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FOREWORD

This module :s nne of a senes of 127 performance-based teacher
education (PBTZ) leaming packages focusing upon specific pro-
fesstonal competencies of vocatonal teachers The competencies
upon which these modules are based were identified and venhied
through research as bewng impontant to successful vocatonal
teaching at both the secondary and postsecondary levels of in-
struction The modules are surtabie for te preparaton ot teachers
and other occupabonal trainers in alt occupational areas

Each module provides leaming expenences that integrate theory
and application. each culminates with critenon-referenced as-
sessment of the teacher s {instructor s, trainer s} pertormance of
the spectfied competency The matenais are designed for use by
teachers-in-training working ndradually o in groups under the
direction and with the ass:stance of teacher aducators or cthers
acting as resource pefsons Resource persons should be skilled in
the teacher competencies being developed and should be thor-
oughly onented to PBYE concepts and procedures before using
these matenals

The design of the matenals provnides considerable flexiility for
plarning and conducting performance-based traning programs
for preservice and insemice teachers, as well as business-indus-
try-labor traners, to meet a wide vanety of indwvidual needs and
nterests The matenals are rtended for use by unwversiies and
colleges. state departments of education, institu-
tons, local education agencies, and otrers responsible for the
professional develcpment of vocationa! teachers and other occu-
pational rainers

The PBTE curnculum packages in Categones A - J are products
of a sustained research and developrent effort by the Natonal
Centers Program for Professional Development for Vocatonal
Education Many indwviduals, nstitutions, and agencies participat-
ed with the National Center and have made contnbutions to the
systematc cevelopment. testng, revision, andrefinementof these
very significant training matenals Catvin J Cotrelt directed the
vocational teacher competency research study upon which these
modules are based and also directed the cumculum development
effort from 1971 - 1572 Curtis R Finch provided leadership for
the program from 1972 - 1974 Over 40 teacher educators pro-
vided input in development of imiial versions of the modules. over
2.000 teachers ar.d 300 resource persons in 20 universities, col-
leges. and postsecondary institutions used the matenals and
provided feedback 1o the National Center for rewisions and
refinement

Eariy versions of the matenats were developed by the b °onal
Center i cocperation with the vocational teacher education facut-
nes at Oregon State University and at the University of Missouri-
Columbia Preliminary testing of the matenais was conductea at
Oregon State Unwversity Tempie Unwversity and the University
ot Missoun-Columbia

Foliowing prehminary testing major revision of alt matenals was
performed by National Center staff wih the assistance of numer-
ous consultants and visiting scholars from throughout the country

Advancec testing of the matenals was carned out with assistance
of the vocationat teacher educators and students of Central Wash-
ngton State Coliege Colcrado State Unwersity Ferns State Col-
iege Michigan Flonida State Umversity Holland College P E !
Canada Oklahoma State University Rutgers University New
Jersey State University College at Buftalo New York Tempte
Unwersity Pennsylvama UniverSity of Anzona Unwversity of
Michigan-Fiint University of Minnesota- Twin Cittes University
of Nebraska-Lincoln Unversity of Northern Colorado Univer-
sity of Pitispurgh Pennsylvama UniverSity of Tennessee Umver-
sity of Vermont and Utah Staie University

The trst pubhished editior of the modules found widespread use
aationwide and in many other courtries of the world User feed-
back from such extensive use as weit as the passage of ime
caued ‘or the updating of the content resources and silustrations
of the oniginal matenals Furthermore three new categories (K-M)
hac been added to the senes covering the areas of serving
students with speciallexceptional needs 1mproving students’
basic and personal skilis and implement.ng competency-based
ecucation This addition required the artcutation of content among
the onginat modules and those of the new categories

Recogn:tion 1s extended 1o the foilowing individuals for thewr roles
' the revision of the onginal matenials Lois G Harrington Cath-
erne C King-Fiich and Michael E Wonacott Program Associates
tor revision of content and resources. Cheryl M Lowry Research
Specranst for ulustration specifications and 3arbara Shea for
anwork Special recognition 1s extended to the staft at AAVIM
tor ther invaluabte contributions to the Guabty of the final printed
products parucularly to Sylva Conine for typesetting 10 Marityn
MacMiian for medue layout design and final artwc "k and to
George W Smuth Jr for supenision ot the module procuction
process

Robert E Taylor

Executive Director

The National Center for Research in

Vocational Education

| THE NATIONAL CENTER
FOR RESEARCH IN YOCATIONAL EDUCATION

o OC STATE WAVERSIT ¥
vae KENNY ROAD  COLUMBY

S mw

The Natonat Center tor Research in Vocaticna: Education s mis-
sion 15 10 Increase the ability ¢f diverse agencies, MSttutons. and
organizatons 10 solve educational problem. refating 10 wndmgual
career planning, preparation and progression The National Center
fulfills S rmission by

« Generating knowledge tr ough research

o Developing educational programs ard products

o Evaluating indvidual program needs and outcomes

« Providing information tor national planmng ana poicy

« Instatiing educabional programs and products

« Operating information systems and sefvices

« Conducting leadership development and training programs

AMERICAN ASSOCIAT!ON
FOR VOCATIONAL

\V/]\V; ] i:iSTRUCTIONAL MATERIALS
The Natonal Insttute for Instructonal Mater.ais
120 Dnftmier Engineering Center
Athens Georgia 30602

The Amencan Association for Vocatmnal Instructional Matenals
(AAVIM) 1s a nonprofit nabonal institute

The msttute 1s a cooperative effort Of universiies colleges and
ansicns af vocational and technical education in the United States
and Canada 10 provide for excellence in instructional matenals

Drirection 1s gven by a representative from each of the states
provinces and temtones AAVIM also works closely with teacher
orgamizations government agencies and industry

cl.‘
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INTRODUCTICN

Have you ever feit anxious or frustrated because
a really mportant document or instructional materiai
had been misplaced? Most of us have at one time
or another. The nisk of such anxiety can be avoided
or at least minimized, however, by taking the time
to devise and maintain a good filing system. Having
an effective system for filing 1s especially important
to you as a vocational-technical teacher, since you
must keep up with the vast array of instructional
materials needed to ennch and suppiement class-
room or related learming experiences.

In addition. you may be called on to perform a
vanety of other activities normally associated with
general school administration (e.g., maintaiming daily
attendance records and student grading records,
providing information for vanous local, state, and
federal reports; and writing correspondence). If so,
you will need to store these materials in an efficient
manner so they will be readily accessible when
needed.

As a vocationai-technical instructor, you will also
have some responsibiities which are different from
those of other classroom teachers and which require

you to keep and store a vanety of equipment and
matenals. For example, you may (1) serve as the ad-
visor to a local vocational student organization, (2)
develop a program of work to integrate chapter ac-
tiviies with classroom experiences, (3) coordinate
the activities of an occupational advisory committee,
(4) teach adult education courses, or (5) participate
1IN one or more professional organizations specifically
designed for your vocational service area.

A dependable filng system can make it easier for
you to perform these activities and meet your respon-
sibilities. The knowledge that your materials,
resources, records, or reports are readily available
when needed can free your mind to concentrate on
more important concerns than hunting for lost or
misplaced r. aterials.

Devising a filing system is a somewhat personal
endeavor. Each individual must decide on the type
of system that is best suited for his or her purposes.
This module is designed to give you skill in adapt-
ing or devising and maintaining a system that will
most effectively meet your filing needs.
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ABOUT THIS MODULE
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Enabling Objectives:

1. Atter completing the required reading, demonstrate
knowledge of techniques and procedures for orgamzing
various types of filing systems (Learning Experience {).

2. Given materials or records you have already ac-
cumulated, develop a plan for an appropriate filing
system (Learning Experience II).

Resources

A list of the outside re sources that supplement thcse con-
tained within the module follows. Check with your resource
person (1) to determine the availability and the location
¢! these resources, (2) to locate additional references in
your occupational specialty, and (3) to get assistance in
seiting up activities with peers or observations of skilled
teachers, if necessary. Your resource person may also be
contacted if you have any difficulty with directions or in
assessing your progress at any time.

L.earning Experience |
Optional

A vocational teacher, experienced in organizing and
maintaining a filing system for a vocational program,
whose system you can examine.

Refersnce: U.S. Department of Labor, Bureau of
Employment Security Dictionary of Occupational
Titles Washington, DC: U.S Government Printing Of-
fice, current edition.

Reference: Miller, Howard L , and Woodin, Ralph J.
AGDEX: A System for Classifying, Indexing and Filing
Agriculture Publications. Revised Edition. Arlington,
VA: Amernican Vocational Association, 1969.

A reference book on a specialized filing system that
you can review.

Learning Expevience Il
Required

Your accumulated teaching matenals or your persona!
and business records that you can use in planning a
filing system.

An office supply catalog tha: you can review In deter-
mining what filing equipment you need.

Optional

Equipment ard supphes that you can use to install
your filing system.

Learning Experience Il
Required
An actual teaching situation 1 which you can main-
tain a filing system.

A resource person to assess your competency in
maintaining a fiing system.

General Information

For information about the general organization of each
performance-based teacher education (PBTE) module,
general procedures for its use, and terminology that is
common to all the modules, see About Using the National
Center’s PBTE Modules on the inside back cover. For
more in-depth information on how to use the modules in
teacher/trainer education programs, you may wish to refer
to three related documents:

The Student Guide to Using Performance-Based Teacher
Education Matenals 1s designed to help onent preservice and
inservice teachers and occupational tratners to PBTE In
general and to the PBTE matenals

The Resource Person Guide to Using Performance-Based
Teacher Education Matenals can help prospective resource
persons to guide and assist preservice and inservice teachers
and occupational trainers in the development of professional
teaching competencies through use of the PBTE modules.
It also includes lists of all the modu;a competencies, as well
as a hsting of the supplementary resources and the addresses
where they can be obtained.

The Guide to the Implemantation of Performancso-Based
Teacher Education 1s designed to help those who will admin-
ister the PBTE program. It contains answers to implementa-
tion questions, possible solutions to problems, and alternative
courses of action.
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In order for records and materials to be useful, they must be available when

Activity you need them. This can be best accomplished by having a well-organized
filing system. For information on varicus types of filing systems and the equip-
1 merit needed to devise and maintain them, read the following information

sheet

DEVISING AND MAINTAINING A FILING SYSTEM

Fiing 1s the systematic arrangement of records
and matenals so that they may be quickiy tound
Everyone has a filing system of one kind or another
For some, it may be just a box or drawer that is used
to keep mertgage paymant records, income tax rec-
ords, school papers, insuiance policies, legal papers,
automcoile papers, or other personal records. For
others, the system may include using a metal file hox
with labeled folders for the same purposes

In a modern business office, the filing system may
involve one or more rooms that contain special fil-
ing cabinets to house important documents, con-
tracts, and other papers rneeded in various business
transactions. Or the system may be largeiy compu-
tenized.

Every instructor needs a good filing system since
it 1s necessary to keep certain papers and materials
for future reference. The better the system is, the
greater your efficiency in handling curriculum and
mnstructional materials and in managir? and main-
taining program and student records Efficiency 1s
a time-saver to the busy teacher The best-planned
lessons are less effective if the resource materials
have been misplaced. If you take the time to collect
and prepare resource materials, you will surely want
to take a little more time to preserve the matenals
for future use.

You rieed to be able to manage program and stu-
dent records In a businesslike manner. The records
you have filed contain important information that
should be readily available when school officials re-
quire 1t. For example, you are required to complete
a number of reports that reflect certain accountability
aspects of the program (i.e., student enroliment
forms, statistical data reports, program reports, and
student placement and follow-up data). Such infor-
mation is needed by administrators to complete, for
example, the vocational plan that is required of all
local education agencies.

Easy, umform storage that makes prompt re-
trieval possible is, of course, the end result of a
workable filing system. If you have a specific place
to ctore teaching and instructional materials and take
the time to replace each item after use, you will be
aole to find an item quickly whenever it is needed.

Your filing system should be personally designed
to meet your specific needs. You may wish to adopt
or adapt a system someone else has developed or
to select certain features from the basic filing
methods to devise your own system.

In the final analysis, a filing system is what you
make it. To devise a filing system requires that you
determine the available filing options in relation to
instructional needs, space, and equipment. The fil-
ing system should reduce clutter and help make the
classroom an orderly and attractive environment that
is conducive to learning. It should also provide for
the safe storage and prompt retrieval of your instruc-
tional materials and management records.

Once devised, the filing system reruires continual
care. Devising a filing system is only half the job;
maintaining a filing system is the other half. Up-
dating, reorganizing, adding, and discarding mate-
rials are all included as part of the maintenance of
a filing system.




How often should you file? This depends entirely
upon your habits and schedule. Some teachers
prefer to return materials to the file soon after use
{ideally so). Others may find it fits their schedule bet-
ter to file only two or three times per week. If stu-
dent helpers are used, you may prefer to file
materials after each class. Regardless of how often
you file materials, doing so on a regular basis can
help you to be better organized—a key 1o effective
teaching.

Once you have made a decision to start a filing
system, the next step is to answer the following basic
questions:

s Which materials should be filed?

¢ How should they be filed?

* Where should you file the materials?

* What additional filing equipment and supplies
are needeu?

* Will you file materials all at once or a little each
day?

Available Equipment and Supplies

The availability of equipment and supplies will be
a major consideration in devising a filing system.
Most teachers have some type of file ctorage pro-
vided inthe classroom. However, if attention hav not
been given to the actual needs of a filing system,
it may be necessary to a¢J equtpment or rearrange
the file materials to better accommodate your own
filing needs.

Some commonly used filing equipment and sup-
phes are described In this section. The list is by no
means exhaustive, but it will provide you with some
idea of the basic storage equipment and supplies
used in devising filing systems.

The best filing systems are not necessarily those
that use expensive equipment. As you work with your
filing system, you will begin to think of ways and
means to substitute certain items that may be con-
structed rather than purchased. On the other hand,
keep in mind that a lot of work goes into developing
a filing system, and proper storage equipment and
supplies are essential to install and maintain it.

Vertical Files

A vertical file provides upright or vertical storage
of materials and records. The vertical file is used to
store any materials or records that can be placed
into either a standard-size (8Y2” x 11"} ¢ legal-size
(82" x 14") folder, depending on the size of the
file cabinet drawers.

The four-drawer, three-drawer, and two-drawer
vertical file cabinets are the most commonly used
in the classroom and laboratory. Hewever, five-
drawer and six-drawer units are available if space
is hmited. Six-drawer file cabinets usually require
special guides and folders since the inside cabinet
dimensions may be slightly different from standard
sizes. Also, the six-drawer file cabinet may be dif-
ficult for a person of average heigh! to use without
some type of stool or special ladder.




File cabinets may be purchased in a vanety of -

pastel colors as well as the traditional colors of black,
green, beige, or gray.

A grouping of file cabinets In the classroom can
sometmes be used as a room divider, as a counter
top, or for additional desk space. If this 1s done,
however, consideration should be given to purchas-
irg all the file cabinets from the same manufacturer
within a imited time period to ensure that the size,
color, and height are the same.

It is fully expected that as you develop a filing
system, you will find that vertical files fill a major part
of your storage needs.

Horizontal Files

The horizontal file 1s used for storing flat materials
such as pamphlets, handouts, and worksheets.
Matenals, such as duphcated worksheets that are
prepared in quantity and then used periodically
throughout the year, may be placed in a drawer-type
horizontal file. The drawer may then be labeled ac-
cordingly, and the materials will be available when
needed.

The desk tray (in/out baskets) 1s also a type of
horizontal file that can be put to a variety of uses in
your filing system. For example, the top tray may be
used to hold materials that are ready tc be returned
to the files, and the bottom tray may be used to
house materials from your files temporarly while
they are in use.

Transfile

The transfile 1s frequently used to store file
materials that have been removed from the active
file. These materials can then stay in the transfile,
or inactive file, for a designated period of time before
they are destroyed. This one-drawer file may be
made of steei or heavy corrugated cardboard mate-
nal.

If you are a beginning teacher, this type of file
storage can also be used as a teaching methods’
file. As you begin to collect instructional materials,
some file storage will be needed to preserve the
matenals until an actual teaching situation requires
their use

The advantages of the transfile are that it is easily
transported and can be hcused in a dorm room or
apartment without requiring a great deal of space.
Most teachers like to keep a file of personal teaching
materials in addition to the one that is kept at school.
The transfile is an appropriate device for storing
these personal teaching materials. In acdition, it can
be easily moved if you change jobs, while the marn
teaching files are left intact.

Portfolio

A portfolio is nothing more than two pieces of
heavy cardboard-type material hinged in the middle.
It is ideal for protecting and storing oversized flat
materials. Matenals such as charts and posters may
be placed flat between the two pieces, tied, and
labeled. A section on 2 wide shelf or in a closet can
then be designated to accommodate the portfolios
for flat storage. Several charts and posters on the
same subject may be stored in one portfolio.

Portiolios may be purchased or you can easily
construct them yourself.




‘ Cabinets, Drawers, and Closets

Built-in or freestanding cabinets, drawers, and
closets are frequently used fci stonng large,
irregular-sized teaching materials, such as
audiovisual equipment, or large quantities of
teaching materials. Cabinets may be labeled onthe
outside or or: the shelves inside the cabinet

The growing availability of relatively expensive in-
structional equipment (e.g., film projectors, overhead
projectors, filmstrip projectors, and other specialized
laboratory equipment) presents another potential
storage need. If you have such equipment assigned
to you, you may need to obtain special storage
facilities that can belocked to prevent possible van-
dalism or theft.

Heavy steel cabinets with locking doors are
available in a variety of sizes. Locking closets or
special secunty rooms designed by the school or col-
iege may also be used. Whenever possible, you
shouid take preventative measures to safeguard ex-
pensive instructional equipment or teaching
materiais that may not be ea iy replaced.

Hanging Folder Frame

The hanging folder frame consists of a metal
frame from which hanging folders are suspended.
This device will easily convert a deep desk drawer
into a vertical storage file to accommodate standard-
size (82" x 11") or legal-size (82" x 14")
matenal.

Card Index File

Small metal or wooden card index files can serve
avariety of purposes. You may use them for check-
ing out references or resource books to students,
for keeping an equipment inventory, for recording
students’ progress on projects, and so on.

The card index file 1s available in a variety of sizes,
the three most popular being 3" x 5",4" x 6", and
5" x 8", Fileguides are also available in each size
with alphabetic headings, numenc headings, or
blanks to allow you to make whatever heading is
desired

Boxes, Cases, and Cartons

A wide variety of boxes, cases, and cartons are
available in nearly any size and shape. The best way
to determine what is available to fit your needs is to
look through one of the many office supply catalogs
These are usually available through any central pur-
chasing or business office.

File Guides and Folders

The purpose of file guides i1s to separate
materials in file drawers so that they are well orga-
nized and easily located. File guices are usually con-
structed of heavier matenal than file folders to ensure
longer use.

File guides (and folders) are usually available in
Y3 cut, either at the left, right, or center position. A
cut refers to the size and position of the tabs. A V3
cut means that the width of the tab is ore-third the
entire width of the file guide. Likewise the Y2 cut
means the tab is one-half the width of the file guide,
and so on. The various cuts allow you more flexibili-
ty in creating subsecticns in the file drawer.

Some experts in filing and records management
prefer to use one cut per drawer. They believe the
use of staggered cuts is less efficient because it re-
quires the eyes to move back and forth across the
files rather than directly forward. However, many
people find the flexibility of the various cuts advan-
tageous. And If the guides are not greatly separated
by filed material, it can be difficult to read the tabs
when each is right behind the other, rather than stag-
gered.

Most file folders are scored to allow for expan-
sion. The scoring appears as parallel or raised lines
near the bottom edge to indicate where the folder
may be refolded as it gets fuller to help keep the files
neat and orderly.

Expandable folders are available for subjects or
topics that require more space than the standard
folder. Some expandable folders have a flap and tie.
These may also be used as temporary files to
transport materials




Materials to Be Filed

The filing system for instruztional matenals should
be simple and flexibie to accommodate additional
maternials. A regular and periodic review should be
made to eliminate out-of-date materials that take up
valuable space needed for new materials.

Subject matter materials may be placed in folders
and labeled and filed by whatever method you devise.
The folders ar~ then normaliy placed in some type of
vertical file cabinet with labeled drawers to indicate
which subject matter matenals are contained withia
Attention should be given to the storage of the various
types of instructional matenals since many of the
matenals will require d'iferent storage facilities.

Resource and Reference Materials

Books, magazines, and pamphlets used to sup-
plement student learning activities require special
storage. Current magazines and pamphlets may be
shelved in a special rack, available for student check-
out. A card index file may be used for this purpose.
A card with the name of the magaz:ne or pamphlet
can be kept in a pocket folder in the magazine or
pamphlet. If a student wishes to check out the mate-
nals, the card can be removed, signed and dated
by the student, and placed in the card index file
Upon return, the student can indicate the date of
return on the card and return it to the pocket foider
You may also wish to assign student helpers to aid
in checking magazines and pamphlets in or out

The same procedure may be used for reference
books. Sufficient shelf space should be available to
display these books. Further, the books should be

‘ranged 1n an orderly and attractive way by subject
matter areas.

Charts and Posters

Charts, posters, and other oversized matenals
may be labeled and filed in nortfolios. They may also
be grouped according to instructional topics and
hung on any flat wall or on the front edge of vacant
shelves in a storage closet. Square bend screw
hooks or #4 fimshing nails placed en inches apart
will allow these materials to be conveniently stored
until needed.

Before hanging the matenals, it may be n:cessary
to reinforce the charts and posters by putting a nar-
row strip of adhesive or other fabric-type tape across
the back, even with the upper edge. Charts made
from paper may be mounted on posterboard and
then hung on the hooks. If space permits, a set of
hooks can be used for each subject matter area.

Display Materials

Bulletin board and flannel bozard display matenals
can be placed in brown maniila envelopes. Each en-
velope can then be labeled and filed in a vertical file
behind the appropriate subject matter area. If bulky
materials are needed for a bulletir, voard, it may be
desirable to place all items for the bulletin board in
a box that 1s labeled and stored on a shelf or in a
cabinet. A sketch avagramming the display area may
also be placed in the folder or box.

Some teachers prefer to file their dispiay plans in
a card index file, labeled by subject matter areas.
On each card, a bulletin board or flannel board idea
1s sketched, with a Iist of materials wntten on the
back of the card.

You may wish to use a special drawer or cabinet
for bulletin board and flannel board lettening and
other art supghes.

Filmstrips and Slides

Filmstnps, shdes, and the accompanying scrnipts
may be placed in boxes and stored on shelves or
In cabinets. You may also want to prepare a vertic=|
file folder labeled **Filmstrips” for each subject mat-
ter area and to place in each folder a list of all the
filmstrips available for that area. Another option 1s
to label and store filmstrips 1n a cabinet or drawer
and to file the scripts, properly labeled, in vertical
files.




You could also choose to construct a filmstrip
storage unit. If so, you could dnill holes tn a board
that are just large enough to fit the bottom of the
filmstrip container. Since the lid 1s larger than the
container, the filmstrip will be secure, with the top
of the container lid exposed to show the title of the
filmstrip. These filmstrip storage racks may be
stacked to further reduce storage space.

Handouts

Duplicated handouts of various kinds may be filed
in your vertical files according to the subject matter
area. Large quantities of duplicated materials (e.g.,
worksheets, job sheets, and information sheets) are
usually tco bulky to file vertically. Horizontal filing
cabinets, shelves, or drawers may be more appro-
priate. 'f it 1S necessary to stack printed materials,
file gurdes may be used to separate and label the
various stacks.

Siiice a honizontal file is an excellent place to keep
duplicated materials, you may be inclined to repro-
duce large quantities of items at one time. Be careful
not to reproduce more than you can use within a
hmited time period (usually one year) or more than
you have storage space for. It may be practical to
run the matenal periodically if storage facilities are
iimited or if changes are likely to be made in the in-
formation contained in the matenal.

Masters

After you have mimeographed copies of material
for iImmediate use, you can save the stencil to be
used again. Before a stencil can be filed, it must be
properly prepared. A stencil may be cleaned by plac-
ing it between two sheets of newspaper and gently
rubbing the entire surface to remove as much of the
ink from the stencil as possible. This process may
be repeated as many times as necessary. Be sure
to use a clean newspaper each time you repeat the
process.

Legal-size folders or spec:al stencil wrappers are
good for storing stencils. Stencils can be filed in a
legal-size file cabinet or hung in a stencil fite where
‘hey are kept dry and clean unt:l ready to be reused.
To identify which stencil1s in a particular folder, you
can attach a copy of the duphcated matenal to the
file folder or write a description of the item on the
file folder
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A separate file for masters may be maintained to
store daitto masters and masters for the
photocopier, or each master may be placed at the
front of the folder containing the duplicated copies.
Another option is to have a file for masters in each
subject area file. Photocopies, of course, can be
made from photocopied matenal, but sharper copies
are generally possible if the original typec or printed
master is used. Ditto masters must be backed by
their tissue paper backing sheets before being
stored in order to prevent smudging. Their shelf life
1s imited, you will need o keep the storage area free
of ditto masters that are no longer usable.

Transparencies and Record Albums

Transparencies and record albums are sometimes
labeled and filed in special boxes for storage. If the
transparencies have been framed, special boxes or
other similar storage may be needed to accom-
modate the oversized material. Unframed trans-
parencies may pe placed in folders that have been
labeled and then filed by subject matier area. Sep-
aration sheets should be used between unframed
transparencies to prevent sticking.

Records should be filed in the jackets in which
they come and chould be stored vertically to help
prevent warping.

-3
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Human and Community Resources

Human and community resource files may be kept
to enab'e you to identify persons in the community
who are v/illing to serve as guest speakers on cer-
tain subjects, places n the community for field trip
sites, or persons who can serve on advisory com-
mittees Card files can be useu for these purposes

in identifying guest speakers or subject matter ex-
perts, the nme of the person and his/her specialty
area may be noted on & card. Space can be provid-
ed to make a bref ev - ation of the effectiveness
of the speaker’s prest ation for future planning
purposes.

A card file for a potential field trip site should in-
clude the name, address, and phone number of the
contact person. Space should be eft to record any
strengths to be reinforced or weaknesses to avoid
in a subsequent field trnip.

Attendance and Grade Records

Methods of keeping student attendance and grade
records will vary from one school or coliege to
another. For example, in one school the instructor
may be assigned the responsibuity of keeping an of-
ficial attendance record for a certain group of
students. In another school, all attendance records
may be kept in the central administration office. Fre-
quently. the teacher's grade book serves for keep-
ing both attendance and grading records. If you are
required to keep official records of student atten-
dance and grades, your filing system shoutd be kept
in accordance with institutional policies

Student Records

Records concerning individual students 1n a class
are usually kept by the teacher. Personal data
sheets. home expenence records, student project
reports. and other personai evaluations (e.g . tests,
an autobiography, anecdotal records) may be kept
inacumulative file. Keeping student records enables
you to follow a student’s progress, determine areas
of strengths and/or weaknesses, and consequently.
be better equipped to help the student. Records of
penodic conferences and even home visits can pro-
vide youwith the data and insights you need to work
effectively with students

These records should be kept in a locked cabinet
to ensure thewr confidertiality Stucent records
should not be generally avaiable to students,
although a student may need to be given access to
his or her own file. Thisis espectally imporiant since
the signing into law of Public Law 93 -380. The Fami-
ly Educational Rights and Privacy Act, which entitles
parents and students to see official school records
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Vocational Student Organization
Materiais and Records

The vocational student organization fiing section
should be devised with the invoivement of the student
members. Subsections of the file may include a folder
for (1) matenals explaining the duties and functions
of each office, (2) sgecial projects, (3) minutes of
meetings, (4) current membership list, (5) financial
records, (6) state and national correspondence, and
(7) program of work. You should remember that the
filing system, If ssmple, will be used more readily by
students.

Occupational Information

As a vocational teacher, you should have
established a special file for students to use to gain
information on occupational opportunities that are
available in your service area. A more complete oc-
cupational file covering many areas is recommend-
ed, however, to help students become aware of as
many available career options as possibie prior to
making career decisions. An occupational file can
enrich any vocational-technical training program.

Occupational information files should be devised
especia.’, tor the students’ use. A check-out system
can be developed to allow students to remove the
matenais for a period of time in order to locate per-
sonal information or prepare special repors. A
number of ‘‘out-guides,” with pocket envelopes
similar to the ones used for checking out library
books, may be prepared and used for this purpose.
When students wish to check out materals, the
name of the occupational file folder and the student’s
name may be recorded on an ‘"out-guide’ and put
in the file in place of the matenal that has been
removed.

A card index system, similar to the system com-
monly used to check out library books. may be de-
vised if this 1s preferred If a card index is used. a
pocket folder and check-out card could be pasted
or taped tu each occupation=l file folder.

General Management Records

The general management records in your files
may tnclude financial management records, state
department reports, travel records, advisory commit-
tee records, inventory records, adult education
records, student attendance records, and student
grading records. Each school or college wili have dif-
ferent procedures for record keep:ng. therefore, you
will need to be famihiar with the policies and prac-
tices of your institution.

-y
A




t
i
|
]
}

Basic Filing Methods

All fitng systems are based on the alphabet,
numbers, or a combination of the iwo. There are five
bas.c filng methocs that are generallv recognized
as the most common and most widely used. They
are (1) alphabetic, (2) numeric, (3) subject, (4)
geographic, and (5) chronologic. Color coding may
be used in each method as an additional help in
locating cer.ain sections and folders in the file.
Following are descriptions of each type of filing
method. As you read, keep in mind that not just one
but several methods will probably be combined and
used In the filing system you devise.

Alphabetic

Filing matenials alphabeticaily 1s perhaps the
simplest and most common method of filing used by
teacher~. In ti.is method, the file is divided into sec-
tions, using guicas or folders 'abeled from A through
Z. Materials are taen filed alphabetically.

You may usa only one guide for each letter in the
alphabet or severa! guides for subsections (Aa-Af;

Af-As, As-Az) If the files have large volumes of

matenals. You should plan to space file guides
throughout several drawers depending on the
amount of file matenal you have for each lettered
file gude.

Setting up a file based on the alphabetic method
is relatively simple. However, the following are some
basic rules that, if followed, will make the fiing
system more effective. These rules deal primarily
with filng by persons’ names, which you would be
doing Iin setting up student record files

* Normally, when fihng by persons’ names, start
with the last name, then the first name, and
then the middie initial.

* File materials in dictionary order. If the first let-
ters are not differerit, go to the next letter to
determine the order. For example, the names
Bob Smith, Carol Stnith, and Aaron Smith would
be filed as follows. Smith, Aaron; Smith, Carol,
and Smith, Robert.

o Infiling, use full names ratner than nicknames,
even though the file card may have the
nickname written on it

¢ Asingle initial should be filed before names that
are written out and begin with the same letter.
For example, the names Ralph Brown, R.
Brown, and Roger Brown would be filed as
follows: Brown, R.; Browr:, Ralph; and Brown,
Roger
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¢ Numbers and abbreviations are filed as if they
were written out in full. For example, Bivd.
would be filed as if written boulevard, and 12
would be filed as if written twelve.

* Names with prefixes, such as McGehee, Van
Allen, and De Bolt, are filed as if wntten as one
word.

¢ Words such as and, of, for, and the are usually
ignored In filing. For example, 1f a book titie 1s
The Ruler, 1t would be filed under R as Ruler,
The.

Filing rules, iike the fiing system itself, are made
to aid in meeting the user’'s needs. The primary pur-
pose of establishing a rule is to create uniformity so
that, when followed, file materials can be located
quickly. Rules in alphabetizing are usually included
in most basic English textbooks. You may wish to
obtain one of these texts to serve as a reference.

Numeric

The numenc fing method 1s, inits simplest form,
the arrangement of materials in consecutive order
by numbers. Generally, the numenc method is used
to avoid confusion between names or subjects that
are ssmilar but, for vanous reasons, need to be
classified differently.

For example, Mary Norton, Mary Ann Norton, and
Mary A. Norton may all have accounts with a local
bank. The use of different account numbers to clear-
ly distinguish between each of the three Mary Nor-
tons saves time and confusion. Social security
numbers are used In a similar way to distinguish
among many persons with common names.

In the numeric method, a series of numbered
guides, either purchased or hand-pnnted on bla="*
guides, can serve to logically divide the contents of
a file drawer The numernc method is composed of
three basic parts. (1) a numeric file or storage con-
tainer with numeric guides; (2) a numeric key guide,
and (3) a miscellaneous file for those materials that
defy ail attempts to be classified.
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The numeric key guide, as the name implies, is
the key that you develop to "‘unlock’’ the codes for
your numenc file. It consists of 2~ assigned number
or set of numbers that correspond to major group
headings, subjects, or topics. in addition, a second
3Jroup of numbers can be assigned to subgroup
headings, subjects, or topics. If needed, numbers
can be assigned to a third subgroup heading, and
soon. The following is an example of a numeric key
guide:

00 - General Management Records

10 - Individual Student Files

20 - Vocational Student Organization Files
30 - Occupational information Files

40 - Subject Matter Matenals

50 - References and Resources

That histing indicates the major group headings.
If you were to devise subgroup headings, you would
take each major group heading and assign a sec-
ondary set of numbers to all subgroups, subjects,
or topics needed for filing your matenals under that
heading. For example, you might break the heading,
General Management Records, into the tollowing
subheadings:

1 - Finance Records

2 - State Department Records

3 - Travel Records

4 - Advisory Committee Records
5 - Inventory Records

6 - Adult Education Records

7 - Attendance Records

8 - Grading Records

9 - Miscellaneous

Then if you wished to file some financial statements
related to general management, you would file
them under C1, the first digit (0) indicating General
Management Records, and the second digit (1) in-
dicating Finance Records. The file might be set up
as follows:
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If a further breakdown i1s desirabie (e.qg., for types
of travel. in-uistrict, out-of-district, out-of-state). you
could include a third set ¢cf numbers in the numeric
key guide. Or, if a more simple procedure is desired,
you could label the folders and file the types of travel
alphabetically within the 01 section of the file. The
alphabetic method is usually used to some extent
with each of the other methods.

Subject

The subject filing method is used extensively by
most vocational-technical instructors. The system in-
volves filing materials alphabetically or numerically
behind various subject matter guides. Frequently,
colored labels are used to quickly identify different
subject areas. The topic of each file folder pertain-
ing to that subject area is typed or written on a labsl
of the same color. This enables you to identify im-
mediately the subject area to which the folder be-
longs and tc refile it in the right section easily. For
example, in home economics, the alphabetically ar-
ranged subject areas might be color coded as
follows:

SUBJECT AREA LABEL COLOR

Clothing and Textiles Pink
Consumer Education Green
Family Relations Tan
Foods and Nutrition Blue
Housing Ivory
Human Development Yellow
Related Arts Orange
Miscellaneous Goldenrod

Instead of filing subject areas alphabetically, you
may wish to assign numbers to each subject area.
All folders filed within the major subject areas would
use this number to help make it easier to identify and
return folders to their proper location in the file.

Geographic

The geographic method of filing consists of using
an alphabetical arrangement of geographical loca-
tions, such as cities, counties, or states. Materials
relat=d to these locations are then filed alphabetically
behind each geographical location.

I¥, for example, students in Ohio from Dayton,
Cleveland, Akron, and Columbus were all par-
ticipating in the state vocational student organiza-
tior, convention, you might need to file information
about and from these students for easy reference
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Correspondence folders, labeled with the names of
each city, would enable you to quickly identify all of
the students from a single city more easily than by
filing the correspondence under the students’
names. The file might be set up as follows.

J Dayton
i D l— L - ——
[

+

-J
— A t——  Awon

All correspondence and memoranda could be sub-
filed alphabetically by the names of the chapters,
behind the folder for that city. If further delineation
was needed by schools within each city, file folders
for each schoo! could be alphabetically placed
behind each file guide, as follows:

r———‘c ___J_ BookorHSéCLEVELANDh

Chronologic

The chronologic method usgs dates to assign
matenals to the file. The basic feature of this methed
is that the most recently dated folder is kept at the
front of a file section, and the materials with the most
recent dates are filed first within the folder. Little or
no consideration is given to alphabetizing by name,
subject, or location. Chronological files are often
used by those who file enrrespondence or who keep
daily logs or school records that can best be located
by dates.

One vanation o. the chronologic method which is
widely used in b isiness and which you can easily
adapt for your onn use is the tickler file. As the
name suggests, t 1e purpose of this file is to “tickle”
the memory and 1emind you that something will oc-
cur on certain dates. A card file, expanding file, casd
index, or notebook—with guides labeled with the
names of eack month, followed by folders or cards
for each day in the month—are frequently used for
this purpose. Your desk calendar can also be used
as a modified version of the tickler file in that it serves
as a reminder of dates for reports, professional ac-
tivities, and so on.

" wmisHs |

Fuller HS

" JonesHis |

2  l— Centainis L__J
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Specialized Filing Systems

Numerous filing systems have been designed to
accommodate the specfic needs of individual busi-
nesses, schools, and other agencies that need a
highly orga uized and efficient filing system. There
are various trade-name methods such as Direct
Name System, Findit System, Varidex System, Safe-
guard Alphabet System, Super-ldeal System, and
E E. Bee Line Filing System, just to mention a few.
Reference books on filing and records management
will provide you with detailed descriptions of these
various filing systems If you want additional informa-
tion.

Each of these systems has something uniquely dif-
ferent from the others (e.g., position of guides in rela-
tion to folders and subsection folders, vanous color
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coding for sections and subsections, the combina-
tion of alphabetic and nurreric guides plus color).
However, these systems will adhere to the basic pnn-
ciples of the five previously mentioned filing methods.

There are also some specialized filing systems
available specifically for vocational teachers. These
systems were designed to provide a method of fil-
ing that could be used universally by teachers. You
may wish to adopt or adapt one of the following for
your instructional area.




AGDEX System

The AGDEX System was developed by Howard
L. Miller and Ralph J. Woodin. It 1s a comprehen-
sive numerical system for use by teachers of voca-
tional agriculture and county extension agents. This
particular system is available by purchase on a non-
orofit basts through the Amerncan Vocational
Association.

Under this system, all agriculture materials are
classified as either Agriculture Enterprises, Enter-
pnise Practice, Agriculture Sciences, Agriculture Oc-
cupations, Professional Matenals, or Additional
Matenals. For these groupings, a numeric key guide
1s combined with a color code for easy and consis-
tent filing.

For example, in filing subject materia! the
agriculture teacher n~v find a publication that might
be filed under several possible subj:cts, as in the
case of an article entitled, ‘‘The Breeds of Dairy Cat-
tle.”” The title suggests three possible subject
headings—breeds, dairy, and cattle.

Under the AGDEX System. numbers from 400 to
499 are assigned to subjects related to Animal
Science (cattle), the number 10 is designated as a
subsection denoting the subject dairy; and a third
subsection, 30, further delineates the topic, which
In this case I1s breeds and breeding. The numeric
fiing of this article would appear as % . The teach-
er does not have to be concerned about whether to
ook for the n:atenal under B for breeds, D for dairy,
or C for cattle if it has t.een filed under this method.

Many vocational agriculture publications are now
indexed by the publishers to let teachers know im-
mediately where the publication belongs in the
AGDEX file. The oowing use of AGDEX since it was
first published 1n 1959 1s clearly an indication that
teachers are recognizing the need to have a
workable filing system

Distributive Education File Index

Based on the AGDEX System, the Distributive
Education File Index has been developed
cooperatively by the South Carolina Department of
Education and the Clemson University Vocational
Education Media Center. This system 1s presented
in sixteen major sections using a numeric method
with a color code. Blanks have been intentionally teft
In each numeric key guide to allow the individual
teacher to adapt the numbers to the local labor
market training areas The system s discussed in
depth in a publication entitled Filing' Distributive
Education, published by Clemsc * University

The Dewey Decimal System, commorly used in
public libraries, combines the sub,ect 2nd numeric
methods in a system for filing books. This system pro-
vides an extensive cross-reference file by subject, title,
and author, which allows you to find certain
references when only one of the cross-references
is known. While few classroom teachers use this
method for thair own filing systems, the majority of
school and public libraries use this system.

You may wish to have your ieferenc2 books pur-
chased and indexed bv the Dewey Decimal System
through the library. if this is done, the librarian’s
records will show that the book is shelved in your
department shoul' other students need to use the
book. An advantage of having reference books pur-
chased and classified in this manner is that the
libranan accepts the responsibility of making an an-
nual inventory of all hbrary-indexed books, thus
relieving you of that inventory task.

Occupational Information Systems

There are several recognized special systems for
filng occupational information for your students’ use.
The most widely used is the Dictionary of Occupa-
tional Titles. Others include the Standard Industrial
Classification, Alvhabetical Index of Occupations and
Industry, U.S. Office of Education Occupational
Coding System, and U.S. Office of Education Oc-
cupational Clusters. Additional occupational filing
systems that are used primarily by guidance person-
nel inciude the Chronical Plan, the Career Informa-
tion Kit (Science Research Associates), and The Ben-
nett Plan. This listing 1s far from complete but will
provide you with some basic references if you want
additional information on occupational filing systems.

Keep in mind while you are reading about selected
occupational filing systems that any system, to be
effective, must be one that Is usable and understand-
able by the user—in this case, the student. It 1s,
therefore, of the utmost importance that the occupa-
t,onal filing system you devise be simpie enough for
students to use yet logical and consistent enough
to allow proper storage and quick retrieval—the
underlying purpose of any filing system.

Dictionary of Occupational Titles. This system
IS a numeric classification system, commonly re-
ferred to as the DOT, that has been developed and
published by the U.S. Department of Labor. The
DOT i1s basically organized in terms of worker char-
actenstics and job charactenstics and 1s designed
for filing occupational information. The nine major
occupational categories—which reflect different
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Aruitoxt provided by Eic:

combinations of job status, product, services, peo-
ple, function, institution, or industry structure—are
as follows:

0} Professional, Technical, and
1J Managerial Occupations

2 Clerical and Sales Occupations

3 Service Occupations

4 Farming, Fishing, Poultry, and Related
Occupations

Processing Occupations

Machine Trades Occupations
Benchwork Occupations

Structural Work Occupations
Miscellaneous Occupations

OO~NOO!

The categories are divided into three-digit and six-
digit groups. The following is an example of the DOT
classification for a typist, which is coded 203:

First digit position:

Category 2 (from the nine major occupational
categories) is Clerical and Sales Occupations.
Second digit position:

Division 20 is assigned to stenographic, typing,
filing, and related occupations.

Third digit position:

Group 203 is assigned to typist.

In a six-digit code, the fourth, fifth, and sixth
digits indicate the degree to which the job requires
working with data (fourth), people (fifth), and things
(sixth). On a scale of 0 to 8, certain job functions
have been identified for the data categery, the peo-
ple category, and the things category. The 0 in-
dicates that the job requires a high level of work in
the category of functions, while the 8 signifies little
or no relationship with the functions in that

SAMPLE 1

category. Sample 1 shows an example of DOT code
number assignments. The numeric values in sam-
ple 1 can be decoded as follows:

6 - Machine Trades Occupation
62 - Mechanical Repairing
620 - Motorized Vehicle and Engineering
Equipment Repairing
3 - Compiling data—Average
8 - No significant relationship
1 - Precision working—High

Use of this system requires some training and ex-
perience to achieve a full understanding of it. It will
be helpful to you to remember that in the DOT coding
system, the first three digits always designate the
occupational classification. The fourth, fifth, and
sixth digits indicate the level of proficiency—in terms
of education, training, and experience—that is re-
quired on the job in relation to data, fourth digit; peo-
ple, fifth digit; and things, sixth digit. The lower the
digit (0, 1, 2), the higher the level of proficiency re-
quired. The higher the digit (8, 7, 6), the lower the
proficiency required.

Also, each category (data, people, and things)
stands on its own. For example, the automobile ser-
vice mechanic needs an average proficiency level
for working with data (3); no proficiency level for
working with people (8); and very high proficiency
level for working with things (1).

Understanding the DOT classification system will
enable you to point out to a student who enjoys work-
ing with people (fifth digit) that the work of an
automobile service mechanic requires very little in-
volvement with people. Therefore, the student may
want to seek = different career, which involves work-
ing more witt people.




This is just one example of how you might use the
DOT to help students become more aware of their
career options. As you gain further understanding
of the DOT classification system, you can help
students ind more meaning in the occupational file
about Careers and the relationship of careers to their
individual needs and interests. To fully understand
the DOT classification system, you may wish to seek
additional information from the local employment
office.

U.S. Office of Education (USOE) Occupational
Coding System. The USOE Occupational Coding
System is one with which you can readily identify
since the classification system lmits the occupa-
tional listings to those that are suitable for vocational
training. The classification system was devised by
USOE (now the Department of Education) to enable
local and state educational agencies to identify and
classify information so as to describe subject mat-
ter and curriculum activities more uniformly across
the United States. Seven major vocational and tech-
nical areas are identificd by the USOE code
numbers as shown below:

01 Agrinultural Education

04 Distnoutive Education

07 Health Occupations

09 Home Economics

14 Office Occupations

16 Techmical Education

17 Trade and Industrial Occupations

These code numbers are a part of an overall cias-
sification system that is used to standardize termi-
nology related to curriculum and instruction in local
school distnicts. The coding system is designed to
identify, classify, and describe a broad spectrum of
subject matter areas and activitties—including voca-
tional education—in elementary, secondary, post-
secondary, and adult education programs. The com-
plete isting for vocational education in this classifica-
tion system can be found in Vocational Education
and Occupations, available on loan from most state
vocational divisions. It can also be purchased from
the U.S. Government Printing Office.

The USOE coding system for vocational educa-
tion uses a numeric method—a six-digit code—
based on subject matter The first two digits refer
to the subject matter areas (e.g., 17 for Trade and
Industrial Occupations). The second two digits refer
to the principal training area of the subject matter
(e.g, 17.03 for Automotive Services). The third two
digits refer to the division of the principal training
area (e.g, 17.0302 for Automobile Mechanic). In a
few cases, a fourth set of two digits 1s used to
designate more specialized job areas.

Every vocational teacher should become familiar
withthe coding system for his/her service area. Most
student placement and follow-up reports require a
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“nowledge and use of the USOE six-digit code to
identify a student’s occupational objective in voca-
tional education.

U.S. Office of Education (USOE) Occupational
Clusters. USOE also formulated a clustering system
based on fifteen broad occupational areas, as
follows:

¢ Agribusiness and Natural Resources

» Business and Office Occupations

* Communications and Media Occupations

* Consumer and Homemaking and Related
Occupations

* Construction Occupations

¢ Environmental Occupations

* Fine Arts and Humanities Occupations

¢ Health Occupations

* Hospitality and Recreational Occupations

* Manufacturing Occupations

¢ Marine Science Occupat.ons

¢ Marketing and Distribution Occupations

¢ Personal Services Occupations

¢ Public Service Occupations

¢ Transportation Occupations

This classification system received widespread in-
terest from vocational and career education teachers,
who found it easy and manageable to organize an
occupational information file into the fifteen compre-
hensive areas. These broad occupational areas may
be more consistent with your students’ ideas about
occupations than other classification systems. Thus,
a subject matter method (the fifteen clusters)—
combined with an alphabetical filing method and ar-
ranged on the basis of your knowledge and judgment
in filing the occupational information—may be one
method to use In devising an occupational filing
system for studeis.




‘ ¥ 4 To familiarize yourself with filing equipment and techniques on which filing
syster.s are based, you may wish to mest with a vocational teacher in your

Optional occupational specialty who is responsible for organizing and maintaining a

Activity

filing system for hisiher program. During the visit, you may examine his/her
\ 2 filing operation. You may also discuss with thic person the types of filing
' equipment involved in his/her system and the methods and procedures
~ he/she uses in filing.
— For more information on methods for organizing your filing system, you may
VR wish to review one or more of the following supplementary references:
a%tti,oqa' * Dictionary of Occupational Titles, to further your understanding of the
ivity

clustering system
3 ' * Miller and Woodin, AGDEX: A System for Classifying, Indexing and Fil-
. ’ ing Agriculture Publications
+ A reference book on another specialized filing system, such as one of
those referred to on p. 15
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The following items check your comprehension of the material in the infor-
mation sheet, Devising and Maintaining a Filing System, pp. 6-18. Each of
the six items requires a short essay-type response. Please explain fuly, but
briefly, and make sure you respond to all parts of each item.

SELF-CHECK

1. Explain why you should devise and maintain a filing system.

2. Discuss what factors will determine the type of filing system you use

20




‘ 3. Explain how the alphabetic and numeric filing methods are incorporated into the other basic methods
of filing.

4. Why should you devise an occupational information file?




5. Explain the importance of storage facilities and equipment in a filing system.

6. Briefly describe how you get started in devising and maintaining a filing system. ‘

74
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Compare your written responses to the self-check items with the model
answers given below. Your responses need not exactly duplicate the model
responses; however, you should have covered the same major points.

MODEL ANSWERS

1. Dewvising and maintaining a fil'lng system will en-

able you to (1) organize teaching and instructional
matenals for convenient storage and quick retriev-
al, (2) reduce clutter in the classroom, (3) preserve
instructional maternia.s and visual aids, (4) keep
records and reports accessible for current and
future use, (5) remove out-of-date materials, and
(6) become a more efficient and well-organized
teacher.

Factors that will determine the filing system you
use should include (1) type of instructional
matenals used, (2) kind of storage facilittes
available to you, (3) type of instructional and
laboratory equipment used, (4) kind of records to
be kept, and (5) kind and amount of occupational
information to be filed for students

Inaddition, the type of matenais that you have will
determine the kinds of containers (e.g., folders,
boxes, cabinets) that should be used to store these
matenals. The type of storage facility needed for
instructional and laboratory equipment will also be
determined by the type and size of equipment you
need to store

Some matenals lend themselves to be!ng
classified alphabetically, while others may require
the use of other methods, such as numeric, sub-
ject, gevgraphic, and chronologic. It will require
your best judgment to determine which method
should be used to file your matenials most effec-
tively.

. Most tiling systems involve the use of either the
alphabet, numbers, or a combination of the two.
Frequently, the major headings or groupings will

be alphabetically arranged, while the various sub-
sections may be arranged by a numeric method (or
vice versa). In addition, the other three methods—
subject, geographic, and chronologic—will use
either the alphabet, numbers, or a combination
of both for arranging the materials in the file.

. You should devise an occupational information

file to help students become more aware of
career options either in your vocational service
area or in careers that cover a broad spectrum
of occupations. Further, it can provide students
with guidance in choosing an occupational ob-
jective in vocational-technical education. An oc-
cupational information file can enrich and extend
the learning experiences available to students

. Since the purpose of a filing system is to organize

materials for easy storage and quick ratrieval, it
becomes important that appropriate storage
facilities anu equipment are available. These
enable you to store materials properly and in an
orderly manne: so the materials are preserved
for future use. Without proper storage facilities
and equipment, you are left with a potential fil-
ing system without a place to put it.

In order to devise and maintain a filing system,
it 1s necessary to decide (1) what matenals should
be filed, (2) how they should be filed, {3) where
to hie the materials, and (4) what equipment and
supplies are needed. Once the decisions are
made, 1t 1S important to set aside time, on a
regular basis, to update the file and discard out-
of-date matenals.

Level of Performarice: Your wnitten responses to the self-check items should have covered the same ma-

jor points as the model answers. If you missed some points or have questions about any additional points
, you made, review the material in the information sheet, Devising and Maintaining a Filing System, pp 6-18,
or check with your resource person if necessary.
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Identify teaching materials that you have accumulated in your occupational
specialty and wish to file. if teaching materials in sufticient quantities are
not available to you, identify personal or business records that would be ap-
propriate for filing.

Review your teaching materials or personal and business records to deter-
mine the number of groups and subgroups required for your filing system.

Arrange your material or records according to one or more of the five filing
methods: alphabetic, numeric, subject, geographic, or chronologic. This will
include listing key words, letters, andfor numbers that would most ap-
propriately and easily identify your materials or records. Label your file guides
and subgroups according to the method you select.

Contact a centrai purchasing or business office to obtain an office supply
catalog. Review the available equipment and supplies, and determine those
that would best fit your needs.

You may wish to obtain the equipment and supplies necessary to install the
system you have pianned for filing your materials or records.

After you have developed your plan for a filing system, use the Planning
Checklist, p. 27, to evaluate your work.
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PLANNING CHECKLIST

Directions: Place an X in the NO, PARTIAL, or FULL box to indicate that ~ Name
each of the following performance components was not accomplished, par-
tially accomplished, or fully accomplished. If, because of special cir-  Date
cumstances, a performance component was not applicable, or impossible

to execute, place an X in the N/A box. Resource Person

LEVEL OF PERFORMANCE

)
()
g7 "

The filing system plan:
1. accounted for all the major groups and subgroups appropriate to the
teaching materials or personal and business records. . ... .. -

hS

H 5

2. identified major groups as headings for file guides ..

3. was based on the alphabetic or numeric method or combined one
or more of the other basic filing methods .

- . - :
R T8 N D T
E2 RPE A%
5 H
;

4 Iisted brief descriptive words for iabeling tile guides and folders .

v
~ %
3

- T sy SORATS e A
R P [OTRY DA R
3 .t Y

5 included the use of color-ccded labels for major group headings or
subgroups if needed . . . e

6. included a descnption of the appropriate and convenient storage
facilities and equipment needed .

7 required filing supphes that are commonly available
8. described a system that is logical and easy to understand

9 described a system that would be of value in teaching and/or in <eep-
ing personal and business records .

00 000 0O 00 00 4
00 000 O 00 00 %
00 000 O 00 OO0

RN

10 descnbed a system that would be relatively easy to maintain

Level of Perforance: All tems must receive FULL or N/A responses. It any item receives a NO or PAR-
TIAL response, review the material in the information sheet, Devising and Maintaining a Filing System,
pp. 6-18, revise your plan accordingly, or check with your resource person if necessary.
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TEACHER PERFORMANCE ASSESSMENT FORM

Maintain a Filing System (E-4)

Directions: Indicate the level of the teacher’s accomplishment by placing

Name

an X in the appropriate box under the LEVEL OF PERFORMANCE heading. Date
I, because of special circumstances, a performance component was not ap-
plicable, or impossible to execute, place an X in the N/A box.

Resource Person

. The scope of the filing system provides for:

a. Hllustrative material ... . e e

b. teacher’s reference materials

c. students’ reference materials

d. other teaching aids {e.g., i'mstrips, charts, posters)

Appropriate storage equipment and supplies are used
based on the material being filed or stored

Key words or brief descriptive phrases are used on file
guides and folders

. The filing system uses one or more of the five basic fiing

methods .

A general management file has been devised for keeping
records and reports, such as financial records, travel
records, and program reports .

Student attendance records are filed and kept up-to-date
in accordance with institutional policies

Student grade records are kept and filed in accordance
with institutional policies .

Individual student files have been set up, which are kept
in such a way that student evaluation reports are not ac-
cessible to o <r students .. .....

An occupational information file has been set up, which
contains up-to-date occupational information related to
careers in the service area . ..

Files designed for student use are arranged so that
students can easily locate and check out needed materials

. The overall filing system is organized and materials can

be easily retrieved . .

31 23
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LEVEL OF PERFORMANCE




L

12.

13.

14.

15.

Level of Performance: All items must receive N/A, GOOD, or EXCELLENT responses. If any item receives

Instructional materials are refiled on a regular basis after

Student help is used to check out books and materials,
label folders, and arrange file materials, if appropriate .

The filing system provides for expansion in terms of space
and sophistication....... ... ... .. ... . ... ...
Outdated materials are removed frem the file and discard-
ed periodically . ... Coe

a NONE, POOR, or FAIR response, the teacher and resource person shou!d meet to determine what addi-

tional activities the teacher needs to complete in order to reach competency in the weak area(s).
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ABOUT USING THE NATIONAL CENTER'’S
PBTE MODULES

Organization

Each module is designed to help you gain competency ina
particular skill area considered :mportant to teaching suc-
cess. A module 1s made up of a sernes of leaming expen-
ences, some providing background information, some pro-
viding practice experiences, and others combining these
two funciions. Completing these experiences should en-
able you to achieve the terminal objective in the final
learning experience. The final experience in each module
always requires you to demonstrate the skill in an actual
teaching situation when you are an siitern A student teach-
er, an inservice teacher, or occupational trainer

Procedures

Modules are designed to allow you to individualize your
teacher education program. You need to take only those
modules covering skills that you do not already possess.
Similarly, you need not complete any learning experience
within a module If you already have the skill needed to
complete it. Therefore, before taking any module, you
should carefully review (1) the introduction, (2) the objec-
tives listed on p. 4, (3) the overviews preceding each learn-
ing experience, and (4) the final experence. After compar-
Ing your present needs and competencies with the informa-
tion youhave read in these sections, you should be ready to
make one of the following decisions

e That you do not have the competencies indicated and
should complete the entire module

e That you are competentin one or more of the enabling
objectives leading to the final leaming experience and,
thus, can omit those learning experier ~es

e That you are already competent in this area and are
ready to complete the final learning expenence in
order to "test out”

o That the module is inappropriate to your needs at this
time

When you are ready to complete the final learning experi-
ence and have access to an actual teaching situation,
make the necessary arrangements with your resource per-
son If you do not complete the final expéenence success-
fully, meet with your resource person and arrange to (1)
repeat the experence or (2) complete (or review) prévious
ccctions of the module or other related activities suggested
by your resource person before attempting to repeat the
final expenence.

Options for recycling are also available in each of the
learning expernences preceding the final experience. Any
time you do not meet the minimum level of performance
required to meet an objective, you and your resource per-
son may mest to select actmties to help you reach compe-
tency This could involve (1) completing parts of the module
previously skipped, (2) repeating actities, (3) readingsup-
plementary resources of completing additional actvities
suggested by the resource person, (4) designing your own
learning expenence, or (5) completing some other activity
suggested by you or your resource person

Terminology

Actual Teaching Situation: A situation in which you are
actually working with and responsible for teaching sec-
ondary or postsecondary vocational students or other oc-
cupational trainees. An intem, a student teacher, an in-
service teacher, or other occupational trainer would be
functioning in an actual teaching situation. If you do not
have access to an actual teaching situation when you are
taking the module, you can complete the module up to the
final learning experience. You would then complete the
fina! learning experience later (i.e., when you have access
to an actual teaching situation;

Alternate Activity or Feedback: An item that may substi-
tute for required items that, due to special circumstances,
you are unable to complete.

Occupational Specialty: A specific area of preparation
within a vocational service area (e.g., the service area
Trade and Industrial Ecucation includes occupational spe-
cialties such as automobile mechanics, welding, and elec-
tncity.

Optional Activity or Feedback: An item that 1s not re-
quired but that 1s designed to suppiement and enrich the
required items in alearning experience.

Resource Person: The person in charge of your educa-
tional program (e.g . the professor, instructor, admunistrator,
instructional supervisor, cooperating/supervising/class-
room teacher, of training supervisor who is guiding you in
completing this module)

Student: The person who Is recewving ocv'ipational in-
struction in a secondary, postsecondary, or o.her training
program.

Vocational Service Area: A major vocational ‘ield' agn-
cultural education, business and office education, market-
ing and distnbutive education, health ~~cupations duca-
tion, home ecenomics education, indut .12l arts education,
technical education, or trade and industnal education.
You or the Teacher/Instructor: The person who 1s com-
pleting the module.

Levels of Performance for Final Assessment
N/A: The criterion was not met because it was not appli-
cable to the situation.

None: No attempt was made to meet the cnterion, al-
though it was relevant.

Poor: The teacher s unable to perform this skill or has only
very limited ability to perform it.

Fair: The teacher is unable to perform this skil In an ac-
ceptable manner but has some ability to perform it
Good: The teacher is able to perform this skill in an effec-
tive manner.

Excellent: The teacher is able to perform this skillin a very
effective manner




A2 Community

A3 Report the Findings of a Community

A4 Organize an Occupetional Advieory Commiittee

AS  Maintsin an Occupationsl Advieory Commrttes
Develop Program Goals end Objectives

A7 Conduct an Occupesionsl

Plar.
Select Student instructional Materials
Prepare Teacher-Made instructional Materials

Conduct Group D . Symp
Employ Brainelorming, Buzz Group, and Question Box Techniques
Direct Students in Instructing Other Students

Employ Simulation Techniques

c2 Panel D , and
c3

C4
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o2 ] Study

g‘; Direct Student Laboratory Expenence
Cc9

c10

Ca

Ci12

Direct Students in Applying Problem-Solving Techniques
Employ the Project Method
introduce a Lesson
Summarize & Lesson
Empiloy Oral Questioning Techniques
C13 Employ Reinforcement Techniques
C-14  Provide Instruction for Slower and More Capable Learners
C-15  Fresent an liustrated Talk
C16 Dem a Manipul Skl
C-17 Demonxtraie a Concept or Principle
C-18  Individushls Instruction
C-19 Employ the Texm Teaching Approach
C20 Use Subject Matter Sxperts o Present Information
C21 Prepare Bulletin Boards and Exhibits
C22 Present Information wity Models, Real Obsects, and Flannel Boards
C-23  Present Information with Overhesd and Opaque Materals
C2¢  Present Information vath Fikmstrips and Sides
C-25 Present Information with Films
C26 Present Informztion with Audio Recordi ys
C27 Present | ion with T ¢ v Vi
C28 Employ Programmed Instruction
C-20  Present Information with the Chalkboa . and Fliy Charnt

Category D: instructional Evaluation

D1 Establish Student Performance Cnteria
D2 Assess Student Performance. Knowledge
D3 Assess Studem Performance: Atitudes
D4 Assees Student Performance Skills

D5  Determine Student Grades

D6  Evaluate Your Instructional Effectiveness
Cat

egory E: Instructionsl Management

E1 Project instructions! Resource Needs

E2  Manage Your Budgeting and Reporting Resp
E3  Arrange for Imp nt of Your Vi | Facil
E4  Maintain a Filing System

Es5  Provide for Student Salety

E6  Provide for the First Aid Needs of Students
E:7  Assist Students in Developing Seli-Disciphine
E8  Organize the Vocational Laboratory

E9  Mansg Vocational Laboeatory

E10 Combat Problems of Student Chemical Use

Category F: Guikiance

F1 Gather Student Data Using Formal Data-Collection Techmiques
F-2  Gsther Student Data Through Personal Contacts

F-3  Use Conferencer to Heip Meet Student Needs

F4  Provide Informs son on Educationsl and Career Opportunities

F5  Assist Students ‘n Applying for Employment or Further Education
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of Ceoperstive
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Manage \hs Atlendance, Transiers, and Terminations of Co-op Students
Earol Students in Your Co-op Program
Securs Tralning Stations for Your Co-op Prgram
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39 Prepare for Studerits’ Related Instruction

J10  Supervise an Employer-Employee Apprecation Event
Categosy K: implementing Compstency-Based Educstion (CBE)
K1 Prepure Yourse!! for CBE

K2  Organize the Content for a CBE Program

K3  Organize Your Class and Lab to Instail CBE

K4  Provide instructional Maecials for CBE

K-5  tianage ine Daily Routines of Your CBE Program

K8 Guide Your Students Through the CBE Program

Category L: Serving Students with Specisl/Exceptional Needs
L1 Pispare Yourseif to Serve Exceptional Students

L2  Kentify and Disgnose Exceptional Students

L3 Plen Instruction for Exceptional Students

L4 Provide Appropriate instructionar Materials for Exceptional Students
L5  Moddy the Learning Environment for Exceptional Studenis

L6  Promote Peer Acce

L-11  Assist Excepticnal Students in Developing Career Planning Skitls
12  Prepare Exzeptional Students vor Employabiity
L13 P Your Vocationg! Program with Exceptionat Students
Categary M: Aseisting Students in improving Their Basic Skilis
M Assist Students in Achieving Basic Reading Siitts

M2 Assist Students in Developing Technical Reeding Skilis

M3 Assist Students in improving Thelr Wiiting Skitls

M4 Assist Students In improving Thelr Orat Communication Skills

M-5  Assist Students i~ improving Thelt Meth Skitls

M-8 Assist Students in Improving Thelr Survival Skills

Category N: Teaching

N-1 Prepars to Work with Adult Laamers

N2 Marke:, an Adult Education Program

N3 Deter:nine Individua! Training Needs

N4  Plan Instruction for Adults
N5 Manage the Adult ional Pracess
N6  Evaluate the Performance of Adults
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