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INTRODUCTION

This collection of microfiche includes the documents announced in the
Fall, 1967 issue of Abstracts of Instructional Materials in Vocational and
Technical Education {AIM) with minor exceptions., The microfiche set is
arranged in the following sequence:

1. .Vocational Technical (VI) Number Index to Microfiche
Collection of Documents Reported in AIM, Fall 1967.

2., VI Number List of Documents not in Microfiche Collection. ,
Copies of these documents may be obtained from the i
source indicated in the citation on page €. ;

3. Source List of addresses for documents cited on pages 2-5.
Lk, Selected indexes from AIM, Fall 1967.
L 2
a, Author Index

b. Subject Index

The page numbers shown in these indexes refer to
the location of the abstracts in AIM, Fall 1967.

5. The full text of documents listed in the VI Number Index on
page 1.

The documents are arrahbged in numerical order according
to VI nuwbers. The texts of materials in this microfiche
set have been filmed contimuously in VI number seguence
thereby facilitating the purchase of the texts of all
documents on microfiche with one order and lowering the
cost of the ensire set as contrasted to the purchase of
microfiche of individual titles.

The documents identified in this collection of microfiche with an ERIC
Document (ED) number are also available as separate documents from ERIC
Document Reproduction Service (EDRS) by using the ED number. Items with the
ED symbol but without the six numerical digits will be available as separate
documents from EDRS when they have been fully processed into the ERIC system.
Research in Education will amnnounce those documents as they become available
from EDRS.

The documents identified in this collection of microfiche without an ED
nuber are titles in the local clearinghouse collection. Microfiche for these
items is obtainable only through purchase of this set or from agencies who
have this set, and who have the capebility of reproducing microfiche.

il

.....




TABLE 'OF CONTENTS

Introduction ¢ o« ¢ ¢ o ¢ ¢ ¢ ¢ o 6 6 6 6 o 0

Vocational Technical (VT) Number Index to
Microfiche Collection of Documents Reported
in AIM, Fall 1967

VI Number List

Collection . &

Source List

L]

Aunthor Index .

Subject Index

Documents

L]

L]

L]

. & & » 2 * 4 & & & 2

of Documents not in Microfiche

L

L]

« & & & 4 & & 4 2 & 2 "

iii

Page

il

. T S S T




Vocational Technical (VT) Number
Index to Microfiche Collection of Documents

Reported in AIM, Fall 150Y

VT Number ED Numberl VT Number ED Numberl
VT 000 111 VT 002 176 ED

VT 000 11L VT 002 177 ED 011 553
VT 000 115 VT 002 178

VT 000 116 VT 002 179 ED 011 554
VT 000 350 VT 002 180 ED 011 555
VT 000 356 VT 002 223 ED 011 556
VT 000 364  ED ' YT 002 224  ED Oll 557
VT 000 488 ED 012 761 VT 002 227 ED 011 558
VT 000 489 ED 012 762 VT 002 251

VT 000 490 ED 012 763 VT 002 252

VT 000 Lol ED 012 76h VT 002 254

VT 000 Lo2 ED 012 765 VT 002 257 ED

VT 000 493 ED 012 766 VT 002 258 ED

VT 000 Lok ED 012 767 VT 002 259 ED

VT 000 495 =D 012 766 VT 002 260 ED

VT 000 496 ED 012 769 VT 002 262 ED

VT 000 497 ED 012 770 VT 002 263 ED 011 561
VT 000 498 ED 012 77 VT 002 409 ED

VI 000 499  ED 012 772 VT 002 411 ED

VT 000 500 ED 012 773 VT 002 484 ED 012 [ _.
VP 000 501  ED 012 T74 VT 002 780  ED

VT 000 502 ED 012 775 VT 002 781

VT 000 503 ED 012 776 VT 002 782 ED

VT 000 504 ED 012 777 VT 002 786 ED

VT 000 507 ED 012 778 VT 002 792

VT 000 611 VT 002 857

VT 000 990 ED VP 002 92k ED

VT 001 132 ED VT 002 934 ED

VT 001 140 ED VT 002 995

VT 001 277 VT 003 003

VT 002 011 VT 003 01k ED

VT 002 032 VT 003 017

VT 002 04O VT 003 022

VT 002 095 VT 003 024 ED

VT 002 158 VT 003 124 ED

VT 002 17h ED 011 551 VT 003 129

VT 002 175 ED 011 552 VT 003 132

la1s0 available from EDRS as indiviéual documents.

Q
ERIC
JAruntext Provided by ERIC

! Ao vine

-




Address Code2

C

VT Number IList of Documentsl Not in

Microfiche Collection

VT 000 145

Mathematics of Distribution. Texas University, Austin.
Department of Distributive Education. July, 1965, Price:
$5.00.

VT 000 157

Basic Selling. Robert R. ILuter. Texas University, Austin.
Department of Distributive Education. June, 1965. Price:
$2.50.

VT 000 164
Merchandising. Texas University, Austin. Department of
Distributive Education. March, 1965. Price: $4.00.

VT 000 168 :

Marketing in Our Economy. Robert R, ILuter. Texas University,
Austin. Department of Distributive Education. September, 196L.
Price: $3.50.

VT 000 211

Home Furnishings Sales Training Kit. Texas University, Austin.
Department of Distributive Education. September, 1960. Price:
$19.95 (complete kit of 19 parts).

VT 000 216

Auto Parts Counterman. Texas University, Austin. Instructional
Materials Laboratory. June, 1965. Price: $12.50 (complete kit
of 5 parts).

VT 000 220

Supervised Study Guide in Auto Upholstery and Trim. Ernest F.
West. Texas University, Austin. Department of Industrial
Education. Texas Education Agency, Austin. Industrial Education
Division. September, 1965. Price: $4.00 (includes study guide
and unit tests publications).

VT 000 241

Supervised Study Guide, Dental Assistant. Texas University,
Austin. Department of Industrial Education. dJanuary, 1965.
Price: $3.75 (includes study guide and unit tests publications).

VT 000 244
Supervised Study Guide, Nurse Aide. 0. 0. Williams. Texas
University, Austin. Department of Industrial Education. October,
1965. Price: $4.35 (includes study guide and unit tests
publications).




1 Address Code?

B VI 000 262
Supervised Study Guide in Medical Leboratory Techniques. Bill
E., Lovelace. Texas University, Austin. Department of
Industrial Education. Texas Education Agency, Austin.
Industrial Education Division. December, 1963. Price: $3.75
(includes study guide and test booklet publications).

C VT 000 437
Your attitude is Showing. Elwood N, Chapman. Science Research
Associates, Inc., Chicago, Illinois. 1964. Price: $5.65
(includes student guide and answer booklet).

A VT 000 589 ;
Treining for Students in the Food Industry. John A. Beaumont. |
Office of Education, Washington, D, ¢, 1961. GPO Number
FS5.282:82004. Price: 15¢.

A VT 000 6Th4 !
Seafood Mevrchandising, A Guide for Training Programs. Office
of Education, Washington, D. C. 1964. GPO Number FS5.282:8201k.
Price: 30¢.

A VT 000 909 é
Distributive Educetion for Adults, Guide for Part~Time ?
Instructors, WNatalie Kneeland. Office of Education, Washington,
Do Co 19600 GPO N'lm]ber FS‘5.282:82003. Price: 15¢0

B VP 001 ubh
Supervised Study Guide for Television Cemeramsn (Video-Camera
Engineer). Leo Schreiner and Russell Brown. Texas University,
Austin. Department of Industrial Education. Texas Education
Agency, Austin. Industrial Education Division. January, 1967.
Price: $5.05 (includes publication of answers to assignments
and unit tests, and publication of unit tests).

B VT 001 469
Supervised Study Guide for Aubo Body And Fender Repairman, Angel
Navarro. Texas University, Austin. Department of Industrial
Education, Texas Education Agency, Austin. Industrial
Education Division. January, 1967. Price: $4.50 (includes
publication of answers to assignments and tests and publication
of tests). o

A VT 001 791
Automotive Service Specialist, A Suggested Guide for a Training
Course. Arthur J., Oettmeier. Office of Education, Washington,
D, C, 1965. GPO Number FS5.287:87015. Price: U45¢.

A VT 001 817
Planning and Organizing an Export Trade Education Program.
Willem Winkel. Office of Education, Washington, D, €, 1963.
GPO Number FS5.282:82012. Price: 20¢

A VT 001 826

The Visiting Homemaker, A Suggested Training Program. Office
of Education, Washington, D, C., 1964. GPO Number FS5.287:87002,

Price: 20¢.




Address Code2

A VT 001 856
Mechanical Technology, Design and Production, A Suggested 2-
Year Post High School Curriculum. Office of Education.
Weshington, D, C. 19%L. GPO Number FS5.280:80019. Price: TO¢.

B VT 001 895
Superviged Study Guide in Electric Motor Repair. Oscar A. Self,
Texes University, Austin. Department of Industrial Education.
January, 1967. Price: $5.00 (includes study guide and unit
tests publications).

A VT 001 980
Civil and Highway Technology, Suggested Techniques for Determining
Courses of Study in Vocational~Technical Education Programs.
Clarence E, Peterson. Office of Education, Washington, D. C,
Technical Education Branch. 1964, GPO Wumber FS5.280:80018.
Price: 25¢.

A VT 002 133
Instruction in Farm lechanics, Suggestions for Developing
Training Programs in Farm Mechanics in Vocational Agriculture,
A. H, Hollenberg and E, J, Johnson, Office of Education,
Washington, D, ¢, 1964, GPO Number FS5.281:81009., Price: 50¢.

A VT 002 134
Farm Business Analysis, Guidelines for a Suggested Program in
Faxrm Management. Harold F. Duis and others. Office of Education,
Washington, D, C. 1964, GPO Number FS5.281:81010. Price: 20¢.

A VT 002 201
The Landscape Alde, A Suggested Training Program. Office of
Education, Washington, D, C. 196h4. GPO Number FS5.287:87010.
Price: 25¢.

A VT 002 270
The Homemaker's Assistant, A Suggested Training Program. Office
of Education, Weshington, D, C. 196k. GPO Number F55.287:87008
Price: 20¢.

A VT 002 271
The Forestry Aide, A Suggested Treining Program. Office of
Education, Weshington, D, C. Division of Vocational and
Technical Educetion. 1964, GPO Mmber FS5.287:87011. Price: 25¢.

A VT 002 272
Highway Engineering Aide, A Suggested Training Program. Office
of Education, Weshingtor, D. C. 1964, GPO Number FS$5.287:87009.
Price: 35¢.

B VT 002 280
Supervised Study Guide for Optician, Dispensing Optician, and
Optical Mechanic. Jim Cocloum. Texas University, Austin.
Department of Industrial Education. February, 1967. Price:
$7.50 (includes study gulde and unit tests publications).
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Address Code?

A

VT 002 281

Medical Laboratory Assistant, A Suggested Guide for a Training
Program. Office of Education, Washington, D, C. 1966. GPO
Number FS5.287:87017. Price: 60¢.

VT 002 361

Electronic Data Processing I, A Suggested 2-Year Post High
School Curriculum for Computer Programers and Business
Applications Analysts. Maurice W, Roney. Office of Education,
Washington, D, C, Jamuary, 1966, GPO Number FS5.280:8002k.
Price: 40¢.

VI 002 419

The Preparation of Occupational Instructors, A Suggested Course
Guide. James L, Cockrum. Office of Education, Washington, D, C,
Division of Vocational and Technical Education. 1966, GPO
Number FS5.280:80042. Price: $1.25.

VT 002 422

Instrumentation and Automatic Control, Suggested Techniques for
Determining Courses of Study in Vocational and Technical Education
Programs, Office of Education, Washington, D, C, GPO Number
FS5.280:80043. Price: 25¢

VT 002 483

Three-Dimensional Teaching Aids for Trade and Industrial
Instruction. Harold J, Rosengren. Office of Education,
Washington, D, C. 1965. GPO Number FS5.284:8402L4, Price: 35¢.

VT 002 515

Chemical Technology, A Suggested 2-Year Post High School
Curriculum. Robert M., Knoebel. Office of Education,
Washington, D, C, 1964. GPO Number FS5.280:80031. Price: 75¢.

VT 002 516

Instrumentation Technology, A Suggested 2-Year Post High School
Curriculum. Office of Education, Washington, D. C. 196L.

GPO Number FS5.280:80033. Price: 75¢.

VT 002 635

Civil Tecmology, Highway and Structural Options, A Suggested
2-Year Post High School Curricvdum. Walter J. Brooking. Office
of Education, Washington, D, C, 1966, GPO Number FS5.280:800L1,
Price: 60¢,

1Copies of these documents may be obtained from the source indicated in
the citation.

2Correct address to obtain cited item is given in the source list, page 6,




Address Code

A

Source List for Documents

Not in Microfiche Collection

Superintendent of Documents
U, S. Government Printing Office
Washington, D, C, 20402

Industrial Education Department
Division of Extension

The University of Texas

Austin, Texas 78712

Instructional Materials Laboratory
Distributive Education Department
Division of Extension

The Unlversity of Texas

Austin, Texas 78712



AUTHOR INDEX

Page

AGRICULTURAL EDUCATION TEACHING MAw
TERIALS CENTER, COLLEGE STATION,
TEX.,

VT 002 .78 .

125
Vocational Agriculture Services
Publication List.
ALABAMA UNIV., UNIVERSITY. DEPI'. OF
TRADE AND INDUSTRIAL EDUCATION
VT 003 132 11k

Furniture Upholstery and Repair, A
Study Guide and Progression Record
for Furniture Upholstery and Re-
pair Students in a Cooperative
Training Program.

ARIZONA UNIV., TUSCON. DEPI. OF AG~
RICULTURAL EDUCATION
vr 000 350 3
Selected Reference Books for De=-
partments of Vocatiowal Agricule

ture.

BEARD, LOUISE AND OTHERS
VT 000 116
Psychiatric Aide.

T0

BEAUMONT, JOHN A,
VT 000 589
Training for Students in the Food
Industry.

o7

BROOKING, WALTER J,
VT 002 635 ED
Civil Technology, Highway and
Structural Options, A Suggested 2«
Year Post High School Curriculum.

108

BROWN, RUSSELL
VT 001 L6l
Supervised Study Guide for Tele-
vision Cameraman.

93

L e

Page

CALIFORNIA STATE DEPI. OF INDUSTRIAL
EDUCATION. SACRAMENTO. BUREAU OF
INDUSTRIAL, EDUCATION
VT 002 180 ED
Instructional Materials.,

127

CHAPMAN, ELWOOD N,
VT 000 437
Your Attitude is Showing.

2%

COCKRUM, JAMES L,
VT 002 280
Supervised Study Guide for Opti-
cian, Dispensing Optician, and Op-
tical Mechanic.

100

VT 002 419 ED 117
The Preparation of Occupational
Iastructoirs, A Suggested Course
Guide.

COLICCHIO, ANTOINETTE J.

VT 002 92U ED 110
Needle Trades Mathematics I.

COLLIE, IDA
VT 000 111 67

Hospital Wark Clerk.

COUNCIL FOR DISTRIBUTIVE TEACHER ED=-
UCATION
VT 000 507 ED
Digtributive Education Library
Lists.,

56

DORNFIELD, BLANCHE E,
vr 002 780 ED
Commercial Foods, Mathematics T.

118

DUIS, HAROLD F, AND OTHERS
VT 002 134 ED
Farm Business Analysis, Guidelines
for a Suggested Program in Farm
Management.

29




AUTHOR INDEX
Page Page
ERTEL, KENNETH 4. VP 002 257 ED 32
VT 000 507 ED 56 Producing High Corn Yields.
Distributive Education Library
Lists. VT 002 258 ED 33
Transplanting Shade Trees.
FITTS, JAMES VT 002 259 ED 3L
VT 001 132 ED 25 Setting Up Farm Records to Provide

Parks and Landscape Employee,

FLORIDA STATE DEPT. OF EDUCATION,
TALLAHASSEE
VT 000 356 L
Selected Reference Books for De-
partments of Vocational Agricul-
ture.

HILL, DURWIN
VP 001 140  ED 26
Agricultural Machinery - Power.

HILL, JOY
VT 002 792 75
Surgical Technician Unit, Surgical
Aseptic Technique.

HOLLENBERG, A. H.
VT 002 133 ED 28
Instruction in Farm Mechanics,
Suggestions for Developing Train-
ing Programs in Farm Mechanics in
Vocational Agriculture.

JDAHO STATE BOARD FOR VOCATIORAL ED=-
UCATION, BOISE, DISTRIBUTIVE EDU-
CATION DIVISION
VT 000 507 ED 56
Distributive Education Library
Lists.

ILLINOIS UNIV,, URBANA, VOCATIORAL
AGRICULTURE. SERVICE
VT 002 175 ED 122
Catalog of Teaching Materials,
196T-64.

for Anelysis.

VT 002 260 ED 35
The Plaanter =-=- Selection, Adjust-
ment, Maintenance, and Use.

VT 002 262 ED 36
Selecting, Feeding, and Caring for
Light Horses.

INDIANA STATE UNIV., TERRE HAUTE,
INSTRUCTIONAL MATERIALS
VT 002 176 ED 123
Available Instructional Materials.

JANES, MARTHA W,
VT 000 115 69
Personal Care and Family Aide.

JOHNSON, E, J.
VT 002 133 ED 28
Instruction in Farm Mechanics,
Suggestions for Developing Traine
ing Programs in Farm Mechanics in
Vocational Agriculture.

JOHNSON, JOHNNY
VT O0L 132 ED 25
Parks and Landscape Employee.

JURIST, RODNEY G.
VT 003 124 ED 46
The Curriculum for & Model Busi-
ness Education Program.

KARNES, JAMES B., ED.
VT 002 04O 61
Merchandising Group Instruction, A
Course of Study Designed for Stu-
dents Preparing for or Presently
Employed in Distributive Educa-
tion.
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Page

AUTHOR INDEX
Page
VT 002 095 62 VT 002 263 ED

Food Service, A Course of Study
Designed for Cooperative Part-Time
Students Employed in Food Service
Work.

VT 002 857 76
Dental Assistant, A Course of

Study Designed for Cooperative
Part-Time Students Employed as

Dental Assistants.

KENTUCKY UNIV,, LEXINGTON. INSTRUC-

TIONAL MATERIALS LABORATORY

VT 002 786 ED 43
General Business Unit, The Influ-
ence of Automation on Business and
Personal Life.

VT 002 792 (p
Surgicel Technician Unit, Surgical
Aseptic Technique.

KNEELAND, NATATLIE

v 000 909 ED °9
Distributive Education for Adults,
Guide for Part-Time Instructors.

KNOEBEL, ROBERT M.

VT 002 515 ED 106
Chemical Technology, A Suggested
2~Year Post High School Curricu-

lum,

LOUISIANA STATE DEPT. OF EDUCATION,

BATON ROUGE, DISTRIBUTIVE EDUCA-
TION SECTION

VT 002 251 63
Advanced Sales Techniques, Ine
structor's Guide.

VT 002 254 64
Tour Guide Training, Conference
leader's Guide, Adult Series.

LOUISIANA VOCATIONAL CURRICULUM DE-

VELOPMENT AND RESEARCH CENIER,
NATCHITOCHES

VT 002 252 b1
Student's Instructional Handbook

in Typewriting.

State Vocational-Teczhnical and
Trede Schools of Leuislana Cata~
log.

VT 003 003
Business Training Course, Ten~Key
Adding~Listing Machine.

VT 003 022
Economics for Industrial Supervi-
80rs.

VT 003 024 ED
Introduction to Management for Inw
dustrial Supervisors.

LOVELACE, BILL E.
VT 000 262
Supervigsed Study Guide in Medical
Laboratory Techniques.

LUTER, ROBERT R.
T 000 157
Bagic Selling.

VT 000 168
Marketing in Our Economy.

LYNCH, MILDRED
VT 003 017
Dental Office Management.

MISSISSIPPI STATE DEPT. OF VOCATION-
AL EDUCATION, JACKSON
VT 001 277
A Guide for Use in Developing
Training Programs in Mechanical
Technology.

VT 002 782 ED

A Basic Plan for the Organization
and Managenent of Instruction in
Vocational Radio and Television.

MISSISSIPPI STATE UNIV., STATE COL-
LEGE, CURRICULUM LABORATORY
VT 001 277
A Guide for Use in Developing
Training Programs in Mechanical
Technology.

131
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112

73
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52

78
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AUTHOR INDEX
Page
VT 002 22k ED 129 NEW JERSEY STATE DEPT. OF EDUCATION,
Instructional Materials. TRENTON, VOCATIONAL DIVISION
VT 002 179 ED
VT 002 782 ED 109 Curriculum Materials.
A Bagic Plan for the Organization
and Management of Instruction in VT 002 780 ED
Vocational Radio and Television. Commercial Foods, Mathematics I.
VT 002 781
MISSOURI STATE DEPT. OF EDUCATION, Our First Foods Book.
JEFFERSON CITY. INDUSTRIAL EDUCA=~
TION SECTION VT 002 924 ED
VT 002 032 87 Needle Trades Mathemetics I.
Applied Electricity.
VT 003 124 ED
The Curriculum for & Model Busi-
MISSOURT UNIV., COLUMBIA, DEPT. OF ness Education Program.
INDUSTRIAL EDUCATION
VT 002 032 87 VT 003 129
Applied Electricity. Baking, Related Science and Trade
Information. Part 1 « Ingredients.
VT 002 040 61
Merchandising Group Instruction, A
Course of Study Designed for Stu~ NORTH CAROLINA STATE BOARD OF EDUCA=~
dents Preparing for or Presently TION, RALEIGH
Employed in Distributive Educa- VT 003 01k ED
tion. Court Reporting.
VT 002 095 62
Food Service, A Course of Study NORTH CAROLINA STATE BOARD OF EDUCA-
Designed for Cooperative Part-Time TION, RALEIGH. CURRICULUM LABORA=~
Students Employed in Food Service TORY
Work. vT 000 111
Hospital Ward Clerk.
VT 002 177 ED 124
Instructional Materials from Mis- VT 000 114
souri Curriculum Materials Laborae The Nurses' Assistant.
tory.
VvT 000 115
VT 002 857 76 Personal Care and Family Aide.
Dental Assistant, A Course of
Study Designed for Cooperative VT 000 116
Part-Time Students Employed as Psychiastric Aide.
Dental Assistants.
VT 003 017
Dental Office Management.
NAVARRO, ANGEL
VT 001 469 o

Supervised Study Guide for Auto
Body and Fender Repairman.

OETTMEISZR, ARTHFR J.
VT 001 791 ED
Automotive Service Specialist, A
Suggested Guide for a Training
Course.

Page

126

118

83

110

L6

113
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67

68

69

70

78
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AUTHOR INDEX
Page Page
OFFICE OF EDUCATION, WASHINGTON, VT 002 281 ED Th
D.C. Medical lLaboratory Assistant, A
VT 000 589 ST Suggested Guide for a Training
Training for Students in the Food Program.
Industry.
VT 002 361 ED k2

VT 000 6Tk ED 58
Seafood Merchandising, A Guide for
Training Programs.

VT 000 909 ED 59
Distributive Education for Adults,
Guide for Part-Time Instructors.

VT 001 TOL ED 95 .

Automotive Service Specialist, A
Suggested Guide for & Training
Course.

VT 001 817 60
Planning and Organizing an Export
Trade Education Program.

VT 001 826 ED 81
The Visiting Homemaker, A Suggest-
ed Training Progranm,

VT 001 856 ED 96
Mechanical Technology, Design and
Production, A Suggested 2-Year

Post High School Curriculum.

VT 002 133 ED 28
Instruction in Farm Mechanices,
Suggestions for Developing Traine-
ing Programs in Farm Mechanics in
Vocational Agriculture.

VT 002 134 ED 29
Farm Business Analysis, Guidelines
for & Suggested ¥Program in Farm
Mansgement.

VT 002 201 ED 31
The Landscape Aide, A Suggested
Training Program.

VI 002 270 ED 82
The Homemaker's Assistant, A Sug-
gested Training Program.

vr 002 272 ED 99

Highway Engineering Aide, A Sug-
gested Training Progrem.

Electronie Data Processing I, A
Suggested 2-Year Post High School
Curriculum for Computer Programers
and Business Applications Analysts.

VT 002 h09 ED 101
Electrical Appliance Serviceman,
Suggested Guide fox» & Training
Course.

VT 002 L1l ED 102
Machine Tool Operator, General,
Entry, Suggested Guide for a
Training Course.

VT 002 Lk22 ED 103
Instrumentation and Automatic Con-
trol, Suggested Technigues for De=
termining Courses of Study in Vo=
catiocnal anu Technical Education

Prog~ams.

VT 002 483 ED 104
Three-Dimensional Teaching Aids

for Trade and Industrial Instruce
tion.

VI 002 515 ED 106
Chemical Technology, A Suggested
2-Year Post High School Curricu-

lum,

VT 002 516 ED 107
Instrvmentation Technology, A Sug-
gested 2~Year Post High School
Curriculum.

VT 002 635 ED 108
Civil Technology, Highway and
Structural Options, A Suggested 2-
Year Post High School Curriculum.

OFFICE OF EDUCATION, WASHINGTON,

D.C. DIV. OF VOCATIONAL AND TECH~-
NICAL EDUCATION

VT 002 271 ED 37
The Forestry Aide, A Suggested
Training Progrem.




AUTHOR INDEX

VT 002 L419 ED

The Preparation of Occupational
Instructors, A Suggested Course
Guide.

VT 002 Lk ED
Sheet Metal Worker, A Suggested
Training Course.

OFFICE OF EDUCATION, WASHINGTON,
D,C. TECHNICAL EDUCATION BRANCH
VT 001 980 ED
Civil and Highway Technology, Suge~
gested Techniques for Detexrmining
Courses of Study in Vocationalw
Technical Education Programs.

OHIO STATE DEPT. OF EDUCATION, CO=
LUMBUS, VOCATIONAL AGRICULTURE
SERVICE
VT 002 011
Establishment and Maintenance of
Lawns.

OHIO STATE UNIV., COLUMBUS, AGRICUL-
TURAL EDUCATION SERVICE
VT 000 611
Fundamentals of Plant Identifica-
tion, A Student Study Guide.

VT 002 158
Rate of Plunting Corn, A Labora=-
tory Exercise.

OHIO STATE UNIV., COLUMBUS. CENTER
FOR RESEARCH AND LEADERSHIP IN VO-
CATIONAL AND TECHNICAL EDUCATION
VT 000 488 ED
Organization and Management of Ma=
chinery Dealerships.

VT 000 489 ED
Agricultural Machinery Service De=
partment Operating Procedures.

VT 000 k90 ED
Agricultural Machinery Parts De=-
partment Qperating Procedures.

VT 000 491 ED
Agricultural Salesmanship.

Page

117

105

98

27

23

30

VT 000 492 ED
Human Relations in Agricultural
Occupations.

VT 000 493 ED
Metal Fusion and Fabrication Wel-
dingo I

VT 000 L9k ED
Agricultural Machinery Assembly
and Lubrication.

VT 000 ko5 ED
Mechanical Power Transfer Systems,

VT 000 Lg6 ED
Hydraulic Power Transfer Systems.

VT 000 497 ED

Adjustment, Maintenance, and Re=
pair of Tillage, Planting, Spray=-
ing, and Fertilizing Machinery.

VT 000 498 ED
Ad justment, Maintenance, and Re=
pair of Crop Harvesting Machinery.

VT 000 499 ED
Adjustment, Maintenance, and Re=
pair of Small Gasoline Engines.

VT 000 500 ED

Tractor Tune-Up and Maintenance.
VT 000 501 ED

Gasoline Tractor Engine Systems.
VT 000 502 ED

Diesel Engine Systens.

VT 000 503 ED

Tractor Repair.

VT 000 50L ED

Course Outline for Agricultural
Machinery = Service Occupations.

OHIO STATE UNIV,, COLUMBUS. DEPT. OF
AGRICULTURAL EDUCATION
VT 000 36h ED
Combines and Combining.

VT 000 611
Fundamentals of Plant Identifica-

tion, A Student Study Guide.

10

11

12

13

1k

15

16

17

18

19

20

21

2

23




13

AUTHOR INDEX
Page Page
vT 002 0Ol1 27 RIDENOUR, HARLAN E.
Establishment and Maintenance of VT 000 364 ED 5
Lawns. Combines and Combining.
VT 002 158 30
Rate of Planting Corn, A Labora- RONEY, MAURICE W. ‘
tory Exercise. VT 002 361 ED ke
Electronic Data Processing I, A
VT 002 995 38 Suggested 2-Year Post High School
What is Horticulture? Carricwlum for Computer Programers
and Business Applications Analysts.
OHIO STATE UNIV., COLUMBUS, INSTRUC= VT 002 L84 ED 105
TIONAL MATERIALS LABORATORY Sheet Metal Worker, A Suggested
VT 002 227 ED 130 Training Course.
Instructional Materials for Trade
Industrial and Technical Occupée-
tions, 1967. ROSENGRE HAROLD J.
‘ 118 ED 104
Three-Dimensional Teaching Aids
OHTO VOCATIONAL 4GRICULTURE INSTRUCe . for Grade and Industrial Instruce
TIONAL MATERJALS SERVICE, COLUMBUS tion. .
VT 002 1Th ED 121

r

Instructional Materials Catalog.
RUTGERS STATE UNIV., NEW BRUNSWICK,

N. J. CURRICULUM LABORATORY, VOCA=

OKLAHOMA STATE UNIV., STILLWATER TIONAL DIV,
VT 002 403 ED 101 VT 002 179 ED 126
Electrical Appliance Serviceman, Curriculum Materials.
Suggested Guide for a Training °
Course. VT 002 780 ED 118
Commercial Foods, Mathematics 1.
VT 002 411 ED 102
Machine Tool Operator, General, VT 002 92k ED 110
Entry, Suggested Guide for a Needle Trades Mathematics 1.
Training Course.
VT 003 124 ED 46
VT 002 484 ED 105 The Curriculum for a Model Busi=-
Sheet Metal Worker, A Suggested ness Education Progrem.
Training Course.
VT 003 129 113
Baking, Related Science and Trade
PETERSON, CLARENCE E, Information. Part I - Ingredients.
VT 001 980 ED 98
1 Civil end Highway Technology, Suge
gested Techniques for Determining SCHREIEERﬁsiEO
Courses of Study in Vocationale _ VT 001 93
Technical Education Programs. Supervised Study Guide for Tele-

vision Cameraman.

PIESLAK, MARY MARGARET
VT 002 781 83  SCIENCE RESEARCH ASSOCIATES, INC.,

Our First Foods Book. CHICAGOﬁBT 55
Your Attitude is Showing.

¥



AUTHOR INDEX

Page

SELF, OSCAR A.
VT 001 895 97
Supervised Study Guide in Electric
Motor Repair.

SIGMON, JOYCE
VT 003 017 78
Dental Office Management.

SOMMER, CY
VT 003 129 113
Baking, Related Science and Trade
Information. Part I - Ingredients.

SMITH, GARY R.
VT 000 507 ED 56
Distributive Education Lebrary
Lists.

SPARKS, MAVIS C.
VT 002 786 ED 43
Geperal Business Unit, The Influ-
ence of Automation on Business and
Personal Life.

SPINTI, ROBERT J., COMP.
VT 002 032 87
Applied Electricity.

TENNESSEE STATE BOARD FOR VOCATIONAL
EDUCATION, NASHVILLE
VT 002 934 ED T7
Mental Nursing

TENNESSEE STATE DEPT. OF EDUCATION,
NASHVILLE. DIV. OF VOCATIONAL EDU=-
CATION
VT 002 223 ED 128
List of Instructional Meterials.

TENNESSEE VOCATIONAL CURRICULUM LAB-
ORATORY, MURFREESBORO
VT 002 934 ED 7

TEXAS AGRICULTURAL AND MECHANICAL
UNIV., COLLEGE STATION
VT 000 990 ED
Fertilizer Sales and Serviceman.

VT 001 132 ED
Parks and Landscape Employee.

VT 001 140 ED
Agricultural Machinery « Fower,

TEXAS EDUCATION AGENCY, AUSTIN
VT 000 990 ED
Fertilizer Sales and Serviceman.

VT 001 132 ED
Parks and Landscape Employee,

VT O0L 1ko ED
Agricultural Machinery - Power.

TEXAS EDUCATION AGENCY, AUSTIN. IN~
DUSTRIAL EDUCATION DIVISION
VT 000 220

Supervised Study Guide in Auto Up-
holstery and Trim.

VT 000 262
Supervised Study Guide in Medical
Laboratory Techniques.

VT OOL héh
Supervised Study Guide for Tele-
vision Cameraman.

VT 001 L469
Supervised Study Guide for Auto
Body and Fender Repairman.

TEXAS UNIV., AUSTIN. DEPT. OF DIS~
TRIBUTIVE EDUCATION
VT 000 1h5
Mathenatics of Distribution.

VT 000 157
Basic Selling.

VT 000 16k
Merchandising.

VT 000 168
Marketing in Our Econonmy.

VT 000 211
Home Furnishings Sales Training
Kit.

Page

25

26

24

25

9l

73

93

9

LS

50

51

52

53

1L




15
AUTHOR INDEX
Page Page
TEXAS UNIV., AUSTIN. DEPT. OF INDUS~ WIGGS, J. T,
TRIAL EDUCATION vT 000 990 ED 2k

VT 000 220 91
Supervised Study Guide in Auto Upe
holstery and Trim.

VT 000 2h41 71
Supervised Study Guide, Dental Ase
sistant,

VT 000 24k T2
Supervised Study Guide, Nurse
Aide,

VT 000 262 73
Supervised Study Guide in Medical
Laboratory Techniques,

VT OO1L L6k 93
Supervised Study Guide for Tele-
vision Cameraman.

VT O0L 469 ol
Supervised Study Guide for Auto
Body and Fender Repairman.

VT 00L 895 97
Supervised Study Guide in Electric
Motor Repair,

VT 002 280 100
Supervised Study Guide for Optie.
cian, Dispensing Optician, and Ope
tical Mechanic,

TEXAS UNIV,, AUSTIN., INSTRUCTIONAL
MATERIALS LABORATORY
VT 000 216 : 5
Autc Parts Counterman.

UTZINGER, JAMES
VT 002 995 38
What is Horticulture?

VENABLE, BENNY MAC
VT 001 14O ED 26
Agricultural Machinery - Power.

WEST, ERNEST F.
VT 000 220 91
Supervised Study Guide in Auto Upe
holstery and Trim,

Fertilizer Sales and Serviceman,

WILLIAMS, O, O,
VT 000 2L 72
Supervised Study Guide, Nurse
Alde.

WINKEL, WILLEM
VT 001 817 60
Planning and Organizing an Export
Trade Education Program.

I




SUBJECT INDEX

Page

ADULT EDUCAT [ON

VT 002 753 63
Advance. Sales Techniques, In-
structor's Guide.

ADULT FARMER EDUCATION

VT 002 134 ED

Farm Business Analysis, Guidelines
for a Suggested Program in Farm
Management.

29

ADULT VOCATIONAL EDUCATION

VT 000 909 ED
Distributive Education for Adults,
Guide for Part-Time Instructors.

VvT 001 791 ED 95
Automotive Service Specialist, A
Suggested Guide for a Training
Course.,

59

AGRICULTURAL EDUCATION

VT 000 LB8 ED 6
Organization and Management of Ma=
chinery Dea  'rships.

VT 000 489
Agricultural Machinery Service Dee
partment Operating Procedures.

VT 000 490 ED 8
Agricultural Machinery Parts De=-
partment Operating Procedures.

VT 000 491 ED 9
Agricultural Salesmanship.

VT 000 492 ED 10
Human Relations in Agricultural
Occupations.

VT 000 493 ED 11
Metal Fusion and Fabrication Wel.

ding.

VT 000 Lol ED 12
Agricultural Machinery Assembly
and Lubrication.

VT 000 495 ED 13
Mechanical Power Transfer Systems.

ED 7

VT 000 495 ED
Hydraulic Power Transfer Systems.

VT 000 497 ED

Adjustment, Maintenance, and Re=
pair of Tillage, Planting, Spray-
ing, and Fertilizing Machinery.

VT 000 498 ED
Adjustment, Maintenance, &nd Rew-
peir of Crop Harvesting Machinery.

VT 000 499 ED
Adjustuent, Maintenance, and Ree
pair of Small Gasoline Engines.

VT 000 500 ED
Tractor Tune«~Up and Maintenance.

VT 000 501 ED
Gasoline Tractor Engine Systems.

VT 000 502 ED
Diesel Engine Systems.

vT 000 503 ED

Tractor Repair.

VT 000 S04 ED
Course Outline for Agricultural
Machinery = Service Occupations.

VT 002 175 ED
Catalog of Teaching Materials,
196768,

VT 002 201 ED
The Landscaepe Aide, A Suggested
Training Piogram.

VT 002 271 ED
The Forestry Aide, A Suggested
Training Program.

AGRICULTURAL MACHINERY
VT 000 364 ED
Combines and Combining.

VT 000 k88 ED
Organization and Management of Ma=-
chinery Dealerships.

VT 000 Lok ED
Agricultural Machinery Assembly
and Lubrication.

16

Page

I

15

16

17

19

20

21

22

122

31

37

6




SUBJECT INDEX
Page Page
VT 000 497 ED 15 VT 000 498 ED 16

Adjustment, Maintenance, and Re=
pair of Tillage, Planting, Spray-
ing, and Fertilizing Mechinery.

VT 000 498 ED 16
Adjustment, Maintenance, and Re~
pair of Crop Harvesting Machinery.

VT 001 14O ED 26
Agriculitursl Machinery - Power.

VT 002 260 ED 35
The Planter =~ Selection, Adjuste
ment, Maintenance, and Use.

AGRICULTURAL MACHINERY OCCUPATIONS

VT 000 488 ED 6
Organization and Management of Maw
chinery Dealerships.

VT 000 469 ED 7
Agricultural Machinery Service De-
partament Operating Procedures.

VT 000 k9o ED 8
Agricultural Machinery Parts De=
partment Operating Procedures.

VT 000 Lol ED 9
Agricultural Salesmanship.

VT 000 Lg2 ED 10
Human Relations in Agricultural
Occupations.

vT 000 h93 ED 11
Metal Fusion and Fabrication Wele-

ding.

VT 000 Lok ED _ 12
Agricultural Machinery Assembly
and Lubrication.

VT 000 L495 ED 13
Mechanical Power Transfer Systems.

VT 000 k96 ED 1k
Hydraulic Power Transfer Systems.

VT 000 kg7 ED 15
Ad jJustment, Maintenance, and Re-
pair of Tillage, Planting, Spray~
ing, and Fertilizing Machinery.

Adjustment, Maintenance, and Re~
pair of Crop Harvesting Machinery.

VT 000 499 ED
Adjustment, Maintensnce, and Re=~
pair of Small Gasoline Engines.

VT 000 500 ED
Tractor Tune-Up and Maintenance.

VT 000 501 ED
Gasoline Tractor Engine Systems.

VT 000 S0O2 ED
Diesel Engine Systems.

VT 000 503 ED
Tractor Repair.

VT 000 S04 ED
Course Outline for Agricultural
Machinery - Bervice Occupations.

VT 001 1hO ED
Agricultural Machinery - Fower.

AGRICULTURAL MECHANICS
VT 002 133 ED
Instruction in Farm Mechanics,
Suggestions for Developing Traine
ing Programs in Farm Mechanics in
Vocational Agriculture.

AGRICULTURAL PRODUCTION
VT 002 257 ED
Producing High Corn Yields.

AGRICULTURAL SUFPPLY OCCUPATIONS
VT 000 990 ED
Fertilizer Sales and Serviceman.

AREA VOCATIONAL SCHOOLS
VT 002 252
Student's Instructional Handbook

in Typewriting.

ASEPTIC TECHNIQUES
vT 002 792
Suwgical Technician Unit, Surgical
Aseptic Technique.

it

17

18

19

20

21

22

26

28

32

2L

L1

75

7




18

SUBJECT INDEX
Page Page
AUDIOVISUAL AIDS VT 000 356 L
VT 002 1Tk ED . 121 Selected Reference Books for De-
Instructional Materials Catalog. partments of Vocational Agricule
ture.
VT 002 178 125
Vocational Agriculture Services VT 000 507 ED 56
Publication List. Distributive Education Library
Lists.
AUTOMATION VT 001 856 ED 96
VT 002 786 ED W3 Mechanical Technology, Design and

General Business Unit, The Influ~
ence of Automation on Business and
Personal Life.

AUTO MECHANICS
VT O0L 791 ED 95
Automotive Service Specialist, A
Suggested Guide for a Training
Course.

AUTOMOBILE BODY REPAIRMEN
VT 001 469 ok
Supervised Study Guide for Auto
Body eand Fender Rep&irman,

AUTOMOBILE UPHOLSTERERS
vT 000 220 91
Supervised Study in Auto Up-
holstery and Trim.

AUTOMOTIVE PARTS MEN
VT 000 216 54
Auto Parts Counternan.

BAKERS
VT 003 129 113
Baking, Related Science and Trade
Information. Part I - Ingredients.

BASIC SKILLS
vT 002 780 ED 118
Commercial Foods, Mathematics I.

BIBLIOGRAPHIES
VT 000 350 3
Selected Reference Books for De=~
partments of Vocational Agricul-
ture.

Production, A Suggested 2-Year
Post High School Curriculum.

VT 002 175 ED 122

Catalog of Teaching Materials,
1967-68.

VT 002 176 ED 123
Available Instructional Msterlals.

VT 002 177 ED 124
Instructional Materials from Mis~
souri Curriculum Materials Labora-
tory. .

VT 002 178 125
Vocational Agriculture Services
Publication List.

. VT Q02 179 ED 126

Curriculum Materials.

VT 002 180 ED | 127
Instructional Materials.,

VT 002 223 ED 128
List of Instructional Materials.

VT 002 224 ED 129
Instructional Materials.

VT 002 227 ED 130
Instructional Materials for Trade
Industrial and Technical Occupa-

tions, 1967.

VT 002 263 ED 131
State Vocational«Technical a&ana

Trade Schools of Louisiana Cata-

log.



SUBJECT INDEX

Page

BUSINESS EDUCATION
VT 002 252 41
Student's Instructional Handbook
in Typewriting.

VT 002 361 ED b2
Electronic Data Processing I, A
Suggested 2-Year Post High School
Curricwdun for Computer Programers
and Business Applications Analysts.

VT 002 786 ED 43
General Business Unit, The Influ-
ence of Automation on Business and
Personal Life.

VT 003 014 ED LS5
Court Reporting.

VT 003 124 ED 46
The Curriculum for & Model Busi-
ness Education Program.

BUSINESSMEN
VT 001 817 60
Planning and Organizing an Export
Trade Education Program.

CAMERAMEN
VT 001 Léh 93
Supervised Study Guide for Tele-
vision Cameraman.

CHEMICAL TECHNICIANS
VI 002 515  ED 106
Chemical Technology, A Suggested
2«Year Post High School Curricue
lum.

CHILD CARE WORKERS
VT 000 115 69
Personal Care and Family Aide.

CIVIL ENGINEERING
VT 001 980 ED 98
Civil and Highway Technology, Suge
gested Techniques for Determining
Courses of Study in Vocationale-
Technical Education Programs.

Page

VT 002 635 ED 108
Civil Technology, Highway and
Structural Options, A Suggested 2~
Year Post High School Curriculum,

COMMUNICATION (THOUGHT TRANSFER)
VT 000 h92 ED 10
Human Relations in Agricultural
Occupations.

COOPERATIVE EDUCATION
VT 000 220 g9l
Supervised Study Guide in Auto Up=-
holstery and Trim.

VT 000 241 TL
Supervised Study Guide, Dental As-
sistant.

VT 000 2Lk 72
Supervised Study Guide, Nurse
Alde,

VT 000 589 57
Training for Students in the Food
Industry.

VT 001 132 ED 25
Parks and lLendscape Employee.

VT O0L 140 ED 26
Agricultural Machinery - Power.

VT 001 L6k 93
Supervised Study Guide for Tele~
vision Cameraman.

VT 001 469 ok
Supervised Study Guide for Auto
Body and Fender Repairman.

VT 001 895 97
Supervised Study Guide in Electric
Motor Repair.

VT 002 095 62
Food Service, A Course of Study
Designed for Cooperative Part~Time
Students Employed in Food Service

Work.

VT 002 857 76
Dental Assistant, A Course of

Study T'esigned for Cooperative
Part-Time Students Employed as

Dental Assistants.

19




20

SUBJECT INDEX

Page Page
VT 003 132 1k VT 003 01k ED 45
Farniture Upholstery and Repair, A Court Reporting.
Study Guide and Progression Record
for Furniture Upholstery and Re- VT 003 124 ED 46
pair Students in a Cooperative The Curriculum for a Model Busie-
Training Program. ness Education Progran.

CORN CURRICULUM DEVELOPMENT

VT 002 158 30 VT 001 980 ED 98

Rate of Planting Corn, A Labora-
tory Exercise.

VT 002 257 ED 32
Producing High Corn Yields.

COURSE OUTLINES
VT 000 116 70

Psychiatric Aide.

VT 002 361  ED 42
Electronic Data Processing I, A
Suggested 2-Year Post High School
Curriculum for Computer Programers
and Business Applications Analysts.

COURSES
VT 000 S04 ED 22
Course Outline for Agricultural
Machinery - Service Occupations,

COURT KEPORTERS
VT 003 O1lL ED LS

Court Reporting.

CURRICULUM
VT 000 674  ED 58
Seafood Merchandising, A Guide for
Training Programs.

VT 002 361  ED 42
Electronic Data Processing I, A
Suggested 2-Year Post High School
Curriculum for Computer Programers
and Business Applications Analysts.

VT 002 he2 ED 103
Instrumentation and Automatic Cone-
trol, Suggested Techniques for De-
termining Courses of Study in vo-
cational and Technical REducation
Programs.

Civil and Highway Technology, Suge
gested Techniques for Determining
Courses of Study in Vocationale-
Technical Education Programs.,

CURRICULUM GUIDES
vT 000 111
Hospital Ward Clerk.

VT 000 115
Personal Care and Family Aide.

VT 000 1h5
Mathematics of Distribution.

VT 000 157
Basic Selling.

VT 000 164
Merchandising.

VT 000 168
Marketing in Our Economy.

VT 001 277

A Guide for Use in Developing
Training Programs in Mechanical
Technology.

VT 001 791 ED

Automotive Service Specialist, A
Suggested Guide for a Training
Course.

VT 001 817
Planning and Organizing an Export
Trade Education Program.

VT 00L 856 ED

Mechanical Technology, Design and
Production, A Suggested 2-Year
Post High School Curriculum.

VT 002 201 ED
The Landscape Aide, A Suggested
Training Program.

67

69

k9

50

51

52

60

31

e de s o




SUBJECT INDEX

Page Page
VT 002 254 o4 CURRICULUM PLANNING
Tour Guide Training, Conference VT 002 22 ED 103

leader's Guide, Adult Series.

VT 002 271  ED 37
The Forestry Aide, A Suggested
Training Program.

VT 002 272 ED 99

Highway Engineering Aide, A Sug-
gested Training Program.

VT 002 281  ED T4
Medical Laboratory Assistant, A
Suggested Guide for & Training
Progran.

VT 002 409 ED 101
Electrical Appliance Serviceman,
Suggested Guide for & Training
Course.

VT 002 h411 ED 102
Machine Tool Operator, General,
Entry, Suggested Guide for a

Training Course.

VT 002 484 ED 105
Sheet Metal Worker, A Suggested
Training Course.

VT 002 515 ED 106
Chemical Technology, A Suggested
2-Year Post High School Curricu-

lum.

VT 002 516 ED 107
Instrumentation Technology, A Sug-
gested 2-Year Post High School
Curriculum.

VT 002 635  ED 108
Civil Technology, Highway and
Structural Options, A Suggested 2-
Year Post High School Curriculunm.

VT 002 782 ED 109
A Basic Plan for the Organization

and Management of Instruction in
Vocational Radio and Television.

VT 002 934 ED 7
Mental Nursing.

VT 003 OLpL7 78
Dental Office Management.

Instrumentation and Automatic Cone
trol, Suggested Techniques for De-
termining Courses of Study in Vo=
cational and Technical Education
Programs.

DATA PROCESSING
VT 002 361  ED
Electronic Data Processing I, A
Suggested 2-Year Post High School
Curriculum for Computer Programers

and Business Applications Anelysts.

DEAF EDUCATION
VT 002 781
Our First Foods Book.

DEMONSTRATION PROGRAMS
VT 003 124 ED
The Curriculum for a Model Busi-
ness Education Progranm.

DENTAL ASSISTANTS
VT 000 241
Supervised Studv Guide, Dental As~
sistant.

VT 002 857

Dental Assistant, A Course of
Study Designed for Cooperative
Part~-Time Students Employed as
Dental Assistants.

VT 003 017
Dental Office Management.

DIESEL ENGINES
VT 000 502 ED
Diesel Engine Systems.

DISTRIBUTIVE EDUCATION
VT 000 145 .
Mathematics of Distribution.

VT 000 157
Basic Selling.

VT 000 16k
Merchendising.

42

83

46

71

76

78

20

L9

50

51

2l




22
SUBJECT INDEX
Page Page
VT 000 168 52 VT 003 022 111

Marketing in Our Economy.

VT 000 211 53
Home Furnishings Sales Training
Kit.

VT 000 216 54
Auto Parts Counterman.

VT 000 477 S 55
Your Att. .de is Showing.

VT 000 507 ED 56
Distributive Education Library
Lists.

VT 000 589 57
Training for Students in the Food
Industry.

VT 000 674  ED 58
Seafood Merchandising, A Guide for
Training Progranms.

VT 000 909 ED 59
Distributive Education for Adults,
Guide for Part-Time Instructors.

VT 001 817 60
Planning end Organizing an Export
Trade Education Program.

VT 002 040 61
Merchandising Group Instruction, A
Course of Study Designed for Stue
dents Preparing for or Presently
Employed in Distributive Educa=

tion.

VT 002 095 62
Food Service, A Course of Study
Designed for Cooperative Part-Time
Students Employed in Food Service
Work.

VT 002 254 6L
Tour Guide Training, Conference
Leader's Guide, Adult Series.

ECONOMICS
VT 000 168 52
Marketing in Our Economy.

Economics for Industrial Supervi-
sors.

ELECTRIC MOTOR REPAIRMEN .
VT 001 895 97
Supervised Study Guide in Electric
Motor Repair.

ELECTRICAL APPLIANCE SERVICEMEN
VT 002 409 ED 101
Electrical Appliance Serviceman,
Suggested Guide for a Training
Course.

ELECTRICAL APPLIANCES
VT 002 ko9 ED 101
Electrical Appliance Serviceman,
Suggested Guide for a Training
Course.

ELECTRICITY
VT 002 032 87
Applied Electricity.

EMPLOYEES
VT 000 437 55
Your Attitude is Showing.

ENGINEERING TECHNICIANS
VT 001 277 92
A Guide for Use in Developing
Training Programs in Mechanical
Technology.

VT OCL 856 ED 96
Mechanical Technology, Design and
Production, A Suggested 2-Year

Post High School Curriculum.

VT 001 980 ED o8
Civil and Highway Technology, Sug-
gested Techniques for Determining
Courses of Study in Vocationalw
Technical Education Prograus.

VT 002 635 ED 108
Civil Technology, Highway and
Structural Options, A Suggested 2.
Year Post High School Curriculum.

I

e d kil Mot e e o ren




SUBJECT INDEX
Page Page
ENGINES FILMSTRIPS
VT 000 499 ED 17 VT 000 356 Lt
Ad justment, Maintenance, and Re= Selected Reference Books for De-
pair of Small Gasoline Engines. partments of Vocational Agricul-
ture.

VT 000 501 ED 19
Gasoline Tractor Engine Systems. VT 002 995 38

EXPORTS
VT 00L 817 60
Flanning and Organizing an Export
Trade Education Program.

FARM ACCOUNTS
VT 002 259 ED 3k
Setting Up Farm Records to Provide
for Analysis.

FARM MANAGEMENT
VT 002 13k ED 29
Farm Business Analysis, Guidelines
for a Suggested Program in Farm
Management.

FARM OCCUPATIONS
VT 000 611 23
Fundamentals of Plant Identifica=
tion, A Student Study Guide.

VT 002 257 ED 32
Producing High Corn Yields.

VT 002 260 ED 35
The Planter =~ Selection, Adjust-
.ment, Maintenance, and Use.

VT 002 262 ED 36
Selecting, Feeding, and Caring for
Light Horses.

VT 002 935 38
what is Horticulture?

FERTILIZERS
VT 000 990 ED 24
Fertilizer Sales and Serviceman.

What is Horticulture?

FOOD SERVICE INDUSTRY
VT 002 780 ED 118
Commercial Foods, Mathematics I.

FOOD SERVICE OCCUPATIONS )
VT 002 095 62
Food Service, A Course of Study
Designed for Cooperative Part-Time
Students Employed in Food Service
Work.

FOOD STORES
VT 000 589 57
Training for Students in the Food
Industry.

FOODS INSTRUCTION
VT 002 781 83
Qur First Foods Book.

FORESTRY
VT 002 271 ED 37
The Forestry Aide, A Suggested
Training Program.

FORESTRY AIDES
VT 002 271 ED 37
The Forestry Aide, A Suggested
Training Program.

FURNITURE UPHOLSTERERS
VT 003 132 11k
Furniture Upholstery and Repair, A
Study Guide and Progression Record
for Furniture Upholstery and Re-
pair Students in a Cooperative
Training Program.

23




2k

SUBJECT INDEX
Page Page
GRADE 11 HIGH SCHOOLS
VT 000 157 20 VT 000 164 51
Bagic Selling. Merchandising.
VT 00L 7oL ED 95

HEALTH OCCUPATIONS EDUCATION
VT 000 111 67
Hospital Ward Clerk.

VT 000 114 68
The Nurses' Assistant.

VT 000 115 69
Personal Care and Family Aide.

VT 000 116 70
Psychiatric Aide,

VT 000 241 T1
Supervised Study Guide, Dental Ase
sistant.

VT 000 24k T2
Supervised Study Guide, Nurse
Aide.

VT 000 262 73
Supervised Study Guide in Medical
Laboratory Techniques.

vT 002 227 ED 130
Instructional Materials for Trade
Industrial and Technical Occupae
tions, 1967.

VT 002 281  gp T4
Medical Laboratory Assistant, A
Suggested Guide for & Training
Program.

VT 002 792 ) 75
Surgical Technician Unit, Surgical
Aseptic Technique.

VT 002 857 76
Dental Agsistant, A Course of

Study Designed for Cooperative
Part-Time Students Employed as

Dental Assistants.

VT 002 93k ED 77
Mental Nursing.

VT 003 017 78
Dental Office Management.

Automotive Service Specialist, A
Suggested Guide for a Training
Course.

HIGHWAY ENGINEERING AIDES
VT 002 272 ED
Highway Engineering Aide, A Sug~
gested Training Program.

HISTORICAL REVIEWS
VT 002 422 ED 103

Instrumentation and Automatic Con-
trol, Suggested TechniqQues for De=-
termining Courses of Study in Vo.
cational and Technical Education
Programs.

HOME FURNISHINGS
VT 000 211 53
Home Furnishings Sales Training
Kit.

HOME MANAGEMENT
VT 00L 826 ED 81
The Visiting Homemaker, A Suggeste
ed Training Program.

VT 002 270 ED 82
The Homemeaker's Assistant, A Sug=
gested Training Program.

HOMEMAKERS ASSISTANTS
VT 200 115 69
Personal Care and Family Aide.

VT 002 270  ED 82
The Homemaker's Assistant, A Sug~
gested Training Program.

HOMEMAKING EDUCATION
VT 002 781 83

Qur First Foods Book.




‘?

S TERsTEEAEEE e TR aTe TR T T T TR TR T R Al

SUBJECT INDEX
Page Page

HORSES VT 002 178 125
VT 002 262 ED 36 Vocational Agriculture Services
Selecting, Feeding, and Caring for Publication List.

Light Horses.
VT 002 179 ED 126
Curriculum Materials. ,

HORTICULTURE
VT 002 995 38 VT 002 180 ED 127
What is Horticulture? Instructional Materials.

i VT 002 223 ED 128

HOSPITALS ) List of Instructional Materisals.

VT 000 111l 67
Hospital Ward Clerk. VT 002 224 ED 129
Instructional Materials,

HUMAN RELATIONS VT 002 227 ED 130
VT 000 437 55 Instructional Materials for Trade
Your Attitude iz Showing. Industrial and Technical Occupfa

tions, 1967.
VT 000 492 ED 10
Human Relations in Agricultural VT 002 263 ED 131
Occupations., State Vocational-Technical and

Trade Schools of Louisians Catae

log.

HYDRAULICS
VT 000 k96 ED 14
Hydraulic Power Transfer Systems. INSTRUMENTATION

VT 002 422 ED 103

INDIVIDUAL INSTRUCTIONS
VT 002 095 62
Food Service, A Course of Study
Designed for Cooperative ParteTime
Students Employed in Food Service
Work.

INSTRUCTIONAL MATERIALS
VT 002 1Th ED 121
Instructional Materials Catalog.

VT 002 175 ED 122
Catalog of Teaching Materials,
196768,

VT 002 176 Ev 123
Available Instructional Materials,

VT 002 177 ED 124
Instructional Materials from Mis-
souri Curriculum Materials Labora=

tory.

Instrumentation and Automatic Cone
trol, Suggested Techniques for De-
termining Courses of Study in Vo~
cational and Technical Education
Programs.

VT 002 516 ED 107
Instrumentation Technology, A Suge
gested 2-Year Post High School
Curriculun.

INSTRUMENTATION TECHNICIANS
VT 002 516 ED 107
Instrumentation Technology, A Suge
gested 2«Year Post High School
Curriculium.

JOB ANALYSIS
VT0019§0 ED 98

Civil and Highway Technology, Suge
gested Techniques for Determining
Courses of Study in Vocationale
Technical Education Programs.

25




SUBJECT INDEX
Page Page
KINETICS MANAGEMENT -
VT 000 495 ED 13 VT 003 02k ED 112

Mechanical Power Transfer Systems,

VT 000 496 ED 1k
Hydraulic Power Transfer System.

LANDSCAPING
VT 001 132 ED 25
Parks and Landscape Employee.

VT 002 201 ED ‘ 31
The Landscape Aide, A Suggested
Training Program.

MDTA PROGRAMS
VT 001 826 ED 81
The Visiting Homemaker, A Suggest-
ed Training Program.

VT 002 272 ED 99
Highway Engineering Aide, A Suge
gested Training Program.

VT 002 281 ED (L
Medical Laboratory Assistant, A
Suggested Guide for a Training
Program.

VT 002 409 ED 101
Electrical Appliance Serviceman,
Suggested Guide for & Training
Course.,

VI 002 41l ED 102
Machine Tool Operator, General,
Entry, Suggested Guide for a
Training Course.

VT 002 484 ED 105
Sheet Metal Worker, A Suggested
Training Course.

MACHINE TOOL OFERATOR
VT 002 hl1 ED 102
Machine Tool Operator, General,
Entry, Suggested Guide for a
Training Course.

Introduction to Management for Ine
dustrial Supervisors.

MARKETING
VT 000 168 52
Marketing in Our Economy.

VT 000 488 ED 6
Organization and Management of Mae
chinery Dealerships.

MATHEMATICAL APPLICATIONS
VT 002 780 ED 118
Commercial Foods, Mathematics I.

MATHEMATICAL INSTRUCTION
VT 002 780 ED 118
Commercial Foods, Mathematics I.

MECHANICS (PRACTICAL)
VT 000 495  ED 13
Mechanical Power Transfer Systems.

VT 001 856  ED 96
Mechanical Technology, Design and
Production, A Suggested 2-Year

Post High School Curriculum.

MEDICAL LABORATORY ASSISTANTS
VT 000 262 73
Supervised Study Guide in Medical
Laboratory Techniques.

VT 002 281  ED Th
Medical Laboratory Assistant, A
Suggested Guide for a Training
Program.

MENTAL ILLNES
VT 002 93k ED 77
Mental Nursing.

MERCHANDISING
VT 000 16h4 51
Merchandising.




e e S e et 1 T e T ———T T e ——y ki
. o mam

SUBJECT INDEX
Page Page
VT 000 489 ED T VT 002 270 ED 82

Agricultural Machinery Service De=-
partment Operating Procedures.

VT 000 490 ED 8
Agricultural Machinery Parts Dew
partment Operating Procedures.

VT 000 67k ED 58
Seafood Merchandising, A Guide for
Training Progrems.

VT 002 CLo 61
Merchandising Group Instruction, A
Course of Study Designed for Stu-
dents Preparing for or Presently
Employed in Distrioutive Educa=

tion.

MOTOR VEHICLES
VT 000 220 91

Supervised Study Guide in Auto Up-
holstery and Trim.

NEEDLE TRADES
VP 002 92k ED 110
Needle Trades Mathematics I.

NURSES AIDES
VT 000 11k 68
The Nurses' Assistant.

VT 000 115 69
Personal Care and Family Aide.

VT 000 2hh 72
Supervised Study Guide, Nurse
Aide,

NURSING
VP 000 24l T2
Supervised Study Guide, Nurse
Aide.

OCCUPATIONAL HOME ECONOMICS
VT 001 826 ED 81

The Visiting Homemaker, A Suggest-
ed Training Program.

The Homemaker's Assistant, A Sug-
gested Training Program.

OCCUPATIONAL INFORMATION
VT 001 980  ED 98
Civil and Highway Technology, Sug-
gested Techniques for Determining
Courses of. Study in Vocationale
Technical Education Frograms.

OFFICE MACHINES OFERATORS
VT 003 003 by
Business Training Course, TeneKey
Adding-Listing Machine.

OFFICE MACHINES
VT 003 003 hi
Business Training Course, Ten-Key
Adding.Listing Machine.

OFFICE OCCUPATIONS EDUCATION
VT 002 263 ED 131
State Vocational-Technical and
Trade Schools of Louisiana Cata.
log.

VT €03 003 Ly
Business Training Course, Ten-Key
Adding-Listing Machine.

OPTICIANS
VT 002 280 ’ 100
Supervised Study Guide for Opti=
cian, Dispensing Optician, and Op~
tical Mechanic,

ORNAMENTAL HORTICULTURE OCCUPATIONS
VT 001 132 ED 25
Parks and Landscape Employee,

VT 002 201 ED . 31
The Landscape Alde, A Siggested
Training Program.

VT 002 258 ED 33
Transplanting Shade Trees.

VT 002 995 38
What is Horticulture?

h o e ——————— e an = -




28

SUBJECT INDEX

Page

PART TIME TEACHERS

" VT 000 909 ED 59
Distributive Education for Adults,
Guide for Part-Time Instructors.

PLANT IDENTIFICATION
VT 000 61l 23
Fundamentals of Plant Identifica-
tion, A Student Study Guide.

PIANTING
VT 002 158 30
Rate of Planting Corn, A Latora-
tory Exercise,

VT 002 260 ED 35
The Planter =~ Selection, Adjuste
ment, Maintenance, and Use,

POSTSECONDARY EDUCATION
VT 000 500 ED 18
Tractor Tune-Up and Maintenance,

T 002 201 ED 31
The Landscape Aide, A Suggested
Training Program.

VT 002 251 63
Advanced Sales Techniques, In-
structor's Guide,

PRACTICAL MATHEMATICS
VT 000 145 49
Mathematices of Distribution.

vT 002 924 ED 110
Needle Trades Mathematics I.

IRACTICAL NURSES
VT 002 93k ED 7
Mental Nursing.

PROGRAM DEVELOPMENT
VT 000 504 ED 22
Course Outline for Agriculitural
Machinery - Service Occupations.

VT 000 589 57
Training for Students in the Food
Indugtry.

Page

VT 000 674  ED 58
Seafood Merchandising, A Guide for
Training Programs,

VT 002 133 ED 28
Instruction in Farm Mechanics,
Suggestions for Developing Traine
ing Programs in Farm Mechanics in
Vocational Agriculture,

VT 002 270  ED 82
The Homemaker's Assistant, A Sug-
gested Training Program.

VT 002 635 ED 108
Civil Technology, Highway and
Structural Options, A Suggested 2~
Year Post High School Curriculum.

PROGRAM GUIDES

VT 002 134 ED 29
Farm Business Analysis, Guidelines
for A Suggested Program in Fam
Management,

PROGRAM PLANNING

VT 001 817 60
Planning and Organizing an Export
Trade Education Progrem.

VT 002 281  ED T
Medical Laboratory Aasistant, A
Suggested Guide for & Training
Progranm.

PROGRAMERS

VT 002 361 ED B2
Electronic Data Processing I, A
Suggested 2-Year Post High School
Curriculum for Computer Programers
and Business Applications Analysts,

PSYCHIATRIC AIDES

VT 000 116 70
Psycniatric Aide.

RADIO

VT 002 782 ED 109
A Bagic Plan for the Orgeanization
and Management of Instruction in
Vocationael Radio and Television.




SUBJECT INDEX

Page

REFERENCE BOOKS
VT 000 350 3
Selected Reference Books for De=
partments of Vocational Agricul-

ture.

REFERENCE MATERIALS
VT 000 211 53
Home Furnishings Sales Training
Kit.

SALES OCCUPATIONS .
VT 000 211 53
Home Furnishings Sales Training
Kit,

SALESMANSHIP
VT 000 157 50
Basic Selling.
VT 000 491 ED 9

Agricultural Salesmanship.

VT 002 251 €3
Advanced Sales Techniques, In-
structor's Guide.

SEAFO00D
VT 000 6TL ED 58
Seafood Merchandising, A Guide for
Training Progrems.

SECONDARY EDUCATION
VT 000 216 5k
Auto Parts Counterman.

VT 002 251 63

Advanced Sales Techniques, In=-
structor's Guide.

SHEET METAL WORKERS

VT 002 484 ED 105
Sheet Metal Worker, A Suggested
Training Course.

STUDY GUIDES
VT 000 211 53

Home Furnishirgs Sales Training
Kit.

VT 000 216
Auto Parts Counterman.

VT 000 220
Supervised Study Guide in Auto Upe
holstery and Trim.

VT 000 241
Supervised Study Guide, Dental As-
sistant.

VT 000 2Lk
Supervised Study Guide, Nurse
Aide.

VT 000 262
Supervised Study Guide in Medical
Laboratory Techniques,

VT 000 364 ED
Combines and Combining.

VT 000 611
Fundamentals of Plant Identifica-
tion, A Student Study Guide.

VT 000 990 ED
Fertilizer Sales and Servicenan.

VT 001 132 ED
Parks and Landscape Employee.

VT 001 140 ED
Agricultural Machinery - Power.

VT O0L &6k
Supervised Study Guide for Tele=-
vision Cameraman.

VT 00L 469
Supervised Study Guide for Auto
Body and Fender Repairman.

VT 00L 895
Supervised Study Guide in Electric
Motor Repair.

VI 002 040

Merchandising Group Instruction, A
Course of Study Designed for Stu-~
dents Preparing for or Presently
Employed in Distributive Educa-
tion.

5k

91

TL

73

23

ok

25

26

93

61

29




Hydraulic Power Transfer Systems.

SUBJECT INDEX
Page Page
VT 002 095 62 TEACHER EDUCATTON
Food Service, A Course »f Study VT 000 507 ED 56
Degigned for Cooperative Part«Tinme Distributive Education Library
Students Employed in Food Service Lists.
Work.
VT 002 419 ED 117
VT 002 252 L1 The Preparation of Occupational
Student's Instructional Handbook Instructors, A Suggested Course
VT 002 280 100
Supervised Study Guide for Opti= TEACHING GUIDES
cian, Dispensing Optician, and Op- VT 000 145 L9
tical Mechanic. Mathematics of Distribution.
VT 002 781 83 VT 000 157 50
Our First Fooda Book. Bagsic Selling.
VT 002 857 76 VT 000 164 51
Dental Assistant, A Course of Merchendising.
Study Designed for Cooperative
Part-Time Students Employed as VT 000 168 52
Dental Assistants. Marketing in Our Econonmy.
VT 002 92k ED 110 VT 000 4,88 ED 6
Needle Trades Mathematics 1I. Organization and Management of Ma-
chinery Dealerships.
VT 003 003 Ll
Business Training Course, Ten-Key VT 000 k89 ED 7
Adding~Listing Machine. Agricultural Machinery Service Dew
partment Operating Procedures.
VI 003 132 11k
Furniture Upholstery and Repair, A VT 000 490 ED ‘ 8
Study Guide and Progression Reccrd Agricultural Machinery Parts De
for Furniture Upholstery and Re- partment Operating Procedures.
pair Students in & Cooperative S
Training Progream. VT 000 491 ED 9
Agricultural Salesmanship.
SUPERVISORS VT 000 L92 ED 10
VT 003 022 111 Human Relations in Agricultural
Economics for Industrial Supervie- Occupations.
sors.
VT 000 493 ED 11
VT 003 O2k4 ED 112 Metal Fusion and Fabrication Wele
Introduction to Management for Ine ding.
dustrial Supervisors.
VT 000 494 ED 12
Agricultural Machinery Assembly
SURGICAL TECHNICIANS and Lubrication.
VT 002 792 75
Surgical Technician Unit, Surgical VT 000 495 ED 13
Aseptic Technique. Mechanical Power Tranafer Systems.
VT 000 496 ED 14



SUBJECT INDEX
Page
VT 000 497 ED 15 VT 002 251

Adjustment, Maintenance, and Re=
pair of Tillage, Planting, Spray=-
ing, and Fertilizing Machinery.

VT 000 498 ED
Adjustment, Maintenance, and Re-
pair of Crop Harvesting Machinery.

VT 000 499 ED
Adjustment, Maintenance, and Re-
pair of Small Gasoline Engines,

VT 000 S00 ED
Tractor Tune=~Up and Maintenance.

VT 000 501 ED
Gasoline Tractor Engine Systens.

VT 000 S02 ED
Diesel Engine Systems,

VT 000 503
Tractor Repair.

ED

VT 000 909 ED
Distributive Education for Adults,
Guide for Part-Time Instructors.

VT 001 277

A Guide for Use in Developing
Training Programs in Mechanical
Technology.

VT 00L 826 ED o
The Visiting Homemtker, A Suggest-
ed Training Program.

VT 002 0l
Establishment and Maintenance of
Lawns.

VT 002 032
Applied Electricity.

VT 002 133 ED

Instruction in Farm Mechanics,
-"3uggestions for Developing Traine
ing Programs in Farm Mechanics in
Vocational Agriculture,

VT 002 158
Rate of Planting Corn, A Labora-
tory Exercise.

16

17

18

19

20

21

59

81

87

28

30

Ve 002 k19

Advanced Sales Techniques, Ine
structor's Guide.

VT 002 254
Tour Guide Training, Conference
Leader's Guide, Adult Series.

VT 002 270 ED
The Homemaker's Assistant, A Suge
gested Training Program.

VT 002 419 ED ,

The Preparation of Occupational
Instructors, A Suggested Course
Guide.

VT 002 792
Surgical Technician Unit, Surgical
Aseptic Technique.

VT 003 022

Economics for Industrial Supervie
sSOrs.

VT 003 024 ED

Introduction to Management for In-
dustrial Supervisors,

TEACHING METHODS

ED

The Preparation of Occupational
Instructors, A Suggested Course
Guide.

TEACHING TECHNIQUES
VT 002 L1ig ED
The Preparation of Occupational
Instructors, A Suggested Course
Guide.

TECHNICAL EDUCATION
VT 001 277
A Guide for Use in Developing
Training Programs in Mechanical
Technology.

VT 001 856  ED

Mechanical Technology, Design and
Production, A Suggested 2.Year
Post High School Curriculum.

31

Page
63

82

117

(]

111

112

117

117

%6




32
SUBJECT INDEX
Page Page
VT 001 980 ED 98 VT 002 635 ED 108
Civil and Highway Technology, Sug= Civil Technology, Highway and
gested Techniques for Determining Structural Options, A Suggested 2
Courses of Study in Vocationalw Year Post High School Curriculum.
Technical Education Prograns,
VT 002 179 ED 126 TELEVISION :
Curriculum Materials. VI 00L 46k 93
Superviszed Study Guide for Telea
VT 002 224 ED 129 vision Cameraman.
Instructional Materials.
VT 002 782 ED 109

VI 002 227 ED 130
Instructional Materials for Trade
Industrial and Technical Occupé-
tions, 1967.

VT 002 263 ED 131
State VocationalaTechnical and

Trade Schools of Louisiana Cata~-

log.

VT 002 272 ED 9
Highway Engineering Aide, A Suge
gested Training Program.

VT 002 281 ED ' Th
Medical Laboratory Assistant, A
Suggested Guide for a Training

Program.

VT 002 361 ED L2
Electronic Data Processing I, A
Suggested 2-Year Post High School
Curriculum for Computer Programers
and Business Applications Anslysts.

VT 002 h22 ED 103
Instrumentation and Automatic Con~-
trol, Suggested Technigques for De-
termining Courses of Study in Voo
cational and Technical Education

Programs,

vr 002 515 ED 106
Chemical Technology, A Suggested
2-Year Post High School Curricue

lum.

VT 002 516 ED 107
Instrumentation Technology, A Sug=-
gested 2-Year Post High School
Carriculum.

A Basic Plan for the Organization
and Management of Instruction in
Vocational Radio and Television.

TELEVISION REPAIRMEN

VT 002 782 ED 109
A Basic Plan for the Organization
and Management of Instruction in
Vocational Radio and Television.

TEXTBOOKS

VT 000 437 55
Your Attitude is Showing.

VT 002 257 ED 32
Producing High Corn Yields.

VT 002 258 ED 33
Transplanting Shade Trees.

VT 002 259 ED 3k
Setting Up Famm Records to Provide
for Analysis.

VT 002 260 ED 35
The Planter =« Selection, Adjust-
ment, Maintenance, and Use.

VT 002 262 ED 36
Selecting, Feeding, and Caring for
Light Horses.

VT 003 129 113
Baking, Related Science and Trade
Information. Part I - Ingredients.

THREE-DIMENSTONAL AIDS

VT 002 483 ED 10k
Three~Dimensional Teaching Aids

for Trade and Industrisl Instruc-
tion.




33

SUBJECT INDEX
Page Page
TOUR GUIDES VT 002 227 ED 130
VT 002 254 6L Instructional Materials for Trade
Tour Guide Training, Conference Industrial and Technieal Occupae
Leader's Guide, Adult Series. tions, 1967.
VT 002 263 ED 131
TRACTORS State Vocational-Technieal and
VT 000 500 ED 18 Trade Schools of Louisiana Cata-
Tractor Tune-Up and Maintenance. log.
VT 000 503 ED 21 VT 002 280 100

Tractor Repair.

TRADE AND INDUSTRIAL EDUCATION
VT 000 220 g1
Supervised Study Guide in Auto Up-
holstery and Trim.

VT 00L 277 92
A Guide for Use in Developing
Training Programs in Mechanical
Technology.

VT 001 464 93
Supervised Study Guide for Tele-
vision Cameraman.

VT 001 469 9
Supervised Study Guide for Auto
Body and Fender Repairman.

VT 001 791 ED %
Automotive Service Specialist, A
Suggested Guide for a Training
Course.

VT 00L B56 ED %6
Mechanical Technology, Design and
Production, A Suggested 2-Year

Post High School Curriculum.

VT 00L 895 97
Supervised Study Guide in Electric
Motor Repair.

VT 002 032 87
Applied Electricity.

VT 002 179 ED 126
Curriculum Materials.

VT 002 180 ED 127
Instructional Materials.

VT 002 224 ED 129
Instructional Materials.

Supervised Study Guide for Opti-
cian, Dispensing Optician, and Op-
tieal Mechanic.

VT 002 409 ED 101
Electrical Appliance Serviceman,
Suggested Guide for & Training
Course.

VT 002 411 ED 102
Machine Tool Operator, General,
Entry, Suggested Guide for &
Training Course,

VT 002 419 ED 117
The Preparation of Occupational
Instructors, A Suggested Course
Guide.

VT 002 k83 ED 104
Threé-Dimensional Teaching Aids

for Trade and Industrial Instruc-
tion.

VT 002 L8k ED 105
Sheet Metal Worker, A Suggested
Training Course.

VT 002 780 ED 118
Commercial Foods, Mathematics I.

VT 002 782 ED 109
A Basic Plan for the Organization
and Management of Instruction in
Vocational Radio and Television.

VT 002 924 ED 110
Needle Trades Mathematics I.

VT 003 022 111
Economies for Industrial Supervi-
sors.

VT 003 024 ED 112
Introduction to Management for In-
dustrial Supervisors.




34
SUBJECT INDEX
Page Page
VT 003 129 113 VOCATIONAL AGRICULTURE
Baking, Related Science and Trade VT 000 350 3
Information. Part I - Ingredients. Selected Reference Books for Dee
partments of Vocational Agricul-
VT 003 132 114 ture.
Furniture Upholstery and Repair, A
Study Guide and Progression Record VT 000 356 L
for Furniture Upholstery and Re- Selected Reference Books for De-
pair Students in a Cooperative partments of Vocational Agricul-
Training Program. ture.
VT 000 36k ED 5
TRANSPLANTING Combines and Combining.
VT 002 258 ED 33
Transplanting Shade Trees. VT 000 611 23
Fundamentals of Plant Identifica-
tion, A Student Study Guide.
TREES
VT 002 258 ED 33 VT 000 990 ED 2L
Transplanting Shade Trees. Fertilizer Sales and Serviceman.
VT 001 132 ED 25
TURF MANACEMENT Parks and Landscape Employee.
VT 002 011 27
Establishment and Maintenance of VT 001 140 ED 26
Lawns. Agricultural Machinery - Power.
VT 002 011 27
TYPEWRITING Establishment and Maintenance of
VT 002 252 41 Lawns.
Student's Instructional Handbook
in Typewriting. VT 002 133 ED 28
Instruction in Farm Mechanies,
Suggestions for Developing Traine
UNITS O STUDY (SUBJECT FIELDS) ing Programs in Farm Mechanics in
VT 002 786 ED 43 Vocational Agriculture.
General Business Unit, The Influ-
ence of Automation on Business and VT 002 158 30
Personal Life. Rate of Planting Corn, A labora-
tory Exercise.
VT 002 792 75
Surgical Technieian Unit, Surgical VT 002 174 ED 121
Aseptic Technique. Instructional Materials Catalog.
VT 002 93k ED T7 VT 002 178 125
Mental Nursing. Vocational Agriculture Services
Publication List.
VISITING HOMEMAKERS VT 002 257 ED 32
VT 001 826 ED 81 Producing High Corn Yields.
The Visiting Homemaker, A Suggest-
VT 002 258 ED 33

ed Training Program,

Transplanting Shade Trees.
g

PR




SUBJECT INDEX

Page
VT 002 259 ED 34
Setting Up Farm Records to Provide
for Analysis.
VT 002 260 ED 35

The Planter <~ Selection, Adjuste
ment, Maintenance, and Use.

VT 002 262 ED 36
Selecting, Feeding, and Caring for
Light Horses.

VT 002 995 38
What is Horticulture?

VOCATIONAL EDUCATION
VT 002 176 ED 123
Available Instructional Materials.

VT 002 177 ED 124
Instructional Materials from Mis=
souri Curriculum Materials Labora=-
tory.

VT 002 223 ED 128
List of Instructional Materials.

WARD CLERKS
VT 000 111 67
Hospital Ward Clerk.

WELDING
VT 000 493 ED 11
Metal Fusion and Fabrication Wele
ding.




BEG I N

VTo001




U.S. DEPARTMENT OF HEALTH, EDUCATION & WELFARE
OFFICE OF EDUCATION
THIS DOCUMENT HAS BEEN REPRODUCED EXACTLY AS RECEIVED FROM THE PML 1 0 0 2
PERSON OR ORGANIZATION ORIGINATING IT. POINTS OF VIEW OR OPINIONS
STATED DO NOT NECESSARILY REPRESENT OFFICIAL OFFICE OF EDUCATION
POSITION OR POLICY.

COURSE OUTLINE

ED013339

HOSPI TAL WARD CLERK'

January, 1965

CURRI CULUM L ABORATORY
DEPARTMENT OF COMMUNITY COLLEGES
STATE BOARD OF EDUCAT ION
RALEIGH,", NORTH CAROL INA

VTC001114




MEMO‘!)“NDUM

TO: The ERIC Clearinghouse on Vocational and Technical Education
The Ohio State University
980 Kinnear Roed
Columbus, Ohio U3212

Vocational=Technical Division

FROM: (Person)_ Roger G. Worthington (Agency)_Depariment of Community Colleges
(Address) Education Building, Raleigh, North Carolina 27602

DATE: June 14, 1967

RE: (Author, Title, Publisher, Date) |da Collie, R. N.3 '"Hospital Ward Clerk's: ;

Curriculum Laboratory, N. C. Dept. of Community Col legess January, 1965,

Supplementary Information on Instructional Material

Provide information below which is not included in the publication., Mark N/A in ‘
each blank for which information is not available or not applicable., Mark P
when information is included in the publication. See reverse side for further
instructions.

(1) Source of Available Copies:

Agency__ FRIC Only, except for N, G, inatititinpe
Address

Limitation on Available Copies ~ Price/Unit )
(quantity prices)

(2) Heans Used to Develop Material: 3
Development Group__Aythor, under direction of staff conanitant far bealdtt ceupat io

Ievel of Group B!Iith{' local ieacher
Method of Design, Testing, and Trial None

(3) Utilization of Material:

Appropriate School Settmwgo?i_mmm@mmy in
Type of Program Pre-employment cooperation with a hospital
Occupational Focus Hospital ward clerk (Nursing auxiliary personpel)

Geographic Adaptability

Uses of Material General guidelines for ou_ﬂ_lgg_gnumpm_dm&lmnt

Users of Material ieacher

é (4) Requirements for Using Material:

Teacher Competency Repistered nurse with ward administration evperience
Student Selection Criter a_G.en.QLal_qua].z.ﬂmaiJ.nns_fnL_meeimg_pubJ_nund_
Time Allotmenf p '

Supplementsal Media ==

Necessa,
Desirabiz -——-; (Check Which) P

Describe

S ency)
(oaaresal

EKC

Aruitoxt provided by Eic:




©

Aruitoxt provided by Eic:

ERIC

INTRODUCT ION

This course guide was prepared o assist teachers in initial classes
to be offered for prospective hospital ward clerks.

The guide includes a descriptive statement of each unit, a descriptive
statement of each lesson, and suggested teaching methods for each lesson,
Each teacher of the initial classes will need to develop a topical outline
for each lesson, specific assignments, and, where desirable, information
sheets for handout to students,

Clinical practice should be provided for students as soon as possible.
The ratio of clinical hours to classroom hours should be progressively
incre;;ed until, by the sixth week of the course, hours of clinical prac~
tice equal or exceed the number of classroom hours.,

Students admitted to the course should be high school graduates and
meet other admission criteria established by the sponsoring institution,
On completion of the course, each graduate will be presented a certificate
of graduation.

Following use of this guide by several teachers, a working committee
will be formed to develop theguide into a full outline.

This guide was developed by Ida Collie, R.N.,, in cooperation with staff
members of the Curriculum Luboru}ory. The .Guide has been used for up~grading
and pre-employment classes sponsored by the W. W, Holding Industrial

Education Center in cooperation with Memorial Hospital of Wake County,
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ERIC

Course Description

HOSP i TAL WARD CLERK
A course designed to prepare students to function effectively as clerks
in the nursing unit of a hospital or clinic. Classroom procedures will

introduce students to modern concepts of health and the functional rela-

tionships within a hospital, with emphasis on the role of the ward clerk.

Classroom activities will include experiences to develop specific skills

and personal qualities needed for public relations aspects of the ward

clerk rele. Clinical practice will be planned to further the students

skills within the hespital environment and the nursing unit.
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HOSP ITAL WARD CLERK

UNIT i: HOSPITAL AND UNITY

-

~

TIME ALLOTMENT: 6.hours

OBJECTIVE: To help the student understand the overall role of various

types of hospitals in the community-at-large.

UNIT DESCRIPTION: A study of the purposes of hospitals, types of

hospitals, and the desirable relationship of hospital to community.

LESSONS:
1. Purposes of Hospitals
2. Types of Hospitals
3. Relationship cf Hospital to Community

©
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LESSON I: PURPOSES OF HOSPITALS
TIME ALLOTMENT: 2 hours, approximately

OBJECTIVE: To help the student understand the various purposes

hospitals may serve in a community.

LESSON DESCRIPTION: A study of the curative, rehabilitative, preventive,
educational, and research responsibilities of the hospital, factors
which influence the primary purpose of a particular hospital, and

the importance of each purpose to the community.

SUGGESTED TEACHING METHODS: Have students list purposes of different
types of hospitals and then discuss each purpose fully, List
nearby hospitais which illustrate differences that result
from different primary purposes, thus making the student more
aware of facilities available in the community while clarifying

each purpose,

SUGGESTED REFERENCES:

Harmer and Henderson. Taexibook of the Principles and Practice
of Nursing. .

——




LESSON 2: TYPES OF HOSPITALS

TIME ALLOTMENT: 2 hours, approximately

OBJECTIVE: To help the student understand different types of hospitals,
activities common to hospitals, and members of the health team who

carry out these activities.

LESSON DESCRIPTION: A study of ways in which hospitals are classified,
the variety of activities which are required for functioning of a
hospitaly, and the numbers and types of warkers necessary to carry

out the various activities.

SUGGESTED TEACHING METHODS: Discuss fully the types of hospitals, using
examples from Lesson 1§ show films to illustrate types of hospitals,
hospital activities, or roles of hospital personnel; make written
assignment to concerning Lessons 1 and 2 which may be carried out

in class or in the library.

SUGGESTED REFERENCES:

Harmer and Henderson. Textbook of the Principles and Practice
of Nursing.

Fuerst and Wolff. fundamentals of Nursing.




LESSON 3: RELATIONSHIP OF HOSPITAL TO COMMUNITY

TIME ALLOTMENT: 2 hours, approximately

OBJECTIVE: To help the student understand the interdependence of hospital
and community and to be aware of the role of hospital personnel in

raintaining good public relations.

LESSON DESCRIPTION: A study of ways the hospital affects the community
including employment and service opportunities; quality of health
care available; health educations promotion of community attitudes,
causes of unfavorable attitudes, how a favorable public image can

be maintained, and advantages of public enthusiasm and interest.

SUGGESTED TEACHING METHODS: Discuss lesson topics; show films to depict
community life and hospital activities; makd written assignment

based on lesson content.

SUGGESTED REFERENCES:

Harmer and Henderson. Iexibook of ihe Principles and Praclice of

Fuerst and Wolff. Fundamentals of Nursing.
Films: "The O1d North State" (Available fromSauthern Bell Telephone Co.)
"Health Careers” (Available from local Health Careers Office

or from the N. C. Hospital Association.)




UNIT {1: HOSPITAL QRGANIZATION

TIME ALLOTMENT: 18 hours

OBJECTIVE: To help the student learn sbout the organization of a hospital,
the relationship of nursing uhits to other areas of the hospital,
and the organization and division of the responsibilities of the

nursing unit.

UNIT DESCRIPTION: The study of hospital structure, including organization
of hespitals in general, nursing servioe organization, nursing unit

organiiatien, and areas of responsibility within the nursing unit.

LESSONS :
1. General Organization of Hospitals
2, Nursing Service Organization

3. Nursing Unit Organization




LESSON 1: GENERAL ORGANIZATION OF HOSPITALS
TIME ALLOTMENT: 6 hours, approximately

OBJECTIVE: To help the student understand the organization of hospitals

and the importance of understanding organizational relationships.

LESSON DESCRIPTION: A study of the organizational structurs of hospitals,
including names and titles of key personnel in the affiliating

hospital.

SUGGESTED TEACHING METHODS: Discuss organizational structure, including
horizontal and vertical lines of authority and communication channels;
explain meaning and value of organizational charts; explain organ-
izational chart of affiliating hospital, supplying names and titles
of key personnel. Each student should be provided with a copy of
the organizational chart of the affiliating hospital, with space for

entering names and titles of personnel the ward clerk should know.

SUGGESTED REFERENCES:

Harmer and Henderson. Texibook of the Principles and Practice
of Nursing.

Organizational chart of affiliating hospital.




LESSON 2: NURSING SERVIGE ORGANIZATION 1

TIME ALLOTMENT: 6 hours, approximately

OBJECTIVE: To help the student understand areas of responsibility

within nursing service and within the nursing unit.

LESSON DESCRIPTION: A study of nursing service organization in the C j
affiliating hospital; patterns of nursing care utilized in the |
affiliating hospitalj and roles of various hospital personnel in

carrying out the activities of a nursing unit.

SUGGESTED TEACHING METHODS: Hand out prepared copies of organizational
charts to students; discuss nursing service organization, first in
general, then specifically as in the affiliating hospitalj have
students write in names of key personnel in nursing service;

introduce role differentiation of various members of the nursing

team. |

SUGGESTED REFERENCES:

Organizational chart of nursing service in the affiliating hospital.

-3




LESSON 3: NURSING UNIT ORGANIZATION

TIME ALLOTMENT: 6 hours, approximately

OBJECTIVE: To help the student understand the organization of a nursing

unit and the role of the ward clerk within the unit.

LESSON DESCRIPTION: A study of the specific tasks performed by the ward
clerk, as related to the various activities carried on within the
nursing unit; study of job descriptions and use of the job descrip-

tion to clarify areas of responsibility.

SUGGESTED TEACHING METHODS: Discuss fully the activities of the nursing
unit, roles of various personnel, ward clerk participation in certain
activities, use of job descriptions for defining areas of responsi-
bility, extent and limitations of the ward clerk role; give a written
assignment so that the student may apply her knowledge of nursing
unit activities, role of the ward clerk, and interpersonal relations
within the nursing unit. Orientation tour and periqd.of observation

in selected nursing units should follow this lesson.

SUGGESTED REFERENCES:
Ward Clerk Job Description from the affiliating hospital.

-




UNIT 111: UNDERSTANDING THE BOLE OF WARD CLEFK

TIME ALLOTMENT: 22 hours

OBJECTIVE: To help the student develop the personal attributes needed

for a satisfactory relationship with other hospita)l personnel and

the patient.

UNIT DESCRIPTION: A study of appropriate bshaviors for hospital personnel,

clear communications, good personal appearance, understanding the

patient and family, and various aspects of ward clerk duties in

relationships with others.

LESSONS
1.

nos e D

Appropriate Behaviors for Hospital Personnel
Communications

Personal Appearance

Understanding Patient and Family

Duties of the Ward Clerk




LESSON 1: APPROPRIATE BEHAVIORS FOR HOSPITAL PERSONNEL

401

TIME ALLOTMENT: 4 hours

OBJECTIVE: To help the student learn appropriate behaviors for hospital

personnel.

LESSON DESCRIPTION: A study of appropriate behaviors for hospital
personnel: positive attitudes, courtesy in person-to-person
contacts and in telephone conversations, ethical practices and

moral standards.

SUGGESTED TEACHING METHOIS: Present recorded lecture on attitudes.
Discuss development of favorable attitudes. Show a film on
courtesy. Have students write a paper on some phase of de-

sirable behavior.

SUGGESTED REFERENCES:
Dietz, Professional Adjustments 1.
Keane, £ssentials of Nursing.
The Bible, Matthew 5, 6, and 7, Sermon on the Mount.

Recorded lecture: McFarland, Dr. Kenneth. "The Lamplighters."
(Available from Carolina Power and Light Company.)
Film: "By Jupiter" (Available from N. C. State Board of Health.)

10




LESSON 2:  COMMUNICAT IONS
TIME ALLOTMENT: 6 hours

OBJECTIVE: To help the student learn to communicate clearly within the

bounds of acceptable legal and ethical standards.

LESSON DESCRIPTION: A study of acceptable legal and ethical standards

in oral and written communications.

SUGGESTED TEACHING METHODS: Have Records Librarian lecture on standards
to be observed regarding the patient's chart, follow with discussion.
Have Administrator lecture on what type of information should be
released to representatives of news media, law enforcement officers,
insurance representatives, and any seeker of information. Invite
an educational representative from the telephone company to discuss
the proper use of the telephone. Have students engage in mock tele-

phone conversations and record for pl. back and criticism.

SUGGESTED REFERENCES:
Lesnik and Anderson, Nursing Practice and ihe Law.
Dietz, Professional Adjusiments 1.
Garneyy Ebiguette in Businiss.
Price, A Handbook and Charting Manual for Student Nurges.

11




LESSON 3: PERSONAL APPEARANCE

TIiME ALLOTMENT: 6 hours

OBJECTIVE: To provide opportunities for students to learn to make the

most of personal appearance. “

LESSON DESCRIPTION: A study of how to cultivate natural attributes:
good countenance; pleasing voice, avoidance of distraciing manner-
isms and offensive personal habitsj good personal hygiene; well-
groamed hairj good taste in make-up, jewelry, dress, and accessories}
good posture; and desirable personal qualities needed for effective

relations with others.

SUGGESTED TEACHING METHODS: Have students contrast affected speech with
the voices of television or radio announcers. Discuss meaning of
personality. Show films on good grooming, posture, and countenance.
Demonstrate good posture and have students return the demonstrations.
invite an outside person to speak on subject of charm. Present
recorded lecture on countenance. Have students conduct a panel

discussion on personal hygiene.

12
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SUGGESTED REFERENCES:

Films?
"Roots of Happiness"
"The Inside Story" (Mental Health)
"Making the Most of Your Face"
"Body Care and Grooming"
"Dynamic Posture"

Recorded Lecture!
McFarland, "Ropes of Gold"

Books!
Carney, Etiquatie in Business Charm.
Fuerst and Woltf, Fundamentals of Nursing.

13
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LESSON 4: ~ UNDERSTANDING PAT IENT AND FAMILY
TIME ALLOTMENT: 3 hours

OBJECTIVE: To help the stutlent understand the patient as an individual

and a member of a family and the community.

LESSON DESCRIPTION: A study of the patient as an individual with mental,
physical, and spiritual needs and some possible effects of illness

on his interaction with his family and community.

SUGGESTED TEACHING METHODS: Show a film depicting the patient as an
individual. Have students recount illnesses they may have had or
some they have known and some of the effects of illnesses they have

observed.

SUGGESTED REFERENCES:

Filmss
"The Patient is a Person"
"Mrs. Stephens Needs a Nurse"

Books:
McGhie, Psychology Applied o Nursing
Sellew, Sociology and its Use in Nursing.
Averill and Kempf, Psychology Applied to Nursing.
Keane, Essentials of Nursing.
Fuerst and Wolff, Eundamentals of Nursing.

i 14




LESSON 5: DUTIES OF THE WARD CLERK
TIME ALLOTMENT: 3 hours

OBJUECTIVE: To help the student understand her role as a member of a

team working for optimal care of the patient.

LESSON DESCRIPTION: A study of the role of the ward clerk as depicted

in the job descriptioen.

SUGGESTED TEACHING METHOIG: Have students review job descriptions from
several institutions, especially the one from their affiliating
hospital. Discuss differentiation of responsibilities of each

member of the nursing team.

SUGGESTED REFERENCES:
"Ward Clerks' Duties,” Hogpitals, April 16y 1956, p. 24
Job Descriptions of Affiliating Hospital and Several Qther

Nearby Hospitals.

15




UNIT 1Ve FUNDAMENTALS OF WARD CLERK PRACTICE
TIME ALLOTMENT: 28 hours

OBJECTIVE: To help the student learn fundamentals of the ward cierk role

within a unit and in relation to other departments.

COURSE DESCRIPTION: A study of how to follow hospital procedures; the
use of nursing unit and hospital equipment; the use, content, and
care of the patient's chart; special forms required for certain
.chartsy requisitions related to patient care, the chart, and inter~
departmental communicationsj forms and requisitions related to nursing

unit management; and daily care of the nursing unit.

LESSONS:

1. Following Hospital Procedures
Use of Nursing Unit and Hospital Equipment
The Patient's Ghart

Special Forms Required for Certain Charts

}nawm

Requisitions Related to Patient Care, the Chart, and
Interdepartmental Communications

- 6. Forms and Requisitions Related to Nursing Unit Management
7. Daily Care of the Nursing Unit

17
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LESSON 1: FOLLOWING: HOSPITAL PROCEDURES
TIME ALLOTMENT: 6 hours

OBJECTIVE: To help the student gain a beginning understanding of

hospital procedures and practices.

LESSON DESCRIPTION: A study of hespital procedures and practices
related to patient care and to functions of various departments
such as Nursing, 6?;tary, Pharmacy, Central Service, Laboratory,
X~Ray, and Physical Therapy. Emphasis will be given to medical

terminology needed for clerical duties related to each.

SUGGESTED TEACHING METHODS: Have students compile a manual for ward
clerks for use in their affiliating hospital. This may be dupli-
cated for each 'nursing station. Following is a suggested list of

items to include:

Job Description Laboratory Requisitiens

Accident-Incident Report Operating Room Forms

Admigssion Procedure Pharmacy Foims

Chart Forms , Physical Therapy Forms

Kardex Model Form Repairs Request Forms

Condition Sheet Shopping Service~information

Central Service Requisitions Supplies-List of Sources

Dietary Department Forms Telephone-Policies Regarding Use
s Discharge Procedure Television-Policies

Dumb Waiter-Use of Time Record-Model ‘

Fire Procedure Transfers-Procedure and Forms

Housekeeping Forms Tube System (Pneumatic) Use of

Inter-Communication- X-Ray Forms and Requisitions

Use of Equipment
Have students learn basic units and symbols of the metric and
apothecary systems.

Have students learn combining forms used in medical terminology.

18
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Encourage goou handwriting.

Require use of abbreviations, symbols, common drug names, and medical
terms in written and oral comunications. Give students copies of abbre-
viations and symbols.

Have students study photostatic copies of doctors' orders made from
old charts—-without identity, of courge. Students may then be taken to

the clinical area for further study of orders.

-

SUGGESTED REFERENCES:
Clark and Clark, Guide 1o Medical Terminology.

Selected manual of drugs and solutions
Physician's Desk Reference

Selected Medical Dictionary

Manuals of departments in the affiliating hospital

Yy W
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LESSON 2: USE OF NURSING UNIT EQUIPMENT
TIME ALLOTMENT: 6 hours

OBJECTIVE: To help the studert learn to use equipment available in the

nursing urit,

LESSON DESCRIPTION: A study of the use of the addressograph, dumb waiter,
pneumatic tube system, labeling machine, inter-communication system,

and other specilized equipment in the nursing unit.

SUGGESTED TEACHING METHODS: Discuss, demonstrate, and have students practice
operating available equipment in affiliating hospital. Help them learn
to interprat written instructions for each item. They may practice

following instructions by threading the movie pro jector.

SUGGESTED REFERENCES:

Manuals for operation of each item of equipment.

ERIC
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LESSON 3: THE PATIENT'S CHART

TIME ALLOTMENT: 6 hours

OBJECTIVE: To help the student learn the purpose of the patient's chart

and how to fulfill ward clerk responsibilities for selected portions

of the chart.

LESSON DESCRIPTION: A study of the purpose of the chart and how to carry
out the ward clerk's responsibilities for the graphic sheet, the

medication and treatment cards, the Kardex, and their relation to the

chart.

SUGGESTED TEACHING METHODS: Make written assignment on the purpose of
the patient's chart.
Give each student a chart, medicine cards, ard Kardex card to practice
on as the teacher instructs in the use of each form by the use of
transparencies on the overhead projector.

Follow with supervised practice in the hospital.

SUGGESTED REFERENCES:
Ward Clerk Manual(which student previously prepared)
Nursing Service Manual from affiliating hospital.
Price, A Handbook and Gharting Manual for Student Nursss.
Fuerst and Wolff, Fundamentals of Nursing, pp. 424-438.

Harmer and Henderson, Textbook of ihe Principles and Practice
of Nursing.

21



LESSON 4: SPECIAL FORMS REQUIRED FOR CERTAIN CHARTS
TIME ALLOTMENT: 2 hours

OBJECTIVE: To help the student learn to use special forms required for

certain patient's charts.

>
LESSON DESCRIPTION: A study of special forms and their specific use for

certain patients' records, including diabetic records, blood pressure
graphs, intake and output records, consultation reports, operative and/
or delivery permits, sterilization permits, contraceptive device
permits, anesthesia records, release from responsibility (far discharge
against the doctor's advice), permit for disposal of fetus or limb,
autopsy permits, and incident reports. This study includes legal
requiréments and hospital policies related to signing and witnessing

permits.

SUGGESTED TEACHING METHODS: Use overhead transparencies to demonstrate
how forms are filled out. Have students practice carrying out pro-
cedure for all forms the ward clerk may be responsible for in the

affiliating hospital.

SUGGESTED REFERENCES:

Procedure and Policy Manuals ~i ‘ffiliating Hospital.

22
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LESSON 5:¢ REQUISITIONS RELATED TO PATIENT CARE, THE CHART
AND INTERDEPARTMENTAL QOMMUN|CAT |ONS

TIME ALLOTMENT: 3 hours

OBJECTIVE: To help the student learn to use requisitions related to

patient care, the chart, and interdepartmental communications,

LESSON DESCRIPTION: A study of requisitions used for tests or therww
other depariments, such as pharmacy, laboratory, X-ray, dietary,
physical therapy, EKG, EEG, BMR, central service, and others.
Some special reports are also studied: one for use of volunteer
workers, showing which patients may use the shopping service cart; and
one ‘from X-ray department stating whether the X-ray has been completed.
How to schedule a routine and how to carry out ward prooedures for

special tests and therapy are stressed.

SUGGESTED TEACHING METHODS: Use overhead transparencies to project forms,
have students learn to fill them in, following instructions given in
manuals. Stress importance of careful checking when patients are
having multiple tests. Have students carry out procedures under

supervision in the hospital.

SUGGESTED REFERENCES:
Procedure and Policy Manuals of Affiliating Hospital.
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LESSON 6: FORMS AND REQUIS ITIONS RELATED TO
NURSI NG UNIT MANAGMENT

TIME ALLOTMENT: 3 hours

OBJECTIVE: To help the student learn to use forms and requisitions

related to nursing unit management.

LESSON DESCRIPTION: A study of the use of forms and requisitions related
to nursing unit management, such as record of patients' scheduled
tests or therapy in other departments, requisitions for supplies
and equipment, loan slips, requests for repairs, return of supplies
and equipment for credit, requisitions for linen, time cards and run-
ning record of each employee's time, vacétipn, sick leave, etc., permit
for vatation, leave, etc., daily assignment sheets, daily census

reports, condition sheet, and others.

SUGGESTED TEACHING METHODS: Use everhead projector to demonstrate use of

formss follow with supervised practice in hospital.

SUGGESTED REFERENCES:

Procedure and Policy Marwals of Affiliating Hospital.




LESSON 7: DAILY CARE GF THE NURSING UNIT

TIME ALLOTMENT: 2 hours

OBUECTIVE: To help the student learn responsibilities of the ward clerk

in daily case of the nursing unit.

LESSON DESCRIPTION: Astudy of means for maintaining an efficient working
area, such as an up~to-date bulletin board of personnel on duty and
notices, visiting hours prominently posted, a notebook file of mem~ °
oranda, a manual for ward clerks, a procedure manual and a policy

manual for nursing service; a clean, neat working area; and well-

stocked supply cupboards.

SUGGESTED TEACHING METHODS: Discuss daily care of the nursing units
follow with further study in the hospital.

SUGGESTED REFERENCES:

Selected Manuals as Needed.

Archer, Brecker, and Frakes, General Office Practice




UNIT V: WARD CLERK PARTICIPATION N SELECTED NURSING UNIT ACTIVITIES
TIME ALLOTMENT: 10 hours

OBJECTIVE: - To help the student learn to apply principles of medical
asepsis, to some of the activities in which the ward clerk participates

and to follow hospital procedure in relation to selected activities,

UNIT DESCRIPTION: A study of the prevention and control of disease;
admission, transfer, and discharge of *the patient; and other selected

activities in which the ward clerk may participate.

LESSONS
l. Prevention and Control of Disease
2. Admission, Transfer, and Discharge of Patients

3. Selected Activities in Which the Ward Clerk May Participate

27




LESSON 1: PREVENTION AND CONTROL OF DISEASE
TIME ALLOTMENT: 6 hours

OBJECTIVE: To help the student learn principles of medical asepsis as

applied to self-protection and prevention of transfer of organisms.

LESSON DESCRIPTION: A study of the causes of diseeses and their preven-

tion through the practice of medical asepsis.

.SUGGESTED TEACHING METHODS: Use overhead transparencies to project |
pictures of various pathogenic microorganisms; discuss some of&the
diseases caused by each qnd how their spread of organismg may be
contrelled. Make an agargpla{e from washed hands and after suitable
incubation period show the growth to students; emphasize ease with
which personnel can transfer organisms if medical asepsis is not
carried out,

Discuss the importance of good hygiene and good personal habits.
- Show films: "Mr. Scattergerm", Parte !l and 11

"Hospital Sepsis"

28
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LESSON 2: ADMISS ION, TRANSFER, AND DISCHARGE OF PATIENTS
TIME ALLOTMENT: 2 hours

OBUECTIVE: To help the student learn the hospital procedures for admit~

ting, transferring, and discharging patients.

LESSON DESCRIPTION: A study of procedures and forms involved in admitting,

transferring, and discharging patients inciuding discharge by death.

SUGGESTED TEACHING METHODS: Discuss routines of affiliating hospital for
each procedure; use overhead transparencies to project forms used
and demonstrate method of filling them in.

Have students practice in clinical area, under supervision.

SUGGESTED REF ERENCES :
Fuerst and Wolff, Fuyndamentals of Nursing:
Policy and Procedure Manuals of Affiliating Hospital.
Keane, Essentials of Nursing.
Fuerst and Wolff, Fundamentals of Nursjng.

sttt




LESSON 3: SELECTED ACTIVITIES IN WHICH THE WARD CLERK MAY PART ICIPATE

TIME ALLOTMENT: 2 hours

OBJECTIVE: To help the student know how to assist with selected tasks
that are within her abilities but are not a routine part of ward

clerk responsibilities.

LESSON DESCRIPTION: A study of the techniques for certain tasks not
specifically assigned to the ward clerk such as transporting specimens,
filling water pitchers, cbtaining linen, and transperting sterile
supplies. Discuss the handling of clean and sterile supplies, .'oon-

taminated materials, and various types of specimens:

*

SUGGESTED TEACHING METHODS: Demonstrate how specimens should be trans-
ported, how to refill a pitcher with ice, how to handle contaminated

material, how to handle clean and sterile items.

SUGGESTED REFERENCES:
Policy and Procedure Manuals of Affiliating Hospital,
Keane, £ssentials of Nursing.
Fuerst and Wolff, Fundamenials of Nursing.
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UNIT ¥i: BECOMING A HOCPITAL EMPLOYEE
TIME ALLOTMENT: 10 hours
OBJECTIVE: To help the student make the transition to employee status.

UNIT DESCRIPTION; A study of factors involved in assuming responsibility
for one's job, citizenship responsibilities, and suitable behaviors

in applying for and resigning from a position. X ;

LESSONS:
1. Assuming Responsibility for One's Job
2. Citizenship Responsibilities

3. Applying for and Resigning from a Position

e
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LESSON 1: ASSUMING RESPONSIBILITY FOR ONE'S JOB
TIME ALLOTMENT: 2 hours

OBJECTIVE: To help the student learn to assume moral and legal responsi-

bility for the job.

LESSON DESCRIPTION: A study of one's moral and legal obligation to per~
form the job that has been accepted.

SUGGESTED TEACHING METHODS: Have students make oral reports} follow
with discussion.

Recorded lecture.
' |

SUGGESTED REFERENCES:
Carney, Eiiquette in Businaess.
Dietz, Professional Adjustmepts I.
Morison and Farris, Approaches for Co-Workers jn Profassional Nursing.
Recorded Lecture: by Dr. Kenneth McFarland.

32




LESSON 2: CITIZENSHIP RESPONSIBILITIES
TIME ALLOTMENT: 4 hours

OBJECTIVE: To help the student learn the importance of assuming

responsibility for the privilege of citizenship.

LESSON DESCRIPTION: A study of what it means to be a citizent some of
the priviléges, responsibilities, and some ways the ward clerk may
meet these obligations. Emphasis is given to responsibility, acceptance
of responsibility for one's own actions, and responsibility for one's
economic welfare, keeping informed on current events, how to vote
intelligently on various issues, how to pay taxes, how to assume home

responsibilities, and how to serve one's community.

SUGGESTED TEACHING METHODS: Have students participate in the panel

discussionj follow with written assignment.

SUGGESTED REFERENCES:

Dietz, Profasssional Adjustments I.
* Morison and Farris, Aporoaches for Co-Workers in Professjonal Nuraing.
33
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LESSON 3: APPLYING FOR AND RESIGNING FROM A POSITION
TIME ALLOTMENT: 4 hours

OBJECTIVE: To help the student learn what to consider when looking
for a job, how to apply for a position, and how to leave a pesition

in good standing.

LESSON DESCRIPTION: A study of how to chooss a job that will be rewarding
personally and economically, some ways to help decide when to change
Jobs, and the proper etiquette for applying for or leaving & pesition.

SUGGESTED TEACHING METHODS: Have students write le;{ors of application
and of resignation.
Discuss methods of choosing a job and considerations in resigning

from a position.

SUGGESTED REFERENCES:
Morison and Farris, Approaches for Co-Workers in Professional Nursing.

34




wll Toxt Provided by ERIC

EKC

SUGGESTED REr ERENCES

Archer, fyed C., Brecker, Raymond F., & Frakes, John C.

Office Enad.u;_e, Second Edition. New York: Gregg Publishing
Division, McGraw-Hill Book Company, inc., 1963.

Averill, Lawrence and Kempf, Florence C. Psycholopy Applied io
Nursing; Fifth Edition. Philadelphia: W. B. Saunders Company,
19%.

Carney, Marie L. Etiqueite in Business. New York: Gregg Publishing
Division, McGraw-Hill Book Company, Inc., 1948,

Clark, Wallace & Clark, Anne. Guide 1o Medical Terminology.
Phlladelphla F. A. Davns Company, 1959.

Dietz, Lena Dixon. Professional Adjusiments 1; Fourth Edition,
Philadelphia: F. A. Davis Company, 1957.

Fuerst, Elinor V. & Wolff, LuVerne. Fundameptals of Nursing; Second
Edition. Philadelphiat J. B. Lippincott Company, 1959.

Harmer, Bertha & Henderson, Virginia. Iextbook of ihe Principles
and Practice of Nursing; Fifth Edition. New York: MadMillan
Compahy, 1960.

Keane, Claire B. [Essentials of Nursing. Philadelphia; W. B
Sanders Company, 1964. ’

Lesnik, Milton Jack, & Anderson, Bernice E. Nursing Practice and
_th_e5].au; Second Edition. Philadelphiat J. B. Lippincott Company,
1955,

McGhie, Andrew. Psychology As Applied to Nursing; Third Edition.
Baltimore: Wiliiams and Wilkins, 1963.

Morison, Luella J. & Farris, Mary Agnes. Approaches for Co-Workers
in Professional Nursing. St. Louis: C. V. Mosby Company, 1962.

_hxg.émau_&!leﬁkﬂ_ef_em Oradell, New Jersey: Medical Economics,
1964

Price, Alice L. A Handbook and Charting Manual for Student Nurses,
Second Edition. St. Louis: C. V. Mosby Company, 1958.

Sellew, Gladys. Socijology and its Use in Nursing Servige; Fifth
Edition. Philadelphia: W. B. Saunders Company, 1957.

Winters, Margaret ‘Campbell. Protective Body Mechanics in Daily Life
and in Nursing. Philadelphia: W. B. Saunders Company, 1952.
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SUGGESTED FlL%ND RECORD} NGS:
Availsbfe from Film Library, North Carolina State Board of Health, Raleigh:

Body Care and Grooming"

"By Jupiter"

"Dynamic Posture"

"Hogpital Sepsis"

"Making the Most of Your Face"
“"Mr, Scattergerm'

"Roots of Happiness'

"The' Inside Story" (Mental Heslth)
"Thé Patient |s a Person"

Availnbé from Health Careers for North Carolira, 619 Oberlin Road,
Raleigh: k

2 , "Heal th Careers"

/ Avgilable from Smith, Kline, and French Drug Company, 1500 Spring
den Street, Philadelphia:
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INTRODUCTI ON

The continuing shortage of nursing personnel has created need for a nurses'
assistant who is prepared to perform those duties associated with patient care and
ward management which require only limited educational preparation.

This course outline was prepared to assist teachers throughout the State in
pre-employment education of nurses' assistant; it is designed for approximately
330 hours of instruction, congsisting of classroom, laboratory, and clinical experiences.
Clinical practice should begin in the third unit and increase progressively through-
out the remainder of the course. All clinical assignments must be planned and
supervised by the teacher so that students will learn to apply classroom learnings
to hospital practice. Insofar as possible, the student should develop during the
course acceptable skill in performance of nursing procedures included in the outline.

The curriculum committee believes that the nurses' assistant should have a
well-defined role on the nursing team and that the registered nurse must provide
leadership in delegating responsibilities to non-professional personnel. For this
.reason, the course outline is limited to basic procedures commonly required in the
care of convalescent and subacutely ill patients. Procedures related to acute
illness, such as oxygen therapy, and procedures requiring depth of knowledge, such
as traction and drainage tubes, have been omitted as being inappropriate to the role
of the nurses' assistant. Patients whose condition requires depth of knowledge and
highly developed skills should have the direct care of appropriate licensed personnel,
either the registered nurse or the licengsed practical nurse.

Admission requirements to the nurses' assistant course are established
cooperatively by the sponsoring institution and the affiliating hospital. All
students admitted to the course should be potentially employable by the hospital.
Standards of achievement during the course wiil be established by the educational
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institution. Graduates will receive certificates on satisfactory completion of
the course.

The nurses' assistant who has completed this course is a beginning practitioner
at the time of employment. The employing institution should assume responsibility
for follow-up supervision and for an ongoing program of in-service education
appropriate to the nurses' assistant level. In a few carefully selected cases,
the institution may desire to upgrade a practitioner with individual instruction
in more complex procedures. The committee recommends that such upgrading should be
carefully planned, directed by a competent supervisor with teaching experience, and
followed by ongoiﬁg evaluation of performance.

The work of the committee developing this outline was sponsored by the
Curriculum Laboratory of the N. C. Department of Community Colleges. Committee
members, representing hospitals and community college institutions throughout the

State, are as follows:

Mrs. Peggy Cecil, R.N. Forsyth Memorial Hospi tal

Miss (da Collie, R.N. W. W. Holding industrial Education Center
Mrs. Joyce Goforth, R.N. Wilson Technical [nstitute

Mrs. Ruth Jones, R.N. W. W. Holding Industrial Education Center
Miss Ruth Parker, R.N. Valdese General Hospital

Mrs. Marcia Powell, R.N. James Sprunt Institute

" Mrs. Mary E. Milliken, R.N. Curriculum Laboratory
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Course Description

NURSES' ASSISTANT

A course designed to prepare qualified men and women to give effective nursing
care to selectad patients, to make and report observations, and to carry out
routine aspects of ward management. Classroom teaching is centered around modern
concepts of health, functional relationships within a hospital, fundamentals of
effective interpersonal relations, and nursing procedures related to daily needs
of patients and to common therapeutic measures. Throughout the course emphasis is
given to the role of the nurses' assistant. Clinical experiences provide oppcr-

tunities for applying classroom learnings to practice in the hospital setting.




Course Qutline

NURSES' ASSISTANT
UNIT 1: INTRODUCTION TO ROLE OF THE NURSES' ASSISTANT
TIME ALLOTMENT: 15 to 25 hours

OBJECTIVE: To help the student develop awareness of the scope of the health
field and beginning understanding of health facilities, modern nursing, and

the role of the nurses' assistant.

UNIT DESCRIPTION: A study in broad perspective of the field of nursing, with
emphasis on current trends related to division of responsibility among various

t}pes and levels of health workers.

SUGGESTED REFERENCES:
Abdallah, Mary C. Nurse's Ajde Study Manual.
Cherescavich. A Textbook for Nursing Assistants.
Knoedler. JThe Nyurse Assistant.
Ross. Personal and Vocational Relationships in Practical Nursing.

LESSONS:
1. Trends in Nursing
Modern Health Facilities

Modern Nursing

- L) "N
. . .

The Nurses' Assistant Today




LESSON 1: TRENDS IN NURSING

OBJECTIVE: To help the student develop awareness of nurain¥ as it is today, in the
the light of historical backgrounds and social forces which have
influenced its development. f

LESSON OUTLINE:
|, introduction

If. Origins of Nursing

111, Survey of history
First hospitals
First nursing_organizations
Early nursing education
The Nightingale Period

Early nursing in America

ML i A o

Nursing in the twentieth century
IV. Forces which influence care of the sick
Social change

War

Economic trends

Scientific discoveries

Educational advances

W
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Political philosophy
| 1. Value of the individual
2. Responsibilities of government to the citizen
G. Trends in medicine
V. Current status in nursing
A. Levels of education

B. Influences on future developments

3
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C. !mportance of auxiliary personnel in care of the sick

Vi. Summary




LESSON 2: MODERN HEALTH FACILITIES

OBJECTIVE: To help the student understand the types of modern health facilities
and health services and become aware of the organizational plan of
the modern hospi tal.

LESSON OUTLINE:
I. Introduction to purposes of lesson

Il. Purposes of health facilities

»

A. Care of the sick

B. Prevention of illness i .

C. Rehabilitation ™,

D. Education .

E. Research N

111, Types of health facilities (local, state, and federal)
A. For inpatient care
B. For outpatient care nd
IV. Classification of hospitals

A. According to primary purpose

B. According to types of patients

C. According to ownership

D. According to ;ize

V. Organization of the modern hospital

A. [nfluences on organizational pattern |
1. Type ‘
2. Size
3. Primary purpose

B. Reasons for departmentalization

5
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C. Organizational relatiohships
1l Vertical lines of autherity and communication
2. Horizental lines of authority and communication
D. Examples of hospital departments

Vi. Sumary

i



r

ERIC

Full Tt Provided by ERIC.

LESSON 3: MODERN NURSING

OBJECTIVE: To help the student understand modern nursing concepts which are basic

to effective patient care.

LESSON OUTLINE:

Introduction to purposes of lesson

Philosophy of modern nursing

A. In relation to education
1. Importance of education at all levels
2. Effects on functions performed (role)

B. n relation to other health workers

C. In°relation to patients
1. Worth of the individual
2. Rights of all to receive hezlth care
3. Right to quality nursing

Nursing care patterns

A. Functional method

B. Case method

C. Meaning of comprehensive nursing

D. ‘Meaning of team nursing

Roles in nursing

A. The supervisor

B. The head nurse

C. The team leader

D. The nursing team

1. Registered nurse




V.
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2. Licensed practical nurse
3. Nurses' assistant
4. Ward clerk
Hospital relations
A. Functiens of nursing service
B. Worker relationships within nursing service
C. Interdepartmental relations
Summary




LESSON 4: THE NURSES' ASSISTANT TODAY

OBJECTIVE: To help the student understand the role of the nurses' assistant and
set personal objectives for developing the qualities and skills needed
for effective performance. |

LESSON OUTL INE:
f. Introduction to lesson
| . Importance of the nurses' assistant
111, Qualifications of the nurses' assistant
A, Personal traits needed in care of the sick
B. Personal habits to be developed
C. Personal hygiene
D. Relations with patients
E. Attitudes
1. Toward one's job
2. Toward one's uniform
3. Toward other people
4. Toward oneself
5. Toward the patient
‘ IV. Functions of the nurses' assistant
A. Variations
B. Knowing policies of employing hospi tal

C. Limitations

# 1. As established by hospital policies
2. As established by law
3. As established by educational preparation
4. As established by personal qualities

9
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Vi.

Setting personal ob jectives
A. Striving for excellence
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