This ~

change is being made to prevent accidents Tike the one 1nvo1v1ng the

truck and sports car in the north 1ot Tast month., Company trucks will e
-’ continue to -usé the horth Tot. N @ '

! “ o g
. *‘ . .

y 722

»-.
. ' s ’
(
L] \y
/1
.
>
. 1
i .
p o
- »
o .
) id -~ -
3 l—
/ oo
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N
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APPENDIX C )

. ‘ \/
. How to say "no" withqut alienating the asker is very important. Write
> answers in which youfdo not "turn the inquirer off." .

{ .
. ’ o . 4 . N

1. Johnny asks Terry to lend him $5 to pay for ttcketé to thé/schbo1 o %
play. dohnny already owes Terry $2 which he borrowed’1ast week for. .
“the football game. What will Terry sgy? '

A

2. A retailer receives the following question, "What is the wholesale

- price of this tape ‘recorder? A friend of mine says he can get me

v : N one at wholesale price, and I would 1ike to know if I am getting a
‘ good deal." What would you tell him? .

P ’ s . i
) 3. John asks Mary to go to the prom next month. Mary is hoping that
- the new boy who just moved in will ask her. ‘What should Mary do?

f
3

. N . ¥
‘ - S . .

8, . . - . N g




weeks.’

the error.

APPENDIX D

L

Students will be-given ten play dollars at the beg1nn1ng of the s1x

As students talk or discuss in class,.others will correct grammar.
One who makes the correction receives a "do]]ar" from the student making

-

At the end of the six weeks, students having more than their
original ten dollars will get an extra point for each extra dollar earned.

-

‘
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APPENDIX E ' : J
QUALITIES OF EFFECTIVE BUSINESS LETTERS

Appearance - : r
Poes it give a good first impression?

Reader's viewpoint -
Show how taking desired action will benefit reader.

Error free
Proofread carefully -to e11m1nate a]] errors.

Appreciation .
Show warmth, sense of fair play. : . R

-

Goodw111
Does it help to establish a reputation for honest dea11ngs from

your company?

Clarity and“coﬁb%éteness
Is the message such that no ‘one could misunderstand it?

e

Briefness - o . / :
Daes it say everything necessary in the fewest possible words? . '

Cohes1veness ‘
Does 1t carry the reader's thoughts smoothly from start to finish?

Good paragraph1ng :
Is there only one main idea to each paragraph7 \

Non- tecﬁn1ca1 términology
A%/%§ terms that are unfqm111ar to the reader.. -

L

’ P .~ A

vg!



APPENDIX F

CHECKLIST OF ORAL REPORTING TECHNIQUES ®
_EXCELLENT | GOOD<.| FAIR | ¥OOR | LACKING P
4 3/ | 2 v 1 0 S
‘ 7 ' .
Pasture . : g o
. “ : - '
Attractive Dress' T '
and Grooming S R )
8 N s
Enunciation ' ~
o . \ :
Pronunciation }
Eye Contact . Lo ] ) | -
Facial Expressions s ,
e of Gestures g I A K o '
’ I } ~ P~ ‘ ] - “
Arouse Interest . | A ,
of Audience ) ’ : N
Organization of S
_ Report - A , N
‘ R " : -
Observance of //f - .
Time Limit - A
SR L .
Your. Score |~ - - o | P
. . ‘ -
LYy . 305 l \
_ R . L
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SUPPLEMENTARY MATERIALS

‘ . Cassettes
The Business of Oral Communicatior
E956 (20 audio cassettes)
* South-Western Publishing' Company
. 11310 Gemini Lane L e
. * Dallas, FX 75229

Reading Comprehension
Catalog M
) ,Leapn1ng'Arts x .
. o " P. 0. Box, 179 .
Wichita, KS 67201 )

Writing Friendly Letters, Business Letters, and Resumes

CV374CAF (6 cassettes and 6 worksheets)
Career Aids, Inc. .

8950 Lurline Avenue
Dept. K45

Chatsworth, CA 91311

§‘l

F1ﬂmstr1ps with Cassetfes o o

Basic Writing Skills for Everyday Life
(4 filmstrips, 4 cassettes)

"Learning Arts .
P. 0. Box 179 - o® y
Wichita, KS 67201 ‘

Communications: Mass Media and the Public.
A fi]mstr?bs, 4 cassettes)
_ dl -Teacher's Guide . -
‘ b . " Learning Arts . ’ \ ’
, P. 0. Box 179 : g
' ' W1ch1ta KS 67201 ,

1

Express Yourself: The Art of Commun1cat1on -
(3 f11mstr1ps, 3 cassettes)
Teacher's Guide ‘.
. ~ Learning Arts
B P. 0. Box 179 .
- Wichita, KS 67201

¢ : . o VI-19 ) A
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. ' . , 1M
Textbooks e I M

Business Correspondence/30
Catalog No. 22513-3
Gregg McGraw-Hill Book Company
P. 0. Box 996
Norcross, GA 30091 .

Business English/30
- Catalog No. 34842-1
Gregg-McGraw-Hill Book Company
P. 0. Box 996
Norcross, GA 30091

Business English and Communications
Catalog No. 61323-0
Greégg McGraw-Hi1l Book Company
P. 0. Box 996
Norcross, GA 30091

Transparencies

Can You Listen?
GV117-T (10 transparencies, lecture notes, competenc1es, and
student activities)
Caréer Aids, Inc.
8950 Lurline Avenue
Dept. K45
Chatsworth, CA 91311

. Telephone Techniques.
GV118-T (10 transparencies, lecture notes, competenc1es, and
student activities).

Career Aids, Inc.

L ‘r{'.

8950 Lurline Avenue
Dept.. K45 , . . -
Chatsworth, CA 91311
Miscellaneous _ \ .
" The Gregq Reference Manual
i Catalog No. 54397-6 X i
Gregg McGraw Hi1l Book Company o

P. 0. Box 996
* Norcross, GA 30091




Miscellaneous continued

. . +  Reference Manual for Office Personnel
) K45 (reference manual), K451 (study gu1de)
: S South-Western Publishing Company
B 11310 Gemini Lane
Dallas, TX 75229

' . Word Division Manual
K48 (reference manual)
South-Western Publishing Company
11310 Gemini Lane
Dallas, TX 75229

4
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B o RESOURCES _’
-'\'\’., \w . .
Cornwell, Robert C. and Darwin W. Manship. 'Applied Business Communigca-
» tions. TIowa: MWm. C. Brown Company, Publisher, 1978. °

Gw%p, Jack, et al. The'Business of Oral Communication: Fundamenta]s.'
Cincinnati: Soqth-western PubTishing Company, 1980~

-

Gwyn Jack et al. The Business of Oral Communication: Selling, Speak-
ing, Meet1ng - Cincinnati: South-Western Publishing Company, 1980.

Jenkins, Evelyn. Effectiwve Listening. California: Western Tape, 1973.

Stewart, Marie M., et al. Business English and Communication. 5th ed.
New York: McGraw-H1]1 Book ‘Company y 1978.

N
Stewart, Marie M., et al. Business Eng]1sh€§%9ACommunication. 3d ed.
New York: McGraw-H11] Book Company, 19

—

Stewart, Marie M., et al. Co]]ege English and Commun1cat1on 3d ed.
New York: McGraw Hill Book Company, 1975.

WO]f ‘Morris P., et alt. Effective Commun#fgﬁaons in Business. 7th ed.
. Cincinnati: South-westerp PubTishing Company, 1979. "

.
.
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L UNIT VII
.‘ L «“ FINANCIAL RECORDS

] . © " .. INTRODUCTION - ' ..

Financial activities are an integral part of every business office.
Therefore, this unit: is .designed-to develop the skills necessary to

process data eff1c1ent1y and effectively. .
Students will:- be given opportun1t1es to obtain practical work
experience through the use of office simulation. ..
: ¢
. COMPETENCIES

1. Develgg proficiency in handling banking activities.

2. Exhibit abiljty to procesg financial statements, payro]]
reports, and tax’ returns.

‘

GENERAL PERFORMANCE OBJECTIVES/GOALS

: ‘ 1. Develop ski,ups —ne_cessary for banking‘ proficiency.

2. Process accurdte financial-statements. -

s > . »

3. Handle activities required for majntaining payroll.

4, Exhibit ability to complete tax returns.

4

SPECIFIC PERFORMANCENOBJECTIVES AND MASTERY CRITERIA

1. On a'written test students will be able to define a Tist of

L banking term1no]ogy with at Teast 75 percent accuracy

‘ ) 2. On a written test, students will be ab}e to complete three
* different banking forms in 50 minutes with at 1east 75~percent
accuracy. )

3. On a written test, students will ‘be able to identify financial
- statements ma1nta1ned in an office with at least 75 percent

| . . .accuracy.
l s - -
§ o 4. Given the necessary informatioh in a c]assroom setting; students
| . . will be able to type financial statements with 100 percent
| - accuracy. e ! ;
- V1141 '
L3 . »
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R _
Given the necessary information, students will be able to

complete employees. payroll records on a wr1tten test W1th at
least 75 percent accuracy v .

Given specific data in a classroom setting, students will be.
able to prepare employees' payroll on a written test with at’
least 75 percent accuracy.

On a written test, students will.be-able to give three
advantages and three disadvantages of manua] and ‘automated
payroll systems. - , .

On.a written test, students will be able to prepare federal’
income tax returns with 100 percent accuracy.

On a written test, students will be able to prepare state
income tax returns with 100 percent accuracy

SUGGESTED INTEREST APPROACHES

Have students complete office simulation practice sets to gain.
practical -work experience in processing and reporting financial
activities in a classroom setting.

Invite local guest speakers to address the class on such top1cs
as bank1ng, tax returns, and social secur1ty

.: Have students conduct a survey of area banks and compare

serv1ces rendered by -these institutions. ) )

.. Have students complete the "Understand1ng Taxes" book]et

(preparation of fedéral returns) which is distributed by the
Internal Revenue Service.

s

Hold a federal and‘state return preparation center at school
durdng lunch breaks to help the student body

Hire (can pay with fake money) studen;s to perform d1fferent
types of school jobs (setting up projectors, typing, answering
phones, etc. ) for which they will be paid on an hourly basis.
At the end of each week, students' wages and payroll are to be
recorded and fake checks jssued. Students will then be paid
with fake money ‘which can be used to purchase supplies from

the schoo] s store. |

4
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METHODOLOGY

—

' - This unit has been designed to merge various individual and group .

' activities to develop sk#lls-in handling financial records. In addition,
teacher lecture will cover material not included in group activities.

The instructor must use various local, state, and national agencie$ as

resources to provide-students with current information and procedures. )
Some of these sources are Tisted in the reference section of this unit. .-

CUNIT OUTLINE

‘ 4
‘ . FINANCIAL RECORDS
I. Banking
. A. Empﬁésizingfgood banking procedures . . .7
. . B. Maintaining a checking account ' . : oo

C. Using a savings account
D. Becoming familiar with other banking services

II. Financial Statements
Keeping accuraté financial records . ‘.

Typing financial statements
Verifying calculations on statements

Y
O w >}

II1. Payroll

* ’ b

A. Computing wages and salaries
B. Maintaining. payroll records

- , . C. Computing payroll
' ' D. Comparing manual and aytomated payroll systems. . .
IV. Taxes ' ' ‘

' : A. Preparing federal returns
B. Preparing state returns

.

SPECIFIC PERFORMANCE OBJECTIVES AND LEARNING ACTIVITIES

”

v ' .
.1. On a written test, students will be able to define a 1ist of banking
terminology with at least 75 percent accuracy.

»”

‘ ' . . . VII-3
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.- Subject Matter Content’ Learning Activities : ‘ o
Banking terminology * 1. Comp]ete the Word-Find Pui !e
- after rev1ew1n? banking ‘
. terminology. (Appendix A) B
’ : ) _ BN
- , 2. Prepare a bulletin boag ﬁ]lus- %
- trating bank1ng terms a% ms Jé'?""‘; T
. . 3. wggte a‘report on Banking ser- - " ;
, ) L vices available in the community" gy 0
— ! and present your findings in class. A
i - %’%{@ “u
= . 5 — b
2. On a written test, students will be ab]e to comp]ete threeé@nfferent R
banking forms ip 50 minutes with at least 75 percent accuracy .
e 4’ £
Subject Matter Content Learning Activities - W
Banking forms 1. Reconcile a bd%k statement to -
,  prove the accuwgcy of a check1ng o
/ - account. . 3 %hﬁﬁ —hm‘e . E

“ i'a; .
2. Prepare checks' and checkxstubs
\ + 1 payment of bills for Eurrent
L ‘ menth and check accuracy of
: checkbook ba¥ance. . s

3. Prepare ¢
merchang

o 4. Compiete nee aryiforms to open
- ) ‘ _— a bysiness g%§§k1ng account

5. Exchange work comp]eted in the
. - preceding agtivities, for checking
- ‘ . . ' and report’accuracy*f% individual.,

hersre

3.

i i éﬁ
On a written test, students w1]1 be able to 1dent1fy financial sta g
ments maintained in an office with at least 75 percent accuracy. ¢
l g

, ‘o 3 '
< ) CVII-4 . 13 \,-—««

6. Prepare a display 111ustrat1ng ;
the proper endorsements of checks iéf

Y o §
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L d ’ 2 ~ . . : _
e G ; - [ - . ';\ S -
o E . % . T
Subject MatteﬁfContent .Learnigg‘Activitiesj o "L\V. \i
A ;
F1néﬁc1a1 statemen;s . .1. Prepare & display show1ng dif- -
] . ..ferent types of financial state- .
. . . - © -ments. -
5. ‘ - (
’ T S 4?3 2. Complets the scrambled word -
Y ) " ‘éxercise after reviéwipg. the ‘ -
2 T " financial statement terms. ./ A
- - ¥ . (Append1x B) : ,
) S N Ident1fy*from ‘overhead trans- L
e v o parépcies financial statements, X
fg% * e R and discuss the 1mportance of \~,Zﬁﬂ £
o - . T Y . eaCh ~ ST
}:i v : . S i /" .
& - . . PP SRS
,f" de o [ S

@iven the r@gessary information. 1n a classroom setting, stude ts~w171 ;?
be able to ﬁﬁ%e financial statements with 100 percent’j;; EE?"f K @ ”~5

Learn1ng Art1v1t1es G

: l
SubJect Matter Confedt
Typing fJnanc1a1, '
statements »
' ﬂ 2,
;-
J7,V. 3.
~ y '
/ . .
R 4.
' &’
-+ "' .
L , .
\ Y - >
) t VII-5
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r‘hoose a partnem?énﬂ~Use 1h

.as you, fol Jow on.Your*typeq%

wr1te a paper on the typls; 8§ v,
respons1b111ty in the: pnoduetion
of final copies of f1nancza1 ﬂﬁ;"
reports and d1scuss 1nﬂélas$4n

eam method te proofy ead Findr
c1a1 statements-—dnefreads anud v
®from original jgopy whi?g.’
other checks theiacduragior
Reuerse phécedure;.

document . ,<"J'
and check aga1n,§ " .‘? W%Q"“

Record on taped'me4ta the
original copy/of a rﬁnanczal‘“ \
statement and £heck,typ¢g‘tbpy ey
by 11sten1ng to ‘¥¥e recorafﬁgj‘:l‘ .

copy. \J .;’ BRI R ]
In groups, make a: %1§t‘6ﬁ»§dod "?:~f
rules.to fo]low.:n“typ1ng

statements and compiTe a master

]1st in c]ass \om

e
T J‘ :
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S - 5.

.

Given tHe necessary -information, students will be-able to complete
employees' payroll records on a written test with at Teast 75 percent

accuracy.

b

Subjeét Matter Content - Leafning Activities

Emp16yees payroll records . 1. Prepare a bulletin board on the
) s types of payroll forms.

2. Calculate time cards for employ-
. ees and use this information to
v : . compute net pay. (Use as a group
| ' activity.) Activity could be
T e - timed.

3. Prepare a payroll register usjng
Activity 2 and check for accuracy.

o

Prepare "employees earning records"”
using form from payroll register

in Activity 3. and check for
accuraay,

~

. 4
- .«
——d

r

6.

7a 2 ’ ’ ~
‘Given specific data in a classroom setting, students will be able to
. prepare employees' payroll on 2 written test with at. least 75 percent
accuracy. , - ; T

—

Subject Matter Content ° Learning Activities
Preparing employees’ payroll  .1. 'View }i}mstrip on payroll and
» /o discuss, in class., (See Supple-
mentary material,)
. 2. Prepare payroll change sheets
€ " using information given on pay-
' rgll register sheets.

. . 3. Issue &oucheé'checks for employ-
) . ees -using information on payroll
. register sheet. '

‘4 J 4, \‘_/ o

-

7.

’ -

On a'written test, students will be able to give thmee advantages and
three disadvantages of manual and automated payroll systems.

O VII-6 .
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. Subject Matter Content Learning Activities

| 1
. E Manual and automated 1. Research and report op manual : |
- payroll systems S ~ and automated payroll systems. . J

) ) Report findings to the class. -

) 2. Listen to presentation and/or
view a demonstration by guest
. speaker on manual and automated
} , Co. payroll systems. Divide into
: : S ' -groups, write advantages of each,
’ ¢ and present to class.

- ‘ o 3. Prepare a‘bulletin board com-
C paring the two payroil systems.

b ‘ ' " < 4. Obtain hands-on experfence by
" using automated office equipment
supplied by local business.

8. On a writtén test, ‘students will be able to prepare federal income -
tax returns with 100 percent accuracy.

Y N

1 '

Subject Matter Content Learning Activities
. . Fedei‘a] income tax returns 1. Listen to presentation from IRS
-~ o representative. ’ o
. R S *.2. Prepare-a federal income tax '
“ . . - return from persona] information.
AR 3. Comp]ete crossword puzzle in ..
’ . tax booklet after reviewing tax .
terminology.
> ) : . C - . 4. Discuss the types of itemized
' . ’ ; deductions for Form 1040 and
A , Schedule A.
. -5. - Prepare a,Tax Form 1040 with - -

itemized. deductions and check
for accuracy with key.- . . . ’

N
- ~

9, Ona wr1tten test, students w111 be able to prepare state income tax -

returns with 100 percent accuracy.: |, . -

¢

%)
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Subject Mafter Content Learning Activities . .

-

Computing state income 1. Listen to presentation from local- .
., tax returns B .~ person on state income taxes ’
. .and participate in class discussion.

J

- 2. Prépafe a state income -tax return
using your completed and ‘corrected
copy. of Federal Form 1040A.

3. Determine and check in class the
) amount of tax owed (using tax ,
- : table) from situations given on _ = . _ _ _
T v .77 Tteacher-prepared transparencies. _

- 4, Exchange completed state income |

] _ tax return forms with other stu-
. ‘dénts and check for accuracy.

iw

“an
<
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EVALUATION AND TESTING

@ Ways to Evaluate Pupil Growth - .

[ A )| 1} & Al A1 3 4 .' — ) %
' ’ i :
* Problem test

* Project grade )

-

' A ‘ ~ * Class participation grade ' T
e S1mu]at1on set grade . ) ' -

. : - -
v .
.
R .

EQUIPMENT AND SUPPLIES

Student ' ' Teacher

_.Textbook - ' Textbook and Manual
" Notebook . Transparencies
Instruction Sheets. Tapes, Blank
- . -~ 0ffice Manuals Transparency 'Pens
~ Checklists Filmstrips and'Films .
Practice Sets Bulletin Board Materials
. . Business Forms " Construction Paper
- Pen ] ' : ~ MWall Charts and Flip Charts
Pencil : "Posters )
- Ruler ) _ Banking Forms -~
Correct1on Supp11es Payroll Forms
. . Accounting Forms’ e
. : . o Federal and State Tax Returns °
; A Practice Séts and Projects -
' Calculators o

Overhead Projector
Filmstrip Projector

*  Tape Recorder :

. .Typewriters

- . " Computers (if available)

A4
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APPENDIX A

¢ WORD-FIND PUZZLE

i

-

-Directions:

Locate the'11st of banking term% in -thé puzzle given below.
Words can be found horizonta]ly, vertically, or diagona]ly

WORD LIST: account alterations, arrears, balance, bank, bank statement
blank; cance]ed cash, cashiers, certified charge, check,
duct, deposit slip, depositor, draft drawer, forgery,
— —full, funds,.1nsuff1ezent~ money-ordegyMegotiable;- open1ng,
overdraft, payee, "payment, personal, pétty cash, premises,
reconciling; remit, restrictive, s1ghature, spécia], stop
payment, stub, vo1d voucher
| roY ‘
RESTRTICTIVETROTTISOPETDTRTF
EECMOQLZSNODTPCASHTI-ERSTET LU
M OCHECKPSURPSTUGRHGGREHL
1 J10DKMWNEUCFEECHARSGEGSFPL'
TOHENCGCTFHCRETLATIKEU ATIS
G L.FALCNTITF K SYJd-TBPRPYRTSTC
DRAFTMIATIRGBOATC G.O'Y YUMLUTE
L ANKENLTCNTFNPMAUCETUVMATR
JACMUHSTEG®GTIABADNTETCNALATEBIR RT
I NNKLTPGCENELG QTOTRPSUMWRTIL -
PEMEKDUOFNEGOTTIABTL®ETHRTESTF
'V OIDEBALTERXATTIONSE ESAQAT
N TOFARDREVOGRTFUNODSTSBPRE
REDROYETNOMPFSERUTANGTISHD
. . R 2y
STOPPAYMENT-HUEVDACCOUNT
~0 KHSACUJIZIDEPOSTITSLIPNG OM
BANSKSTATTEMEN.TLYSESTIMETR RSP
DELECNACRDEDUCTS SREUMWARDE
' VII-10
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T, e .
APPENDIX B
. L SCRAMBLED WORDS _ T
R 3 ’ , . '>—m-
Directions: Unscramble the words, find the hidden banking terms, and
place in the blank proyided.
1. LNEBAAC EETHS . .: 1.
|2, IBLITESILIA e
' 3. PTCLAIA - - 3.
4. PTLCAIA MTTNTESEA 4
5. ENT SOLS ' 5 T
6. STAESS 6
_ 7. CLFASI DIEPOR 7.
8. NOEICM AEETSTTMN -~ 8 _
9. ETN OITFRP 9
©10.  AIQUNOET , 10.

uotgenba ‘01 \1§;oid j8u. “§ 3JusWIELS awooUL g

poraad |easty °/ S}aSSe ‘g SSO| 3dU ‘G JUBUIIEIS
(etdes . *p [ejrdes’ ‘g salli[iqel[ °Z 339Ys aoueleq T

VII-11
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APPENDIX A , -

WORD-FIND PUZZLE ANSWER KEY

l

Directions: Locate the list of banking terms in the puzzle given below. 5
Words can be found horizontally, vertically, or diagonally.

WORD LIST: account, alterations, arrears, balance, bank, bank statement,

7 dedyct, deposit slip, depositor, draft, drawer, forgery,

+ : full, funds, insufficient, money order, negotiable, ppening,.
overdraft, payee, payment, personal, petty cash, premises,
reconciling, remit, restrictive, signature, special, stop
payment, stub, void, voucher

..

: . 7*>
E 5 T 5
uf v
Ll
L]
S -
I [c] <
* A E ’
N R
€| a T '
[ ¢ |1
PE MY b|uj|of F E|F[
Vo T efsfA/LlT[ERAT I ONTS|cs A qfalr
N[ F A R[D[ R EVOJea RIEG N D]s T s 8 p|r|e
FEDROY}‘.’NOI'WIP.FS\ER-ULANGISE

BT 0PpPpAYMEGNTIHUEVDACCOUNT]J
0 k[ESA Clo z 1D EP 0 ST T 5 LI RIN O M
LBANJ(S‘TA?EMEN'WLWQESIMER.'W-

M ECECNAC|RIDEDUCTIsREWATRDE

VIi-12
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blank,-canceled, cash, cashiers, certified, charge, check,




'SUPPLEMENTARY MATERIALS

FiTmstrips with Cassettes

A1l About Banking
4 cassettes; 4 filmstrips, 1975
Learning Arts
Box 179 - = - |
W1ch1ta, KS 67201 '

Bank1ng, F1nanc1ng, and Budget1qg
4 cassettes; 4 filmstrips .
Learning Arts
Box 179
Wichita, KS 67201

Financial Statements Explained
5 cassettes; 5 filmstrips, 1979
. Learning Arts
Box 179
Wichita, KS 67201

Income Tax
3 cassettes; 5 f1]mstr1ps
Learning Arts,
Box 179
Wichita, KS™ 67201

A Job-Training/Office Simulation Approach to Record Keeping -
Sound Filmstrip with cassette (13236-4)
Cotton, L. Joseph, Judith Lima, and Donald Koeppen, 1976.
_.Gregg McGraw~Hill
P. 0. Box 996
Norcross, GA -30091

Maney Management Series . y
11 cassettes;-11 filmstrips
Learning Arts N .
Box 179 d e
Wichita, KS 67201 . - T o

What Is in a Paycheck? .

’ 1 cassette; 1 filmstrip

‘ Learning Arts ~ f
Box 179 ' e
Wichita, KS 67201

(O VII-13




Practice and Simulation Sets

Bus1ness Simulation
Gregory,James Co.

————Seventh—Edition; Caldweli;—6145
South-Western Publishing Co.
11310 Gemini Lane .
Dallas, TX 75229 . ,

Clerical Payroll Procedures -
Fuller.. Eighth Edition. K52 .
A ' Squth-Western Publishing Co., . = = - . =
- 11310 Gemini Lane
Dallas, TX 75229

Persona1 Record Keep1ng Practice Set
Wood. 1976 (71621-8)
Gregg McGraw-Hill
P. 0. Box 996
Norcross, GA 30091

Practical Record.Keeping Practice Set
Fifth Edition, Baggett, B055
South-Western Publishing Co.
11310 Gemini Lane

- Dallas, TX 75229

Pré}?tts ‘In Clerical Record Keeping :
Rosenberg. Fourth Edition, K28 s ‘
K283 Restaurant Records, Reports and Payroll
K285 Payroll Records
South-Western Publishing Co
11310 Gemini Lane
Dallas, TX -75229 - -

L

Viliage Garden Center Business Simulation Set
B245, Pegboard Payroll System
South-Western Publishing Co.

11310 Gemini Lane
Dallas, TX 75229

Textbooks ) -

Clerical and Related Océupations
. 1970
West Virginia State Board of Educat1on
Bureau of(Vocat1ona1 Technical, and Adult Educat1on
Charleston, WV 25300




]

. - General Record Keeping
< _ 1976. '
- Gregg McGraw—H111 Cempany Lot \
P. 0, Box 996 ~ ) ( .
Noré?oss, GA 30091 "

Payroll Record Keeping . -
1965 )
- Gregg McGraw-Hill Company .
P. 0. Box 996 '
Norcross, GA . 30091 ‘

-

e T e e e

Payro]] Systems and Procedures
1970
T Gregg McGraw-H111 Company
P. 0. Box 996 . <
Norcross, GA 30091 - ‘

‘ Practical Record Keeping
) 1975 <
South-Western Pub11sh1ng Co.
K * 11310 Gemini Lane
Dallas, TX 75229




RESOURCES

"Bookkeep1ng?Account1ng/Payro]] Clerk." State of A]abama Department of .o

Educations 1978 -—

ngperat1ve Office Education Curriculum Guidelines. State of Louisiana,
Department of Educat1on ~Bulletin No. 1246, 1974.

Curr1cu]um Guides for Bus1ness and Office Educat1on Louisiana State
Department of Education, 1974. - L ! ‘

Pasewark, Williams R. and Mary Ellen Oliverio. C]efica] Office Procedures.
Cincinnati: South-Western Publishing Company, 1978.

Stewart, Jeffery R., Jr., et al. Office Procedures. Dallas: McGraw-Hill
Book Company, 1980. =

"Understanding Taxes, 1982." Department of the Treasury, Internal Revenue
Service, Publication 21.
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UNET VIIT
BUSINESS MATH/MACHINES

-.'INTRODUCTION

Mastery of basic math fs recognized as\an important basic skill
for success in the business world. This unit allows the students to
become familiar with the various prob]ems of the business wordd and to
learn to compute accurate answers us1ng both menta] and machine:
calculations., .

Ry
The students will be given activities to re1nforce their mathemati-

cal skills and opportunities to apply those skills when using calculating
machines to solve basic bus1neef problems.

N

=

2 COMPETENCIES

. .

T
1. Perform basic math processes with emphasis on speed, accuracy,
* and neatness. . )
. . _ | .t
2. - Develop techniques and skills necessary for employment using
4 calculating machines.

<
/— ? . ’ - o N . >
< ﬂ: - - -

GENERAL'PERFORMANCE OBJECTIVES/GOALS “

-

»

.. 1. Demonstrate p#of1c1ency in .the four fundamenta] math operat1ons
as apq\1ed to whole, fractional, and dec1ma1 nunibers.

‘2. Utilize percent to éolve prob]ems N

3. Demonstrate the proper use of\ca]cu]ating machines.
. PR
" 4., Solve business problems using calculating machines. o,

o ' ' N

SPECIFIC PERFORMANCE ORJECTIVES AND MASTERY CRITERIA

%
+

kN ’ e
-1. Given 25 problems involving all math functions with whole _
' . numbers, students will be able to compute the answers/gﬂ‘/ -
written test with at least 75 percent accuracy.

o VIII-1
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>

students will be abte to compute the answers on-a wr1tten test

2. Given 25 prob]emsoinvo]v?ng all math ’functmns'w'i'th fractions, - ‘
\ .
with at least 75 percent acéuracy. L

-

.3. Given 25 prob]emé involving all mgth'functions with decimals,
© 7 " students will be able to compute the answers on a written test
with at least 75 percent accuracy. :

4. Given 25 problems using percentages, students will be able to . .
compute the answers on a wnatten test with at least 75 percent ‘f ' ,,?
‘accuracy. L T

5. Given an illustration of a calculating machine, students will . e

. be able to identify the parts of the machine and the function ) ‘
of each in c]ass w1th at least 75 percent accuracy. . .

6. Given a ca]cu]atrng machine and prob]ems, students will be able
) to demonstrate the proper touch control techniques on. a . - '
20~-minute test with at least 75 percent accuracy.

> 7. Given a sales commissions report, sales slip, invoice, and a
~ payro]] register, students will be ab]e to complete each form
in class using a calculating machine with at least 75 percent
accuracy.

o
- ‘

, - SUGGESTED INTEREST APBROACHES . B B ‘
e . 1. Give a pre- -test to determine the students mathemat1ca] compe-
' tencies and weaknesses. Co

13

2. Invite a representat1ve from a local office equipment f1rm to
'demonstrate operation and use of various machines.

»

METHODOLOGY g -
. This unit has been designed to build mathematical skills’and U <
develop proficiency on calculating machines. Instruection will include
demonstrations, observat16ns v1sua] aids, job instruction sheets, timed’ "
drills, and tests. L .
- / . - ‘ ‘ . . ‘° \ ) . N T L ‘
. ' . - ) + ." ’ » 4 = *
’ i :
- P \ - -~
3cY
\n_—@ - : ‘ - J ‘3;1
: / 4
N . 4 - X
- VIII-2 <
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v . ‘, b/_) . ’ “ N . - . — ‘:. ] o :. ‘
S . UNIT OUTLINE. v é/,f/’ A . o
= « " BUSINESS MATH/MACHINES, ~ ( S

' " ."\ - » ’ a ' '.
1. Bas1c Ar1thmet1c Sk1]1s Rjﬁgew--AII Math Funct1ons ' \\\\\N////f/ ;

: -~ . A. ‘Wholé numbers a' VR \ -
e . c = B. Fractions ‘ ;" e
! C. Decimals. - ° . . )

© - D. Percent . . ) '

u‘

L - A Machine operat1on/ma1ntenance X
' ~ B. Touch control techn1ques . |
€. Mach1ne use :

’ .
. 1
- “ ¢ 7 - .-) - \/”
. -

* SPECIFIC PERFORMANCE OBJECTIVES, AND LEARNING ACTIVITIES®
Vs . :

. -1 ’ . . . *
N . <
' “ A . . 1

. L. 4
-1 ] ‘ : ' \
| I ' Adding/Calcu atnig Machines., * . .~ rw W
b 4

: 1. Given 25 prob]ems 1nvo]v1ng all math funct‘ons w1th who]e number\\*§s'
‘ : students will be able to compute the answers on a written test with . |
‘ .at least 75 percent accuracy. '

rd

7 o ‘ Subject Matter Lontent Learning Activities Q\ ‘ . ‘_

. T e \ ‘ M i : . ’
. SR Whole numbers . 1. Match, the words-associ;t?d with T
- . : K . whole numbers to thg correct ‘
¢ - ‘ : ' definitions. , (Appefdix A)

. 24 Give the p]ace value of each-
digit in a six- d1g1t nunber. :
(Appendix B) _ S

3. Round numbers to the.nearésf "
' : . 10's, 100's, and 1000's.
. - : - .o : " (Appendix C)

“L\‘———/’{ . ' - 4. Solve prob]ems 1nVOIV1ng addition -
’ : . and subtraction .of whole numbers -
(Append1x D) - - 4 s

Y . L

5. Solve problems involving. the
: : multiplication and division’of
' - whole numbers. (Appendix E).




: B ¥
. 2. G1yen 25 probIems involving all math funct1ons w1th fractlons, stu-.‘ o
dents will"be able to compute the- answers on a written test _with at - .

]east 75 percent accuracy . o /

z
v ’ ~ '
,

Subject Macter Content - °  Learning, Activities e ‘ o

N N - -

‘Fractions ' ~ . 1.- Identify the numeratOr ‘and the
s \ denominator of each given frac- o
) tion"and classify fractions as . L
. : proper, improper, or mixed. o -
,(Appendix F) . , P

B ' o 2. Write equivalent fractions for ///
N o : the fractions given. (Appendix G) .

= -0 ' . 3. .Reduce fractions,to lowest terms,  ° .
, . » convert mixed numbers to improper-
a0 . © afraktians, and convert improper
~ . : T fractions to{mixed numbers or
- whole numbers. (Appendix H)

4. Find the sums, differences, pro- . \
ducts, and quétients, reducang . '
all answers to Towest terms _ -
(Append1x I)

3. Giverl 25 prob]eﬁs invo]v{ng all math functions with decimals, students
will be able to comput answers ‘on a wridfen.test with at Teast
75 percent accuracy. e coT o

T . 1

_ . - Subject Matter Content Learning Activities

R

Decimals ‘ oL Ident1fy the place. value of each
. - ' "digit in a numeral with six
. dec1ma] pTaces (Appendix J) "t

* . R N : 2. Round dec1ma]s to the nearest
: i ﬁ/who1e number,  tenth, -hundredth,
» ’ or thousandth. (Append1x K)

: 3 " Find the syys, differences, pro- » | )
. . ducts, and quotients, placing the : '
E decimal po1nts in thé correct o
* ,position in the answers

" , : (Append1x L) v o .

o . 4. Mu1t1p1y and divide by .10, 100,
' "+ and 1,000. (Appendix M) -

i4

O . o« ' N VIII-4
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4. Given 25 problems using percentages, students . w114 be able to compute |
the answers on a written test with at least 75 percent accuracy.

o

" Subject Matter Content Learning Activities . .

-

»

.Percents : 1. Write percents as decimals, ; .
. ¥ T ) decimals as percents, and percents
' -as fractions. (Appendix N) - '

. ’ . 2. Compute the amount of interest -
, ' on a loan usihg the simple- -inter-’
est formula. ~ {Appendix 0) B

o - 3.. Find the amount expended for each’
‘ dtem in a family budget
(Appendix P)

1]

5[ Given an 111ustrat1on of a ‘calculating mach1ne, students will be able .
to identify the parts of the machine and the function of each in .
class w1th at least 75 percenb aceuracy. )

Subject Matter Content - Learning Activities-
Machine operation/ 1. Identify the machine parts on

maintenance ' the illustration provided.
: Teacher will provide .illustration.
of machine used. ' . v

\ : 2. Match each machipe part with dts
. i ( funSt1on Teacher will prov1de
. illustration of machine used.

: 3. List the work habits des1red for
LY. - » R efficient machine operation.
Compile ¢lass 1ist from indivi-
. dual Tists.

. 4. Demonstrate correct ribbon re-
- , - placement and paper roll replace-.
- u ment on machtne provided. ey

-

o . VITI-5 S
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6. Given a calculating machiné and-problems, students w1}1 be able to
demonstrate the proper touch control techniques on a 20-minute test
with at least 75 percent accuracy. .

T

Subject Matter Content . g Learning Activities

Touch. contro] techniques, - 1. Praét1ce reaches using the touch-
. . control techn1ques -

. , . 2. Prepare a bulletin board showing
: _ correct touch techniques. .

! . ‘ K © 3. Demonstrate the proper touch
: \ control techniques. (Appendix

v > . 4
‘7. Given a sales commissions report, sales slip, invoice, and a payro]]
register, students will be able to complete each form 1n class using
a calculating machine with at least 75 percent accuracy.

>

Subject Matter Content Learning Activﬁt%es

forms. _.

Machine use . . 1.
- 2. Proofread completed f rms.

, 3. Prepare a bulletin board using
! various business forms.




J .
Evaluate Pupil Growth

* Unit test

* Accuracy of_daily work
* Timed drills

* Touch techniques

-~

EVALUATION AND TESTING °

4

EQUIPMENT AND SUPPLIES

e

Student

Adding/Printing Machine
Tape
Pen/Pencil
Text/Workbook
‘Machine Instructional
Manual
: Checklist
« Calculating Machine
Practice Set
. Machine Ribbons
‘Activity Sheets
" Current Tax Tables,

Teacher

Calculating Machine

Machine Ribbons
Adding/Printing Machine Tape
Films

Film Projector

Transparencies

Transparency Pens

Overhead Progector

Practice Set ‘

Timer and/or Stop watch

Texts and Instructional Manuals
Check11st . ) ]
Activity’ Sheets *
Bulletin Board Supplies
Current Tax Tables
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APPENDIX. A . 2
WHOLE NUMBERS
Name ’ Score
Match the correct definitions to the terms on the right. Write the )
appropriate numbers in the blanks. . , ¢
a. Numbers may be expressed by any one . 1. Addends
: of the ten symbols, 0 to 9 ‘ :
- 2 r—Difference \ s
b. Numbers that are’added together . l.“,, AR
¢ ‘ 3. Digit . '
c. Numbers that are multiplied ‘ .
. - 4. Dividend
d. Answer to a multiplication probleml
- _5. Divisor
e. Number that is being subtracted from '
another number : - 6. Factors
f.  Number by which you divide - - 7. Minuend
g. Answer to an addition problem ‘8. Product ) ,
h.. Number from which another numbe _ " 9. Quotient . .
: is subtracted . . , '
. i 10. Remainder
i. Answer to a subtraction problem ' . %
} ) . . 11. Subtrahend
.J. Answer to a division problem , N .
¢ 12. Sum or total
. K. Number which is left over when,
~ division is completed
T. Number to be divided .
- . - - L
7 ’ )




* APPENDIX B

WHOLE NUMBERS ‘ .
Name ' . Score
I. Name the place values in the numbeé 623,412, , : ; S
a. 6 -- . -
b. 2 -- - ;
c ' 3 -- A %
S . |
/ e. 1 -- o
R T f 2 . , .
- . v II. Use the numeral 758,216,934 to complete the following exercise.
a. Whéch_diéit is in hundred's place? T
. ' - b. “Which d.igit is in ten's p1}ace? "

c. MWhich digit is in-one's place?

d. Which digitis in ten thousand's place?

- ‘ e. Which-digit is in thousadd's place?

f. Which digit is in million's place? -

\
g. Which digit is-in ten million's place? : o h
|

h. Which\Qigﬁt is in hundred thousand's p]ace?\

i, Which digit is in hundred million's place? i

I11. Write the place value of .each 2 in the following numerals.

- a. 134,527 e. 3,675,400 -
‘ L b. 926,473 ~ f. 21,701,390
o 2,708 L g. 7,329,648 .
d. 1,247,658 h. 39,077,201 B . :

e
4 .
LI . .
’ f
. N . .
. 1

o e N . CVIT-9 ' .
' o * S u 334 : /. | _
ERIC S .




APPENDIX C - ‘
WHOLE NUMBERS i
" I. Round to the nearest ten. o
A B’= f. 4,958 = L -
b. 590 = = g 3= | |
c. 9,360 = ., h. 907 =
‘4. 475 = i. 678,345 =
e. 468 = j. 92,177 = |
II. Round to the nearest hundred.
al. 459 = ﬂ £, -234 = )
b 8,910= - g, 337 =
o 5= . ' ho 46857 ’ C
d. 429 = ' i. 6,793 = .
e. 5,923 = 3. 933 = ‘ : 5
I11. Round to the nearest thousand. -
a. 4,780 = f. 52,905 = '
b. 5,653 = - g. 2,469 =
K c. 9,003 = h. 44,689 = '
d. 23,57 = ? 'zo,sgo'é'
e. 178,538 = - j. 29,789 = :
o
: , VIII-10
335

o




. ' APPENDIX D
- . 1. Complete the foHowir{g sales budget record - addition. ’
SALES BUDGET FOR PERIOD JAN-JUN.
; . ] - BY DEPARTMENT o
‘ . DEPT. JAN. FEB. MARCH APR. MAY JUNE .|| TOTAL
1 1,100 | 2,000 | 2,300 | 2,025 | 1,000 .| 2,200 T
2 2,700 | 2,1000 | 3,000 | 2,700\ 1,100 | 2,500
' "3 1,800 | 3,200 1,200 | 3,650 | - 2,550 | 1,500
. - ! . .
: 4 3,100 | ..2,200 1,600 | 1,975 | 2,500 | 3,500
' TOTALS
II. Complete the following probJems deah’ng with subtraction. o
a. 10,199 b. 84,576 c. 1,046 d. 622 e. 49 3
T8 9,99 . 3,989 . 659 555 37
f. 19,000  g. 73,681 h. 2,255 1.7 329 v j. 85
. 18,889 . 32,492 . 1,939 . 251 w68 A
i

VIII-11 |
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. ~ APPENDIX E

Multiplication of whole number:

What s the product of each of the following problems?

A

a. 34 x4 = LT b. 12 x5 = c.
d. 33%x16= " . ce. 15x5= £,

g. 3x9=

Division of whole number:

Find the quotient in each.problem. .

a. -3:4_:(_)-= ) b. 462=‘I
20 : 337,
d. 418 e 220
11 27
9. 48 _ , h. 500 _
o - 25 ,
j. 105 _ K. 400 _ .
5 80 '
- 337
L VIII-12

h. 4 x 4= i




RPPENDIX F - L

— FRACTIONS
) Name _ i - Score ¢ ;
L
I. In the following=fractions identify. the numerator and the
denominator of. each by filling in the blanks. , -
a. In the fraction 3/4, the numerator is and the . . .
denominator is .. ) ; .
b. ™ In the fraction 1/2, the numerator is ___ and the

P T

~-denominator is

; .
II. Write fractions that fit the following statements.

* a. A fraction with a denominator.of 15 and a numerator

bl

of 2. B | o ‘ L
‘ ) ) | . b, ‘}A %rac-:tion with a numeré’tor of 13 and a denominator | ’ T
Tty of 3. - ‘ . ) - - :
. IIIz A boy cuts a pie into 8 equal pieces'and then give§ his friend n,
1 of the 8'51eces. -f/.' : ) ' '.p |

»

a. Which number rigptsehts the numerator?

[3
o
. -

Which number ?gbresents the denominator? ~ .
7 «

¢ ¢. What fractional part dﬁgtbg\Pie did the boy give away? . -

IV. Identify the fo]1oﬁing‘numb rs by placing "P" for propér fraétipn,

. . "I1" for the improper fraction, or "M" for mixed nqmper in the blanks,
. ' - o S .
3 a. 3/4 e g - e. 5/4 , .
___ b w4 . f. 81/3 T
c. 1/t . ¢ g.” 93/3

d. 16/2, T __. ‘h. 7/3: L S

F , . N )
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APPENDIX 6 © e
FRACTIONS

Name - Score

I. Write four differant fractions that are equivalent to the number

one. ,
a. | c.
b. B d.
IT. Write two different equivalent fractions for the fractions given.
a, 1/2 = d. 1/4 =
' 1
b. 2/5 = . ' e. 1/3 =
“c. 4/5= f.  3/8.=

* III. Write each of the following equivé{gnt fractions as indicated.

rd

a. 2/3 = /18 d. 1/5 = /30
b. 1/8 = /24 1‘ e. 2/7 = /21
c. 2/10 = /40 f. 7/9 = /81
) L4
% a N

o ’ - )

. . ‘“ .. 339
- . - o -
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APPENDIX H- | ’ -
. . — . ] .
(_ FRACTIONS *° _ .

I. Reduce each fraction tp its lowest term.

a. 10 d. 8

1z V) ¢

b. 9 ' e 6

™ | 9o

c. 28 ' . -7 f. 35 5
48 - ' 49 '

«

a. 13 d. 21
A 8 .
b. _26 .. e 47 !
12 , .15 . : :
‘ L et 62 ‘ f. 48 "o
23 ' 716 . ;

Y11. Change each mixed number to an improper fraction.

2 : . 1 o
a. 33 d. 125 - el
e. 2}% 2 ‘ T

cn?\m ‘.bciow

349




B " APPENDIX I
i . ' T
"Name - Score
Compute the foljowing problems. Express: yopr' answers 1in queéj: terms.
a. 3. b2 c. 2% - 4. 32
= . . = _ 2 . 5
8 3 : 3 1
1 / 3 ’ - 1= . . 1
-3 / o+ q . =4 il
1.3, :
e 1-2—X 21-- )
2, 1
f. 21—4 _
1 1
2
g. -1 h. 3 i 33 i.o21
8 5 3. 5
- _]_._ + _3_ - 2 z' + 5 -g-
3 4  —
7,1 _
k 6 -gx?)-- ‘
1. 1 . o
3 .
S5 w
8 ’ —
. \.
v\
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< TAPPENDIX J - . . .
. ? I j . DECIMALS L L
. Name o Score
T B ‘ e?
I.” Write the place value of each of the digits—im0.867293.
: < ’ EA ' . h
a. 3= ‘. .
b. 9= ] =~
c. 2= .
d. 7= .
)Y
‘ e. 6= ! , )
Ny e o
-f. 8 = . L - - i :
— 3 - :
. 4 s ﬁ ® o 3 .
I1. Complete the following Statements. ™N . j
. , -*
EXAMPLE: In the number 0.587613, 5 means 5 _ tenths
rog . A :
a. In the number 0.587613, 8 means 8 NI
. : - } i.\ } 3 )
. b. In theﬂumber 0.587613, 7 means 7. L '
.0 ’ ‘ - N ‘\ .
c. In the number 0.587613, ‘6 means 6 ( v
. . = / >
v ©° d. In the number 0.587613, 1 means 1’ e e
- e. In the number 0.587613, 3 means 3 ' L W
X ’ ) o
’ . o q
. , ¢ k"
\\ - LT
‘ *
’ ‘ » .. - j
N 6- . ) - L . . ' .""
. ’, . .,A‘
$ | R Ce s
C- 342 v | ' T w
' - © . \ .




. APPENDIX K a o
| B - DECIMALS L
: © Name | _ Score > '
N a . . . - .
. B I. Round the following decimals to the nearest whole ‘number.
| a. 5.8 = ‘ d. 2.50395-=
' b. 1.5 = ’ e. 43.219<
. c. 43.51 = . f. 344,61 =
If; Round the following decimals to the nearest tenth.
/ g a. 3.12 d. 15.24 =
b.. 33.32 = ' .. 34.33 =
c. 1.61= f. 3.72 =
Y - . o ) .
III. Round the following decimals to the nearest, hundredth.
2. 1.3 d. 345.697= -
b. 23.995 = A . 55.'9155&—\ -
c. 9.0378= - £177.803 £
~ ;
IV. Round tﬁg following decimals to the nearest thousandth. . g
) a. 0.6390 = < » 4. 3.6932 = v N
.b. 12.9903 = e, 678.3500 = ' |
' c. 332.69403 = f: 59,33002 =




APPENDIX L
* DECIMALS o

Name L " score,

I. Add the following deeima]s, Tocating the:decimal,pointS'in the sums

or totals. =~ - _ .
) , 7 : .
d. 2.7+4.8= d. 2.5 - e. 43.0901
i e o ' +29 . . +7.25 -
' b. 937 + 0.066 = . i .

c. 478 + 41.801 =

I1. Subtract the fo]]ow1ng decimals, locating the decimal points 1n
‘ the difference.

. Voo
a. 379'- 4.57 s d. 490.25 - 8.3301 = < '
b. .56 - ,0123= : e. 1.098 - .653 = S
S, sc. 53.69 -2.54= 7 f, 28 - .zé =, '
- o ",:" v . ¢ i'A,, >~ { ),,, . -

II1. Mu]t1p1y the following dec1m615, 1ocat1ng the dec1ma1 points 1ﬂ%
- the products : i -

a. 2 57 x 83= . 4 30.02 x 44,23 = -
] . .
» b, 019 x 24, 3 ‘ e. 678 x 25 = R ’ ~
.51.790,x 4.3z4=- f. 33 x 8. 90 = ' ’
1 Z A ! -3 - B . o

V. Divide the following dec1ma]s by dec1ma1s, 1ocat1ng the decima]
-points in the quot1ents 5

e

a. 0.2 753301 d. 3.2 7‘347562‘ ) . Ty
b. 3.255 75689.1 . e. 35.17 923004 -
c. 55.173156.902/ - f. 22.2V#0%I2
- s - o '\ d
- ) Md ) | .‘ { > - : S B
VITI-19 ’

?» i . LA A
. 4 -
vy . « . -
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N

S - ; L. . , N ]
: APPENDIX M o ®
-7 DECIMALS .
Narle . Score ) .
I. Multiply-these problems. - , .
/ .o
a. 354 - b. 34.5241 c. 34.913
x 10 x 100 - x 100
A
d. 5198.7 .e. 459,235 f.» 0.00678
x 100 - . x 100 ) x 1000
i ) ’ | N ; &
1I1. Divide these problems. . ’ N
a. 298 _ - _ b. 4.901 _
10, 100 )
c. 4509 _ d. 590123 _
1000 1000 - .
e. 65.19 _ f. 45.08 ,
RN 100
~
‘ -
o
- '3
{
3 -, b 4 -
- - 245 g i :
} @
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III.

Iv.

APPENDIX N
PERCENT

Write each percent as a decimal.:

a. . 67% S | d. 125%
b. 15% : e, 8%
—_— . »
c. 8% ©Of. 6.2%
I 4

Write each decimal as a percent.

a. .42 d. 1.03
b. .02 e. .007

— , —
c. .83 - f. .9

*

Write each percent as a fraction.

a. 154 _ d. 5%
b. 65% e.. 20%
. 120% 4 L. 12

Write each fraction as a percent.

a. 1/4 - d. 7/8
b. 5/8 e 1
~ _
c. 2/3 ‘ - f. 5/6
R
.. \
. -2t

I 34_8”

‘A~

[
~



ProB]em 1.

Problem 2.

¢

Problem 3.

APPENDIX O
SIMPLE INTEREST

Using the simple'intereét formula:
Interest =-Principal x Rate x Time (Years)

find the interest on a $1,200 Toan for 8 months at an
interest rate of 6%. .

P XRxT
$1,200 x ' % x

Solution: I

I

12

1=

When the time is shown in dayspconsider each month to have
30 days, with a total of 360 days in a year. Find t
interest on a $1,200 loan made on July 6 and due on September 16,

with interest at 6%.
Solution: I =P xRxT
- ~ Length of tihe = days

1=3% , X ’ % X SN
360 . N .

Fill in the chart below.

Pfincipal Rate Time Interest

. = = —
1. $2,400 6% 240 days

2. $1,500 8% 90 days - :
3. 81,800 102 9mo.

4.  $3,600 5% 10 mo.

5. $1,400 5% May 10 to Nov. 6

7

347
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. ‘ , APPENDIX P ' -
L : ST FAMILY BUDGET

”

1. Jim Mann's net earnings for the month are $1,200. The chart belew
X shows his expenditures for the month. Find the amount spent for (

- each item on the.chart.
a. Household $
b. Food $
. D
c. Clothing = - $
A .
: d. Savings '$
Recreation Cloth%ng g
10%, 15 e. Recreation = §
3 **Household £, Church 4.
30% ,
g. Miscellaneous $ .
.‘ ' T1. Mary Smith receives $150 a month for her college expenses. The
list below shows how she will spend her money this month. Find
what percent she has budgeted for each item. .
a. Books ' 7§28 or % o |
/ ° : -
b. Clothes $50 or % ! .
- c. Recreation $25 or % -
d. Miscellaneous _ $30 or %
e. Savings $21 or %
— - - g 1 -
R ) b
" i \
% : — i )
. < ]
Ve ' VIII-23
B . . |
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_ APPENDIX Q
CHECKLIST FOR TOUCH-CONTROL TECHNIQUES

Name of Student ‘ Date ' ,

Excellent | Strong | Average Weak | Poor ..

’ N . , .

1. Knowl]edge of keyboard X ] -
Relaxed position in .

2. front of machine

3. Feet on thg‘f}oor

4. Fingers well curved
Correct home-row
5. position _
Finger-reach with
6, fingers close to keys
*  Hands, wrists, and ‘ ]
7. arms relaxed : : S

8. Uniform key-stroking
Keys struck with
9. correct finger R

R 10. Instant key ré]ease

11. Eyes on copy

12.  Speed potential

13. Accuracy potential

14. Work habits
Arrangement of
15. materials

16. Follows directions
Rhythm pattern
17. continuous
Strives for
"18. improvement

" 19. Concentrates on copy

20. Practices with purpose

.

CV1II-24° , ‘
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ANSWER KEY
APPENDICES A, B, AND C

. : APPENDIX A
a. 3 d. 8 g. 12 J 9
" b. 1 e. 11 @ha 7 k 10
N c. 6 f. b5 i 2 1 4 -
APPENDIX B~ .
Part I
g /
: a. .6 -- hundred thousands c. 3 -- thousands e. 1 -- tens
b. 2 -- ten thousghds. d. 4 -- hundreds 'f. 2 -- ones
* Part 11 - |
> / ', -~ g
' \a. 9 ’ Sdo 1 P g. 5
b. 3 ' ‘e. b h., 2 .
c. 4~ . f. 8 i. 7
® Part 111 .
,a. tens e. ones
b. ten thousands f. ten millions
c. thousands . g. ten thousands
’ . d. hundred thousands h. hundreds
APPENDIX C
Part 1 . \
. a. 9 d. 48 g. 2 i. 9,218
b. 59 e. -47 h. 91 ’
“c. - 936 f. 49 i. 67,835
Part 11
' *¢oa. 500 d.. 400 g. -300 . j. 900 .
. , b. 8,900 e. 5,900 ’ h. 4,700
’ c. . 900 . f. 200 i. 6,800 ‘ .
Part IIT° S
a. 5,000 d. 24,000 gs 2,000 j. 30,000 @~
' b. 6,000 e. 179,000 h. 45,000
? ‘ c. 9,000 f. 53,000 i, 21,000
. o VIr-es
Q f BDU
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ANSWER KEY o

APPENDICES D AND E

S .
APPENDIX D

Part I '
Totals -- ‘across ‘\7 _ ‘ . .
Dept. 1 10,625 . o N Dept. 3 13,900
Dept. 2 14,100 'Dept. 4 - 14,875
- Totals -- down
Jan. 8,700 ‘ Apr. 10,350.
Feb. 9,500 May 7,150 | ‘ r
March 8,100 ¢ June 9,700 . .

Grand total -- $53,500

Part 11
a. 204 . e. 12 . h. 316 .
b. 80,587 f. 111 X i. 78 /
c. 387 L. g. 41,189 ‘ i. 17 ,
d. 67 . _ n t / 1'.;
] R - / - - : : . ’
APPENDIX E : )
Part" 1 : ' '
‘ & ¥
a. 136 d. 528 g. ‘27
b. 60 . e, 75 h. 16
_ ¢ 81 f, 60 . . i. 64
Part fi '
a. 17 - e. 10 i. 3
b. 14 f.- 50 j. 21
c.” 9 'g. 6 , k.. 5
d. 38 - h. 20, - -
S

o
T
'f'.'
o
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S /\/ s
. P
: ‘ ANSWER KEY
‘L ‘ ' ‘ APPENDICES F AND G, - o e

L c | Appgﬁp;x F

. Part 1 ‘ " RS ’

T oa. 3,4 L b. 1,2

Part I . ' . S - ‘

a. 2/15 . b, 13/35 B . o
' Part 111 L ” °
T a1 - b. 8 - , ¢, .1/8

Part IV L \ . . ‘ ,
a. P . ¢ 1 e. I ) g. M
b. P vood. I f. M h. 1

a. 2/2 " b. 3/3 " . c. 4/4° d. 5/5
Part If

, a. 2/4, 3/6 c. 8/10, 12/15 - e. 2/6, 3/9
b. 4/10, 6/15 d. 278, 3/12 £, 6/16, 9/24

Part 111

a. 12/18 ‘ c. .8/40
b. 3/24 . d. 6/30

6/21
.- 63/81

—h (D
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Part 1 -

_a. 5/6
b, 3/5

' Part II
a. 16/7

b.

2 1/6

Part III

a.
b

11/3
35/4

-

. 1/24
15/12
3/4

. 49/10

oo oo

" Part 1
a. milliontRs
- b. hundred thousandths
c. ten thousandths
“part 11

hundredths

a.
b. thousandths™
c. ten thousandth§

-

»

3

’

'ANSWER KEY

APPENDICES H, I, AND J

APPENDIX H

c.. 7/12 “e. 2/3

d. 2/3 f. 5/7

c. 2 16/23 , e. 32/15

d. 25/8 f. 3 ——
_c. A1/6 .e. 108/5
Lod. 2572 f. "119/8

APPENDIX I - )

e. 11/8 i. 7/12

f. 18/21 j. 719/35

g.. 13/24 k. 1 3/8

h. 17/20 1. 8/15" -

APPENDIX J

d. thousandths—_
hundredths
tenths

. Tho

d. hundred thousandths
e. millionths

3

o
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| ANSWER KEY
e _APPENDICES K AND L

APPENDIX K -

Part. 11

a3 c. 1.6 e. 34.3
b. 33.3 . d. 15.2 f. 3.7
Part TI1 . ,

a. 1.35 . cc. 9.04 " e. 55.94
b. 24.00 - . d

. 345.70 , £, 77.89

Part IV
a. .69 c. 332.6% , e. 678.359
‘ b. 12.990 , d.  3.693 , f. 59.331
APPENDIX L -0 \
Part T ! | II‘
. (L5 " c. 519.801 ¢ e. 50.3401
b. -937.066 d. 31.5

. Part 11
-

, “a. 374.43 c. 51.15 _ e.  .445
M _ b. ,.5877 d. " 481.9199 f. 22.75

Part 1117 o | | -

a. 213.31 - s . 223.7328 “ e. 169.5

b. 4617 d. 1504.7046 £, 203.7

Part 1V S ’

- ‘3. 26.6505 " ¢. 57.29404 . e. 26296.695
b. 1764.062 .d. 10.800625 .- f. 2058.9693

L
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ANSHER KEY . | @

, APPENDICES M AND N J
) . ~ *APPENDIX M ﬁ : | g .
» . o B -
Part 1
a. 3,540 c. 3491.3 e. 45,923.5
b. 3,452.41 d. 519,870 f.. 6.78
. . ~
Part IL
a. 29.8 c. 4.509 e. /6.519 ’
b. .04901 d. 5909123 ~f. .4508 .
APPENDIX N
Part 1
a. .67 c. .08 -e. .82
b. .15 d. 1.25 F. .062
Part 11 ,
~a. 42% c. 89% e. .7%
b. 2% . d. 103% £, 90%
Part I11 '
a. 3/20 c. 6/5 e. 1/5
b. "13/20 ' d. 1/20° - f. 1/8
/\ . . , \
Part IV o B >
a. 25% c. 66 2/3% T e, 50%
b. 62 1/2% d. 87 1/24% £. 83 1/3%
» : -
: ,_—////// /.
. 335
<+
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hY

-Problem 2

Y

Solution: I sPxRxT ;
‘ Length of time = 72 da%Q
I = $1200'X 6% x 72
) 360
I =%14.40
Problem 3 . . "
. R

1,. $96.00 . .
2. $ 30.00 .

3. §138.000 .

.

~ ANSWER KEY -

et

¢ APPENDIX P

Ra?z/l C L v

$360.00
$300.00 P
$180.00 :‘
$ 96.00

' 4

A0 oo

Part 11 '\
L . ’ )
a. 16%.

. b, 331/3%

c. 16 2/3% .
‘ -

= (D

” VIIT-31
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© APPENDSCES 0'AND P
R o 7 ’
- APPENDIX 07 -
] Problem 1 v .
Solution: I =P xRxXT .
I = $1200 x 6% x -8 _ IS NN
ol 12 . ‘,). '-'_"v {m
1 =348 7 TP




SUPPLEMENTARY MATERIALS ‘ ' R

T

‘F1]m/F11mstt4p - T - o "

Account1ng and CachTatigg_Maganes ) oo T : =
Teachind Aids"Incorporated ‘ '
~307 South B.Street - . -
San Mateo, CA ‘94401 ’ ~
Ten-Key Touch Traxnwng,Course " s
. kducational Developmental Laborator1es, Inc. —— '
. 284 East*Pulaski Road .
’ Huntington; NY 11743 T :
‘ . Y

SJmu]atlons )
Calcu]at?ng Mgch1nes S1mu]at1on , . P T .
e -~ 3dedition .- - T oo e T i
South-Western Publishing Company ‘
v 11310- Gem1n1 flane ° v . ~ :
Dallas, TX "75229° < L ) ) v

Clerical“Payroll Protedures
_.8th edition. . _ ‘ ]
. South-Wegtern Pubhshmg Company < ‘ ‘ ’ .
19310 Gemini Lane - \ A '
“Dallas, TX 75229 - )

v

Machine 0ffice Practice S “ _ o
2d edition . & : )
South-Western. P&b]1sh1ng Company ' ) \
11310 Gemini Lane - € : Lo- .
Dallas, TX - 75229, L . ‘ '

REM Un11m1ted

] “Gregg McGraw-Hill Book Company =
P 0. Box 996 - L : , : -
‘Norcross, GA 30091 . Coe : .

" Teaching Aids

Calcylator Fun ' ' .
” 4 Jg Weston Walch...

BgX 658 | B e - -
_/Pbriland, ME 04104-0658 . T -

Duplicator ﬁasters for Basic Math ' . . '
J. Yeston Walch o T, )

v

¢
!

S

Box 658 . . . ’
Portland,” ME 04&04 0658 ‘ = . . .- .
3 2 .

0 o ¢f vz . S




Textbooks - ! ’
@ Applied Arithmetic for Distribution .
Instructional Materials Center p
° The University of Texas at Austin-
. g " 200 West 21st Street

Austin, TX 78712 R R -

Calculator Applications for Business Careers : \ ‘ o

s South-Wegtern PubTishlng»Company-*—~«m-—~ eI o
11310 Gemini Lane

Da]]as, TX 75229

-

.o Consumer Econom1c Prob]ems .
- South-Western Publishing Company ,
o * 11310 Gemini Lane
Dallas, TX 75229

Electronic Display Calculator Course
~ . South-Western Publishing Company
- 11310 Gemini Lane
Dallas, TX 75229

" How to Use Adding and Calculating Machines

Gregg McGraw-Hi1l Book Company .

) P. 0. Box 996 . i ] *

. ’ : Norcross, GA 30091 . ’

Math in Everyday Life o . -
J. Weston Wakch ™ . - . -7
Box 658- . . > o .
Portland, ME 04104-0658 o 4 - .

Mathematics for the Consumer

3d edition

South-Western Publishing Company '
11310 Gemini Lane . ' . s
Dallas, TX 75229 . .

s . " Mathematics Skill Builder : . , ‘ .

S ' 4th edition T : i
) ’ South Western Pub11sh1ng Company

11310 Gemini Lane .

Dallas, TX 75229 . >

»

Vocational Math for Business.
2d edition” >
South-Western Publishing Company
11310 Gemini Lane : . , .
-Dallas, TX. 75229 ’ o -
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— ' RESOURCES

" Cornelia, N1cholas J., et al. 0ff1ce\\§chrneé Course, “5th ed1t1on
Cincinnati:. South- -Western Publishing Company, 1979. :

ﬁairbank, Roswell E..and ﬁeberf A. Schultheis.  Applied Business
Mathematics, 11th edition. Cizegnnati: South-Western Publishing

~""Company, 1980. .

»

Hu%fman, Harry, et al. Math for Businegs Careers. New York:" Grégg -
McGraw-Hi11 Book Company, 1975. s e

Mason, Louis D.. Challenges in Business Math. Portland: J. Weston
Walch, 1979. - '

Nefson, Frank E. Group Inétrection for Cooperative Progrgms. Stillwater:
State Department of Vocational and Technical Eddcqfion, 1978.

Pasewark; William R. Electronic Printing Galculator, 2d edi;ioﬁ.
Cincinnati: South-Western PubTishing Company, 1982. |

Pasewark, William R. Ten-Ke¥ Listing Machine, 5th edition. Cincinnatﬁ;
South- Western PubTﬁsh1ng Company, 1981.

Voelker, Pamela. ™A Motivational Technique for Business Math.'’" The
Ba]ance Sheet, September, 1977. ~ \\
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UNIT IX
TYPING REVIEW

*

= - -INTRODUCTION

¢

-~

N

S Typewr1t1ng skills are™n essential element+for successful office
N emp]oyment
. student's typewriting skllls and knowledge.

( deve]opment of decision- mak1ng skills used by all office*personnel.

Therefore, this unit has been designed to improve the
The emphasis will be on

“ 7 . -
, £

. COMPETENCIES

Increase‘typeﬁriting proficiency.

Produce_mailable business documents.

IN

GENERAL PERFORMANCE OBJECTIVES/GOALS

Exh1b1t ab111ty to produce mailable business letters and other

- office commun1cat1ons

Increase product1on typewrffing proficiency =*
Improve correction’ and proofreading skills.

Deve1op‘ability to broper]y care forignd%maintain typepriter.

SPECIFIC PERFORMANCE OBJECTIVES \AND MASTERY CRITERIA

*

. —

Given business letters in unarranged form on & product1on test,
students will be able to produce three mailable letters in
50 minutes. . ,

A .
After a classroom review on tabulation, students will be. able
“to type two tables with correct hor1zonta1 and vertical place-
ment in 40 m1nutes ;

Given a manustr1pt in rcugh(draft form, students will be able
to complete in class a multiple-page manuscr1pt W1th at least
75 percent accuracy

,

Given a five-minute timed writing test, .§tudents will be able
to demonstrate a 10 percent increase in speed and accuracy on
straight-copy material. .




5. Using printed forms, students'will be- ab]e to type in. c]ass “the SRCE
requested information with=100 percent-accuracy. . ‘

‘6. In producmg mailable copy in class, students will be ab]e to
use one correction method effectwe]y

¢

7. Given business letters in arranged form, the students will be
" -able to produce in class two mailable letters and carbon copies
with at least 75 percent accur‘acy

<

. 8. After a classroom demonstration, student$ will be ab]e to exhibit
ability to change a ribbon on a typewriter in ten minutes.

' SUGGESTED INTEREST APPROACHES .
- ’ ) ) ) ' ~ . ' &7

1. Give sprint drills to increase speed in typewriting.

2. Keep a bar graph of timed writing results. Post ga%’ns in speed~
following each timed writing. \

3. Award certificates for timed writing achievement. " L

-9

4

Th1s uMit on typmg review is des1gned to provide students with an
opportunity to work individually and in groups. In addition, a minimum
.amount of lecture for review, discussions, and teacher demons'traﬂon will
be used. . o

METHODOLOGY ' ] '

{

x } 3 UNIT OUTLINE ~
s/ . ' .
- TYPING RE\/ﬁZw
\ .
I. Business Letters
A. Parts of a business letter - . e
' " B. Letter styles and’ punctuation-‘sty]es ’ . T
~ C.. Placement . ' : :
D. Enve]opes--tyﬁ/ng, folding, and 1nsert1ng
E. State abbrethmns and ZIP codes
I1. Tabu]atmn a
. & ‘e .
A. Horizontal and vertical centering ; .
B. Unruled, ruled, .and boxed tables
€. Column head1ngs . o ‘
, D. Tables contained in 1etters and reports

) . e -




™~

Manuscripts

A. Page-line gauge - . r
B. Single- and multiple~-page manuscr1pts
- C. Manuscript styles
D. Footnotes £
E.

Bibliographies, title pages, and tables of content
Speed and Accuracy '

A. Paragraphs’
B  Numbers
-C, Production ) _)

~

Special Prob]ems in Office Typing

Printed forms ,»///j

Carbon, copies R . .
Roughfraft typing

Corre®ion methods

Machine maintenance

N . - / .
SPECIFIC PERFORMANCE OBJECTIVES AND ‘LEARNING ACTIVITIES

Mmoo D>

Given business lefters in unarranged form on a product1on test,

L.
students will be ab]e to produce three mailable letters in
50 minutes. )
o - . s #
-, Subject Matter Content Learning Activities I

Bhsiﬁess TJetters 1. Complete a worksheet from a
workbook on parts of a business °
letter. Check in class.

K&\ 2. Prepare a-bulletin board on
- business Tetter styles,
. punctuation, and placement. -

3. Review handout 6n official two-
‘letter state abbrev1at1ons
(Appendix A)

. ‘ . ‘ 4. Practige fyping, folding, and
. ' inserting letters into envelopes.

\ . -
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2. After a classroom review on tabulation, students will be-able to ‘
type two .tables with correct hor1zonta1 and vertical placement in
—~/ 40 minutes. :
~ .
\ . Subject Matter Content Learning Activities
- :
Tabulation « o« 1. Complete actiwity sheet given in
: workbook on horizontal and
vertical centering. * . - \
h 2. Type tabulation préblems with
. two and three columns.
v ‘ 3. Type tabulation ﬁrob]ems with
\3 . - - column headings in different
Y tabulation styles.. ... ...
e A
4. Divide into small groups and
evaluate the preceding activities. N
» : 1 I
3. Given a manuscript in rough-draft form, students will be able to
complete in class a multiple-page manuscript with at Teast 75 percent * ‘
accuracy. . -
- - Subject Matter Content Learning Activities
hanuscripts 1. Review the use of a page-line
! o gauge for use in typ1ng a many-
. script. (Appendix B -
' . © 2., Type a multiple- page'manuscr1pt—
" (with footnotes) given in unarranged
form. Use Appendix B. )
- 3. Compose and type a report using
manuscript rules, L
4. Correct copy from Activity 3 .
using proofreader's marks,
5. Exchange papers (from Activity 4)
// " with peer and retype from corrected
rough draft.
-

X-4 . L
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‘ 4. Given a five-minute timed writing test, students will be able to
' demonstrate a 10 percent increase in speed and accuracy on straight-
copy material.

Subject Matter Content Learning Activities ) "

Speed and accuragy : 1. Praéfice for speed by taking ten
/ sprint speed drills on sentences.

2. Type five paragrqphs in a foreign
, A 1anguage from drjll book to
- . ' . increase accuracy.

3. Divide into pairs and proofread
' paragraphs from Activity 2.

4. Record speed and acguracy levels
- ] in notebook to Show increases
° and decrgases in speed.

[

~—~.
o X

5. Using printed forms, students will be able to type in class the
. requested information with 100 percent accuracy. o

Subject Matter Content Learning Activities
Printed forms 1. Discuss in small groups what : ™\
: y information might be requested

on printed forms.

2.. Type the requested information
- on the following forms: W- 4, °
app11cat1on for a social security
number, invoice, purchase order._
_and memo.

. . 3. Survey 1oca1 businesses to

. ’ determine types of forms used .
. and report to,th? class.

»

4

6. In produc1ng ma11able copy- in class, students will be ab]e to use
ohe correction mjthod effect1ve1y . : .

- : (
) -
. - -

- 3 : IX-5
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‘Subject Matter Contént _ Learning Activities
Correction methods - 1. Survey the market of.avai1ab1§
) correctioR methods. Have a "Show ,
and Tell Day." _ -
¥ ' 2. Interview secretaries to find out .
g . . their preferred correction method. . -
. , e * Discuss findings in class. T
-~ 3. In a.group distussion, list the
- - advantages and. disadvantages.of
v ~ . . available correction methods.
= S

7. Given business letters in arranged form, the Students will be able -
to produce in class two mailable 1etters and carbon copies with at
least 75 percent accuracy.

Subject Matter Content Learning Activities. .

far

Carbon copies 1. Divide into groups and choose
one of the following activities
to demonstrate to the %1ass:

. a. Steps in assembling a carbon ‘
S ' ' pack using the "Show and Tell"
A . . < ) approach,

b. Procedure for erasing errors
on a carbon copy.

c. Corrections using correction
fluid, correction tape, and

AJ

N : . eraser,
d. Results of reversing carbon
. paper. ‘
% - r--* e, Corrections after removing

paper from mach1ne

2. Type two bus1ness 1etters in the 2

following styles with one carbon %ﬁ ,/

copy in mailable form: /

v - ™ . ¢ ¥ ' B

a. Block with open punctuation. PR

' : /

b.” Modified block with paragraph - .= _
indentation and nfixed . ‘
punctuat1on .

P " IX-6 Coe e
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8. After a classroom demdnstration, students will be able to exhibit |
ability to change a ribbon on a typewriter in three minutes.

~ Subject Matter Content Learning Activities

—
Typewriter maintenance 1. Demonstrate the steps used in

changing :the ribbon on a
typgwriter. o |
, _ .

2. Practice changing the ribbon. ¢
b : K 3. Listen to, -repair person discuss i
> : preventive typewriter

majntenance. 1

P
Ul

*
-
el
b—t
>
!
~
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EVALUATIQN AND TESPING

Ways to Evaluate Pupil Growth . ' v

* Timed witings on paragraphs ' ,

* Timed writings on numbers
r

* Production test - . .

< Unit test e ’ . t -

EQUIPMENT AND SUPPLIES - . AN

Student . Teacher
L 4
Typewriter Typewriter
Textbook ’ Fextbooks and Manuals .
Typing Paper ~ Bulletin .Board Materials
Carbon Paper - Construction Paper -
Envelopes ) Lo Wall Charts ..
Correction Materials \\\\\\ + Office Manuals
Reference Materidls Reference Manuals
-Printed Forms «. Printed Forms
Page-line Gauge . . Typing Rulers’
Worksheet of Letter Parts - Typing Paper"
Notebook Carbon Paper
Envelopes

Correction Materials
Paper Cutter
Typewriter Ribbons

>

w2
o
cd

" IX-8
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Cassettes

SUPPLEMENTARY MATERIALS

o o

)

Typewr1t1 gD r1lls for Speed and Accuracy

87527-8 (10 cassettes)
.’/ . . Gregg McGraw-Hill Book Company
~ P. 0. Box 996
Norcross, GA 30091 ngé

Typewr1t1ngﬁSpeed/Contro] Building
TO76 (4 cassettés)
South-Western Publishing Company
11310 Gemini Lane

¥ -
~

Dallas, TX 75229

_‘ r ‘ » 9 A
Filmstrips with Cassetdes ;

Skill Development--Electric Typewriter
88770-5 (6 filmstrips) -
. Gregg McGraw-Hill Book Company
4 P. 0. Box 996
’ Norcross, GA 30091

Textbooks . - 'y
S R . P

. Gentury 21 Typewrat1ng -
o T70 (Completeé Course)

South-Western Publishing Company'

. 11310 Gemini Lane
. Dallas, TX 75229

Gregg Typing,.Series Six’
38241-7 (General Course) -
> Gregg McGraw-Hil1T Book Company

_K33. (Textbook)
. . ‘South-Western- Publishing Company
o 11310 Gemini Lane _
Dallas, TX 75229

TYP1ng Power Orills . -~ #

Lloyd, Rowe, and Winger; Second Ed1t1on

‘ o -38171
. . Gregg McGraw-H111 Book Company
' _P. 0. Box 996
Norcross, GA 90091

- e wdVo

i P. 0. Box 996
e Norcross, GA 30091
: Secretarial QOffice Procedures
J— Oliverio and Pasewark, Ninth Edition




- T x\" N . ) ,;‘,j.j /'l. ' -
Trans arencies M . ) ;0
. Production Tran‘parenc1es M o,
- . 86313-X (60 transparencxes) - , g
.'ut‘ : Gregg McGraw-Hi1l Book Company
: P.'0. Bpx 996 =~ -+ . ° P
, Norcross, GA 30091 '
/. -
Volume IV—-Typewr1t1ng,Spec1a1 App]}cat1ons
T802-4 = -
‘South -Western Pubhshmg Company
11310 Gemini Lane . a
. Dallas, TX 75229 o)
Volume III--TypewritingfProduéfﬁon .
T802-3 . ,
South-W&stern Publishing Company ) T
. 11310 Gemini Lane ‘ .
. Dallas,” TX 75229 v
ot : ' . .
; a " o y Y
* Miscellangpus v . T T o -
Fundamentals of the Researgh Paper . :
\ . K105 o .
N - Kenneth PWH11sh1ng Company :
: Box 09074 . . . L.
Chicago, IL 60609 . ‘ Ll

.~ Stbw Country Typewriting Practice Set . '
. -+ KOL (Student nstruction manuaJ,.business forms, and
oo 4. f¢1ders for 20 jobs) T

;" South-Western Publishing Company e
11310 Gemini Lane '
o Dallas, TX 75229 -

~

Iypewr1t1ngggpeed Chart o
_ K2185 ‘ -
" South- western Pub11sh1ng Cgmpany S R
11310 Gemini Lane . . . e, R
¥ Dallas, TX '75229 . s Lo : ’ ;

Typewr1t1ng,$tyTe‘Manua1 T S A -

5.

. South-Western Pubf1sh1ng Company \
. 11310 Gemini -Lanel - .. SO
Dallas, TX. 75229 ~ = - | c

T809 L s




® ' ) o RESOURCES
' \ ). . R
’ A Catalog of Performance Objectives, Criterion--Refergnced Measures,
, and Performance ‘Guides for Secretarial, Stenographic, Typing, and
- Related Occupations." 'Virginia: Vocational-Technical Edbeation
: . Consortium\qfl§tates. ‘
Lloyd, Alan C., et aJi Greqg Typing, Series Six, Typing 1, General
‘ Course. New:York: McGraw-Hi1l Book Company, 1977. -

€., et al: Gregg Typing, Serie Six, Typing 2, Advanced -
‘New York:™ McGraw-Hill Book Company, 1977. ,

1. Gredg Typing for Colleges, Complete Course.
raw-Hi1l Book Company, 1979. &

X

‘ >
1loyd, Alan
New Yor

Mach, K. A., et al. 'Typewriting; A Mastery Approach. Chicago: Science
Research Associates, Inc., %978.. ] . >

*

: ', , _, Moon, Harry-C. Typing From Rou@h Draffé,—-Stddént-Projects Book (For
. Advanced Typewriting). New York: Mi]gdy Publishing Corp., 1977. .

{ . . Wanousy, S. J., al. College Typewriting. Tenfh Edition. Cincinnati,
s Ohio: South-Western Publishing Company, 1980. ° . ;o
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: ' | " UNIT X T ,Qﬁ

. ' SHORTHAND REVIEW , g
N .
. INTRODQFTION
o Tpe.Depdrtment of Labor's Occupational Qutlook Handbook for-1978-79

’ indjcates that there are 295,000 projected annual openings from 1976-1985
for segretaries and stenographers These secretaries and stenographers
must. be able to produce ma11ab1e copy for continued emp]oyability and
promotab111ty . ) .

”
1

Th1s un1t offers suggest1ons to aid students in atta1n1ng entry-
level skills by reinforcing shorthand theory and building transcription
competence with emphasis on proofread1ng and mailability.

~
COMPETENCIES
. 1.. Build dictation spéed including specie]ized vocabulary. ', -
.. . , . .-
~ V. 2. Dévelop skills pecesséry'for«the’production of mailable copy.
I3 R . - » } . . . . . ) . \ ) l S
o GENERAL PERFORMANCE®OBJECTIVES/GOALS °

» -

T 1. Build dictation ski]]s for entry-]evel‘posit%ons
- - . , I

‘2. Devedop’ ab111ty to produce mailable correspondence from
dictation. . . ‘-
VoL 3. (Demonstrate proofreading ability. )

-

. " SPECIFIC PEEkORMANCE OBJECTIVES AND MAngRY'CRITERIA w\(’ ,

<
. .« : D “ v
’ t\\\\\c . From a dictated list of words conta1hing all shorthand princi-
p]es, students will be able, to write the shorthand <characters
and transcribe them with at least 75 percent accuracy

2. 0On a d1cta§1on test, "students will be able to 1ncrease the1r -
W spéed by at least ten words a minute. B . '

Al

Co 3. Gwven dictation at 60-70-80 words per minute, students will be
. " able to trdnscribe in class two average-]ehgth lettens in
. ma11ab1e copy form. . - ﬁ\ ' -y




3

.
. .
\ “

4. 1In a classroom situation, students will be able to contribute
at leas® one example of proper punctuat1on and capitalization
usage for each rule. .- /\ ‘

5. -0n a wr1tten test, students will be able to identify a 11st of _
proo¥reader's marks with 100 percent accuracy.

6. On a written test, students will le¢to locate typographica1
and subject- -matter errors in sefitences with 100 percent dccuracy. p

)
¢ ’

SUGGESTED INTEREST APPROACHES

o .
1. Have students tape office- sty]e dictation for individual
practice. ‘ ) ’ -
R N
2. Invite a pract}c1ng secretary to talk’ to the COE class stress1ng '
the importance®of having a knowledge of shorthand in the world
* of business.
3. . Have the students secure advert1sements which 1nd1cate the need %
rfor shorthand in business. - ° - .
) . . 2 ’ -
A 4. Pretest.to determine students' present speed levels. .
< —
METHODOLOGY - | R o

. N
-
r .

Because many of the ‘students in a COE class will not have had short-
hand, very 1ittle can be done as a class towards building shorthand skilis.
Students can be given-pretests to determine the speed at which they are . ’
capable of performing. After determining the goal speed fQr\each student,
commercially prepared or teacher-made tapes can be used to elop indi-
vidual speed progress. . . )

4

For additiona],practice in proofreading, students could trahscribe '
. tapes and complete proofreading drills. aiﬁi
' . r' . e

UNIT OUTLINE
1 § _ )

- SHORTHAND REVIEW

-

7

O 'Takiﬁg_bictation , ‘ ' . .

A. Re1nforé1ng theory - R \ .
B.. Bu11d1ng speed | o
q.k.Us1ng specialized vocabu]ary

. .

Y , ) ‘\

1
. ‘_.’ . - . v
’ A
) . ) AN . ,
s’ . . 9 .. L]
d *




N

M.

. “&/’;//151

7

~I11.
A.
B,

K C.

r————

Transgribing s .

Y e s

Building transcription skills '

Produciny mailable copy
1. punctuation

"2, capitalization . A

Prodfreading

Reviewing proofreaders' markgj\\‘ .
Finding typing errors
Locating subject-matter errors ///

‘e

\

SPECIFIC PERFORMANCE.O‘JECTIVEE AND LEARNING ACTIVITIES | .

—

1. From a dictated 1ist of words containing all-shorthand principles,
* students will be able to write the shorthand characters and tran-
) “scribe them with at least 75 percent accuracy.

Subject Matter Content

—

/'\
w

om

sN

Reinforcing theory 1.

C )

3
o
.

4.

- recorded media.

. Learning Activities

Write in s?gxthand, words and
phrases dictated on recorded

media. Check outlines with

master copy and make -corrections. .

Prepare a bulletin board

- illustrating brief forms.

Write shorthand brief forms from
Check outlines
- with master copy and make

. correct1ons

CompOse letters in shorthand and
exchange with peers for reading
., and wr1t1ng practice.

=

. Write in shorthand from recorded

media letters containing ‘medical
terminology. Check outlines on
master sheet and correct.

3

* 2.

by at least ten words a m1nute

Y

On a d1ctat1on test, students w111 be able to increase their speed

[}

2

L 4




Subject Matter Content ; Learning Activities e

Building speed . 1. Practice taking shorthand from ‘
? speed-building exercises : .
: (recorded media) which are ten : y
N words per minute above present
Tevel. Check shorthand dictionary
. for questionable outlines.
. . p ) o
: "2. In a small -group, practice diffi-
cult outlines from:-chalkboard or
e overhead transparencies, giving
A attention to the correct forma-
tion of outlines.

3. Read shorthand material from
related periodicals for reading
v . practice.

4. Take dictatiogiin Shorthand from
speeches, news, and songs from
. radio or television to build
. . speed. Transcribe in ¢lass.

. +Given dictation at 60-70-80 words per minute, students will be able ‘
to transcribe in class two average-length letters in mailable copy -
form. ' :

Subject Matter Contemt Lea?ning,Activities

" ] -

Transcription :skills _ - 1. Transcribe articles from business
g L .. related periodicals and check

v . . transcript with Key.

~J

~ 2. Transcribe a letter from a peer's
: notes and have peer check for
accuracy.

: 3. -Take dictation in shorthand from -
p g speeches, news, and songs from
, - .radio or.television.” Transcribe
2 -in class the next day. . - '
. - . Lo ;-f . ) »

{




Transcription skills . Mes, Divide into groups and compose
‘ S two ‘average-length letters. Have
‘ . teacher dictate letters composed.-
Transcribe and have each group
check letter composed.

4. In a classroom’ s1tuat1on students will be ab]e to contribute at
least one example of proper punctuat1on and capitalization usage for
each rule. . A

Subject Matter Content: " Learning Activities

Punctuation and - 1. Place’ correct punctuati6n—?7 , »
capitalization - . ] * sentences and write reasons ton
e a practice review sheet. Check

with master and make corrections.

. - 2.. Write comma rules from memory.
Check master list and correct.

) - 3. Wnite sentences illustrating
¢ , . . capitalization rules, omitting
. capitals. Exchange papers with
’ ' ‘ peers and capitalize sentences, .
: giving reasons..

4. Prepare a bulletin boatd illus- _
trating rules for and examples
of correct usage of commas.

5. On a written test, students will be able to ‘identify a list of
proofreader s marks with 100 percent accuracy. -

- y

Subject ‘Matter-Content Learning Activities
_ - , .
Proofreader's marks 1. Match proofreader's marks with
. ‘ . ’ definitions and make corrections.
' . if necessary. ‘{(Agpendix A)
, 2. Type from a rougn draft drill.
g . _ Check master sheet: for
.« ~o : correctness. -

» M A t
.
{. . g ’ * >
. . "
“« . v L 4 -
~ . . , ‘ . ’ 2t
.
* .
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t - . i

- . . .

Use proofreader's. marks to correct
a business document. Codnsult
answer key. N \
Prepare a bulletin board illus- .
trating proper uses of proof-
reader's marks.

Iy

7

On a written test, students will be able to locate typographical
and subject-matter errors in sentences'with 100 percent accuracy.

Subject Matter Cortent
‘ -

Learning Activities

Subject matter and " 1.
typographical errors
. It
. -y 2
, / 4.
- r :
.
4
- '
K1
-~ [ b b
: X-6

Compare pairs of numbers and
names, indicating those which

are the same. Check answers with
master. (Appendix B)

Prepare a 1ist of the two-letter
State abbreviations. ‘Check with
master-and correct, - .
t"
Underline the correctly spelled
words® in list. Check with mas-
ter. (Appendix C) -~

Correct errors in t;é expression
of numbers as words or figures.
Check answers and correct.
(Appendix D)

~ .

-

4




EVALUATION AND TESTING

Ways to

Evaluate Pupil Growth,

Dictation tests

*
* Test on proofreader's marks
n- - )
* Test on correction of rough’ draft
* Test on punctuation and capita]ization'
EQUIPMENT AND SUPPLIES )
Student " ‘  Teacher /
' Textbook ) Textbook and Manuat
Shorthand Pad Recorded Media
Shorthand Dictionary ~ . Recorder
‘ Dictionary . . Overhead Projector
" Pens (red, black/blue) Transparencies
Typing Paper Transparency Pens
.. : - Correction Materials ’ Bulletin Board Supplies
. Carbon Paper ) Specialized Dictionaries
Notebook Paper 3\ : Instruction Sheets

Instruction Sheets . i
Typewriters . -

A\

[

~



APPENDIX A
PROOFREADER'S MARKS .

W

Using the blank provided, match the proofreader's marks with the correct.

,definition. Check answers from master copy. p
1. &5 a. Transpgse letters or words
2. f?’ 4 b. Delete copy {
3. // ' c. Cross out the misstroke and write the
: correct letter, above it.
4. (- .
G. Change copy as indicated
5. //f
e. Close up horizontal space
6. #H \ . : )-
f. Insert copy (caret
7. DS '
g. Insert period
8. Sttor .
—1 -4 ~ h. Insert question mark ,
9. — —1 . M
) i. Insért exclamation point
10. lop. er = , ' :
. © .+ j. Insert punctuation mark
1L, or - s .
o : “k. Insert space : “
12 ..—-? x

1. Question the writer .

) ., m Use lowercase letters
' 14. | . ‘
- n. Capitalize single Tetter or words
15. & '

0. Addcﬁriple space ' .
Add QOuBIe space * B}

»
Close up to single space

4
5

’ r. Let it stand;?ignore correction
19 '?/ ' , ’ . .
v ’ s. Move copy in the direction of the
20. A , bracket. . :
) C
) “ 4
' ] 3bO

X~-8 ' R .




21.
22.
23.
24.
25,

APPENDIX A CONTINUED

Beg%n new paragraph; run paragraphs
together

Underline or italicize

Align copy

. * —
Spell out word or -number
Cross out word; write as figure .
Insert hyﬁhen
~ \.~ :

. X-9 ¢t




7 APPENDIX B
“ "7 PRODFREADING NAMES AND NUMBERS o
" Proofread the foﬂowmg parts of names and numbef‘s to train yourself fo .
.recognize differences in ‘these. If the names and numbers in both co'lumns
are exactly the same, p]ace a check in the blank ' /
1. James A. 0'Donnell . - - James A. Odonnell 1. __ .
2. VMisls Donna Iver -~ . M1ssADonna Ivers o2
A; 3. Alice Cn Frei%mari " Alice 6. (;;‘reikdvmatnf - 3.
4. Ms. Alice-W. Hunter’ ~ Ms. AAH(»:e.WA. Hunter <~ 4, .
D5 Dr. Paul M.-Hebert' ©Dr. Paul M. Herbert 5. ___
;’6. Issac C. Dooms o *Isac C.‘Dooms L ;‘\:6. ___ S
7. John A Rob1chaux T o .John R Robichaﬁx B <7 | ———, . .
~8. Mrs. Amy Jane Smythe Mré. Amy' June .Smythe 3 . 8. __
.;9. “Harry Pau] W1therdspoon | ,‘_H_arry Pa~u'1 Wi tHerspoon 9: L , .
'10.2 thnr;y Appel Jones . :Iohnn:); Appeﬁ Jones 010 L - ‘
s IL (504) 616-S6%7 - (504) 6166y 1,
1. (708) 383189 -(708) 318-3188 e
13. '$560,000.90 - . v$560 000.50 <o e
14, 0.09 gram v 0409 gr‘a‘m c T
15 iogl-1982 . - o ideriiese - R )
6. 2-28-82. R T S T
17. +1,345,989,000 . ¢ 1,345,988,090 VA
18, 9:08 a.m. . %08 am. | 18, I
19. Hotel Room 1927 . “Hotel'Room 1297 19, .
20, 12.98756 - - T lawmme p | éo% o
21. 1923 Byron Street 1033 Byron Street 210 \ |
22. 2/10, n/30 | . 2/10, n/30 J 2, "
g A0 \ggy SR f




5 ‘ S
APPENDIX C -+ s
U SPELLING CHECKLIST ) ; J
: . Under']rine the correctly speliled word_v 1n the lists= v o T
' / 1. acyrate . ”accaratg . SR T ‘
. 2. circulars cé’rciﬂers' o s
, " 3. un?ér]inm’ng ,utralderﬁnm'hg . 7
4.7 "transmitted ) " transmited ' Lo i
. 5, sepérate T\ separate e 3@_
6.~ transfereing transfering | - : . ’
7. vocabulery vocabulary - /:w*;i
8“ :unnecessary / | ~unecevs,sar){ SR
9.“ garantee g’uaré\ntee v .
10.” goverment gévernmént R g
® u oniting - o~ ) hitting
12. merryly ’ e .. merrily : U v - .
13. heartly’ ; >heart1'\]y \ BN S
14 fiting . fitting B
15. manageable’ " managable R . ,.
lé. happyn.ess ' happiness / .
. preventible L prevgnft§b1e '.
T laning ~ pTam::i'{n‘Z e ' ’ N %
19. chyrgeing - .’ '.\f.‘ - charging « )
" 20. flying ﬁjng ’ '
~ 2I. 'useable N . us_;b1e ’ . ! ’ U
Y a2 . Tovable | 1ove:ab1~e,~ ] N , . ,
‘ ) 23. procedeyre o o;‘)roced.u'rew L I |
y s, v‘c{ereca{ N clerical “ - P : ;
. - 2. effectivly o effec_fi;/ely r . Y |
' 383 "} o
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incorrect,

1.

e ——

-

e

4
3.

o
4

19.

- Directions:

Is thq'pricevon the pen 75¢7
Forfy pencils wgre_Iaken from the stockroom.

. NicoTe is four pounds heavier Fhan auri.

" 20.- HerTOrgefigag‘for 220 §Jve-foqt boards. - R

-~ APPENDIX D
 EXPRESSION ‘OF NUMBERS -/

If the sentence is Snrrect, markjlﬁ" before it; if it is -

mark "X" and underline’the error. , .

The memorandum is dated May 5th, not May 6th

~ There are 500 pens in the box.

®

Do you always begin school at eight 0'clock?

He 11ves at 1 Par& Place. . ' .
The ce1ebrat1on will take place on the 11th of June.
The correct pr1ce ror "the fan is $198. 00

The 1tem now costs 5 cents ragher than 3 cents © .

The man ordered ten 3 pound bags of cement.

The can we1ghs 5 pounds 3 ounces. A

We found 2 of the four children q1d§ng. ,

.. 15 pairs of skates were_on the shelf. , . e

‘e appreciate your order of July 10.

At the age of. 25, John comp]eted h1s schooling. .




o
2.
e 3.
4.
5.

APPENDIX As

I WM R

Q.

o0 e

"APPENDIX B -
(Numbers that are the same.)

4
9
APPENDIX C
1. accurate
2. circulars
3. “underlining
4. transmitted
5. separate
6. transfering
7. vocabulary
APPENDIX D

X, th, th

(o .

X, ¢

c .

C.

6.
7.
8.
9.

10.

11.
13

~ 93

8.
9.
,10.
11.
12.
13.

»

OW oo~

Z WLV VX

* ANSWER KEY "

' ) . o .
APPENDICES A, B, C, AND D

- X~13

11. M 16. 0
12. L 17. W
134 J» 18. 1
14. E 419, H
15.. G 20. F
: "
14 - 18,
15 22
unnecessary 14.. fitting. ~ 20.
guarantee 15. manageable 21.
government 16. happinkss 22.
hitting 17. preventable 23.
serrily *©  18. planning 24,
heartily . 19. charging 25.
X, 25 LI C 16,7
X, 1 12. X, 10, 15 17.
C . 13. ¢ . - 18.
X, 00 14, ¢ = 19, -
L 15. X, four ° 20.
”

flying ...
usable
lovable

_ procedure
..clerical

effectively



N . SUPgLFMgNTARY MATERIALSu | : ,

Cassettes .

Business Letter Tapes ‘for D1ctat1on and Transcr1pt1on
'87320.8 (10 cassettes)
Gregg McGraw-Hill Book Cbmpany
. P. 0.7Box 996
Norcross, GA 30091

Century 21 Shérthand: Advanced Dictation/Transcription
R124 (36 cassettes)
South-Western Publishing Company .
11310 Gemini Lane C . (o
* Dallas, TX 75229 - ‘ N

“ Century 21 Shorthand: Intensive D1ctat1on/Transcr1pt1on

__RII4 (26 cassettes) "
South-Western Publishing Company
11310 Gemini Lane
Dallas,, TX 7522% )

Century 21 Shorthard:. Theory and Practice
R104 (20 cassebtes) ,
South-Western Publishing Company :
11310 Gemini Lane .
Dallas, TX 75229 — .

Corporate<Giants Dictate ,

MCP-9 (10 one-hour cassettes, case)

Dictation Disc Company )
240 Madison Avenue, ’

New York, NY 10016 - ,

2

DDC Student Homework Cassettes
S-8, Set 480 (brief forms, 40-80 wpm).
S-9, Set 482 (theory review, 60-90 wpm)
D1ctat1on Disc Company
240 Madison Avenue , .
New York, NY 10016 RN

Gregg- Shorthand Speed Development Tape Library
87100.0 (Cassette) - '
Gregg McGraw-Hill Book Company -
.P. 0. Box 996
Norcross, GA 30091
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Cassettes continued

‘ - - Individual Progress Method, Series 90 (1PM/2) ¢ —
87952.4 Channel B . . e
87953.2 Channel C ' ’ - ‘ o
Gregg McGraw-Hill Book Company o o
P. 0. Box 996, < > '
T Norcross, GA® 30091 . /

o~

Legal Dictation . ‘
MTL-10 (10 cassettes, book, case) \ ”
. Dictation Disc Company . ) ) -
, 240 Madison Ayenue - -
New York, NY7 40016 <. -

. -Cassette)
L ‘ South-Western Publishing Company
. 11310 Gemini Lane ™ N
Dallas, TX 75229° . , .

The Medical Secretary--Norths1de Med1ca1 : . .
v Y6/1676 (Office Job Simulation, Dictation/Transcription .

Cassette) ° .
' .. , South-Western Publishing.Company - —"
' - -+ " 11310 Gemini Lane ’ .
Dallas, TX 75229 . . ' ' ‘ »

s, Pyram1ded Bus1ness Letter Dictation -
BLD-1 (9 cassette-set, 50-80 wpm)
v BLD-11 {9 cassette set, 80-110 wpm)
« .+ ' Dictation Disc Company
Y ~ . . 240 Madison Avenue ,
’ New York, NY 10016

The Secretary, Executive Offices of America - »
Y65-Y656 (0ffice Job S1mu1at1on D1ctat1on/Transcr1pt1on
. 'y Cassefte) , .
C South-Western Publishing Company .

11310 Gemini Lane
Da]]as, X 75229y . “ .

. I Shorthand Speed Sprint Dr11]s
e $55D-CB .(8 cassette set)

Dictation Disc Company

240 Madison Avenue

New York, NY 10016




ST ; .
R o ¢ -
Cassettes continued C S
32 Speed-Building Cassettes - L ' '

€200 (32 oﬁ@lhour cassettes, case, key)
D1ctat1on Disc Company
240 Madison Avenue ,

— New York, NY -10016 -

- ¢

Textbooks
£

Century 21 Shorthand Advanced Dictation/Transcription
RI12
South-Western Pub]1sh1ng Company Y.
11310 Gemini Lane -
Dalltas, TX 75229 : ‘ //

~

Century 21 Shorthand Dictionary . ' CooL
R14.” '
Y South-Western Pub]1sh1ng Company ' v
11310 Gemini Lane L.
Dallas, TX 75229 :

, . I *

Century 21 Shorthand Legal Dictionary . L
" South~Western Publishing Company .

11310 Gemini Lane - .

Dallas, TX 75229 -. LK . C o - . .

Gregg Shorthand Dictionary, Ser1es 90
24481-2
Gregg McGraw-Hi11l Book Company ,
P. 0. ‘Box 996 . . - .
Ce Norcross, GA 30091 BTSN . N

.Y

Speed Dictation with Previews in Gregg Shbrthand, Series- 90 [
73045-8" )
Gregg McGraw-Hill Book Company ,
P. 0. Box 996 ‘ - ) .
* Norcross, GA 30091 SN : : "

*  Transparencies ’ : T

Gregg Shorthand Transﬁérenc1es, Series 90 .
86642.2 Transcription/Punctuation (48 transpareneﬁes)
‘ 86643. 0-$¥anscr1pt1on/Typ1ng Style (48 transparencies)
‘s 86644.9 Transcription/Spelling (48 transparenc1es)
*  Gregg McGraw Hill Book Company - :
"~ P. 0."Box 996 { -
' . Norcross, GA 30091 _

Techniques of Machine Transcription ] ' . :
GVII6T (10 transparencies) . ’ - ‘
Career Aids, Inc. ' B o - .
8950 Lurline®Avenue, Dept T7 355
oy Chatsworth, CA 91311

2
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RESOURCES - . ‘ o, >

- -Camp, Sue C Developing Proofreading Skill. . Gregg McGréw-Hi]]lBooké
- . Company, 1980. , . -

rank, Doris H. and Willie Oranda Pyke. "Suggested Strateg1es,for
Teaching Shorthand, -Developing Shorthand Theory and Reading Skills
(Part 1? " Business Education World, Vol. 60/No. 1, September— ]
-October, 1979 pp. 3-4.

Crank Doris H. and Willie Oranda Pyke. "Suggested Strategies for
Teachfng Shorthand, Transcription Skills (Part 3)." Business .
Edufation World, Vol. 60/No. 3, January-February, 1980, pp. 18-19.

Dry, Samuel W. and Nellie E. Dry. Teaching Gregg Shorthand and . -
Transcription. Portland: J. Weston Walch, Publisher, 1969.

Jones, El1is J. and David H. Kane. Proofreading Precision. South-
' Western Publishing Company, 1982.

" Leslie, Zoubek, Lemaster, Strony. . Instructor's Handbook for Gregg
Dictation and Introductory Transcr1pt1on -Gregg McGraw-Hill
Book Company, 1978 ) : -

Mot1vat1on Manua], a How-to Approach. Gregg McGraw-Hill Book Company,

'_' T~ 1979, p. &

Stewart, Lanham, and Zimmer. Business English and Commdnication.
Gregg McGraw Hi11 Book Company, 1978. Fifth Edition.
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. - UNIT X - -~
OFFICE PROCEDURES REVIEN - , .

N —
INTRODUCTION.

i

N

\‘& . .
A unit in general office procedures\can cover many topics. Because -
a secretary has so many varied activities, this unit has been des1gned .
to review some of those not covered {n other units in this curriculum’ .
. gu1de Some-of the subject matter to be covered include 6ffice manners,
the work stat1on mail processing,. traVe] plans, and meet1ng procedures i

Students will have opportunities to contact local buslnesses for
vass1stance in.completing some of-the activities.

’-

. COMPETENCIES
- e ¢ ~ -
. L
' 1. -Examine the- know]edge and skills necessary for successfu] )
- -performance in the office. L

2. Deve]op proficiency 1n handling procedures for mail, sthp1ng, .
travel, meet1ngs, and conferences.

coe »

/

GENERAL PERFORMAN@E OBdﬁtTIVES/GOALS

- A

- 1. Recognize the importance of the duties of a secretary..

-

€ ‘ }.
. 2. Demonstrate efficient handling of mail and sh1pp1ng serv1ces e
3.. Apply correct procedures 1n .handling travel.
- “ 4, Exhibit the ability to he]p in p]ann1ng and(_Qnduct1ng meetings
and conferences. {
. . SPECIFIC PERFORMANCE OBJECTIVES D MASTERY,CRITEQIN o S

1. On a written test, students will be ab]e to identify and de- -
T scr1be at least f1ve duties of a secretary. -

2. G1ven a }1st_of five situations’ invqlving office visitors and
telephone €alls, students will be able to write {on a test)
‘acceptable ways of handling these persons w1th at least
75 percent accuracy.




Given five piecéé of incomifig and outgoing mail on a test,
students will be able to employ proper procedures for handling i
mail with at least 75 percefit accuracy. )

w

-4, On a written tést, students will.be abla to 1ist and describe
.~ the function of at least three ?j?qgs of equipment used in
processing mail. “ ' ; .

5. @iven shipping and mailing instractions, students will be able™"
to select the appropriate method for sending various materidls -~
with at least 75 percent accuracy. . ’

6. As an individual project, students wiltl be ablé to make all
arrangements for a business trip, including travel to‘and from
a given destination, accommodations, appointments, itinerary, .
expense report, and follow-up tasks. A checktist will be used
to evaluate ‘student performance. - ) .

7. Given a'list of duties to be performed in.successfully conducting

- a meeting, students will be able to rank the duties-in the

order to be completed and describe on a written test the work
dassociated with each duty_with at least 75 percent accuracy.

8.. In a written report, students will be able to explain the steps
involved in holding a successful conference. A checklist will
be used to evaluate the report. . -

- \

SUGGESTED INTEREST APPROACHES

Invite postal 'employees, seécretaries, and*travel agents to
speak on majl regulations;, public relations, and travel.

N
—
.

2. Visit-the mail room of a large compény.

3. Interview a secretary or other dffice employee on d%fige manners. -

L J N
Contact office supply stores for brochures and information-
on mailing equipment. _ . )

.

5. Attend meetings of civic.or pubtic brgaﬁfzatioﬁé to observe . -
. parliamentary procedure and the duties of the secretary.

'
t

oo - METHODOLOGY

\ L
This unit tantains various simulation activities relating to the -

. business community. Class discussion and teacher lecture will be used to
present content material from the textbook or other resources available
to the instructor. ' ' : .

g

X1-2
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‘ | UNIT OUTLINE - ' . S
@ , - " OFFICE PROCEDURES REVIEW ) -
. F » ’ . . h 3
-I. Managing the Office ' -
A. Respons1b111t1es '
1. Routine duties
. K 2. Assigned tasks ’ ’ .-
PR 3.c Supervision '
e Tl 4. Public relations - . . T
' © B. Work station ~ .
- e "1, Equipment b
. C . 2. Supplies X :
T 3:< Decordtions . o S o to
A 4. Maintenance ) — ' ‘\\\
. II. Mail and Shipping -Services -- .
S~
A. Ma11 )
1. Incoming mail
- 2. Outgoing mail
, 3. 'Volume mail
S 4. Equipment ! - ' . ' -
. ’ , 5. Special services’ . S
: _ _ B. Shipping L ‘
‘ R 1. United Parcel Service . (
PR .ob 2. Express service ‘
3. Freight
I11. Trave! o ; .
. - : A. Arrangements- T ' g
] . N .
. : . - 1. Domestic * '
‘~/ - , a. Air e - :
. ' . b. Bus _ . ? .
\ ' . c. - Car . ) SR ¥ R
P : d. Rail . * ot '
R e. Ship ’ ’
+ 2. International !
* a. Passport )
.b. Visa : ,
x c. . Immunization . . ' ‘ .
" B. Itinerary ,
S C. . Expense report - : " w v
D. Follow-up . - B - ;
. R * . nsw .
’ ‘ T - . X3




Iv. Meetings and Conferences
Meet1ngs
~1. . Pre- -arrangements .
a. Resemwations’
b. Notices
c. Agenda Y
. 2. Meeting procedures.

. A

‘a. Par11amentany procedure

b. Notes.
3. Post-meeting dufies
a. Minutes
b.- Other
B. Conferences .
1. Registration

2. Speakers
-3. Publicity
4. Social

SPECIFIC P£RFORMAN6§ OBJECTIVESAND LEARNING ACTIVITIES

[ 4

'Y -

/
. On a written test, students will be
1east five duties of a secretary

able to 1dent1fy and describe at’

Learning Activities

3

~G

Subject Matter Contént-

‘Managing the'office . 1.

~ the group lists into one c]ass

" Activity 1 as "routine,"”

Divide into\broups'and list
duties of a secretary. Consolidate

list ang discuss.

Categorize the duties from

"assigned," “"supervisory," or ° -
"pub]ic relations." : '

Visit‘a bus1ness off1ce and inter-
view the secretary to determine
how an attractive work stat1on

- is maintaiNed and what equipment

 XI-4-

and supplies are most commonly
used. Prepare a c]ass list of
the f1nd1ng§ ;

R

. K

A} ”
893\ o '.‘ L. o=




\\ ¥
. 2. Given a list of fivé situations involving office visitors and w
telephone calls, students will be able to write (on a test) accepta-
,’ ble ways of handling these persons with at least 75 percent accuracy. .

, — T 7
"Subject Matter Content %‘ - Learning Activities

i

. Rublic relations- o 1. Listen to a guest speaker .
N “ (§ecretar{, office manager,.or N
A ‘ . . .executive) explain guidelines

- , _ : ~ .for handling office visitors. - o
= ‘ - { Type a list of the, guidelines
' . 4 presented. :
S - * 2. Write a situation that might
occur in an office 1nv01v1ng

v ) ©a diffjcult visitor.

3. SeTect a partner and choose one .
\ event from Activity 2 to role '

play.

o ' - 4., Choose another event and
= ) ,. partners will switch ro1es

‘ ) . " 5. Evaluate the secretary's handhng
‘ : of the situation. (Appendix A)

- ,6. View a film or filmstrip on
) S office manners. (See Supptemen-
. ' «  tary Materials for suggestions.)
' \< " Discuss film in class. . .

~

Y -

3. Given five pieges of 1hcom1n§ and outgoing ‘mail on a test, studénts
will be.able td& employ proper\procedures for handling ma11 with at
lTeast 75- percent accuracy .

7

~ "

Subject Matter Content = Learning Activities

N Mai1-¢incomjng, outgoing; 'ly Process incoming mail by
" votume o opening, dating, sorting, and
v ‘distributing. Check for accuracy.-

Process outgoing mail by insert-~ = - .
ing into envelopes, weighing,

affixing postage, and sorting.

Check ‘for accuracy. S




*

3. Use a Zip Code Directory to find

. . ’ the correct ZIP code for various - : !
TR - addresses. Check for accuracy. -
A ' S A 4. Visit the mail room of a ldrge )
company to observe steps in. . °

/ ) BRI ‘\\t\handljng the mail. . /s

5. In.groups, compose ‘@-short report; -
. summarizing the ‘steps you ob- ’ .-
' served in Activity 5. Have'a ©o
member of the group typesthe re-
. port and post it in the classroom.
A R -

\ ~ -

4, On.a wr1tten test, students will be able tolist and descr1be,the
function of at least three pifces of edu1pment used in processing
mail. -

i v

.

) Sdbiect Matter Content Learning Activities _ ‘

Mai]--equipmentﬂ::; . .' -~ 1. Set up a model desk to be used
- - in processing mail. . Make a list
of supplies and equ1pment needed )

' _ 2. Choose one of the fo]]omng p1eces ‘

. . <7 . of mail equipment; . . ‘
; . ) postage meter

. -scale
mail opener - -
‘time and date,recorder
folding and 1nsert1ng -
equipment - oo
electronic ZIP, code sorter .
sorting racks : £
Contact office supply stores to. .. i
obtain infofmation on functions; -~ :
cosit, maintenance, and other in-
format1on avai]ab]e .

fDCLpU"QJ

L 2

.
<
4

[

(.D ~h

' _ 3. ‘Use information from Act1v1ty 2. -~ .. f%&i;
- : - Compare brands and recommend one * ‘
: . ‘ ‘ tz purchase. Defend your choice N

e T ‘ class. ‘ b
"o . : , ; C é%;- W

-

¥ i : w%
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Contact the postal service or‘"“l_
have a post office employéé speak

-

" . to the class on current postage

s + rates for different classes of-
- : .. ~ mdil. ~Make a chart (poster) to -

display in ‘the c]assroom.

Prepare.,a Hulletin board fith
~brochures on 'mail equipment..

2

> ., ’ N ! -
-

-5.

Given sh1pp1ng and ma1]1ng 1nstruct10ns, students will.be ab]e to .,
select {he appropriate method for sending various materials w1th at
1east 75 pereent accuracy

‘.

hSubjectlﬁEttan Content " Learning Activities
- : .-

Mail--special services - 1. Prepare-in groups’ a crossword ,
and shipping puzzle using termino]ogy related
! . to special\ mailing services. and,
o shipping methods.
2.- Call or visit a representetive/

e . of an express service or freight

-company to obgain information -

concerning Tates and services .

/ available. Present your findThgs

’ ' tc;%ﬁggﬁ%ass. -

«‘,_, ‘ o .

3. ??é???e spec;a] ‘mail or other

packages for mai3jng or sh1pp1ng;
T Share with c]ass :

4.

ije an outgoing mail ¥chedule
: A ‘) ¥rom your city qnd post on the
U v butletin’ board‘ -

L I ‘ i N .'

.t .-

65

el . ﬁ
.~ 3
-y

-y

N ‘6.

i)
As an’ ]nd1v1dUa1 project, students will be able to make al érrange—
ments for a business trip, .in¢luding travel to and from a given.
destination, accommodations, appo1ntment5, itinerary, expense report,
and fo]]ow-up -tasks." A check]1st will be USed to evaluate student
performange : . :

° &

L2 v 3

S

,4’9

X ".et-sfji* A

s

=§A

#8ybject Matter Content

-
4 *a * s .

7 1) ~ n\' . . ‘ V-
_ Learn1ng Activities - S
,a", ""b i . ¢ h ‘

5

»I'yqvel 1.

Vis1t a“travel agency to 1earn
: what services can be provided.
" - : ., Prepare & bulletin board shqwing
these serv1cesu

-

[3

N




Travel : ' ~. 2. Find a sample itinerary in a ‘
' Rl " typing book or other textbook and

o type a copy of it; paying close ! , '
attention to proper form. .

-

-~

L BE

. + 3. Choose a city at least 200 miles v
- ; : from yowr own and compare ‘the ‘
. g . ¢ost and convenience of travel ) S
. - ‘ ‘. by air, bus, car, rail, and-ship °
- . STt (if applicable). Then choose a
’ . - city less than 200 miles frgm " S
- : . your own. "Make a table showing '
' the comparative cost of each mode
{ . of transportation. Choose the .
-mode you feel is most economical -
dnd support your cMfice in class.

-~ 4. Write. to the proper government '
agencies for information on pass-
ports, visas, and inoculations

" needed for international travel. .
Present your findings to the c]ass

0 N 'y £
.
. .

- Given a Tist of duties to be performed in successfu]]y conduct1ng

a meeting, students will be able to rank the duties in.the order to ‘
" be compTeted and describe on a written test the work associated with
each duty‘W1th at, least 75 percent accuracy.

] = A . 45 :' . | \y
‘Subject Matter Content Leaining: Activities * '

-

Meetings e 1. Follow parliamentary procedure
. ) in conducting a mock meeting in-
’ volving a]] class members
2. Vo]unteer to act as secretary for.
a.meeting of a school drganization. j
- ) Be sure to perform 411 pre- and c
: : post-meeting duties as well as
L meeting procedures.. * Report your
~ : e e " experiences to the c]assi ' "

. 3. Type the minutes from, Activity 2
- and'submit to your teacher
4. Qbserve the secretary at the next
meeting you attend. Note his/her
actions during the course.of the '
meeting. Report qbservations to

‘. class. . \ , ‘




. L

r

’

" 8'. In a written report, students will be able to explain the steps
involved in ho]d1ngfp successful conference “A checklist will
th

be used to eva]uate e report
/ SubJect Matter Content “Learning Activities y ///
Conferences o 1. Compoze and type a letter invit- -
- ing a prospective guest-speaker
TN .. to a conference. . Check for
. . . , . _gorrectness: ) .

2. Prepare a registration form to be
* b ' sent to persons to attend your
conference. Be surg to include
space_for all necessary. informa-
_tion such as rooh reservation,

* meals (banquets), arrival and -
o ; oo departure dates, etc. Discuss
' . with class. .

3. Write a short paragraph to make
: i : the conferenck jsound as.appealing
' - ; ' - as possible. Present to class.

‘ .. : -~ - 4 Investigate pl 'ees_of interest
o . . ) in your town or| area which you
' - . - . may recEZzend o visitors attend-
ing the confergnce. Type your ~
) / ) ) recommendations in attractive
- form and pdace on-bulletin board.

» + v .
| 4
[

398"




EVALUATION AND TESTING

Ways to‘igéluéte“Pupi1 Growth _ ' ' ;

* Unip test

* Individual projects

*. Written réborts

\

1 o
Student

Textbook
Notebook:
Rating Sheets
Typing Supplies
Poster Paper
Typewriter

Pens

Pencils

EQUIPMENT AND SUPPLIES

Teacher

Textbook and Manual
Rating Sheets
_ Bulletin Board Materials

. Mail Processing Supplies
Robert's Rules of Order
Filmstrip Projector
Film Projector
Film/Filmstrips

- 339
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. APPENDIX A
. . : HANDLING VISITORS

Use this form to rate the secretary's performance. Place a check mark
y in the appropriate column. .

-

Acceptable .Unacceptable

Greeting

~ Courtesy/Tact

Helpfulness - : >

- Vocabulary

Tone of Voice

. Decision Making




APPENDIX B
CHECKLIST FOR-TRAVEL ARRANGEMENTS :

N

i
H

Convenient.mode of transportation

N

‘. Suitable accommodations
Appointments timely scheduled
.Reporz; typed:

in acceptable format

“with no uncorrected typographical errors
Project contains:
complete information .

logical arrangement of material

N correct grammar . -

correct punctuation
/ R R N
- ' . )

N

Overall project is’ - - acceptable ‘ unacceptable.




- N APPENDIX C . T
. CHECKLIST FOR HOLDING A CONFERENCE /'

e .

. Steps intlude: "

‘ . v

securing speakers ~

23

mailing publicity to prospective participants

preparing menus

p]anning’Socié]'aEtivities’ )
reserv%ng %he mééting rooms
receiving registrations by mail

pub]fciziﬁg the cohfeéence . ,

7

obtaining.biographicai material from speakers -

securing necessary equipment

a

setting up registration . v

k2

/ preparing notices to direct ﬁarticipants to meefing rooms

typing the program T ' ,;}

sending thank-you noteé;
sending follow-up reports, letters

making an‘évaluatfén of the conference

!

} . . %

overall, repoft is ¥ acceptable - unacceptable.._




SUPPLEMENTARY MATERIALS LT e
o e

0ffice Pract1ce Activities :
BN 03-2418-B5 (50 spirit masters) . :
J. Weston Walch, Publisher ) N ° )
Box 658
Portland, ME 04104- 0658

Act1v1ty Packs

Record1ng,$ecretary Activity Pack
09-2424-B5 (1 cassette, 14 visual masters, 16 sp1r1t masters,
1 teacher guide)
J. Weston Walch, Publisher R
Box 658 - -
Portland, ME 04104-0658

Books

Reference Manual for Office Personne]
Sixth Edition ,
K45 (Reference Manual) - ' o -
K451 (Study Guides) :
South-Western Publishing Company
11310 Gemini Lane
‘Datias, TX 75229 . '

. - . . H ) : . N
Cassettes - | ’
Office S1mu1at1on--D1ctation/Transcr1pt1on Cassette T NP
Y656 (1 cassette) ' ' '
. South-Western Publishing Company ’ ‘
11310 Gemini Lane . - o X - ‘
Dallas, TX 75229 - - T
Fi.’]ms N . . . , . -
_ \ )
Basic Job Skills: pealing with Customers
Business Education Films
‘ 7820 20th Avenue .
Brooklyn, NY -11214 © ’ .
Ben Franklin, Here! . . ' >
Business Education Films ,
7820 20th Avenue : : .
Brooklyn, NY 11214
[3
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-

"F Help Wanted: Secretary
' ., Business. Education Films
: . 7820 20th Avenue
Brooklyn, NY 11214

How to Conduct a Meeting
:Business Education Films
7820 20th Avenue

* - Brooklyn, NY 11214

How to Run a “Better" Mail Room
Business Education Films
7820 20th Avenue
Brooklyn, NY 11214

L - Mail it Right!
T Business Education Films
7820 20th Avenue
" Brooklyn, NY 11214

. More and Louder
Business Education Films
7820 20th Avenue
Brooklyn, NY 11214

0ffice Practice: 'Manners and Customs

- <L - Business Education Films
_ . I 7820 20th Avenue
- ) Brooklyn, NY 11214
Parliamentary Procedure in Action’
. -Business Education Films .
7820 20th Avenue
' Brooklyn, NY 11214

Secretary: A Normal Day -
Bustness Education Films
7820 20th Avenhue
Brooklyn, NY 11214

Story of the U.S. Mail
. Business Education Films
7820 20th Avenue .
Brooklyn, NY 11214

Filmstrips

Dealing with People -
Business Edycation Films
- 7820 20th Avenue
. Brooklyn, NY 11214° -
K N oKIyn,
|

- L ’XI-15
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i

-~

f%e Executive Secretdry

. Business Education Films . '
7820 20th Avenue Cos . . ‘
. Brooklyn, NY 11214 _ !
. ~Helping Your Boss Get ore Done : : o )
¥ Business Education Films ‘ : . C X
7820 20th Avenue - . \ .

Brooklyn, NY 11214

Just a Secrethy .
Business Education gi]ms
7820 20th Avenue . - o
Brooklyn, NY 11214

Mail Process1ngﬁ The ‘Ins and Outs '
RM6005 (1 filmstrip, 1 cassette, and teacper guide)
Career Aids, Inc.

8950 Lurline Avenue .
Dept. K45 )
Chatsworth, CA 91311 ;
Working World of the Secretary - C. *. ’
Business Education Films . ‘
= 7820 20th Avenue , . C

P -
PR

Brooklyn, NY 11214

Your Parliamentary Partner: Mr. Main Mot1on
Business Education-Films i
7820 20th Avenue - . o W
Brooklyn, NY - 11214 - - ' .

=

3 - ,
Simulations . ’ - . o } \ . ?
Pinetree Fashions L ) , /
Y52 ' |
South- Western’Pub11sh1ng,Cohpany . -

11310 Gemini_ Lane “ o
Dallas, ‘TX - 75229

The Secretary, Execut1ve 0ff1ces of Amer1ca L
Y65 ) . .
v~ South- western Pub11sh1ng Company . ’ .
11310 Gemini Lane » ' K
,Da11as TX 75229

443 ' .
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Slides

4 ]

‘ v Dail Ofﬁce Procedures . g . :
B 04-2305-85 (22 35mm slides) v
© 05-2306-B5 (1 caSsette) . g
" J. Weston. Walch, Publisher . )

, Box 658 . .
Portland, ME 04104-0658 .

Processing Incom1ng dnd Qutgoing Ma11
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— UNIT XII . | T
. SPECIALIZED OFFICE PROBLEMS | '

\ _— T PP

BANKING ' S

INTRODUCTION °

. This unit is des1gned to rev1ew the background -information on the
various services of banks. It will also serve as an aid to the students
in the deve]opment of competencies that are necessary to ‘perform ' !
bank1ng tasks. . .
P « C e . ’
'§OMPETENCY‘

A -
-

Demonstrate the ability to communicate information accurately
and to apply appropriate skills to complete the assigned tasks.,

3 ~ GENERAL PERFORMANCE OBJECTIVES/GOALS .. ' ,
’ ‘ 1. Demonstrate the abﬂ'ity to use banking terms. j ) .
2. Exhibit the ability %o arrange tasks in a bank in_order of ¢

S priority. ) '

3. Develop skills necessary to perform banking tasks.
SPECIFIC PERFORMANCE-OBJECTIVES AND MASTERY CRITERIA-

Ce 1. Given background information, students will be able to define
" . . banking terms on a written test with at least 75 percent
: *aceuracy.’ N “

2. Given a schedu]e of daily act1v1t1es in class, students will
- be able to arrange their tasks in the order of priority with
at least 75 percent accuracy.

3. Given pecessary information, students W111 be able to compose
and type letters, memorandums, and reports 1n class with at
least 75 percent accuracy

© XII-1
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B L M
&, Gijven necessary 1nformat10n;4n~c1a§s, students wili be ab]e to ]
complete banking forms w1th at 1ea$t 75 percent accuracy. aﬁ : )
| %o @

- 5, Given a production test, students wi]] be able to comp]ete the )

tasks assigned within a given per1Od of time with at least [

75 percent accuracy. ) o

) x'-'? < ) @%&“

’ 2Ry,

SUGGESTED.. INTEREST APPQ@RCHES

v .
L . Py
. [
. . oA

- - "

1. Give a pretest to determine the students’ understanding of bank - e
' services’ - - ) B

I e ' N gr«e‘

- . & -
2. Visit a local bank to learn of services to communfty and the

. equipment-used and make report to class.. (Could be donee h
small groups ) ‘ - ;

3. Invite a representat1ve from the bank to speak to the class | o — LA
on employer expectations regarding beginning emp]qyees b A

4. Collect free mater1a1s from banks to use as buT]et1n board d1sp1ays.
. ’ g :!\ W e th. L4 B

Fat

METHODOLOGY , g

. Th1s umt is designed for 1ndependent study; however, it does pro- _.w‘:
vide for some group activities., Teacher lecturg w11‘g£jso be used to o

_ reinforce -the student activities. ¥ ,w‘ = o, , G
' ,% *’*""?’r‘i - L

' ~ By '\ﬁ 'xt‘w { e
" UNIT OUTLINE 75 e .
¢ ® » %ﬁ? < ; o
v - I ,’;‘ ‘J‘%‘; t’.;,"t - : ,
: BAN KIne . ¥ . e .

.- \ - N .
~ 1. Review Background Informat1on (See-+F1nanc1a1 Recordséyg1t) &
» a3 ¥ - .

A. Bank Services ' ' .

Checking account

Savings account

Loans | . . ,

Investments N

Safety deposit .

Trust

Consumer services

~N O GT £ 0 M)
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i N
b ~
. Ed e P i, . . . Q

KE%I 1 3. ABA transit-number = .
& $ 4. Non-sufficient funds (NSF) . ; . ]
: % 5. Passbook g . NI a » {
oo 6. ,Depos1t t1cket & _ - L :
.o w1 nged gheck & ° . S
4“"’%“ ' %g 8, G Yﬁk protectgr : T '
S 9. Bank statement . SR
T . 10. Raised check ‘ .
i , -11; .Endorsement | s , .
e . Bank draft gz, ° . T S
{’}5 Wwﬁ ‘f3. Stop pa};mentg:j .
1. Skills and tasks S .

A Determ1neﬂpr1or1t1es and make decisions :

B. Compose @rg type letters, memorandums, and -reports ’

C. File-banking documents and correspondenceé )

D~ Complete bank forms used by emp]oyees ]

Teller's slipst .

New account forms:

. Deposit t1ckets--check1ng and savings accounts .
_ChecKs . .
Sawings withdrawal request forms . : . -
Transfer of funds forms . ' .

Cash in and out .forms
Stop payment request forms

s
-~

CONOYOTHR WN -

OEGIFIC PERFORMANCE OBJECTIVES ANDLEARNING ACTIVITIES - . -

3 ad

. © : '
1., Given background 1nformat1on students will be‘able to def1ne
bank1ng terms On a written test with at least 75 percent accuracy. .

v

% : ¥ —
z:sﬁ;;SubJect Matter Content ’ Learn1ng Activities .- ) B
ij;; [ ; -
~  Background information 10 Compile a list bf bank1ng terms.

. < and present the 115t to the class.

Y

[2d

2~— Compose sentences‘Us1ng the
bagking terms from Activity 1.

* - Prepare a bu11et1n board using P
bank1ng terms. A "
: ‘ 4. Comp1ete tHe Scramb]ed Word R N
o Cea s .Exercise rev1ew1ng bank1ng terms g
| : (Appendix A) 4 . :

’
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2.

Se
<

*

G1ven a schedule of daﬂy activities in c]ass, students will be able . )

.. to arrange" the1r tasks in the order of priority with at.least 75 per-

cent accu?acy o ) SR e e

Subject Matter Content ‘ Learning Activities *

Setting priorities - 1. InterQiew various workers in a
: bank” and present to the class
a list of tasks. performed by each.

2. Discuss in small.groups the lists
composed in Activity. 1l and arrange
b{ﬁ;ks in order of priority.

v3. Present to class the new 1list
worked out.in Activity 2.

3.

Given ﬁécessary information, students will be able to compose and
.type letters, memorandums, and reports in class with at least 75 per-
cent accuracy. ' .

'

. * - ; . 5 .
Subject Matter Content Learmng Act1v1t1es ) , o .
" Skill improvement ' 1. Collect various styTes of busi- .
> : ness letters to show examples - T

of proper and 1mproper styles.

2. Prepare bulletin board displdy : ,
showing various letter styles. ’ N
Type any styles not collected in
Activity 1 and use these also in
the bulletin board display.

‘3. Compose and type letters, memo-
-~ randums, and reports from prob- ,
. lem situations given by the ‘ .
teacher in rough draft form.

Given necessary 1nformat1on in class, students will be q91e to ,
comp]ete banking forms with at least 75 percent accuracy.

3

L4

1
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Subject Matter Content Learning Activities
‘ o Skill development and 1. Collect forms used in banks and

o improvement ] present them to the class.
. _ 2. Comp]éte banking forms using ’

problems furn]shed by the

. teacher. ,
. - . 3. Visit bank or listen to a pre-

’ ) . sentation given by a bank .

representat1ve on. the emp]oyee S
use of banking forms.

. ’ .o o4, Prepare a bulletin board or.
- . . ) poster display of banking forms.

K ' _ 5. Given a production test; students will be able to complete the tasks
assigned W1th1n a g1ven period of time-with at least 75 percent
accuracy. . o

o

Subject Matter Content .  Learning Activities

¢ ’ ’ N ’

. - Ski]]‘improvemenf 1. Take timed drills on completing
. . . ’ ’ banking forms supplied by teacher.
i - - ) . J
, v 2. Write a report on the importance
P - . of ;speed and accuracy in performing ®
e ) - banking tasks ~ It
- . ' ' " 3. Type a simulated banking project

provided by teacher.




'WaySJto'E¢&1uate Pupil Growth -

EVALUATION- AND TESTING

* Unit test

.-* Class participation grade
*  Student project grade
* Group project grade

Textbook
.Notebook
Instruction Sheets
Letterheads
Onien Skin Paper
Plain White Paper
Carbon Paper .
Banking Forms
Teller's slips
~~ -Deposit tickets--checking
and savings accounts
New account forms--check-
ing and savings
accounts
Cash in and out forms
Transfer of funds slips
Stop payment request
forms .
Checks
Savings withdrawal
) request.forms
Typewritér -
- Calculator/Adding Machine
Bulletin Board>Supp11es
.Pens

Pencils ,

T

' ) " EQUIPMENT AND SUPPLIES

Studept Teacher

Textbook and Manual
Transparencies
Overhead Projector

Bulletin Board‘Supplies"

Filmstrips
Filmstrip, Projector:
Cassette Player
Duplicator -

. Pen
"Pencil

3
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T . APPENDIX A }‘
@ - _© BANKING TERMINOLOGY )
T SCRAMBLED WORDS L
: Directions: Unscramble the words and place them in the blank provi¥ed.
N 1. HECCK Y
S ~-r2. "KOPSAOBS L 2. _
3. TEPDOSI CITTEK 3. b
4. RGFEDO KEHCC 4, -
‘ 5., CECHK RETTOPROC 5.
- 6. . NKAB TATSENMET 6.
7. AKBN FATRD . 7.
8. POTS TAPYNME - 8.
’-' 9.' TESRENDEMON ) 9.
10. BAA RATNITS NUBMRE 10.
R 11. SIREDA KHCEC 11. -
\ 12. KNAB | 12. ] )
’ -
< . ’\
¢ }
o . -sueq gl YD pasied 1T
Jaqunu jisued) ygy 0T 3JuswssAopus ‘6 quawked dogs ‘g
. ' " 3jedp jueq /. 3Judwalels jueq. °9 Jo:;oa:;?Jd Ao8Yd  °g '.‘ S '
| yoayo pabuos y 394213 3isodsp . ¢ yoogssed ‘z oayd ‘I jsaamsuv o
| CXII-7 "
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. SUPPLEMENTARY MATERIALS ) ‘
Filmstrips - ) .
'The How and Why of Banking Series . : . .
Young Executives Section )
Louisiana Bankers Association

P. 0. Box 2871
Baton Rouge, LA 70821

AY]

Textbooks. - ; )
Math for Business Careers ’ o

ISBN: 0-07-031121-8, 1975 .
Gregg & Community College Division )

McGraw-Hi1l Book Company

P. 0. Box 996 . .

Norcress, GA 30091 ’ .

Secretarial Office Procedures
ISBN: 0-538-11320-0, 1972
South-Western Publishing Company
11310-Gemini Lane

Dallas, TX 75229 . . ‘ -
Workbook - - - ‘ . . L,
. The How and wﬁy of Banking , s )
' Young Executives Section .. . )
‘. Louisiana Bankers Association i

P. 0. Box 2871
Baton Rouge, LA 70821
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RESOURCES

. Huffman, Harry, ef al., Math for Business Careers. New York: McGraw- _//’/;__\__;
Hi11 Book Company, 1975. ~

Moon, Harry R., Office Procedures. Bronx, NY: Educational ‘Publishers,
1981. ‘ -

Warmke, Roman and Eugene Wyllie, Consumer Economic Problems. Cincinnati:
South-Western Publishing Company, 1977. ‘

“The How and Why of Banking. A Teaching Guide. Baton Rouge: Young
Executives Section, Louisiana Bankers Association, 1982.
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. UNIT XII ,
@ : SPECIALIZED OFFICE PROBLEMS :
- INSURANCE OFFICE

INTRODUCTION ‘ ‘

,1t is essential that today's students be given-opportunities
to relate their-business education skills and know-how to realistic
experiences iw the classroom. Therefore, this unit js-designed to pro-
vide the students with tasks performed by an insurance clerk.

COMPETENCIES

1. Demonstrate the ability to commun1cate accurately 1nformat1on
relating to insurance. .

2. Demonsthrate the ab111ty to apply appropriate sk11]s to
complete assigned insurance tasks. . .

' ' | GENERAL PERFORMANCE OBJECTIVES/GOALS
“ t Y., -
1. Demonstrate the ability to use-insurance terms.
Y
2. Exhibit the abiTity to arrange tasks in _an insurance office
in the ‘order of priority.

3. Deve]op skills necessary to perform insurance tasks with speed n \
and accuracy.

SPECIFIC PERFORMANCE OBJECTIVES AND MASTERY CRITERIA

1. Gijven background’1nformat1on, ‘students will be able to define
insurance terms.on a wr1tten test with at least 75 percent

accuracy.

2. Given an unarranged schedule of each day's activities in class,
students will be able to arrange their work schedu]e with at
* least 75 percent accuracy.

»

XI11-11
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-

Given background 1nformat1on, students will be able to compose
and type letters, accident reports, and prem1um invoices in
class *with 100 percent accuracy.

-

Given background information, students will be able to complete
insurance forms in class with 100 percent accuracy. \

SUGGESTED INTEREST APPROACHES

Give a pretest to determine the students’ understand]ng of
insurance term1no]ogy and the types of insurance coverages
ava11able

V1s1t Tocal insurance agency to help students sée the many

facets of the 1nsurance business.

Invite an insurance agent to speak to the class on skills
expected by employers of beg1nn1ng employees in an insurance
office. :

Small group of students will v1s1t an insurance office and
make a report to’ the class.

-

METHODOLOGY

-

This unit is basically designed for independent study. However,
it does provide for some group dctivities to further aid students in the
"development .of their skills. Teacher lectures will also be used to
reinforce student activities. -

I'

UNIT OUTLINE
INSURANCE OFFICE

/Background Informatioh

A. Types of insurance coverages I
1. Tife .insurance
"~ a. whole life.(also known .as straight 11fe and
permanent 1ife) ,
_b. term life ' f .
c. endowment life - , SR s
d. limited-payment life .
2. health and accident insurance e 4

3. hosp1ta11;§t1on <insurance
.4. workmen's compensation. . T
X1I-12
A .
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. .

TT. Skills and Tasks

A.
B.
C.

mm -
« b -

5. propefty insurance ‘ .
a, fire and extended coverdge
b. theft or burglary .

¢. wind damage
d. earthquake
e. fidelity
. f. . comprehensive liability
6. automobile insurance -
a. comprehensive -,
b. collision
*c. bodily injury
d. property damage. .
e. medical payments
f.. uninsured motorist
. g. no-fault insurance. 4 .
Terminologdy ) ’
1. insurance : .
2. policy.
3. premium -
4. endorsement
5. deductible
&, appraisal

7. .policy period .

8. .claim .

9. lapse .

10. economic risk .
11. policyholder

-

-t

Determine priorities and make .decisions

Compose and type letters and accident reports

Type documents, memorandums, notices, premium invoices,
changes in coverage (endorsement requests), voucher
checks, index and ID cards from rough draft cdpies
Compute premiums ‘

1. vehicle, - , .

.2. homeowners .

File and retrieve insurance documents
Complete insurance forms

1. -accident statements
2. memo forms -
3. voucher checks

4. notices ’

5 worgsheets

g .




. e .
SPECIFIC'PERFORMANCE OEJECTIVES AND LEARNING ACTIVITIES

<

o ° ‘

1. Given background inform#tion, students will be able to defink i
insurance terms on a written test with at least 75 percent acCuracy.

o

Subject Matter Content. Learning Activities

Background information 1:" Write sentences using 1nsurance
© -t terms.

7

2. Match words with a list of
- definitions. (Appendix A)-
3. Prepare‘bu]]etin\board'usfng
insurance terms.

-

2. Given an unarranged schedule of each day's activities in class,
students will be able to arrange their work schedu]e with at teast

75 percent accuracy

Subject Matter Content “  Learning Activities

Setting priorities 1. Interview a secretary in an
insurance office and make a 1list
of tasks performed.

2. Discuss in small grcups the.1ist

* of tasks in Activity 1 and arrange
' C the 1ist in order of priority. |
3. Present to class the list from
Activity 2.
A 4. Prepare a bulletin board using

tasks in an 1nsurance offlce.

3. Given backgraund information, students will be able to composé and
type letters, accident reports -and premium invoices in c1ass with

100 percent accuracy. , : .




Subject Matter Content

Ski1l improvement

Learning Activities

1. Compose and type letters, accident
reports, and premium invoices
from,problems given by the
teaqher

2. Compose and type a report on a
" dramatization of an accident

presented in.class or after -
- viewing film of an accident.

3. Present the-various versions of
' the accident to the class.

4. Prepare and type the premium
invoices for several automebiles
and homes, Use charts obtained
from an insurance office.

- 5. Discrzs in small groups the
importance of speed and accuracy
in completing tasks in an in-
surance office. Present
findings to class.

-

Given background information, students will be able to comp]ete
jnsurance forms.in class w1th 100 percent accuracy.. '

Subject Matter’Content

Skill development and
improvement

%

, Learning‘Actiiities

1. Collect forms used in insurance
- .offices  and prepare a bulletin
board display.

Visit insurance office or listen
to a presentation given by a
representative from an insurance
office. Examine hand-out
materials, and ‘participate-in
related actiVities

[ 313

3. Add forms obtained in Actiyity 2
to the bulletin board display, if
samples are not posted.

4. Complete insurance forms using
information in problems supplied
by teacher.

- L

)
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Ways ‘to Eva]uate Pupi] Growth

EVALUATION AND TESTING

* Un1t test }, . S P
* Quiz’ at end of each sect1on on background information .
* (lass participation’ x ‘
* Projects ‘
L+ EQUIPMENT AND SUPPLIES \
, , .
Student Teachef )
Textbook extbook and Manual Ts
Notebook ¢ ‘ Bulletin Board Supplies
Instruction Sheets Office Manuals
‘ Office Manuals Overhead Projector,
Typewriter, . Transparencies and' Supplies
Ca]cu]ator/Add1ng Machine Folders
Letterheads ‘Filmstrip
Onion Skin Paper .F11mstr1p Projector
Plain White Paper - Pen
Memorandum Forms~. Pencil . N
Accident. Report Forhs . '
Voucher Checks
Notice of Cancellation Forms ’
Endorsement Request Forms . .
Envelopes ‘
Vehicle Rating Work §2eets L i
10-Day Reminder Noticgs
Index Cards and ID Cards -
‘Premium Inyoites (Vehicle
and Homeowners )
Folders
Pencils ’
Pens
) &
, .
. - -

o9

v ke
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APPENDIX A
. INSURANCE TERMINOLOGY =

» a, b ~ =
-
- .

statements in column 1.

~ (=)} o
- - N A

" Column 1~
A‘modification~3r change in Eoverage.
after the issuamce of the insurance
policy. :

An unexpected event such as-a
collision.

The part of the insurance claim for
which the policyhélder is responsible.

The expirétion of the policy.

A -common means of sharing risks.

One who carries insurance. '

The amount paid for insurance.

A contract between one who buys
Jnsurance_dnd the insurance company.

A demand by an’ individual for

compensation from an insurance
tompany.
. Ld . "

An estimate of the va{ue of property.

e

'
. ., v
a YY) .. . e
A
- ~ v
- S j

Write in the blanks the terms from column 2 that match the

#

Column 2 ) - N

- Economic rigk
Insurance
Policy ,i -

< Premium X,
"Endorsement .
Deductible
Comprehensive
Po1icy'peri6d
tlain S

. Lapse. :

.Policyho1dér
Renewal
Accident l

¢ Depreciation “

Appraisal - ~




~/

" 1. -Endorsement
« 2€ Accident
3
_ 4. " Lapse
- 5. Insurance
6. Policyholder
7. Prémium ‘
8. Policy
- 9. Claim :
10.- Appraisal-

' ' APPENDIX ‘A

©© ANSWER KEY

R4 N

.. Deductible . .. ' T

.. .INSURANCE TERMINOLOGY

N

S . >

[ 3
.
~ \ ~ h
. q‘
' .
. . - .
s, . .
« .
. - 4 z
f .o
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SUPPLEMENTARY MATERIALS -

F11m/Ffﬂmstr_g‘

” Textbooks '

1.

The Secretary--A Rormal Day '
{16 mm,, 11 minutes, color)
Lou1s1a¥a Dept. of Education * -
Vocational Educatioh Materials Center L1brary
P. 0-.-Box 44064 o S
Baton Rouge;. LA ‘50804 T - ' .

Write to: Inst1tute of Life Insurance, Educational Division, .
277 Park Avenue, New York, NY 10017-for catalog - . 3
of titles of f11mstr1ps and films. ' i

.
L4

/

"Applied Business Mathematics - ,

. N

South-Western Publishing Company

11310 Gemini.Llane o !
» « Dallas, .TX 75229'u$5 . o
General Business for Everyday Living
ISBN: 07-050800-3, 1972
Gregg Division . -
McGraw-Hi11 Book Company. - ) )
-P. 0. Box 996 . .
Norcross, GA 30091 - . "

Reference Manual for Office Employees
South-Western” Publishing Company

11310 Geminimig@ne — L
Dallas, TX 7“5'5‘3!7 ' o

Reference Manual for Stenographers and Typists
McGraw-Hi11 Book Company .
P. 0. Box 996 . .
" Norcross, GA 30091 ; o Cor e e

. Skill for Cdonsumer Success . : -

TSBN: 0-538-08100-7, 1981 . : .
South-Western Pub11sh1ng Company - g
11310 Gemini Lane R w - ,
Dallas, TX 75229 . Y T

tlord Dijvision Manual !

ot Second Edition, 1970 - ‘

. South-Western PubTishing Company
11310, Gemini Lane -
Dallas, TX 75229
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. Simulation . , : o ' .

The Insurance Clerk--An Office Simulation e R

o7 ISBN: 0-538-25610-9, 1981 - <.
South-Western Publishing Company . '

11310 Gemini Lane ) R : . ' :

Dallas, TX 75229 T

[
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RESOURCES

4Huffman, Harry, et al.; Math for Business Careers. New'YorkE McGraw-

Hi11 Book Company 1975.

©

-'Moon Harry R., Office Procedures Bronx, NY: Educational Publishers,

1981.

v

Morrison, Phyllis, The Bdsinesé Office. New York: ‘,McGraw-Hi11.Book _
Company, 1978.

Warmke, Roman and Eugene Wy111e, Consumér Economic Problems Dallas:
South Western Publishing Company, 1977.
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. UNIT'XII
, ‘ ' SPECIALIZED OFFICE PROBLEMS
LEGAL OFFICE

INTRODUCTION

For students seeking a career in the legal profession, provisions
must be made to promote their interest and also improve their specialized .
skills in their chosen area of concentration. The COE-student must
“possess basic skills along with some knowledge of related skills. This
unit will focus on the special skills needed to funct1dn efficiently in
the legal -office.

~
<
—

) \\/ﬂ_\\\ COMPETENCIES .

1. Develop skills needed to perform efficiently in the legal
office.

2. Exh1b1t persona] growth in the performance of special off1ce‘
duties that occur in the legal office..

‘ o
4

GENERAL PERFORMANCE OBJECTIVES/GOALS

-

1. Exh1b1t an understand1ng of- Tegal term1no]ogy; . e

LY

2. Demonstrate the ability to type from Tegal robgh draft
3. Prepare forms used in the legal office.

4. Improve performance in handling office tasks.

SPECIFIb PERFORMANCE OBJECTIVES AND MASTERY CRITERIA

>

~

1. Givenr a test .on legal terms, students will be able to spell,
: def1ne, and compose sentences with 100 percent accuracy.

2. G1ven a corrected copy using legal proofreader s marks in
c]ass, students w111 be able to produce ma11ab1e copy .

r 5

i » 3. Given a mortgage form to type 1n class, students will be abTe, .
| . to correctly complete the form with 100 percent accuracy.
F

1 s . , . . N
, . .
. ’ - /
r . s
| -
: N » . " . -a - .
> h . .
: ) . .
: .
. A
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, . o _ o,

4. Given in class the necessary information needed to complete a
will, students will be able to type and assemble the document -
with 100 percent aecuracy. . .

5. 1In a classroom simulated office, students will be able to

demonstrate the procedures of preparing for an office meeting

using a checklist for evaluation with 100 percent accuracy. 4

: 4 i

6. In a group discussion, students will be able to. suggest at-
least two ways to contact, in case of an emergency, the
employer who is absent from the office. :

7. Given a Tist of business transactions in class, students will -
be able to handle the transactions with\JOO‘Percengﬁaccqrgcy.

' . . %\__/
. SUGGESTED INTEREST APPROACHES
3

1. Give a pre-test to determine ]evéls of abi]fty to perform in
a legal office. .

2, V%ew films invoiviné activities associated with a legal office.

3. Invite attorneys to speak on the qualifications needed to work
_in a legal office. ' :

. 4. Invite a court reporter to speak on responsibilities involved
‘ in their profession. : .

‘ e
METHODOLOGY

.

This unit is designed to focus on the,skills and qualifications
needed to perform in a legal office. The activities are designed with
the purpose of ‘building interest -and skiTls in this area. Teacher

" lecture will provide information to support the activities listed.

4 .
;YW ) B - i~
v

o UNIT OUTLINE
 LEGAL OFFICE

’

I. Specialized Terminology

A. Common legal terms - ‘ N
B. Legal proofreader marks :

X11-24
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11. Specialized Documents and Duties

' - A. -Document preparation . _ . -
. ‘ ’ T, Mortgages/deeds N , : .
2. Wills
3. Contracts :
B. Special office duties - +
1. Prepare for meetings : , .
2. Hafidle problems during employer's absence . t

3. Maintain financial records

SPECIFIC PERFORMANCE OBJECTIVES AND LEARNING ACTIVITIES

)
"-

‘HFS 1. Given a test on legal terms, students will be’able to spe]] define,
and compose sentences with 100 percent accuracy.

. Subject Matter Content Learning Activities . Tt
Eégdﬂ terminology ' 1. Participate in-a spelling bee as
. , a means of improving spelling |
ability. .t .
‘ - ' e - 2. Match definitions with terms on
. ) a worksheet. Check answer sheet

for correctness. (Appendix A)

3. Prepare sentences using legal |
terminology. Have student check
and discuss use of terminology.

.

2. Given a corrected copy using legal proofreader's marks in class,
students will be able to produce maiTable copy.

-« Subject Matter Content Learning Activities

Practicing proofreading’{ 1. Identify proofreader's marks uéed
: in a legal office from teacher
supplied materiaT.

2. Type from rough draft copy.
" Check typed copy with key

. . ’ : - 3. Proofread document using proof~-
.- . reader's marks. Check correctness
‘ ‘ C- ‘ from master copy. .
-~ 3 XI1-25
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ijen a mortgage form to type in class, students w111 be able to
correctly complete the form with 100 percent accuracy.

Subject Matter Content - Learning Activities -

Preparing mortgages - 1. Discuss in small groups informa-
tion used in the preparation of
a mortgage. - Prepare a master list
of information to be included.

2. Research forms used in preparing
~mortgages. Discuss finding§ in
class. ‘

. 3. Prepare a bulletin board illus-
trating® mortgage forms.

4. Type a practice jbb using a-
mortgage form supplied by teacher.

Given in class the necessary information needed to complete a will,
students will be able to type and assemble the document with
100 percent accuracy. .

Subject Matter Content - Learning Activities ) o
Preparing wills 1. Research information needed to
’ draft a will. Present report

to the class.

2. Prepare a personal, handwritten
will. ~ .o

3. Type a cepy of a will from infér-
mation provided by teacher.
v
4. Assemble all pages and prepare
the cover or binder for the will
completed in Aqt1v1ty 3.

-~
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5.. In a classroom simulated office,’ students will be able to demonstrate .
the procedures in preparing for an office meeting us1ng a checklist .
for evaluation with IOO percent accuracy.

. ' Subject Matter Content Learning’ﬂctiv%ties

: Preparing for meetings 1. Prepare a room for a meeting.
: , ' Evaldate using a checklist.
: . ' ‘ {Appendix B)

i “ 3 ‘ 2. Prepare an agende for a meeting.
\ Present to class. -

3. Attend a club meeting and take
minutes. Transcribe on type-
3 . , writer and compare completed
‘ " minutes with transcript.

6. In a group d1scuss1on students.will be ab]e to suggest at least
two.ways to contact, in case of an emergency, the employer who is 4
absent from the off;se .

~
hl

Subject Matter Content . - Learqing Activities

Employer's absence 1, List reasons why employer may
/ need to be contacted and the
' problems which may arise if
unable to make contact. Present
list to class. '

s 2. Prepare a.telegram used as a -
' "means of contacting employer
briefly stating reason for
emergency

3. Ro]e play emergency situations
, * which may arise during an em-
a ’ ployer's_absence.




X

Given a list 6? business transactions in class, students will be able

to handle. the transgctions with 100 percent accuracy.

> *

Subject Matter Contént_-

Handling finances

Learning ‘Activities »

1.

s

2.

Post in-coming thecks to ‘the proper
ledgers. Compare with completed

checks on overhead projector.

/

Prepére a deposit s1lip and check

~accuracy with manual.

fype checks and post f& proper
account ledgers. Check for

accuracy. o
Balance office checkbook. Check
for.accuracy. - 4

>

. Reconcile a bank statement.

Check for accuracy.

Prepare bulletin board using
students' completed work in
Activities .1-5.

-
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EVALUATION AND TESTING' o

Ways to Evaluate Pupil Growth

* Unit test
* Performance test

* Class participation-

Student

Textbook

Pen/Pencil.

Correction Supplies
Typewriter ,
Bulletin Board Supplies
Adding Machine/Calculator
Dictaphone

Cassette Player and Tapés .

Telephone Simulator

Copy Machine™

Hand Stapler

Checkwriter

Legal Forms

. Date Stamp -
Checklists °

EQUIPMENT AND SUPPLIES .

2
-

Teacher ~
" Textbook and Manual
- Teacher-made Tests
Evaluation Sheets
_Checklists
Overhead Projector
Transparencies
Tran§parency'Pens

/

P ngd

,
o S '
" 3 .
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"APPENDIX A

COMMON LEGAL TERMS
Match the following definitions with the words listed below. Use
the Tetter of the word 1ist9d,py placing it in the b]ank provided to -
correctly match the word with the def1n1t1on .
. L " Written test1mony taken under oath outs1de A. Sua Sponte-
. the courtroom. : . .
: . : i - ) B. Action v
2. Court order requiring the person to whom : .
it is directed to perform or refrain from C. Adjudicate -
perform1ng an act. ) P '
_ ] “D. Moot
3. Surrender of an accused criminal by one -
state to another state. . E. Statutory Law
4, v Serious crime usually pun1shab1e by. F Depos1t1on ~
’ imprisonment.’ .
- G. InJunction et o,
, 5. _.0n one's own will or voluntarily. ‘ B
- L , H. Extradition
6. A legal proceeding or suit in a court .
. of Taw whereby one seeks relief or . I. Averment . ‘
'~ .recovery from another for an injury Lo
.or a violated right. . J. Felony '
7. Law which has been created by statute - . . )
in the legislature. e , ‘ .
8. To decide a case by law. ~
9. Something which can be debated argued

or d1scussed

10, A decdaration positively stating that . :
the facts are true . .

. .
PR A T .
- . B ,35 1
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APPENDIX B

oY

L 4
.

Did Student: = °

L

1

Hamg agenda prepared? .
Provide ashtrays (if applicable)?
:hwﬁrovidé;nof;fpaper? '
Provide'pencil/pen? . '
Establish Eeat%ng arrangement?

. »
Prepare to take minutes?

Provide coffee/refreshment?

N

Provide a copy of Robert's Rules of Order%

bylaws, etc.
Greet and sedt each member pleasantly?

Provide necessary equipment?

~

¢y, -
, S oo

Ll

3

-~

EVALUATION CHECKLIST FOR PREPARATION OF MEETING ROOM

L]

No ’

L
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'.;ﬁ.'

Textbooks/workbooks from

S

.

‘Southwestern Publishing Comﬁyay

11310 Gemini ‘Lane
Dallas, TX 75229

[ 2

L-24 - Students nghts and Respons1b111t1es .

SUPPLEMENTARY MATERIALS -/

#L-25, To;t Law -
#.-26' Triminal hgw ’

It' s_the Law . C
#N60 —~Textbook -

#N60M - Teacher's Manual ' |

e

The Aud1t1ng Clerk

7

#Y01 - TeﬁtBook/work ook
‘ #YOIM - Teacher s Mpnual

]
.

Centyry 21 Shorthand Lega] chtlonary

_#R-16

The Legal Secretanx

#Y66 - Office Job

#Y666 - Dictation/ ranscr1pt1on Cassettes

Lega] Office Typinfg

.,W :

#K-58 - Textbook

N

imulation

1Y
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RESOURCES

,Bétés, Marjorie D. and Mg;y C.£%5sey. Legal Office Procedures.
- St. Louis: McGraw-Hill Book Company, 1975.

Keetgn, Martha and Me11ssa Br1scoe CATALOG OF PERFORMANCE OBJECTIVES,
‘CRITERION-REFERENCED MEASURES AND PERFORMANCE GUIDES FOR LEGAL *

5 SECRETARY  AND COURT REPORTER Vocational Technical Education
Consort1um of States University of.Kentucky,-1976, - - .

-

e -

Merrison, Phy]11s C. The Business Office. Dallas: Gregg Division,-
McGraw-H11] Book Company, 1978. ’
Roderick, Wanda W. Legal Studies: To MWit. ™Basic Terminology and.
* Transcription.” Cincinnati: . South;Western Pub]ishing Company}

1979. . t L ‘ :

Schatz, Anne E. and Olive D. Chuch Office Systems and Careers
Boston: A]]yn and Bacon, Inc., 1981
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SR 3 a
S UNIT x11 oL
SPECIALIZED OFFIGE4PROBLEMS ’
MEDICAL OFFIGE

INTRODUCTIO& T e

\

) Peop]e in business are look1ng for workers who can adapt to .
office tasks the skills earned in school. This unit will provide an_
opportunity for students to refine the1r sk111s and apply them to ”
med1ca1 situations.

'SPECIFIC PERFORMANCE OBJECTIVES AND MASTERY CRITERIA.

- —

" COMPETENCIES

Develop an’ awareness of the environment in~a medica] officea

Identify the legal respons1b111t1es of the medical office
worker. , i

>

GENERAL PERFORMANCE OBJECTIVES/GOALS
.~

Demonstrate a knowledge of the vocabu]ary used in medical’ 7~
off1ces

Y
Q@

Handle tasks in the medical office responsibly.

.

Handle fega].matters eﬁficient]y.

rl
4
’ . -

. .Given a test, students will be -able to spell and.use correctly
“in sentences common medical terms with at 1east 80 percent

accuracy. . o -

-

G1ven simulated office tasks; students will be. able. to type
medical ‘forms and letters with at ]east 90 percent accuracy.‘

G1ven a7 Yist of medical off1ce tasks, students will be ab1e~~ LI
to rank tasks in arder of - pr1or1ty with at least 80 percent

acguracy . S

. On an objective test, students w111 be ab]e to 1dent1fy legal
responsibilities of the med1ca1 off1ce worker with at ‘least ,

75 percent accuracy.

N
!

X11-35
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| INIERESTFAbPRbAcHEs F

]

a

N
-

;. Give pretest to determ1ne the typing ab111§y and knowledge of
the student. -

: .

*2. Provide samp]es of medical forms to be used with this uhit

3. Invite a med1ca] secretary to talk on "The Dut1es of the Medical
Secretary." . .
/ - ~

f B
hut L I J—

.

. METHODOLOGY

LIS
P

L ThIS unit has been designed to adapt office skills to medical tasks.
A variety of medical problems will be provided. Teacher lecture will be

used to convey information not covered elsewhere in unit. Office simula-
tions will be ‘used to provide a realistic approach to such jobs.

4

UNIT OUTLINE
* MEDICAL OFFICE

e T e aaw %

1. .Medical Terminology -
A. Common terms S A
B. Common .abbreviations

. I1. Medical Office Typing Tasks

A. - Patient case history - .
] B~ Discharge summaries . - - ' -
" . C. -Insurance forms :

-

I11. ‘General Medical Office—Tasks-. {, ~

4 A. Appointments - , coL
B. Answering the phone
_C. Greeting patients

. -~
" ° "IN, Accounting Procedures ' : ’
- A. Pegboard T e e
-~ B., Ledger sheets ‘ LT
... . C. Daily log ' . g ‘ '3
N D; Billing procedures : -

Cr . 441
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V. Legal Obligations in ‘the Medical Office

A. Privileged communications
Authorizations for release of records information-

B.
C. Malpractice
D. Patient's financial obligations

SPECIFIC PERFORMANCE OBJECTIVES AND LEARNING ACTIVITIES

7 ‘

. Given a test, students wifll be able to spell and use correctly in
" sentences common medical terms with at least 80 percent accuracy.

Subject Matter Content Learning Activities
/ -
Medical terminology 1. Listen to.a recording of medical
_ terms and practice pronouncing
the terms. -

2. Choose terms from the recording
and write the shorthand outline
for each.

. . 3. Prepare a notebook of unfamiliar
s medical. terms, compile, and give
, a copy to each member of the
' . W class.

4, Use @ dictionary to find the
meanings of a 1ist of root words
used in"medical terminology.
(Appendix A)

5.. Write 10 sentences using medical
terms from notebook prepared in.
Activity 3.

¢

Given Simulated office ‘tasks, students will be able to type medical
'fbrms and 1etters With at 1east 90 percent accuracy

' Subject Matter Content’ Learning Activities:
Medical office typing - 1. Type an 1nsurance form to be
. sent to a patient.
. I 4 S o A
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Medical office tfping 2.

< 3.

o

~J

(o]

Type a cover 1etter to accompany
the insurance form prepared in
Activity 1.

fype a discharge summary from
patient records. ,

Type a medical h1story from taped
d1ctat1on

-

*Type a records' release-of-infor-
mat1on form from rough draft.

Type a WOkaen s Compensat1on
form

TYPE a request for Med1ca1d pay-
ment form.

Exchange papers and check the
forms 2gd letters after the com-
pletion of the preceding seven
activities.

Given a list of medical office tasks, students will be able to rank
tasks in order of priority with at least 80 percent accuracy.

.Subject Matter Content

Learning Activities

N

Medical office tasks 1.
2.

A

Prepare a daily appointment sheet.

Complete a pat1ent s charge slip
and post on the daily log sheet.

Post patient charges on ledger - -

sheets
-

Complete a ledger ‘card for a

patient with Medicaid.

X11-38

Prgpare monthly statements. from
edger sheets used in Activity 3.

Exchange papers from Activities
1-4 and obtain peer evaluation.




&l

Medical office tasks

7. -Role play in teams a telephone’
conversation between patiept and
secretary. Rate the secretar
using checklist. (Appendix Bx

8. ‘Role play in teams office
situations involving a patient
who is having a problem with
monthly statements. Rate the
secretary using checklist. - ,,
(Appendix B)

) -

4.

\

On .an 6bJect1ve test, students will be able to identify leg
responsibilities of the medical office worker with at ]east

75 percent accuracy

4

\

-

Al

Subject Matter Content

Legal responsibilities

Learping Activities

1. Discuss case studies (provided by
_teacher) in small groups and pre-
sent group f1nd1ngs“to the class.

2. Prepare bu]]et1n board on the
medical secretary“s legal
responsibilities.

"3. Have a legal secretary speak to

the class on legal responsibilities.

4. Interview an attorney concerning
legal responsibilities of medical

office workers and report f1nd1ngs .

to the c]ass

X11-39




EVALUATION AND TESTING

P

_ Ways to Evaluate Pupil Growth _ \\,:7
* ‘Unit test '

_ * C(Class participation grade

* Production test .~

© * Student rating sheets

EQUIPMENT. AND--SUPPLIES

R -

Student - ' , Teacher
extbook ~ -~ . " Textbook and Manual
Notebook = 7 - - -“Rating Sheets
Rating Sheets ' > Transcribing Machines
Pencil/Pen Cassette Tapes
*  Typing Paper - -~ Sample Forms

Typing Eraser --- Recording Media
Carbon Paper

Onion Skin
Word Division Guide ‘ .
Pegboard - D e T T

Ledger Sheets o -

//]?Eewriter
Simulation Set

Medical Dictionary Z
~ .. -Shorthand Dictionary .




APPENDIX A

.

Write the meaning of the following root words in the blanks provided.

1. hem - - ] '
2. - cephal .
3. bronch * - ~3J
- B i
- 4. gastr o ‘
5. trache '
6. rhin "
7. .phleb , _
- 8. ’ ophthalm | | -
‘ 9.< nephr -~ -
10. ]aryn%
. ’ 11. o therap
| 12, myel )
13. scler C A
. “14. wuls . :
15. derm -
7 e
. g i
- . -
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. . . . . .

blood

head
windpipe
stomach"
windpipe
nose
vein

eye
kidney
tarynx
treatment
marrow
hard
pu]lq

skin

APPENDIX A
ANSHER KEY
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_ APPENDIX B
Q L L STUDENT RATING SHEET

) ‘ .
Directions: Place a check under the columns wh1ch 1nd1cates the
appropriate rating for the characterist1c indicated in the

left column.

7]
- »

- ' B " RATINGS -

5-Superior
‘4-Excellent
_ 3-Average
- 2-Good . s
i ) . 1-Poor

Superior  Excellent -Good Average  Poor

* Courteous .

A . : °
. . .  § - -

Showed Interest

Was Helpful .

_ . Pleasant Voice : -

Choice of erds ’

Tactful L ' _ ‘ .

Complete Information , : ‘
Given . : R

Comments

X11-43 i
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.~ TSUPPLEMENTARY MATERIALS

Cassettes
. The Medical Secretary ° Y
Y676 Dictation/Transcription cassette
South-Western Publishing Company
, 11310 Geminj Lane . .
“Dallas, TX 75229

\

Medical Office Procedures ° s
87646-0 simulation record1ng--stenograph1c
87647-9 simulation recording--nonstenographic
Gregg McGraw-Hil1l Book Company
P. 0. 9% '

Norcross, GA 30091

Textbaooks
Medical Office Procédures
Gregg McGraw-Hill Book Company
P. 0. Box 996
. Norcross, GA 30091

The Medical Secretary Terminology and Transcription
Student’s transcript
Gregd McGraw-Hill Book Company
P. 0. Box 996 .
"Norcross, GA 30091

Medical Typing Practice .
Gregg McGraw-Hill Book Company
P. 0. Box 996 -
Norcross, GA 30091

Typing Med1ca1 Forms . -
Gregg McGraw-Hill Book Company
- P. 0. Box 996
i Norcross, GA 30091

The Med1ca1 Secretary
Office~Job Simulation Y67
South-Western Publishing Company
11310 Gemini Lane
Dallag, TX 75229

| —

449
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Miscellaneous . -

-

Gregg Medical. Shorthand Dictionary -~
Gregg Mq9?aW-Hi11.Book Company’
. P. 0. Box 996
- Norcross, GA 30091

10,000 Medical Words Spelled and Divided for buick Reference '

Gregg McGraw-Hi11-Book Compafiy ‘ -
. P. 0. Box 996" - - ) PR
" Norcross, GA 30091 ' ’




RESOURCES ™

Cooper, Marian, G. and Miriam Bredow. The Medical Assistant. New York: ' ‘
McGraw-H11] Book Company, 1978 ‘ Qi . :

Eshom, Myreta. Med1ca1 ‘Sécretary's Manua] New Ydrk;‘ Meredith’ﬁub]ish-,
- ing CompAny, 1966, S

Kabbes, Elaine F. Medical Secretary's Guide. West Nyack: . Parker,
Pub]ishihg.Company Inc.,~1967. ("

Morrison, -Phyttis—£+— The-Business Offzcefﬁ~New YorkT»WMcGrawmux1J~BookﬁﬁvQWWWMWﬁ g
Company, 1978, . _ . .

Reschke, Elaine M, The Medical Office. New Y6;k4 Harper & -Row
Publishers, 1975. '. //~ _ « )

Root, Kathleen Berger and Edward E. Byers. Medical Typ1ng Pract1ce.
New York:. McGraw-Hill Book Company, 1967.

o . - : . '
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