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This quarterly publicaticn anncunces the
availability cf instructioral materials acquired and
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Tt should ke of particular interest tc teachers, curriculun
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The Center for Vocational and Technical Education
has been established as an independent unit on The Ohio
State University campus with a grant from the Division
of Comprehensive and Vocational Education Research,

U.S. Office of Education. It serves a catalytic role

in establishing consortia to focus on relevaat problems
in vocational and technical education. The Center is
comprehensive in its commitment and responsibility,
multidisciplinary in its approach, and inte_institutional
in its progran.

The major objectives of The Center follow:

1. To provide continuing reappraisal of the
role and function of vocational and tech-
nical education in our democratic society;

2. 7To stimulate and strengthen state, regional,
and national programs of applied research
and development directed toward the solution
of pressing problems in vocational and
technical education;

3. To encourage the development of research to
improve vocational and technical education
in institutions of higher education and
other appropriate settings;

k., To conduct research studies directed toward
the development of new knowledge and new
applications of existing knowledge in
vocational and technical education;

5. To upgrade vocational education leadership
(state supervisors, teacher educators,
research specialists, and others) through
an advanced study and inservice education
program;

6. TO PROVIDE A NATIONAL INFORMATION RETRIEVAL,
STORAGE, AND DISSEMINATION SYSTEM FOR
VOCATIONAL AND TECHNICAL EDUCATION LINKED
WITH THE EDUCATIONAL RESOURCES INFORMATION
CENTER LOCATED IN THE U.S. OFFICE OF
EDUCATION,
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PREFACE

Abstracts of Instructional Materials in Vocational and Technical Education (AIM)
and the companion publication Abstracts of Research and Related Materials in Voca-
tional and Technical Education (ARM} announce the availability of documents acquired
and processed by the ERIC Clearinghouse on Vocational and Technical Education. AIM
jncludes abstracts of materials typically designed for teacher use or astudent use in
the classroom, and annotations of bibliographies or lists of instructional materials.
It will be of particular interest to teachers, curriculum specialists, supervisors
and administrators involved in the use of instructional materials in the teaching-
learning setting, or in curriculum develoment. ARM incorporates abstracts of re-
gearch and other materials which are useful to a wide audience of users such as
researchers, supervisors, teacher educators, education specialists, administrators,
teachers and others who have an interest in vocational and technical education,

These publications prepared by the ERIC Clearinghouse on Vocational and Technical
Education are published quarterly beginning with the Fall 1967 issue.

The ERIC Clearinghouse on Vocational and Technical Bducation is a division of
the Center for Research and leadership Development in Vocational and Technical Edu-
cation located at The Chio State University and is one of the clearinghouses of the
Blucational Resources Information Center (ERIC-USOE). With the growth of vocational
and technical education programs, there is an increasing need for accessible infor-
mation that can be used in developing logical chains of reasoning for research acti-
vities, for improving school practices and for shortening the theory-practice gap.
This Clearinghouse is striving to provide a useful and vital function in disgemina-
tion of information on vocational and technical education. ARM and AIM give visi-
bility to a document-based information system which constitutes an on-going data
bank of research and resource materials in vocational and technical education.
Following are some of the benefits derived from this data bease:

* A central source of information to be reviewed and synthesized into state-of-
the-art papers, critical reviews, interpretive papers, ete.

* A resource which includes different kinds of materials, e.g., instructional
materials, descriptive reports, survey reports, dissertations, conference

proceedings, program plans or procedures, research reports.

* Provision for availability of primary source materials through the ERIC Docu-
ment Reproduction Service (EDRS) and/or other distribution agencies.

* A source of bibliographies and a resource for development of bibliographies.

* A source of materials for different user groups (i.e., administrators, super-
visors, teacher educators, teachers, legislative and advisory bodies) with
jnformation needs in such diverse areas as teaching and learning, manpower
needs and requirements, research design and methodology, evaluation,

Since this Clearinghouse is a component of a larger information system, ERIC,
it is logical that certain similarities among publications exist. In this regard
the format of ARM and AIM is similar to that of Research in Education (RIE)Y, the
primary publication of the Educational Resources Information Center (ERIC). RIE

lpesearch in Education is published 12 times a year. The first issue was no, 1,
November 1066. . Subscription: Domestic $21.00 a year; foreign $5.25 additional.
Single copy: Domestic, $1.75. Send check or money order (no stamps) to the Super-

. intendent of Documents, U.S. Government Printing Office, Washington, D.C. 20402,
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includes abstracts from all ERIC Clearinghouses, The abstracts of materials reported
in AIM relate specifically to the educational field of vocational and technical edu-
cation and constitute a segment of ERIC, the national information system for American
education,

In addition to the two quarterly publications, Abstracts cf Reszarch and Related
Materials in Vocational and Technical Education (ARM), and Abstracts of Instructional
Materials in Vocational and Technical Education (AIM), other publications will be
issued from time to time. These will typically concern themselves with reviewing and
synthesizing information in specific areas of vocationel and technical education, e.g.,
Review and Synthesis of Research in Technical Education; Agricultural Education;

Home Economics, etc., and with reviewing and synthesizing information related to
topical areas such 2s the economics of vocational and technical education.

We are indebted to our colleagues within the profession for their cooperation
in forwarding materials to the clearinghouse and for their suggestions and comments
vhich have materially assisted in the development of this program. We anticipate
further refinement and improved procedures with the continued assistance of our
advisory committee,

Robert E. Taylor
Director
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INTRODUCTION

Organization of
ABSTRACTS OF INSTRUCTIONAIL MATERIALS
IN VOCATIONAL AND TECHNICAL EDUCATION

Abstracts of Instructional Materials in Vocational and Technical Education re-
lies upon two basic formats--resumes and indexes--to serve the browser and those
seeking specific information., The resumes are organized according to vocational
gervice groupings in the first section of the document. Under each grouping, the
resumes are arranged by Vocational Technical (VT) number which is an identification
nunber assigned to reports as they are processed. Resumes contain an abstract which
indicates the contents of a document in two hundred words or less. Additional com-

ponents of a resune are explained in a diagram on page ix immediately preceding the
resume section,

Several indexes are located after the resume section to provide specific ap-
proaches to documents reported in the resume section. These indexes are:

Personal snd Institutional Author Index

Document Number Index

Conversion of Document Number (VT to ED or MP, ED or MP to VT)
Subject and Identifier Index

All of the indexes refer to page numbers in thiz publication to enable the
reader to quickly locate any resume of interest.

Availability of AIM

AIM is published quarterly (Fall, Winter, Spring, Summer), The first issue be-
gan Fall 1967, At this time the four issues for the period Fall 1967 - Summer 1968
and the AIM-ARM Annual Index 1967-68 (ED 022 064) MF - $.50 or HC - $6.45 are avail-
able only on microfiche or facsimile copy. Annual subscriptions are available be-
ginning with Fall 1968, Microfiche or facsimile copy for all previous issues may be
ordered from ERIC Document Reproduction Service, The Netionul Cash Register Company,
4936 Fairmont Avenue, Bethesda, Maryland 20014, Please write to EDRS for order
forms,

ED 013 337 Fall 1967 AIM MF-$ .75 or HC- $ 9.35
ED 015 336 Winter 1967 AIM MF - $1,00 or HC - $10.50
ED 017 745 Spring 1968 AIM MF - $ .75 or HC- $ 9.95
ED 020 i1 Sumner 1968 AIM MF-$ .75 or HC- : 8.95
ED 023 936 Fall 1968 AIM MF-$ .75 or HC- §9.30
ED 028 302 Winter 1068 AIM MF-$ .75 or HC- z 8.45
ED 030 769 Spring 1969 AIM MF -$ .75 or HC- $8.70

ED (See Jan.'70 RIE)  Summer 1969 AIM MF - $ .75 or HC- $ 8.30

-Subscriptions for hard copy may be initiated with the Fall 1968 issue, or sub-
sequent issues, Send order indicating quarter and year that subscription is to
begin to:

ERIC Clearinghouse

The Center for Vocational and Technical Education
1900 Kenny Road

Columbus, Chio 43210 .
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Availability of Materials Reported in AIM

A basic concept of the ERIC system is to make known the availability of the
full. text of materials abstracted. Most of the materials processed into the ERIC
system with an ERIC Document (ED) number will be available from the ERIC Document
Reproduction Service (EDRS) in the form of microfiche or facsimile copy. There is
an EDRS availability line with each abstract which indicates if a document mey be
obtained from EDRS. If a document is not available from EDRS, the agency and address
from which the document may be obtained is in the resume. Microfiche or facsimile
copy must be ordered by ED (ERIC Document) number since EDRS is not set up to respond
to requests for materials by subject, author, or title. AIM and ARM indexes can be
used to determine ED numbers which relate to problem areas. Always check the most
current issue of RIE for the latest price schedules and ordering procedure for micro-
fiche (MF) and facsimile copy, called hard copy (HC).

Materials with ED numbers are announced in Research in Education (RIE) as well
as AIM or ARM. These are available as individual documents through EDRS or another
source, Documents with VT numbers only are not announced in RIE but are included in
AIM and ARM. They are not available as individual documents from EDRS but as part
of a VI-ERIC set. Microfiche for an individual document in one of these sets is ob-
tainable only through purchase of the set or from agencies that have this set and
have the capability of reproducing microfiche. Reports in these sets are identified
in the resume by the phrase MF AVAILABLE IN VT-ERIC SET. The documents are grouped
1a YT qumber sequence in the microfiche set for each issue of AIM or ARM., Each set
is announced in RIE under a single (ED) number. The Fall 1967 - Summer 1968 Micro-
fiche Collections contain documents with VT numbers only and ED documents. Beginning
with Fall 1968, the microfiche set contains the documents which have only VT numbers.
Thus the microfiche collection for a particular issue of ARM now contains the items
in that issue of AIM which have the statement, MF AVAILABLE IN VT-ERIC SET, in the
resume. These sets may be ordered from EDRS. Information to be used in ordering
the sets for AIM follows:

AIM Microfiche Collections

AIM ED Number Microfiche
Fall 1967 ED 013 339 : $22.25
Winter 1967 ED 015 349 25
Spring 1968 ED 017 746 54.00
Summer 1968 ED 020 Lh2 53.00
Fall 1968 ED 022 971 38.50
Winter 1968 ED 028 305 41,00
_Spring 1969 ED 030 770 $58.00
Surmer 1969 ED (See Jan. '70 RIE) $86.00

It should be noted that orgenizations which have standing orders with EDRS for the
total microfiche collections in RIE will automatically receive the ARM and AIM micro-
fiche collections. If an organization wishes to order only the materials abstracted
by VT-ERIC which are announced in RIE and are on microfiche, a standing order may be
initiated with EDRS for a VI-ERIC package. This package will automatically Zanclude
the ARM and AIM microfiche collections. Contact EDRS for information about cost of
current or retrospective VI-ERIC packages.

vi
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Availability Key for Materials Reported in AIM

Accession Number Availability on Microfiche

ED number supplied ERIC Document Reproduction Service (EDRS)
provided that the information is shown on
EDRS price line.

ED appears with reference If a price is given for microfiche, the
to an RIE issue (e.g., fiche is unavailable from 'EDRS (at time
ED (See Aug. '69 RIE) of printing) until an ED number is

assigned and published in RIE. The issue
of RIE in which the abstract is scheduled
to appear follows the ED prefix., After
agsignment of numbers has been made by
Central ERIC, the Conversion of Document
Number Index in each succeeding issue of
AIM will include numbers for documents
listed with an ED and RIE date in the pre-
vious issue.

VT number only supplied Available on microfiche in VI-ERIC set
from EDRS as indicated.

Items not available through EDRS or in a VI-ERIC set will usually have a
source of availability cited on the availability line in the abstract.

ERIC Document Reproduction Service (EDRS)

The ERIC Document Reproduction Service (EDRS) is operated by The National Cash
Register Company. Request order forms from:

EDRS

The National Cash Register Company
4936 Fairmont Avenue

Bethesda, Maryland 2001k

Prices for microfiche o.nd/or hard copy undergo occasional changes which become effec-
tive when announced in Research in Education. EDRS prices cited in AIM and ARM re-
flect the prices in effect at the time of publication. Retrospective use of AIM and
ARM requires attention to the most recent price schedules and ordering information
which is available in a current issue of RIE,

Scope of the Clearinghouse

The Clearinghouse on Vocational and Technical Education is responsible for ac=-
quiring, processing, and disseminating research reports, instructional materials,
information analysis products and other resource materials related to vocational and
technical education. In addition to this general area, coverage includes the
specific occupational fields of agricultural education, business and office occu-
pations education, distributive education, health occupations education, home eco-
nomics education, technical education, trade and industrial education, and new
sub-professional fields, The clearinghouse scope also encompasses the related
fields of industrial arts education, manpower economics, occupational psychology,

vii




and occupational sociology. The following subject categories when specifically ; 1
oriented to vocational-technical education and its related fields are included 5 3
in the scope of the clearinghouse: administration and supervision, curriculum,

. employment and occupations, evaluation and measurements, facilities and equipment,
3 historical studies, individuals with special needs, instructional materials and

devices, philosophy and objectives, research design and development, occupational :
guidance and other student personnel services, students, teachers, teacher educa- E 4
tion, teaching and learning. K E:

Acquisitions

3 The adequacy of information in this publication, as well as other services of 7 i
this clearinghouse, is directly related to the extensiveness of the information ac- ;
quired and processed into the systen. This Clearinghouse has assumed the initiative
in obtaining as much of the available informstion as possible. However, it is im-
possible for any organization to achieve complete and comprehensive coverage of a
field as vast as vocational education without the cooveration and assistance of the
profession. The growth and ultimate effectiveness of the system require supplemental
efforts of its users. Any person in the vocational or technical field is invited to -
forward to the Clearinghouse two copies of items relating to vocational-technical
education for possible inclusion in the system. Questions relating to this endeavor
should be directed to the Acquisitions Specialist at the Center.

IS

a):lg‘

Abbreviations

AIM Abstracts of Instructional Materials in Vocational and Technical Education f
% ARM Abstracts of Research and Related Materials in Vocational and Technical 3
; Flucation ' j
.
ED ERIC Document. «
EDRS ERIC Document Reproduction Service
. ERIC -Educational Resources Information Center ] :

HC Hard copy 4 '

MF Microfiche E

RIE Research in Bducation

VT Vocational-Technical

viii




SAMPLE RESUME

Accession Number--
an identification
number sequentially
assiﬁned to reports

as they are processed. 1f ED is followed by
numbers, item has

Author(s)--the been announced in

individual(s) who _ . Research in Education,

prepared the report, ‘——____,-——" T ED is not followed
. by numbers, the issue

EDRS Price--price of of RIE in which the

the document through abstract . - scheduled

the ERIC Document . to appear follows the

Reproduction Ser- VT 002 079 ED 017 657 ED prefix.

vice. "MF" means

microfiche; "HC" Karnes, James 6, Title of report.

means hardcopy.

\

Medical Record Technology, A Course of Study Designed for Institutional Source--

Report Number would Cooperative Part-Time Students Employed in Medical Record Libraries, the organization

appear hers, : responsible for the
Missouri State Dept. of Education, Jefferson City. Industrial report.

If item cited ap- Education Section

peared originally Missouri Univ., Columbia. Dept, of Industrial Education Sponsoring Agency--

in a journal, a would appear here if

journal citation EDRS PRICE MF-$0,75 HC NOT AVAILABLE FROM EDRS, different than Insti-

would appear here, tutional Source.

/

/.

Publication Date. of Missouri, Columbia, Missouri 65201 ($1.50).

\Industrial Education, 103 Industrial Education Building, University
Total number of \Pub Date - __AygQli.136p.

Grant Number and
Program Area Number

b would appear on this
printed pages in line,
the report, in- = *STUDY GUIDES; *HEALTH OCCUPATIONS EDUCATION; GRADE 11, POST
cluding cover and SECONDARY EDUCATION; ASSIGNMENTS; *CCOPERATIVE EDUCATION; STUDENT Commercial, insti-
appendices., RECORDS; *“MEDICAL RECORD TECHNICIANS tutional, and other

am——0 sources of availabil-
Identifiers would Designed for use by eleventh grade cooperative part-t ime students ity if known at time
appear here, These employed in medical record 1ibraries, this ?uide may also be used of printing, Cost
are acronyms, geo- ‘tn area vocational or post-high schcol sattings. It was developed is included.
graphical areas, by a consultant committee, teacher educators, and research
conferences, orga- assistants at the state level and revised after use in the field,.. Descriptors--the
nizations, tests reeeseessstin analysis of medical record technology and progress subject terms assigned
(e.g. Binet), etc, records to be completed by the employer, teacher, and student are bx an indexer to
cha

by ap,asterisk are

occupations teacher. (JK) Only the major terms,
printed in the index, those preceded by an
asterisk, are printed
Abstract--a con- in the index,
densation of the
report in about

Only the major included. The material should be used with related instruction for racterize the
identifiers preceded individual students by a qualified coordinator or competent health contents of a report,
Abstractor's Initials.
200 words. When
applicable, it in-
cludes the purpose,
means of develop-
ment, subject-matter
content, teacher
competency, student
requirements, and
description of sup-
plementar{ materials

if available. Availability Key for Materials Reported in AIM

Accession Number: Availability on Microfiche

ED number supplied ERIC Document Reproduction Service (EDRS)
provided the information is shown on EDRS
price line,

ED appears with :reference to an 1f a price is given for microfiche, the

RIE issue (See Nov '69 RIE) fiche is unavailable from EDRS (at time
of printing) until an ED number is
assigned and published in RIE, The issue
of RIE in which the abstract is scheduled
to appear follows the ED prefix, After
assignment of numbers has been made by
Central ERIC, the Conversion of Document
Number Index in each succeeding issue of
AIM will include numbers for documents
listed with an ED and RIE date in the
previous issue.

VT number only supplied Available on microfiche in VT-ERIC set
from EDRS as indicated,

Items not available through EDRS or in a VT-ERIC set will usually have 2
source of availability cited on the availability line in the resume.




The price statement for VT 008 955 (Microfiche

Collection of AIM, Spring 1969) on page 552 of
AIM, Summer 1969 should read as follows:

EIRS PRICE MF - $58.00  HC NOT AVAILABLE FROM EDRS
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VT 000 057 E
cks, L.P. g :

Bas!c'Principles of Animal Science, A Reference Unit for Teaching Basic Principles of Animal Science in 3

Vocational Agriculture Courses in Mississippi. . . A

Mississippi State Univ,, State College. Subject Matter Service ;
Mississippi State Board for Vocational Education, Jackson. Vocational Agricuiture Div, 3
MF AVAILABLE IN VT-ERIC SET, ;
Pub Date - May65 Stp,

*ANIMAL SCIENCE; #+RESOURCE UNITS; *VOCATIONAL AGRICULTURE; *TEACHING GUIDES; *INSTRUCTIONAL AIDS;
AGRICULTURE; AGRICULTURAL SKILLS; AGRICULTURAL PRODUCTION

This reference unit, developed by a committee of teachers on the state leveil, provides references keyed to A
the outlines contained in the 1963 Mississippi Vocational Agriculture Teacher's Handbook. It is designed for
teacher and student use in vocational agriculture classes for high school or adult students to develop or
improve knowledge and skills in the area, Organized around a question and answér format, material presented 3
covers the following topics: (1) anatomy and physioTogy of farm animals, approached as nine functioning

systems, (2) nutrition of farm animals, (3) environmental factors that affect physiology, (4) diseases of . :
farm animals, and (5) common parasites of farm animals. Several charts and tables are Included, The teacher ¢ ;
shculd be a graduate of teacher education curriculum in agriculture education or have an equivalent 3
preparation, The second and third publications in this series deal with plant science and with soil science
and are available as VT 000 056 (AIM Winter 1968) and VT 000 058. (MU)

VT_000 058

xans. [.l o3 m‘ 'tm’ J. RO'aﬂd > 9
Basic Principles in Soil Sciences, A Reference Unit for Teaching Basic Principles of Soil Science in Vocational T
Agriculture Courses in Mississippi. :

Mississippi State Univ,, State College. Subject Matter Service e
Mississippi State Board for Vocational Education, Jackson. Vocational Agriculture Div, ;
MF AVAILABLE IN VT-ERIC SET,

Pub Date - Apr65 65p,

#SOIL SCIENCE; *VOCATIONAL AGRICULTURE; *INSTRUCTIONAL AIDS; *TEACHING GUIDES; *AGRICULTURAL PRODUCTION; 3 j
:(I)gls.lgts)?llggl}VATlom AGRICULTURAL EDUCATION; RESOURCE UNITS E 4

This reference unit, developed by a comnittee of teachers on the state levei, follows the outlines in the : \.
1963 edition of the Mississippi Vocat ional Agriculture Teacher's Handbook. It is designed for teacher and ; E:
student use in vocational agriculture classes for.high school or adult students who want to develope 4 E
knowledge and skills in the area. Organized on a question and answer basis, the material presented covers the B
following topics: (1) the nature and importance of the soil, (2) soil classification and identification, (3) ? 3
formation and components of the soil, (4) sofl productivity, chemistry, and nutrients, (5) commercial ‘.
fertilizers, and (6) principles of soil eroslon and drainage. Illust:rations include soil regions and land ;
classifications of Mississippi, soil profile, effects of hardpan, 1and capability classes, pH scale, pH effects
on nutrients, and fertilizer composition, The teacher should be a o-aduate of teacher education curriculum in
agglculture education or have an equivalent preparation, This pub? ~-.ion {s the third in a series of which 7 !
the first, available as VT 000 057, and the second, as VT 000 N15¢ AIM Winter 1968), deal with animal science 3

and plant science respectively, (MU)

VT 000 475
BristoT, Benton K.
Problem and Answer Sheets for Learning Engine Maintenance Principles.

111inois State Univ., Normal, Dept. of Agriculture
MF AVATLABLE IN VT-ERIC SET.
Pub Date - 67 17p.

*VOCATIONAL AGRICULTURE; *AGRICULTURAL ENGINEERING; *ENGINES; *STUDENT PROJECTS; AGRICULTURAL MACHINERY;
SECONDARY GRADES; INSERVICE TEACHER EDUCATION; STUDENT PROBLEMS; ANSWER KEYS

Developed under individual authorship, this student and teacher reference is for use in high school classes B
of vocational agriculture, The content includes student problems of: (1) Battery Hydrometer Reading, (2) i E
Distributor to Spark Plug Hookup, (3) Spark Plug and Engine Condition, and (4) Compression Test. Answer ¥

sheets are provided for each of the six assigned problems, The time aliottment varies from 30 minutes per job
to more than one hour per job. Additional erences which are listed in the document should be utilized in 5 4
teaching this unit. (DM) : y

VT 000 575
nson, rge L.; Harrison, Farres A, f
Farm Advertising and Salesmanship. Resource Unit. K

Wisconsin Univ,, Madison. Dept. of Agricultural and Extension Education K
MF AVAILABLE IN VT-ERIC SET, E.
Pub Date - Nov63 95p. ]

;s‘;uolr, c$li!(1)3553 *YOUNG FARMERS; ADULT LEVEL; GRADE 12; *FARM ADVERTISING INSTRUCTION; *FARM SALESMANSHIP ,
TR

Improvement of promotion and sales is the objective of this guide for high school seniors in vocational
agriculture and young and adult farmer classes. Subject matter is given for: (1) sales techniques, (2) farm '
naming, (3) farm letterheads, (4) sales letters, (5) classified ads, (6) displays, (7) exhibits, (8) farm :
signs, (9) regulations on selling and advertising, and (10) the farm office. The text of each of the 12 units i
is preceded by a study quide containing objectives, guestions. resource material, and supplementary activities 3 ]
? p?rggl Hﬁ;ing of the state's statute chapters and titles and a bibliography of related Viterature are f

nciu o 3

VT _000 820
Sfuae'—n‘ t Teaching in Agricultural Education; A Guide for Student Teachers,

North Carolina Univ., Raleigh, State Univ, Dept, of Agricultural Education
MF AVAILABLE IN VT-ERIC SET,
Pub Date - May6s 19p,
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#STUDENT TEACHERS; *STUDENT TEACHING; *MANUALS; *VOCATIONAL AGRICULTURE; *TEACHER EDUCATION; COOPERATING
TEACHERS; PRESERVICE EDUCATION; VOCATIONAL AGRICULTURE TEACHERS; PROGRAM DESCRIPTIONS; EVALUATION CRITERIA

This guide provides an overview of the student teaching program and some role expectations for student
teachers, supervising teachers, principals, and college staff. The content includes a challenge to student
teachers, a genera! plan of student teaching, evaluation, selection of student teaching centers, and placement
in centers. The appendix contains some suggested areas of experiences, guidelines for Blann!ng exp=rience
programs, and a work sheet for student teaching plans. The document is mimeographed, (DM)

VT _001_009
Fuller, Gerald R.
Education for Agricultural Occupations. A Guide to High School Course Planning.

The Interstate Printers and Publishers, Danville, I11,

DOCUMENT NOT AVAILABLE FROM EDRS,

Interstate Printers and Publishers, Inc., 19-27 North Jackson Street, Danville, I11inois 61832 ($1.00).
Pub Date - 65 Wu47p.

*0FF FARM AGRICULTURAL OCCUPATIONS; *CURRICULUM GUIDES; *COOPERATIVE EDUCATION; #EDUCATIONAL PRINCIPLES

This curriculum guide, for use of teachers in vocational and technical courses in the secondary schools,
out1ines an effective procedure of selecting the agricultural content of most value in nonfarm agricultural
occupations. Guiding principles for the programs are identified and include: (1) The objective is to prepare
for entry and advancement In an industry, not just in a job, (2) There 1s a basic core of needed agricultural
know1 , (3) There is a basic core of needed knowledge about business operations, (4) Experience programs
may include employment, observations, and supplementary experience, (5) Experience programs should asize
education, not pay, (65 Experience programs should relate to instruction, (7) Experience programs should be
planned by teacher, student, parents, and employer cooperatively, and (85 Experience programs should be
supervised by -the teacher of agriculture. The steps in developing the program, procedures for enrolling
students, basic core of instruction, and basic agricultural experiences are described., Sample teaching plans
fnclude: objectives, interest approaches, anticipated decisions and difficulties, class activities,
references, and teaching aids. They include the problem areas; (1) understanding experience programs, 2;
grran%!ng experiencé programs, (3) keeping progress records, (4) identifying emloyment requirements, (5
managing personal income, (6) analyzing business organization, (7) operatln? a firm, (8) obeying laws, (9)
marketing products, (10) advertising and promoting products or services, (11) determining customer credit, and
(12) financing a business. (M)

VT _001 665
Martin, Robert R.
A Handbook for Prospective Students of Vocational Agriculture in Louisiana. Vo. Ag. Ed., no. 12,

Louisiana State Univ., New Orleans, School of Vocational Education
Louisiana State Dept. of Education, Baton Rouge. Vocational Educat ion Div,
M AVAILABLE IN VT-ERIC SET.

Pub Date - Aug66 38p.

tgsgglgﬁ; ION MATERIALS; *VOCATIONAL AGRICULTURE ; *COURSE DESCRIPTIONS; *HIGH SCHOOLS; EDUCATIONAL COUNSELIHNG

This handbook contains orientation information fcr students considering enroliment in vocational agriculture.
It was developed by a graduate student at Louisiana State University with assistance from the lLouisiana State
Department of Education. Information is presented on (1) the purposes of vocational agriculture, (2) the four
year program of instruction, (3) the new program of non-farm agriculture, (4) the importance of production
agriculture, (5) occupational information and opportunities, (&) development of occupational skills, (7)
supervised experiences and record keeping, (8) the need of student planning, (9) the functions of guidance in
the program of vocational agriculture, and (10) the Future Farmers of America Organization, Included are the
:'t‘eud programs(a%n)- the four years of vocational agriculture and a reference 1ist of materials used to compile
andbook .

VT _006 502
Crops, Solls, and Fertilizers Resource Manual. Idaho Vo-td-73,

1daho State Board for Vocational Education, Boise
MF AVAILABLE IN VT-ERIC SET.
Pub Date -~ Nov63 120p,

*TEACHING GUIDES; *VOCATIONAL AGRICULTURE; *AGRICULTURAL PRODUCTION; FARM MANAGEMENT; *AGRONOMY; PLANT
?g‘{ﬁgﬁ; SOIL SCIENCE; FERTILIZERS; SECONDARY GRADES; UNITS OF STUDY (SUBJECT FIEI.DS‘; *STUDY GUIDES

Developed by a comittee of teachers, teacher educators, and state supervisors, this reference manual is for
use in teaching a crops and soils cluster to high school students in the western United States. The content
inc ludes sections relating tos (1) crop planning, (2) cultural practices, (3) soil management (4) plant
pathology and bacteriology, (5) soil fertility, t6) entomolog¥, (7) water utilization, and (85 wood 1ot and
range management, Each section contains specified teaching units, suggested activities, and a 1ist of teaching
aids. The subject material contains I +lustrations and is suitable for reproduction for use by students.
Teachers for this 104-hour course should be college graduates in agriculture. (DM)

VT_007 284
Fanual ana Suggestions for Beginning Student Teaching.

Wyoming Univ., Laramie. Dept. of Vocational Education
MF AVATLABLE "IN VT-ERIC SET.
Pub Date - 68 21p.

*STUDENT TEACHERS; *STUDENT TEACHING; *VOCATIONAL EDUCATION; PRESERVICE EDUCATION; #*TEACHER EDUCATION; COLLEGE
STUDENTS; *COOPERATING TEACHERS; MANUALS

This manual for use bx student teachers in vocational education contains: (1) Suggest!ons for the Beginning
Student Teacher, (2) Procedure for Professional Relationships, (3) Procedure for Classroom, Shop and Field
work, (4) General Instructions, (5) Suggest!ons to Supervising Teachers on Procedures with Student Teachers,
and (6) Eight sample forms for.use in the student teaching experience. (DM)
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VT 007 328
DaTton, L.C., And Others

Job Breakdowns for Farm Mechanics Instruction in Vocational Agriculture I,

MF AVAILABLE IN VT-ERIC SET.
Pub Date ~ 67 39p.

*VOCATIONAL AGRICULTURE; *AGRICULTURAL ENGIMERING{ *JOB SKILLS; HIGH SCHOOLS ; *SCHOOL SHOPS; DEMONSTRAT IONS
{EDUCATIONAL); *LABORATORY PROCEDURES; TASK ANALYSIS

Developed by a state supervisor of agricultural education, these task descriptions are for use in high

school vocational agriculture programs, After demonstrations on the part of the Instructor, it is suggested
that the jJob breakdowns be put uncer clear plastic covers and mounted near the various work areas so that
students can refer to them a3 needed, The jobs are: (1) Grinding a Wood Chisel or Plane Iron, (2) Sharpening
an Auger Bit, (3) Sharpening Axe and Hatchet, (4) Whetting a Plane Iron and a Wood Chisel, (5) Striking an
Arc and Running a Flat Bead, (6) Running a Bead with Weaving Motion, (7) Butt Weldin? in a Flat Position, (8)
Fillet Welding in Horizontal and Flat Positions, (9) Welding in Vertical Position, (10) Welding Stringer Bead
in Overhead Position, (11) wWelding Sheet Metal, (12) Weiding Cast Iron, (13) Cutting Metai with a Mild Steel
Electrode, (1) Building Up Worn Parts, (15) Brazing Sheet Metal, (16) Hard Facin?, (17) wvelding Pipe Tee
Joint, (18) Building Up Edge of Tool, 19) Soldering Holes with a Single Carbon, {20) Lubrication of Tractor,
(21) §ervicin2 Clutch, Power Take Off, Power Lift and Brakes, (22) Servicing the Cooling System, (23)
Maintenance of the Carburetor, (2u4) Maintenance of Ignition and Electricat System, and ?25; Trouble Shooting,
The recommended time allotment is 12 hours, (DM)

VT 007 329

valton, L.C.3 Richardson, Joe A,

A Suggested Teaching Procedure for Instruction of Careers in Agricultural Occupations, To Be Offered to
Students Enrolled in Vocational Agriculture in New Mexico.

MF AVAILABLE IN VT-ERIC SET,
Pub Date - 67 27p.

ATEACHING GUIDES; *VOCATIOMAL AGRICULTURE; *CAREER CHOICE; *OCCUPATIONAL INFORMATION; HIGH SCHOOLS; UNITS OF
STUDY (SUBJECT FIELDS)

Developed by a state supervisor of agricultural education, this teaching guide is for use with vocational
agriculture students studying a unit in agricultural occupations, The content includes: (1) Introduction and
Motivation, (2) Getting Familiar with Occupational Opportunities in Agriculture, and (3) Planning for an
Occupation in Agriculiure, Each unit contains suggested activities, objectives, and teaching-learning
activities, Supplementary matzrial in this mimeographed document includes 17 pages of transparency masters
and a 1-page guide for studying occupations in agriculture which is suitable for duplication. (DM

VT 007 336
Student Teaching Manual for Vocational Agriculture,

Washington State Univ,, Puliman, Agricultural Education
MF AVAILABLE IN VT-ERIC SET.
Pub Date - 68 33p.

*STUDENT TEACHERS; *STUDENT TEACHING; *MANUALS; *VOCATIONAL AGRICULTURE; *TEACHER EDUCATION; COOPERATING
TEACHERS ; PRESERViCE EDUCATION; COLLEGE STUDENTS

This manual was prepared by teacher educators and supervisin? teachers to assist student teachers in their
field-experience program, The content includes: (1) general Instructions, (2) keeping a notebook, (3) early
training center activities, (u) ?eneral suggestions, (5) developing in the job, (6) teaching the first class
(7) lesson plan outline, (8) agr cultural occupations, (9) progress report form, (10) final report form, RE))
study guide, (12) suggestions for the high school principal, and (13) suggestions to the supervising teacher,
{B’e‘l)appendixes contaln suggestions for erving classes and a checklist for evaluating classroom teaching.

-

VT_007 351
Student Teaching Manual,

California State Dept. of Education, Sacramento. Bureau of Agricultural Education
MF AVAILABLE IN VT-ERIC SET.
Pub Date - 68 uOp,

#STUDENT TEACHERS; *STUDENT TEACHING; *MANUALS; COLLEGE STUDENTS; *VOCATIONAL AGRICULTURE; *TEACHER
EDUCATION; COOPERATING TEACHERS; PREgERVICE EDUCATION

Designed primarily for use by student teachers and supervising teachers in California vocational agriculture
departments, this manuail also is for use by administrators of local cooperating schools and by members of the
state supervisory staff in a?ricultural education. The final draft of this publication resulted from the
cooperative effort of superv sin? teachers, teacher educators, and state supervisors, The content includes:
(1) a blank calendar of events, (2) instructions to the student teachers, (3) local department
responsibilities, (4) a checklist of participating experiences, (5) report and evaluation forms, and (6)
fnformation for credential application. (DM)

VT _007 w15
Student Teaching Manual,

New Mexico State Univ,, Las Cruces. Agricultural and Extensfon Education Dept.
MF AVAILABLE IN VT-ERIC SET.
Pub Date - 46p.

#STUDENT TEACHERS; *STUDENT TEACHING; *MANUALS; *WOCATIONAL AGRICULTURE; *EXTENS ION EDUCATION; TEACHER
EggECﬁ;}gg;Aggg%RATING TEACHERS 3 PREgERVICE EDUCATION; COLLEGE STUDENTS; VOCATIONAL AGRICULTURE TEACHERS;

This mimeographed guide for student teaching contains: (1) Instructions for the Student Teacher, (2)
Suggestions for the Supervising Teacher, (3) Check List of Participating Experiences for Student Teachers in
Vocational Agriculture, (4) Reports and Evaluation, and SS) A Guide for Student Teachers in Directed Teaching
in Agricultural extensfon Education. Much of the material in this document was adapted from the Student
Teaching Manual in California (VT 007 351), (DM)
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VT 007 557
nrecn, And Others

mery
Fleld Mower Service, Repair and Maintenance Student Workbook for Vocational Agriculture.

Minnesota Univ., St. Paul
MF AVAILABLE IN VT-ERIC SET.
Pub Date - 68 17p.

#WCRKBOOKS; *VOCATIONAL AGRICULTURE ; *AGRICULTURAL ENGINEERINGs *EQUIPMENT MAINTENANCE; FARM MECHANICS
gggglﬂom'}(l)gg)é *AGRICULTURAL MACHINERY; SECONDARY GRADES; POST SECONDARY EDUCATION; ILLUSTRATIONS
R

Developed for high school students in vocational agrlcunure, this repair and maintenance workbook contains
sections on: (1) Selection of Mowers, (2) Machine Parts and Functions, (3) Operation and Ad justments, (4)
Repairs and Adjustments, (5) Safety, and (6) Seasonal Storage and Care. Each lesson contains obJjectives and
study and discussion questions and {s 111ustrated with line drawings. This workbook should be used In
conjunction with "Selection and Maintainin? Field Mowers," by the American Association of Agricultural
Englneering and Vocational AgrlcuIture. which appeared in AIM, Winter, 1968 as VT 006 $83, and a fact sheet
prepared by the University of Minnesota, (oM)

VT 007 559
'A‘HEEBO%‘E for Student Teachers and Supervising Teachers in Agriculture Occupations.

I11inois State Univ., Normal. Dept. of Agriculture
MF AVAILABLE IN VT-ERIC SET.
Pub Date - 68 Sup.

*STUDENT TEACHING; *MANUALS; *AGRICULTURAL EDUCAT ION; *PRESERVICE EDUCATION; *TEACHER ORIENTATION; SCHOOL
ACTIVITIES; VOCATIONAL AGRICULTURE TEACHERS; TEACHER RESPONSIBILITY; TEACHER EDUCATION; COOPERATING
‘{El'\-CHgRgg gTUDENT TEACHERS; TEACHER EVALUATION

INOI

This handbock was prepared to help supervising and student teachers organlze their activities during the
summer student teaching experience program in vocational agriculture. The content includes: (1) participating
experiences, including getting established, discovering community needs, developing a community program,
teaching day groups, teaching adult classes, advising youth organizations, ?uldance of students, administering
a department, and improving professionally; (2) agricultural skills and abilities for prospective teachers;
(3 ?eneral directions; and (4) fifteen forms for use in summer experience and student teaching. The document
is mimeographed. (DM)

VT_007_596
Manual For Student Teachers in Agricultural Education. Agricultural Education Series, vi nl.

Missouri Univ., Columbia.

Missouri State Dept. of Education, Jefferson City. Div. of Vocational Education

MF AVAILABLE IN VT-ERIC SET.

Pub Date - 68 SO0p. ,

#MANUALS ; *STUDENT TEACHINGs *AGRICULTURAL EDUCAT ION; *PRESERY ICE EDU('ZA/TION; *TEACHER EDUCATION; STUDENT ,
TEACHERS; COOPERATING TEACHERS; TEACHER RESPONSIBILITY; TEACHER ORIENTATION; TEACHER EVALUATION; SCHOOL
a(gg\élllg%ES; EDUCATIONAL POLICY . s ) -

S / . . -
Prepared to assist supervising teachers in fnterpreting their duties and vesponsibilities in vocaticnal
agriculture to the student teacher, tgls manual is to used as a general yuide by §uper‘visin§ and student g
teachers in plenning the program’of student téaching in their schools. The content includes: (1) ¢
Professional Ethics for Teachers of Vocational Agriculture, (27 Suggestions for the Student Teacher (3)
Suggestions for the Supervising Teacher (4) A Check List of Student Activities and Expériences, (5% Forms and
f'!_epo;ts tc(,DhbS Completzd by the Supervising Teacher, and ’(6)‘Forms ard Reports to be Completed by the Student ‘
eacner, . J
t

4 . r ¢ )
4 ~ s’ o v’
VT 007 597 | ’ o . . .
Handbook Tor Student Teachers in ‘Vocational Agriculture.’ P . < . -

Wisconsin State Univ., River Falls. Coli. of Agriculture
MF AVAILABLE IN VT-ERIC SET.
Pub Date - 68 26p. &

*STUDENT TEACHERS; *STUDENT TEACHING; *MANUALS; *VOCATIONAL AGRICULTURE ; *PRESERVICE EDUCATION; TEACHER
EDUCATION; TEACHING GUIDES; COOPERAT ING TEACHERS ; AGRICULTURAL EDUCATION; TEACHER ORIENTATION; TEACHER
5¥é%gﬁ'§}gN; TEACHER RESPONngILITY; SCHOOL ACTIVITIES

Designed to give student teachers a clear understanding of the student teaching program {n vocational
agricuiture at the Wisconsin State University in River Falls, this handbook contains: (1) the objectives of
student teaching, §2) an outline of the student teaching program, (3) a description of relationships during
student. teaching, 4) essential components of effective student teaching, (5) evaluation of the student
teacher, and (6)duties and responsibilities of vocational agriculture teachers. This mimeographed document
o:(:ga;ains the necessary forms for lesson planning, student teacher observation, and student teacher evaluation,

VT _007 601
Tulde Tor Summer Experience for Student Teachers in Agricultural Education.

Maryland Unfv., CoTlége Park. Dept. of Agricultural and Extension Education
MF AVAILABLE IN VT-ERIC SET.
Pub Date - 25p.

WORKBOOKS; *MANUALS,; *AGRICULTURAL EDUCATION; *STUDENT TEACHERS; TEACHER ORIENTATION; SCHOOL ACTIVITIES;
ﬁTgEENg TEACHING; *SUMMER PROGRAMS; TEACHER EDUCATION; RECORDS (FORMS); TEACHER EVALUATION
RYLAN

This guide for summer experience is an adaptation of one used by student teachers at North Carolina State
College. Included are suggested experiences to be gained by a student teacher as he works with a supervising
teacher during the week prior to the openln? of school and during the first week of school, Forms to be
completed by students include: (1) a community survey, (2) number enrolled in agriculture, (3) supervised

- -
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occupational experience programs in agriculture, (4) record of supervisory visits, (5) meetings attended,

(6) evaluation of their week's experience, (7) report of first week of school experiences, (8) course calendar
for first year class, (9) major teaching objectives for first year class, (10) 1esson planning for high school
boys, and (11) suggestions for improving the program of summer practice. (DM)

VT 007 647
5ing the 111inois Farm Record Book,

I11inois Univ,, Urbana, Vocational Agriculture Service

MF AVAILABLE IN VT-ERIC SET,

Vocational Agriculture Service, 434 Mumford Hall, University of I11inois, Urbana, I1linois 61801 ($0.25).
Pub bate - 68 20p.

*SUPPLEMENTARY TEXTBOOKS; *VOCATIONAL AGRICULTURE; *FARM MANAGEMENT; *FARM ACCOUNTS; *RECORDS (FORMS);
SECONDARY GRADES; POST SéCONDARY EDUCATION; ADULT FARMER EDUCATION
ILLINOIS; *ILLINOIS FARM RECORD BOOK

Developed under individual authorship with approval of the subject matter department, this production
aqriculture reference is for use with high school and adult students, The content includes sections on:

$ ) How Is the 111linois Farm Record Book Organized, (2) Keeping Records in the I1linois Farm Record Book,
3) Summarizing Records, and (u4) Obtaining Analysis Measures, leachers should be competent in general
agriculture and students should have an agricultural.interest and occupational objective, Students may use
this material as a text reference for a 2-to-6-hour unit, The information provided appties to the Illinois
Farm Record Book. This book is based on a problem avajlable from Vocational Agriculture Service, (DM)

VT_007_698 1
Urbanic, charles, Ed, . A
grnag\ental Horticulture for Pre-Employment Laboratory Training in Vocational Agriculture, Handbook for 3

eachers, E

Texas Education Agency, Austin

Texas A and M Univ,, Col 1e$e Station

MF AVAILABLE IN VT-ERIC SET,

Agricultural Education Teaching Materials Center, Texas Agricultural and Mechanical University, Collzge
Station, Texas 77843 ($3.0D). ,
Pub Date -~ 8 220p.

*TEACHING GUIDES; *CURRICULUM GUIDES; *ORNAMENTAL HORTICULTURE; *ORNAMENTAL HORTICULTURE OCCUPATION;
*VOCATIONAL AGRIéULTURE; PLANT SCIENéE; GRADE 11; GRADE 12; PROJECT TRAINING METHODS; TRAMSPARENCIES;
INSTRUCTIONAL AIDS; UNITS OF STUDY (SUBJECT FIEL6$) . !

! -

This teacher handbook was prepared and tested by vocational agriculture teachers attending a summer workshop ¢ g
on ornamental horticulture. Its purpose is to aid teachers in lesson planning by pt;esent!,ng a 6-week course in
ornamental horticulture for high school Jjuniors or seniors in vocational agr cultuse, Theé contents covers (1) .
classification of plants, gz) plant growth, development, structure, propagation, and care, (3) control of p
glant pests and diseases, (4) production of floral and nurser\{ crops, (5) lawn care and landscaping, and (6) ! !

usiness and sales procedures. References and suggested questions and attivities are included ‘in each chapter.

The last section of the handbook is made up of drawings diagrams, and charts which may be reproduced for ’ !
transparencies or as other instructional materials. ( W5 ! ’ ” s

A H ' 2 3

VT D08 _Qus . ’ ? . ,
etroelje, Lloyd 4 3 :
Pruning Ornamental Shrubs, : ) ‘

California State Polytechnic Coll., San Luis Obispo - i
California State Dept. of Education, Sacramento i
DOCUMENT NOT AVAILABLE FROM EDRS,
Vocational Education Productions, California State Polytechnic College, San Luis Obispo, California 93401
'(:sgtoof manual, Film:ns:rip and recorded narration, $9.95).
ub Date - P.

*VOCATIONAL AGRICULTURE; *ORNAMENTAL HORTICULTURE; *ORNAMENTAL HORTICULTURE OCCUPATION; *MANUALS; SECONDARY
ggﬁgﬁﬁﬁsﬁ ILMSTRIPS; AUDIOVISUAL AIDS; INSTRUCTIONAL FILMS

Developed in the Department of Ornamental Horticulture, this high school vocational agriculture fiimstrip,
i1lustrated script, and tape narration is for use in reinforcing classroom teaching and independent study.
The content includes the need for pruning, how to prune, equipment for pruning, types of pruning, an
necessary decisions to be made, Pruning ecisions were listed as: (1) objective, (2) best time, (3) type
needed, (u4) where to cut, and (5) how *o cut. The script includes photographs of the 52 frames in the
filmstrip. Approximately 20 minutes should be allotted for showing the ¥ilmstrip as part of an ornamental
horticulture unit, These resources are available individually or as a set from the source listed above, (DM)

VT D08 061
JuTson, tarl E.
Source Unit on Farm Machinery Management.

Colorado State Univ., Denver. Vocational Agriculture Section

MF AVAILABLE IN VT-ERIC SET.

Department of Vocational Education, Agriculture Education Section, Colorado State University, Fort Collins,
Colorado 80521 (no charge).

Pub Date - May65 27p.

*RESOURCE UNITS; *VOCATIONAL AGRICULTURE; *YOUNG FARMER EDUCATION; *ADULT FARMER EDUCATION; *FARM MANAGEMENT;
DECISION MAKING; ECONOMICS; UNITS OF STUDY (SUBJECT FIELDS) ~ A
FARM MACHINERY MANAGEMENT . !
Developed and compiled in cooperation with a?r!cultural engineers, professors, and economists, this unit is”’ :
designed for use b¥ teachers with advanced high school vocational agriculture students,.young -farmers, or / E
adult farmers. It is aimed primarily toward preparing students for ecision-making and effective management o
of farm machinery, inc!udin? business management, operating management, and maintenance manaqement. “The

content includes: (i) decisions and probiems facing farmers in farm machinery management, (2) teaching- X
objectives, (3) su%ested learning experiences and approved practices concerning farm machinery management, ‘ 3
and (4) a f7-page st of related references. (AW) ; i

]
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VT 008 250
Adams, Jerry; Hargrave, L.M.
Workbook of the Parliamentary Guide for Future Farmers of America,

Texas Technological Coll,, Lubbock, Dept. of Agricultural Education
MF AVAILABLE IN VT-ERIC_SET.
Agricultural Education Teaching Materials Center, Texas Agricultural and Mechanical University, College
Station, Texas 77843 ($.30),

Pub Date - L45p.

#MJORKBOOKS ; *VOCATIONAL AGRICULTURE; SECONDARY GRADES; *STUDENT ORGANIZATIONS; *LEADERSHIP TRAINING; YOUTH
CLUBS; *PARLIAMENTARY LAW; YOUTH LEADERS; UNITS OF STUDY (SUBJECT F IELDS)
*FUTURE FARMERS OF AMERICA; FFA

Written and classroom tested by vocational agriculture teachers, this student workbook is for use in high
school vocational agriculture classes. The purpose of the workbook is to aid teachers and sponsors of
agricultural youth Clubs in teaching pariiamentary procedures, The content consists of a collection of tests
and exercises on parliamentary law, including questions on: (1) parliamentary procedures and practices, (2)
classification and order of precedence of motions, (3) making motions, (4) amendments, (5) points of order,
and (6) ad{oumment. The proposed course length is 4 to 6 weeks. The workbook 1s keyed for use with the
text, "Parliamentary Procedure Guide for FFA," available from J.D. Gray, East Texas State Teachers College,

Commerce, Texas. (AW)

VT 008 252
rage, oy
Deer and Turkey Management.

Aqricultural Education Teaching Materials Center, College Station, Tex.

MF AVAILABLE IN VT-ERIC SET,.

A%ricultural Education Teaching Materials Center, Texas Agricultural and Mechanical University, College
Station, Texas 77843,
Pub Date - 68 u43p.

*CURRICULUM GUIDES; TEACHING GUIDES; STUDY GUIDES; */OCATIONAL AGRICULTURE; UNITS OF STUDY (SUBJECT FIELDS);
#WILDLIFE MANAGEMENT; SECONDARY GRADES
‘ *TEXAS; WILD TURKEY; WHITE TAILED DEER

Written and tested in the classroom by a subject matter specialist. this course outline is for use in Texas
high school vocational agriculture classes and is designed to ald in teaching wildlife manzgement. The
' content includes sections on: (1) various tactors influencing the Texas white-tailed deer and turkey :
population, (2) habits of the animals, (3) methods of censusing, (4) management practices, (5) objectives and
methods of game.management programs, and (6) general information on the animals, Lesson plans are suggested,
o and selected references and additional information sources are fven. The outline is {l1lustrated wit
photogranhs and drawings. The time allotment for the course is 2 weeks. (AW)

' »
~” NT_008 627

Pennington, Don, Comp.
Organizing and éonducting Programs in Agricultural Sales and Service Occupations.

. Indiana State Dept, of Public Instruction, Indianapolis. Agriculture Education
MF AVAILABLE IN VT-ERIC SET.
- , Vocational Instructional Materials Laboratory, School of Technology, Indiana State University, Terre Haute,
Indiaza 47809 ($.75),
” “Pub Date - Mar67 122p.

*PROGRAM GUIDES s *PROGRAM PLANNING; *COOPERATIVE EDUCATION; *VOCATIONAL AGRICULTURE; *OFF FARM AGRICULTURAL
OCCUPATIONS 3 CURRICULUM GUIDES; GRADE 11; GRADE 12; PROGRAM DESIGN; RECORDS (FORMS); PROGRAM DEVELOPMENT;

1¢ BIBLIOGRAPHIES

' The primary objective of this handbook is to aid high school vocational agriculture teachers in organizing,
i3 developing, and conducting cooperative occupational experience programs in agricultural sales and service, The
3 contents cover: (1) general information on cooperative agricultural sales an service occupations procj;rams,

P (2) conducting local surveys, (3) selection and functions of a consultant committee, (4) planning public

relations activities, (5) formulation of policies, (6) selection of students, (7) legal aspects of the program,
(8) training center selection, (9) placement of students, (10) developing related instruction, (11
coordinating the program, (12) FFA activities, (13) overall program evaluation, and (14) record-keeping. The
program may be set up as a 1-year course, with 18D class hours of related instruction, or as a 2-year course,

g‘ with 360 related class hours; the guide recommends modification of the program by local teachers to meet

f.;% community needs, Sample forms, letters, and applications, a glossary, and a bibliography are included. (AW)
‘\ ,

¥ VT D08 663 ]

l -y rs mgg Program for Vocational Agriculture in Applied Agricultural Economics Basic to Farming. Vo. Ag.

K . O °

' Louisiana State Univ., Baton Rouge. School of Vocational Education

2 Louisiana State Dept. of Education, Baton Rouge, Vocational Education Div.

E MF AVATLABLE IN VT-ERIC SET,

. Vocational ‘Agricultural Education Department, Louisiana State University, Baton Rouge, Louisiana 70803 (single
¥4 copies without charge). ’

™ Pub Date -  Jun68 113p.

e } *TEACHING GUIDES; *VOCATIONAL AGRICULTURE; *FARM MANAGEMENT; LESSON PLANS; *AGRICULTURAL PRODUCTION; COURSE

K | ORGANIZATION; SE ONDARY GRADES; UNITS OF STUDY (SUBJECT FIELDS); *ECONOMIéS

f Developed by a graduate assistant in Agricultural Education and funded by the Vocational Division of the

s Louisiana State Department of Education, this teaching guide is for use by vocational agriculture

3 teachers with a basic knowledge of agricultural economics in training prospective farmers, Designed for use in

‘ high schools and area vocatioral schools, the content is divided into 3 major subject areas: Becoming

E 3 Established in Farming, Planning for Max fmum Profits, and Special Conditions Affecting Farmers, The first

s A sectian includes such basic aspects as getting started in farming, securing a farm, establishing goals,

b/ { volume in the farm business, planning and financing the farm business, and keeping farm records and accounts,
4 Some areas covered in Section II are inventorying, analyzing and improving farm wsiness, planning cropping
and 1ivestock systems, planning the physical layout, beneficial utilization of farm machinery and labor,

4 and market ing farm products. The third unit deals with legal problems of farmers, preparation of income tax

Y and social sécurity forms, agricultural organizations, an governmental agricultural agencies, Lesson plans

i are provided for each area which emphasize student participation and pm;ects. Reference 1ists, tables,

Q related texts, teaching aids, and 1ists of visual aids are included, (AW )
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VT 008 764
Reproduction and Genetics in Farm Animals (Transparency Masters).

Clemson Univ,, S.C. Vocational Education Media Center

South Carolina State Dept. of Education, Columbia, Office of Vocational Education

MF AVAILABLE IN VT-ERIC SET,

State Supervisor of Agricultural Education, Rutledge Buf 1ding, Office of Vocational Education, State Department
ngEgucation, Coégmb%g, South Carolina 29201 (one per state supervisor of agricultural education).

u ate - po

é;ARIDXIElgPARENCIES; #VOCATIONAL AGRICULTURE; *ANIMAL SCIENCE; LIVESTOCK; *BREEDING; INSTRUCTIONAL AIDS; SECONDARY
*GENETICS

Vocational agriculture t=achers may use instructional aids produced from these 1u4 transparency masters in
teaching animal reproduction and genetics to high school classes, Titles of transparencies include: (1) The
Reproductive Organs of a Cow, (2) Reproductive rgans of the Bull, (3) Reproductive Organs of a Sow, (4)
Reproductive Organs of the Boar, (5) Cow Ovary, (5) Rectal Palpitation to Determine Pregnancy, (7) Caif During
Position of Parturition, (8) EmbryologicaI Freaks, (9) Schematic Drawing of a Pai- of Chromosomes, (10)
Inheritance of Horns in’Cattle, (11) Sex Determination, and (12) Dwarfism, (bM)

VT 008 765
EnImal Sclence--General (Transparency Masters).

Ciemson Univ., S.C. Vocational Education Media Center

South Carolina State Dept, of Education, Columbia, Office of Vocational Education

MF AVAILABLE IN VT-ERIC SET,

State Supervisor of Agricultural Education, Rutledge Building, Office of Vocational Education, State Supervisor
gbegucéation, Coégmbéa, South Carolina 29201 (one per state supervisor of agricultural education).

ub Date - P.

:‘{ggssARENCIES; *VOCATIONAL AGRICULTURE; *ANIMAL SCIENCE; *CATTLE; SECONDARY GRADES; INSTRUCTIONAL AIDS;
R

Vocational agriculture teachers may use {nstructional aids produced from these transparency masters in teaching
animal science to high school classes, Seven slides are included to cover the history, zoological classification,
and types of cattle, (DM)

VT 008 766
Swine (lransparency Masters).

Clemson Univ,, S.C. Vocational Education Media Center

South Carolina State Dept, of Education, Columbia, Office of Vocational Education

MF AVAILABLE IN VT-ERIC SET. o

State Supervisor of Agricultural Education, Rutledge Building, Office of Vocational Education, State Department
ngEguiation, Cqumb%g, South Carolina 29201 (one per state supervisor of agricultural educat{on),

(V] ate - 68 po

*TRANSPARENCIES ; *VOCATIONAL AGRICULTURE; *ANIMAL SCIENCE; *SWINE; SECONDARY GRADES; INSTRUCTIONAL AIDS

Vocational agriculture teachers may use fnstructional aids produced from these transparency masters in
teaching animal science to high school classes, Titles ares (1) Relative Value of Feed Grain for Hogs
Compared with Corn, (2) Nutrient Requirements for Swine in Percentage of Total Ration, (3) Parts of a Hog
(4) Wholesale Trim Cuts From One-Half of Typical 200 1b. Market Hog, (5) ldeal Meat-Type Hog of Todax ( )
Common Faults of Swine, (7) Litter Identification with the Standard Ear-Notching System, (8 ig

feeder
Guide and (9) Wholesale Cuts of Pork, (DM)

Value

VT_008 767
Breeding Livestock. (Transparency Masters).

Clemson Univ., S.C. Vocational Education Media Center

South Carolina State Dept. of Education, Columbia, Office of Vocational Education

MF AVAILABLE IN VT-ERIC SET,

State Supervisor of Agricultural Education, Rutledge Building, Office of Vocational Education, State Department
gbegucation, Cqumb;a, South Carolina 29201 (one per state supervisor of agricultural education).

ub Date - 68 7p.

*TRANSPARENCIES; *VOCATIONAL AGRICULTURE; *ANIMAL SCIENCE; *LIVESTOCK; *BREEDING; INSTRUCTIONAL AIDS;
SECONDARY GRADES

Vocational agriculture teachers may use fnstructional aids produced from these transparency masters in
teachin? animal science to high school classes, Titles are: (1) Parts of a Steer, (2) Parts of a Hog, (3)
SomTon ?B'Bs of Swine, (4) Ideal Meat--Type Hog of Today, (5) Deep Uterine Insemination, and (6) Artificial
agina,

VT _008 771
Breed ldentification (Transparency Masters).

Clemson Univ,, S.C. Vocational Education Media Center

South Carolina State Dept, of Education, Columbia, Office of Vocational Education

MF AVAILABLE IN VT-ERIC SET, .

State Supervisor of Agricultural Education, Rutledge Buflding, Office of Vocational Education, State Depariment
ngEgucation, Co1umb§g, South Carolina 29201 (one per state supervisor of agricultural education),

ub Date - 68 P. '

'(';‘TRARGEIEPARENCIES; *VOCAT IONAL AGRICULTURE; *ANIMAL SCIENCE; *CATTLE; *SWINE; INSTRUCTIONAL AIDS; SECONDARY

These instructional aids were developed for use by vocational agriculture teachers in high school animal
science classes. Included are 35 colored transparencies of the various cattle and swine breeds, State
supervi?g&s; of agriculture education may obtain a copy of these materials for reproduction in their respective
state.
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VT _008 783

Hoover, Norman, And Others

Teachgr's Guide for the Effective Use of Supervised Occupational Experience in Agriculture, Plans and
Records.

French~Bray Printing Co., Baltimore, Md,

MF AVAILABLE IN VT-ERIC $ET.

French-Bray Pringgngéompany, Candler Bui 1ding, Baltimore, Maryland 21202 ($.60).
p.

Pub Date -~

*TEACHING GUIDES; *VOCATIONAL AGRICULTURE; *FARM ACCOUNTS; *COOPERATIVE EDUCATION; *RECORDKEEPING; SUPERVISED
FARM PRACTICE; SECONDARY GRADES

A natioral committee of teacher educators and supervisors developed this teaching guide for use in high

school classes of vocational agriculture for instruction in keeping records on supervised occupational
experience pro?rams. Areas of discussion includes (1) What is Supervised Occupational Experience, (2) For
whom {s Supervised Occupational Experience Intended, (3) what are Some Basic Principles to be Observed,

(4) Locating and Approving Establishments for Cooperative Vocational Education Programs, (5) Plans for Getting
Started in an Agricultural Occupation, (6) Where I Work, (7) My Occupational Experlence Program Plans, (8)
Summary of Improvement Projects, (9) émp!oyment Agreement, and (10) Occupational Experiences and Financial
Records, Examples of record entries and a reference 1ist are included. This document is a revision of

VT 001 589 and VT 001 590 (AIM Fall 1968). (DM)

VT 008 822
EaTm1 Sclence - Breeding Livestock (Transparency Masters).

Clemson Univ., S.C. Vocational Education Media Center
South Carolina State Dept. of Education. Office of Vocational Education

MF AVATLABLE IN VT-ERIC SET.
State Supervisor of Agricultural Education, Rutledge Building, Office of Vocational Educat:ioni State Department
o

of Education, Columbia, South Carolina 29201 (one per state Supervisor of agricultural education),
Pub Date -~ 68 15p.

*TRANSPARENCIES; *VOCATIONAL AGRICULTURE; *ANIMAL SCIENCE; *BREEDINGs; POULTRY; LIVESTOCK; SECONDARY GRADES;
INSTRUCTIONAL AIDS

Vocational agriculture teachers may use transparencies and student hand-outs produced from these 14
transparency masters In teaching animal reproduction to high school classes, Titles include: (1) Abnormal Calf
Presentation, (2) Reproductive Organs of the Hen (3) Reproductive Organs of the Rooster, (4) Parent Germ
Cells, (5) Breeding Data on Domestic Animals, (6) Chick Development in the Egg, (7) Inbreeding, (8) Line
Breeding, (9) Crisscrossing, (10) Crossbreeding, and (11) Upgrading. (oM)

VT 008 827
Johnson, Johnny M.; Webb, Earl1 S,
Why Not Choose a Career fn Ornamental Horticuiture?

Texas Agricultural and Mechanical Univ., College Stat fon, Agricultural Experiment Station
Texas Occufationm Research Coordinating Unit, Austin

MF AVATLABLE IN VT-ERIC SET.

Pub Date - Jun69 B8p.

*OCCUPATIONAL INFORMATION; *ORNAMENTAL HORTICULTURE OCCUPATION; *STUDY GUIDES; #VOCATIONAL AGRICULTURE. GROUP
?g)l(ggNCE; *0CCUPATIONAL GUIDANCE; CAREER CHOICE; SECONDARY GRADES

This publication was developed to provide information for persons considering a career in the ornamental
horticulture Field. Questions to consider before deciding on a career in the horticultural industry Includes
(1) Do you 1ike to work with plants, (2) Are you willing and ohysically able to work hard for long hours, (3)
Is the beginnin? wage more important than ach ievin? a long-range goal, (4) Du you have the proper attitude,
and (5) Do you Yike to work with people, Sections Inciude: (1) Investigate for yourself, (2) Preparing for the
Occupation, (3) Wages and Hours, (4) Fringe Benefits, and (5) On-the=-Job Training. Vocational agriculture
teachers may use this material with high school classes to assist students in ma ing their occupational

choice. (DM

VT _008 828
Rnotts, C. Don; Webb, Earl S.
Why Not Be a Farm Tractor and Implement Partsman?

Texas A and M Univ,, College Station, Agricultural Experiment Station
Texas Occupational Kesearch Coordinating Unit, Austin

MF AVAILABLE IN VT-ERIC SET,.

Pub Date = Jun69 Bp.

*OCCUPATIONAL INFORMATION; *AGRICULTURAL MACHINERY OCCUPATIONS; *STUDY GUIDES; SECONDARY GRADES; CAREER CHOICE
:‘EIQCQTIONAL AGRICULTURE; GROUP GUIDANCE; *OCCUPATIONAL GUIDANCE
A

This publication was developed as part of a research pro ject to provide occupational information about the
agricultural machinery partsman and to suggest realistic means of gaining exploratory eerrience in the
occupation, The need for well-qualified partsmen was documented in a study by the Texas Education Agency;
more than 50 percent of the farm machinery managers interviewed stated that partsmen were in extremely short
supply. Some questions to consider before choosing this area as an occupation include: (1) Do you have the
interest, aptitude and proper attitude to succeed. (2) Are you willing to obtain experience in parts
departments through observation and part-time empfoyment , (3) Do you understand the working conditions of a
partsman, (4) What type of training program will vest prepare you to be a partsman, (5) What are the wages and
hours of people employed as partsmen, (&) What are the advancement opportunities, {7) what are the fringe
benefits, and (8) What are the trainfn? opportunities. Vocational agriculture teachers may use reference in
teaching’agricultural occupations to high school students. (DM)

VT 008 933
KnImal Scrence (Transparency Masters).

Clemson Univ., S.C. Vocational Education Media Center
South Carolina State Dept. of Education, Columbia, O¥fice of Vocational Education

MF AVAILABLE IN VT-ERIC SET,
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E State Supervisor of Agricultural Education, Rutledge Buf 1ding, Office of Vocational Education, State Department
- lc;FbEgm:t:ation, Coégmb%g.\,, South Carolina 29201 (one per state supervisor of agricultural education),
ub Date - P.

*TRANSPARENCIES; *VOCATIONAL AGRICULTURE; *AGRICULTURAL PRODUCTION; *ANIMAL SCIENCE; LIVESTOCK; POULTRY;
igCONE'A&Y\ GRI;&E\S; INSTRUCTIONAL AIDS; STATISTICAL DATA
our ROL

Developed by a tezcher and teacher trainer in cooperation with a vocational education nedia center, these 26
transparency masters may be used by teachers of agriculture in teaching high school students in production
a?ricuIture. Instructional aids in animal science which may be developed from these masters include: (1) the
history of sw'ne, (2) farm animal terminology, (3) gross income and production of dairy cattle, chickens,
broilers, swine, and beef cattle, (4) per capita consumption of selective 1ivestock products, ts) percentage

: of cash receipts from farming, (6) consumption and production of pork and beef, (7) livestock goals for South
< Carolina, (8) value of 1ivestock products projections, and (9) crop land and its usage in South Carolina, (DM)

ool b i G US

VT 008 93y
feeds and Feeding (Transparency Masters).

Clemson Univ., S.C. Vocational Education Media Center

South Carolina State Dept, of Education, Columbia, Office of Vocational Education

MF AVAILABLE IN VT-ERIC SET,

State Supervisor of Agricultural Education, Rutledge Bui 1ding, Office of Vocational Education, State Department
ngEgucation, Coégmb;gs South Carolina 29201 (one per state supervisor of agricultural education).

ub Date - .

*TRANSPARENCIES; *VOCATIONAL AGRICULTURE; *ANIMAL SCIENCE; *FEEDS; *NUTRITION; AGRICULTURAL PRODUCTION;
SECONDARY GRADES; INSTRUCTIONAL AIDS

Teachers of vocational agriculture may use these transparency masters in developing instructional aids for
high school classes studying basic principles of animal science, The 21 {llustrations cover: (1) nutritive
content of animal bodies and products, (25’ Morrison's feeding standard, (3) daily requirements of dairy cattle
(4) the nutritive value of grain, (5) the nutritive value of rougi;hages, (6) nutrients, (7) water, (8)
carbohydrates, (9) fats, (10) protein, (11) minerals, (12) vitamins, (13) simple circulatory system, and (14)
THE DIGESTIVE SYSTems of poultry, pig and man, and cattle, (DM) :

VT 008 935
Animay Sclence, Insects and Parasites (Transparency Masters).

Clemson Univ,, S.C. Vocational Education Media Center

South Carolina State Dept, of Education, Columbia, Office of Vocational Education

MF AVAILABLE IN VT-ERIC SET,

State Supervisor of Agricultural Education, Rutledge Bui 1ding, Office of Vocational Education, State Department
ngEgucation, Coégmb%g, South Carolina 29201 (one per state supervisor of agricultural education).

ub Date - . Pe

*TRANSPARENCIES; *VOCATIONAL AGRICULTURE; *ANIMAL SCIENCE; *ENTOMOLOGY; *PARASITOLOGY; SECONDARY GRADES;
INSTRUCTIONAL AIDS

Vocational agriculture teachers may use these transparency masters in developing instructional aids for use in
high school classes, The eight titles are: (1) Growth Schemes by Which Insects Mature, (2) Parasite Control,
(3) Life Cycle of the Stomach Worms, (u) Life Cycle of the Horn Fly, (5) Life History and Habits of the Lar?e
Intestinal Roundworm, (6) Life History and Habits of Coccidia, (7) Large Roundworms and Cecal Worms, and (8
Life Cycle of Common Red Chicken Mites, (DM}

VT 008 936
Inimal Sclence - Health (Transparency Masters).

Clemson Univ., S.C. Vocational Education Media Center

South Carolina State Dept, of Education, Columbia, Office of Vocational Education

MF AVAILABLE IN VT-ERIC SET,

State Supervisor of Agricultural Education, Rutledge Building, Office of Vocational Education, State Department
gF Egucation, Coégmb%?, South Carolina 29201 (one per state Supervisor of agricultural education).

ub Date - p.

*TRANSPARENCIES; *VOCATIONAL AGRICULTURE; *ANIMAL SCIENCE; SECONDARY GRADES; INSTRUCTIONAL AIDS; *DISEASES;
*D ISEASE CONTROL; HEALTH

Developed by a teacher and teacher educator in cooperation with a vocational education media center, these
transparency masters are for use by agriculture teachers in developing instructional aids for high school
classes of production agriculture, These 10 masters on animal science health have such titles as: (1) Normal
Body Ten'geratures of Domestic Animals, (2) Causes of Disease, (3) Cattle Diseases, (4) Swine Diseases, (5)
Pouitry Diseases, (6) Disease Control, and (7) Disease Symptoms. (DM)

VT 008 958
BreedIng Livestock (Transparency Masters).

Clemson Univ,, S.C, Vocational Educat ion Media Center
South Carolina State Dept. of Education, Columbia. Office of Vocational Education
MF AVAILABLE IN VT-ERIC SET,
State Supervisor of Agricultural Education, Rutledge Building, Office of Vocational Education, State Department
ngEgucation, Coégmb%la*, South Carolina 29201 (one per siate Supervisor of agricultural education).
u ate - Pe

*TRANSPARENCIES; *VOCATIONAL AGRICULTURE; *ANIMAL SCIENCE; *POULTRY; *LIVESTOCK; SECONDARY GRADES;
INSTRUCTIONAL AIDS; ANATOMY

High school vocational agriculture teachers may use these 12 transparency masters in deve]oping instructional
aids in animal science. Titles of transparencies include: (1) internal Organs of Poultry, (2) Parts of a Dairy
Cow, (3) Internal Organs of the Cow, (4) Parts of Single-Comb White Leghorns, (5) Skeleton of a Fawl, (6)
Lard-Type Hog, (7) Ideal Meat-Type Hog of Today, (8) Leghorn, and (9) White Plymouth Rock, (DM)
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VT 0D8 984
Statistics-Census (Transparency Masters).

Clemson Univ,, S.C. Dept. of Agricultural Education

MF AVAILABLE IN VT-ERIC SET,

State Supervisor of Agricultural Education, Rutledge Building, Office of Vocational Education, State Department
gbegu;:ation, CO;gmbéig, South Carolina 29201 (one per state supervisor of agricultural education).

ub Date - p.

*TRANSPARENCIES; *VOCATIONAL AGRICULTURE; *STATISTICAL DATA; *RECORDS (FORMS); *AGRICULTURAL TRENDS; CENSUS
iggg%ﬁSéAQSE%ﬁXLTURAL PRODUCTION; SECONDARY GRADES; INSTRUCTIONAL AIDS

Vocational agricu!ture teachers may use instructional aids developed from these transparency masters in
teaching high school classes, The 62 masters provide statistical data for the state of South Carolina and
blank forms so the local teacher may fi11 in figures relating to his local county. Included are data relating
tos (1) the size and number of farms, (2) trends in farm size, (3) types of farms, (4) utilization of farm
land, (5) major characteristics of farm operators, (6) major sources of farm income, (7) number of livestock,
(8) range in non-farm income, (9) 1ivestock production, and (10) crop production. (6m)

VT 009 035 ,
Tralning rlan Outlines for Manpower Development and Training Act Courses for Farm Machinery Operators and
Dairy Equipment Operators,

Office of Education (DHEW), Washington, D.C. Div, of Manpcwer Development and Trainin
MF AVAILABLE IN VT-ERIC SET. gron. g
Pub Date - 65 25p.

*CURRICULUM GUIDES; *AGRICULTURAL EDUCATION; *AGRICULTURAL MACHINERY OCCUPATIONS; *FARM MECHANICS
gggg%ﬁ; ION); *ADULT VOCATIONAL EDUCATION; COURSE CONTENT; COURSE ORGANIZATION; PROGRAM COSTS; FEDERAL
*MANPOWER DEVELOPMENT AND TRAINING ACT PROGRAMS; MDTA PROGRAMS

Prepared by training a?encies under provisions of the Manpower Development and Training Act (MDTA), these
examples of training plan outlines for entry level and refresher MDTA courses are designed to prepare trainees
for employment as farm machinery operators and dairy equigment operators, Brief descriptive information and a
topical outline of each course covers (1) major units, (2) clock hours, (3) specific job skills to be
developed, (4) instructional materials, teaching aids, and new equipment, and (5) evaluation of progress and
achievement, Some outlines also include proposed course budgets, Courses ranging in length from 315 to 420
clock hours are outlined, (AW)

VT 009 D51
Tralning Plan Outlines for Manpower Development and Training Act Courses for Genera! Farmhands, Sugar Cane
Farmhands, Dairy Farmhands, and Poultry Farmhands,

Office of Education (DHEW), Washington, D.C. Div, of Manpower Development and Trainin
MF AVAILABLE IN VT-ERIC SET, 9 I
Pub Date - 65 32p.

*CURRICULUM GUIDES; *AGRICULTURAL EDUCATION; *FARM OCCUPATIONS; *FARM LABOR; *ADULT VOCATIONAL EDUCATION;
COURSE CONTENT; COURSE ORGANIZATION; PROGRAM COSTS; FEDERAL PROGRAMS
*MANPOWER DEVELOPMENT AND TRAINING ACT PROGRAMS; MDTA PROGRAMS

Prepared by training ncies under provisions of the Manpower Development and Training Act (MDTA), these
examples of training plan outlines for entry level and refresher MDTA courses are designed to prepare trainees
for employment as general farmhands, dairy farmhands, sugar cane farmhands, and poultry farmhands, Brief
descriptive information and a topic outline of each course cover: (1) major units, (2) clock hours, (3)
specific job skills to be developed, (4) instructional materials, teaching aids, and new equipment, and (5)
evaluation of progress and achievement. Courses range in length from 210 to 800 clock hours, (AW)

VT 009 252
Tralning Plan Outlines for Manpower Development and Training Act Courses for Farmers, Dairy Farmers, Truck
Famers, and Tobacco Farmers,

Office of Education (DHEW), Washington, D.C. Div, of Manpower Development and Training
MF AVAILABLE IN VT-ERIC SET,
Pub Date - 65 35p.

#CURRICULUM GUIDES; *AGRICULTURAL EDUCATION; *FARM OCCUPATIONS; *FARMERS; *ADULT FARMER EDUCATION; COURSE
CONTENT; COURSE ORGANIZATION; PROGRAM COSTS; FEDERAL PROGRAMS
*MANPOWER DEVELOPMENT AND TRAINING ACT PROGRAMS; MDTA PROGRAMS

Examples of training plan outlines for entry level and refresher Manpower Development and Training Act (MDTA)
courses designed to prepare trainees for employment as farmers, dairy farmers, truck farmers, and tobacco
famers are ?iven. Prepared by training a?encies under provisions of the MDTA, these outlines present brief
descriptive Information and a topical outline of each course including: (1) major units, (2) clock hours, (3)
specific job skills to be developed, (4) instructional materfals, teaching aids, and new equipment, and (5)
evaluation of progress and achievement. Some outlines also include proposed course budgets. The examples of
training plan outlines iilustrate courses ranging in length from 260 to 2,04D clock hours, (AW)

VT 009 272
Tralning Plan Outlines for Manpower Development and Training Act Courses for Landscape Gardeners, Nurserymen
11, Groundskeepers, Floral Designers, Greenhouse Florists, Arborists, and Forestry Aides,

Office of Education (DHEW), Washington, D.C. Div, of Manpower Development and Training
MF AVAILABLE IN VT-ERIC SET.
Pub Date -~ 65 73p.

*CURRICULUM GUIDES; *AGRICULTURAL EDUCATION; *NURSERY WORKERS (HORTICULTURE); *GROUNDS KEEPERS;

*ORNAMENTAL HORTICULTURE OCCUPATION; FORESTRY AIDES; FLORIST WORKERS; COURSE CONTENT; COURSE ORGANIZATION; PROGRAM
COSTS; FEDERAL PROGRAMS; ADULT VOCATIONAL EDUCATION; ORNAMENTAL HORTICULTURE

*MANPOWER DEVELOPMENT AND TRAINING ACT PROGRAMS; MDTA PROGRAMS
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Examples of training plan outlines for entry level and refresher Manpower Development and Training Act (MDTA)
courses designed to prepare trainees for employment as iandscape gardeners, nurserymen, ?roundskeepers, floral
designers, greenhouse florists, arborists, and forestry aides are ?iven. Prepared by tralning agencies under
provisions of the MDTA, brief descriptive information and a topical outline of each course include: (1) major
units, (2) clock hours, (3) specific Job skills to be developed, (4) instructional materials, teaching aids,
and new equipment, and (5) evaluation of progress and achievement, Some outlines also include proposed course
budgets. The training plan outlines illustrate courses ranging in length from 240 to 2,600 clock hours, (AW)
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VT 001 3u8
ert, ilie
Office Procedures: A Teacher's Manual.

California State Dept. of Education, Sacramento
MF AVAILABLE IN VT-ERIC SET,
Pub Date - 65 95p.

*BUSINESS EDUCATION; *OFF ICE PRACTICC; *TEACHING GUIDES; SECONDARY GRADES; BIBLIOGRAPHIES; *OFFICE
OCCUPATIONS; OCCUPATIONAL INFORMATION; JOB SKILLS

This guide is for teacher use in conducting a 1-semester office-practice course for high school students, It
was developed by a business education teacher with funds from the Manpower Development and Training Act. The
content obJectives are to develop in students the basic skills needed in entry office Jobs, teach students to
check the accuracy of their work and evaluate their progress, and instruct students in the etiquette and
personal traits of behavior required in a business office. Units are: (1) Today's Office, (2) Business Forms,
(3) Office Suppiies, (4) Sources of Information, (5) Use of Telephone Equipment, (6) The Receptionist's Job,
(7) Telegraph Equipment and Services, (8) Handling of Mail, and (9) The Job., Each unit contains an outline of
instructional areas, a list of suggested activities, references and aids, and a number of audio-visual aids.
The material is geographically adaptable to all regions and is designed for small group instruction, (MM)

VT 001 971
Business Law 11 or 12,

Rochester City School District, N.Y.
MF AVAILABLE IN VT-ERIC SET.

Pub Date - 64 S2p,
:‘gﬁATgs%NG GUIDES; *BUSINESS SUBJECTS; #SLOW LEARNERS; *HIGH SCHOOL CURRICULUM; COURSE OBJECTIVES; COURSE

*BUSINESS LAW; UNIFORM COMMERCIAL CODE; NEW YORK

This course outline is for teacher use {i conductin? a course for high school juniors and seniors in business
law, It was developed by teachers at the local level with the assistance of consultants, The content
ob{ectives are to instruct at varying levels of mastery and acquaintance in the following areas: contracts,
baiiments, sales, insurance, and employment and agency. The course was designed for 80 hours of instruction

to be conducted over 20 weeks with 47 minutes per class five days per week, The teacher competency

requirement is for certified business teachers and the student selection criteria specifies that students must
be slow learners. A 1ist of suggested audio-visual materials is included, (CH)

VT 002 739
Better ofrice Skills and Service, Student Manual,

Communications and Office Skills Training Center, Washington, D.C,
Civil Service Commission, Washington, D.C. Bureau of Training

MF AVAILABLE IN VT-ERIC $ET.

Pub Date - 67 120p.

WORKBOOKS ; *STUDY GUIDES; *OFF ICE PRACTICE; *CLERICAL OCCUPATIONS; *GOVERNMENT EMPLOYEES; *SKILL DEVELOPMENT;
SEMINARS; ADULT VOCATIONAL EDUCATION

This study gquide was designed to provide reference material and practical application of subjects covered in
a seminar workshop for clerical employees in a federal office. The workshop objectives are to provide clerical
employees with the opportunity to refresh, update, and build their clerical abl1ities and to increase the
value of the clerical employee. Sessions are: (1) Time to Recognize Your Clerical Role, (2) Now is the Time to
Manage Your Paperwork, (3) Take Time to be a Government Ambassador, (4) Proper Telephone Habits A1l of the
Time, (5) Time to Improve Your Grammar, (6) Time Sx‘.udyin? and Refreshing Your Skills and Style Practices, (7)
Time to Practice Proper Human Relations, and (8) Clerical Competence A1l the Time, (MM)

VT _005 440
TypewrItIng 8, Typewriting 1, Typewriting 2, Course Guides,

Texas Education A?ency, Austin
MF AVAILABLE IN VT-ERIC SET,
Pub Date - 64 35p.

*TEACHING GUIDES; *BUSINESS EDUCATION; *OFF ICE OCCUPATIONS; *TYPEWRITING; HIGH SCHOOLS; JUNIOR HIGH SCHOOLS

This course guide is for teacher use in planning typewriting courses for grade 8, typing I, and typing II
in junior high and high school. It was developed by a writing conmittee of the Texas Business Education
Association at the secondary and college level and was tested in the classroom before publication, Included
for each of the three courses are: (1) Course Description, (2) Specific Objectives, (3 Suggested Content
and Sequence, (4) Suggested Teaching Procedures, (5) Su?gested Evaluation Procedures, (6) Suggested Time
Schedules and Standards, (7) Classroom Equipment, Materlals, and Supplies, and (8).Supplementary Materials,
The teacher should be certified to teach typewriting, The courses are designed for both personal use and
pre-vocational training, (MM)

VT _005 917
ook, rred S,
Secretaries on the Spot,

National Secretaries Associations (International), Kansas City, Mo,

DOCUMENT NOT AVAILABLE FROM EDRS,

The National Secretaries Association, 1103 Grand Avenue, Suite 410, Kansas City, Missouri 6406 ($5.00).
Pub Date - 67 253p.

*CASE STUDIES (EDUCATION); *SUPPLEMENTARY TEXTBOOKS; *COMMUNICATION PROBLEMS; *BUSINESS EDUCATION; *HUMAN
RELATIONS; *#SECRETARIES; ACHIEVEMENT TESTS; ANSWER KEYS; ADULT VOCATIONAL EDUCATION; SECONDARY GRADES; OFFICE
MANAGEMENT; CLERICAL OCCUPATIONS

Problem situations with solutions provided by members of The National Secretaries Association (Internationatl)
are for experienced and future secretaries who wish to refine their human relations skills and learn to
analyze and solve people-caused problems, Major chapters are: (1) Using the Case Method, (2) Human Relations,
containing 24 cases, (3) Communications, containing 15 cases, (4) Office Records, containing 95 cases, (5)
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Office Organization, containing 11 cases, (6) Secretarial Problems, containing 11 cases, (7) The New Job,
. containing eight cases, and (83 Additional Office Situations, containing 60 problems. Suggestions for the
* teacher, achievement tests, and a bibliography are included, (MM)

VT_006 189
Bookkeeping, Cycle I,

Idaho State Deﬁt. of Education, Boise, Business and Distributive Education
MF AVAILABLE IN VT-ERIC SET,

Idaho State Board for Vocational Education, Business Education Division, 518 Front Street, Boise, Idaho
83702 (copies available without charge).

Pub Date - nd 21p,

*INDIVIDUAL INSTRUCTION; *OFF ICE OCCUPATIONS EDUCATION; *BOOKKEEPING; SECONDARY GRADES; *WORKBOOKS; PROJECT
TRAINING METHOD; *CLERICAL OCCUPATIONS; COOPERATIVE EDUCATION; ASSIGNMENTS; ACCOUNTING

This workbook is for teacher use in providing a basic knowledge of accounting for students enrolled in the
high school office practice class, either cooperative or project method. It was developed and tested by a
?raduate student under the supervision of a teacher educator. Units are: (1) Balance Sheet Transactions, (2)

Accounts, Debit and Credit, (3) Income Statement and Closing, (4) Journalizing, Post and Trial Balance,
(5) Worksheet, (6) Proving Cash Bank Deposits, Bank Statement Reconciliation, Petty Cash, and (7) Payroll
Records and Payroll Taxes, The material is to be used by the student as individual assignments using
bookkeeping and accounting textbooks as references. The teacher should have a basic knowledge of accounting
and the material can be covered in 4 to 6 weeks, 1 hour per day., (MM)

VT _006 190
OrganizIng the Office Practice Course.

Idaho State Board for Vocational Education, Boise. Business and Distributive Education Div.
MF AVAILABLE IN VT-ERIC SET,

Vo-Ed No, 102

Pub Date - 66 3up.

*PROGRAM GUIDES; CURRICULUM GUIDES; *BUSINESS EDUCATION; *OFFICE OCCUPATIONS; *OFF ICE PRACTICE; SECONDARY
GRADES; BIBLIOGRAPHIES; INSTRUCTIONAL A IDS

This program guide provides a suggested organizational plan for office practice courses in high schools.
Section I, Organizing the Office Practice Course, and Section III, Reference Sources, were reproduced by
Eermission of McGraw-Hi1l Book Company, Inc., Section II, Units of Instruction, was taken from the Office of
ducation, United States Department of Health, Education, and Welfare publication "A Suggested Curriculum
Guide for Computing and Accounting Office Occupations.* Section I contains recommendations relating to course
content, scheduling a course, scheduling classes, patterns of class organization, and adapting to situations,
Section II provides Hours Required, Description, Teachin? Tips, Topic Outline, and Texts and Other Teaching
Materials for two office practice courses. Section III cltes 47 references and eight visual aids. (MM)

VT_006 222
Business Organization.

Rochester City School District, N.Y,
MF AVAILABLE IN VT-ERIC SET.
Pub Date - 63 36p.

*BUSINESS EDUCATION; *TEACHING GUIDES; GRADE 11; GRADE 12; *MANAGEMENT; *OCCUPATIONAL INFORMATION; *ECONOMICS

This guide is for teacher use in planning a course for Juniors and seniors in business organization in the
high schools, It was developed by a business teacher and supervisors at the local level, The content
ob?lectives are to give the student a knowledgeable background of the elements of business organization and
management, The functions, economic services, and organization and management aspects of American business
are emphasized, Units ares (1) American Business, (2) Business ngortun ties, (3) Forms of Business, (&)
Business Management, (5) Appraisal of Locations for Business, (6) Purchasing, (7) Finance, (8) Production
Management, (9) Advertising, (10) Marketincl; and Distribution, (11) Credits and Collections, (12) Personnel,
and {13) Government Regulation, Each unit includes the purpose, suggested content, and suggested activities,
}’hegseﬁcher s?ﬁ%d be a certified business teacher, Estimated time for the use of this mimeographed material
s ours.

VT 006 397
Schweet, Ray G.
Business Education in the Secondary School,

Delaware State Degt. of Public Instruction, Dover
MF AVAILABLE IN VT-ERIC SET,
Pub Date - Apr66 36p.

*CURRICULUM GUIDES; *OFFICE OCCUPATIONS EDUCATION; *OFF ICE OCCUPATIONS; TYPEWRITING; STENOGRAPHY: CLERICAL
OCCléXAT(I)gNS; BOOKKEEPING; SECONDARY GRADES; WORK EXPERIENCE PROGRAMS; BUSINESS EDUCATION; COOPERATIVE
EDUCATI

This set of ?uidelines is presented as an aid to those who administer, supervise, and teach courses in the
field of business education, It was designed by a state supervisor of business education and office
occupations and was based on information ?ained from an informal business and industry survey, and interviews
with teachers and department heads of business education, It is intended for use in program planning and
ogeration of work experience programs at the high school level. Topics discussed include the philosophy and
obJectives of business education, suggested programs in business education, explanation of course sequences in
stenographic, bookkeeping, and clerical programs, and types of work experience programs, A student application
for office occupations and office occupations training plan are appended, (CH)

VT_006_720
Secretarlal Training Program Report.

CPI Community Action Inst,, New Haven, Conn,
MF AVAILABLE IN VT-ERIC SET.
Pub Date - 2uMar68 15p.

*ADULT EDUCATION; *SECRETARIES; *PROGRAM DESCRIPTIONS; *CHANGING ATTITUDES
*COMMUNITY ACTION INSTITUTE, HARTFORD, CONNECTICUT

15
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This document is a report of a secretarial training program conducted by The Communi ty Action Institute for
10-15 secretaries of the Community Renewal Team, The training dealt specifically with the role of the
secretary in office skills and personal attitudes useful in their work. The training program, consisting of
consultant presentations, training films, group discussions, role play;lng, training slides, and distribution
of a secretarial manual, was held 2 hours a day once a weel for a period of 6 weeks. Included in the document
is a sche?a&c)e of the training program, and the manual which v:as prepared for secretaries in this training
program, '

VT 006 731
Fles1ak, Raymond F,
About Typewriting.

New Jersey State Dept, of Education, Trenton, Div, of Vocational Education

MF AVAILABLE IN VT-ERIC SET, .
\éggg;l?ggiaggchnlcai Curriculum Laboratory, Rutgers University, 10 Seminary Place, New Brunswick, New Jersey
Pub Date - Jul68 178p.

*SUPPLEMENTARY TEXTBOOKS; SECONDARY GRADES; REFERENCE BOOKS; *OFFICE OCCUPATIONS; *TYPEWRITING; *DEAF
EDUCATION; *SLOW LEARNERS

Oeveloped at the state level and pilot tested in the state school for the deaf, the manual is intended for the’
use of deaf students or slower learners in high school as a text or reference book, Lessons may be taught in
any sequence, Units are: (1) Things to Know Before You Start Tgpewrltlng. (2) Measurements You Should now in
Typing, (3) Parts of the Typewriter, (4) Signs and Symbols, (s Centerlng';, (6) Envelopes, (7) Postal Cards and
Memorandums, (8) Word Division, (9) Personal Business Letters, (10) Tabulation, (11) Rough Draft Symbols,

(12) Number Guides, (13) Outlines, (14) Manuscripts, and (15) Business Letters, Supplementary materials inciude
a typewriting vocabulary, meanings and uses of abbreviations, and an achievement test for each unit. (JK)

VT 007 176
trnest, John W,
How To Teach Business Subjects.

California State Dept, of Education, Sacramento, Bureau of Business Education
Catifornia Univ,, Los Angeles, Div. of Vocational Education

MF AVAILABLE IN VT-ERIC SET.

Pub Date - nd 120p.

*BUS INESS EDUCATION; *ADULT EDUCATION; TEACHING METHODS; TEACHING PROCEDURES; *BUSINESS EDUCATION TEACHERS;
BEGINNING TEACHERS; *TEACHER EDUCATIOK]; COMMUNITY COLLEGES; *TEACHING GUIDES; B IBLIOGRAPHIES

This handbook is to assist new and inexperienced adult educators to acquire the essentials of good teachin

and was developed by a successful adult educator in business education., The content objectives are to develop
skills in or%anlzlng and presenting instructional raterial, as well as the preparat fon and use of tests and
evaluation of the results of teach ng. Units ares (1) The Learning Process, (2) Getting Ready to Teach, (3)
Lesson PIannlng, (4) How to Teach, (5) How to Teach Discussion Classes, (6} How to Conduct a Conference
Discussion, (7) How to Conduct a panel Discussion, (8) How to Teach Classes Where Members Learn by Doing, (9)
How to Use Role Playing and Practice Sales Demonstrations, (10) How to Improve Your Teaching with Visual Aids,
and (11) How to Use Tests. The new teacher should be competent in the business subject-matter areas. (MM)

4

VT 007 193
Fusselman, Vernon A,, And Others ’
Office Practice, Curriculum Guide,

Kentucky State Dept, of Education, Frankfort, Div. of Business and Office Education

MF AVAILABLE IN VT-ERIC SET,

State Office Building, State Department cf Education, Oivision of Vocational Business Education, Frankfort,
Kentucky 40601 (single copies without charge).

Pub Date - Sep66 113p.

*BUSINESS EDUCATION; *OFFICE OCCUPATIONS; *OFF ICE OCCUPATICNS EDUCAT3ION; *CURRICULUM GUIDES; OFFICE PRACTICE;
OFF JCE MACHINES; GRADE 11; GRADE 12; ADUiT VOCATIONAL EDUCATION

This curriculum guide for vocational business teachers was developed in a summer workshop under the direction
of an incividual author to provide a general guide for course planning in senior high schools and vocat ional
schools, Units of study described include: (1()1 Fllln?, (2) Job Applications, (3) Machines, (4) Data
Processln? (5) Dupllcatln? (6) Payroll, (7) Communications, (8) Receptionist, (9) Personality Oevelopment,
(10) Hand ing Mail, and (1 § Case Problems. General objectives includes (1) development of skills and
knowledge in general courses prerequisite to business education, }a specific Sub{ect matter, such as
mathematics and business English, and in vocational competency, (2) familiarization with office atmosphere,
good office layout, and the importance of econ and efficiency in office employment, and (3) development

of personality traits that will aid the student in understanding the requirements of employment, stimulate his
initiative, and aid him in adapting to a changing world, Minimum equipment and sample rotation plans for
teaching the units of study are provided. The teacher using this material needs training in business and
business education for teaching high school ;unlors and seniors and adults, Materials, supplies, and
references are suggested with each unit, (MU

VT 008 057
Manual for USES Clerical! Skills Tests.

Manpower Administration (DOL), Washington, D.C.

MF AVATILABLE IN VT-ERIC SET,

Superintendent of Documents, U.S. Government Printing Office, Washington, D.C,, 20402 (L7,25/3:C59, $.40),
Pub Date -~ Mar68 59p.

*BUSINESS EDUCATION; PERFORMANCE TESTS; *NATIONAL COMPETENCY TESTS; STENOGRAPHY ; *CLERICAL CCCUPATIONS;
SPELLING; SECCHDARY GRADES; *RESOURCE MATERIALS ‘
*USES CLERICAL SKILLS TESTS

This document i{s a major updating and modernization of the U.S. Employment Service Performance Proficiency
Test of skills for clerical occupations resulting from research done by the Cooperative Federal State Test
Research Program, The content of the new typing test and dictation test inc luded in this manual is based upon
actual samples of current correspondence typical of that prepared by clerical workers in a variety of
organizations, lncludlng manufacturing, finance, education, trade, professional services, transportation,
insurance, public utilities, and government. The dictation tests are in a new, easily scored true-false
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format, Revised spelling tests and new medical and legal spelling tests are also included, The norms for each
of the tests are based upon representative national samples of workers who are presently employed in the
occupations in which the skill being tested is most significant, (MM)

VT 008 2u9 7 1
A Suggested Curriculum Guide for Typing and Related Occupations, £/

South-Western Publishing Co., Cincinnati, Ohio

Office of Education (DHEW), Washington, D.C.

MF AVAILABLE IN VT-ERIC SET,

Department of Business Education, Turner Hall, I11inois State University, Normal, I11inois 61761 ($.50). 3
Pub Date - 67 120p. :

*BUSINESS EDUCATION; *TYPEWRITING; *CURRICULUM GUIDES; *OFFICE PRACTICE; SECONDARY GRADéS; *0OFF ICE
OCCUPATIONS; BIBLIOGRAPHIES; INSTRUCTIONAL AIDS :

This curriculum guide is for teacher use in planning a course in vocational typing and related occupations for

high school students. It was developed at the national level and tested by state supervisors in various
states. The content objectives are to train office personnel in needed competencies. Units are: about the :
the Curricula, General Office Education Units, and Specialized Occupations and Units of Instruction. Some of E:
the curriculum outlines included under these units are: (1) Bookkeeping, (2) Business Behavior and Psychology, ’

(3) Business Law, (u4) Principles of Data Processing, (5) Record Keeping, (6) Skill Typing, and (7) Spellin ; p:
and Vocabulary, £1even specialized occupations are provided with units of instruction, some of which are; ?1) ! :
TeIegraphlc-Typewriter Operator, (2) Clerk-Typist, (3) Wires-Transfer Clerk, (4) Supervisor, Clerical, and

(5) Managers and Officials. Included in the appendixes are (1) Suqgested Standards of Achievement, (25 Sample

Suggested Lesson Plan, (3) Typical Instructional Materials, (4) Guidance and Aptitude Tests Available, (5)

Sources of Educational Materials, and (6) Typical Facilities Layouts and Suggested Equipment, Teachers should ;
be certified in business education. (MM) ) 4

VT _008 182 k
ruman Rejations for Secretaries. Adult Course Outline. Bulletin No., 132, 4

New York State Education Dept., Albany. Bureau of Business and Distrivutive Education
MF AVAILABLE IN VT-ERIC SET,
:’gg%‘ic?;lggg Distribution Unit, State Education Department, Room 169, Education Building, Albany, New York

i
"

Pub Date - 63 30p. E ]
:ETLEIASHIEG GUIDES; *BUSINESS EDUCATION; *SECRETARIES; *HUMAN RELATIONS; *ADULT VOCATIONAL EDUCATION ‘ ]
OR s 3

This course outline is for teacher use in conducting an adult education course in secretarial training for use 3

in adult evening school, It was developed by a conmittee of field practitioners at the state level. The 3 .
content objectives are to acquaint the secretary with the fundamental principles of human relations, their e :
importance to the secretary. both personnally and professionally, and to make the secretary aware of the 3 ;
increasing need for a knowledge of and an ability to practice good human rzlations., The sessions consist of; :
(1) Fundamental Principles of Human Relations, (2) Communication, (3) Supeivision, (4) Office Etiquette and 3 3
Customs, (5) Personal and Community Interests, and (6) Personality Development., Included in the appendices
ares (13 Bibiiography. (2) Tips for Instructors, (3) Pointers for Discussion Leaders, (4) Suggested Leaders, N
and (5) Sample Examination Questions, The course is for a minimum of six two-hour sessions and may be taught

by a director of personnel, a certified professional secretary, a business education teacher, an office
supervisor, or a professor of business administration, The outline is designed to be conducted with a view
to group participation and discussion rather than to lectures. Students should be beginning secretaries 3
with basic skills, (MM) 3 .

VT 008 706
Suggesjzx'ons for Developing a Promotion Handbook for Business and Distributive Education. Bulletin No. 158,

B egraa sl Lot

New York State Education Dept., Albany. Bureau of Business and Distributive Education :
MF AVAILABLE IN VT-ERIC SET,
P Pub Date - Apré4 26p.

*BUS INESS EDUCATION; *PUBLIC RELATIONS; *PROGRAM DESCRIPTIONS; *INFORMATION D ISSEMINATION; *ORIENTATION 3
MATERIALS; COMMUNICATION (THOUGHT TRANSFER) 3 3

This document outlines the steps for producing a business department brochure for a local high school, The
purposes of the brochure are to inform students of the diversified offerings of the business department,
orovide guidance counselors with information that will help them in better understanding the purposes of the
business courses, and answer questions raised by the businessmen, prospective employers and other personnel

?ﬁagle. An illustrated sample booklet that was prepared by high school teachers is included in this document, A 3

’P l"‘

) p: ;
VT _008 823 ? ;.

standard Typewriter Keyboard; Ten-Key Adding Machine Keyboard Arrangements and Transparencies on Shorthand Pad ) ]
(Transparency Masters). k F

Clemson Univ,, S.C. Vocational Education Media Center 3

South Carolina State Dept, of Education. Office of Vocational Education E
MF AVAILABLE IN VT-ERIC SET, . : -
State Supervisor of Business Education, Rutied?e Building, Office of Vocational Education, State Dept. of Education,

Columbia, South Carolina (one per state supervisor of business and of fice education).

Pub Date - 68 Up., : 4
*TRANSPARENCIES; *BUSINESS EDUCATION; *OFFICE OCCUPATIONS; *OFFICE MACHINES; *STENOGRAPHY; SECONDARY GRADES; i‘

INSTRUCTIONAL AIDS 5

Office occupations teachers may use instructional aids prcduced from these transparency masters to teach E 3
fingering on typewriters and adding machines and give instructions in shorthand to high school classes. The 5 5
three transparencies are a blank shorthand pad, a standard typewriter keyboard arrangement, and the ten-key 3
adding machine keyboard arrangement. (DM) 4 -
VT 008 937 ] :

WrltIng Positions (Transparency Masters).
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Clemson Univ,, S.C. Vocational Education Media Center

South Carolina State Dept, of Education, Columbia. Office of Vocational Education

MF AVAILABLE IN VT-ERIC SET, .

State Supervisor of Business Education, Rutledge Building, Of fice of Vocational Education, State Department of
Education, Columbia, South Carolina 29201.

Pub Date - Mar69 10p.

*TRANSPARENCIES; *OFFICE OCCUPATIONS EDUCATION; *SECRETARIES; *STENOGRAPHY; SECONDARY GRADES; INSTRUCTIONAL
AIDS; HUMAN POSTURE; WRITING

Teachers of office occupations may use instructional aids produced from these transparency masters in teaching
secretarial training to high schooi classes. Slides present illustrations of the various positions in which
secretaries may be called to take dictations (1) with the notebook on the led?e of the dictator's desk, (2)
with the notebook on the secretary's knee, (3) while standing, (4) while walk ng, (5) in a conference room
taking a memo, and (6) over the telephone, A script accompanies the document, (OM)

VT 008 939
Brief rorms (Transparency Masters).

Clemson Univ,, S.C, Vocational Education Media Center

South Carolina State Dept., of Education, Columbia, Office of Vocational Education
MF AVAILABLE IN VT-ERIC SET,

State Supervisor of Business Education, Rutledge Building, Office of Vocational Education, State Department of
Education, Columbia, South Carolina 29301,
Pub Date - Mar69 27p. g

*TRANSPARENCIES; *OFF ICE OCCUPATIONS EDUCATION; *SECRETARIES; *STENOGRAPHY; *STENOGRAPHERS; SECONDARY GRADES;
INSTRUCTIONAL AIDS .

0ffice occupations teachers may use instructional aids produced from these transparency masters in teaching
shorthand proficiency to high school students. The 19 masters and accompanying narrative script illustrate
brief forms, derivatives and phrases of words for shorthand practice. .(DM)

“»

VT 008 9u0 :
DItTIcult Words (Transparency Masters).

Clemson Univ., S.C. Vocational Education Media Center

South Carolina State Dept. of Education, Columbia. Office of Vocational Education

MF AVAILABLE IN VT-ERIC SET,

State Supervisor of Business Education, Rutledge Building, Office of Vocational Education, State Department of
Education, Columbia, South Carolina 29201.

Pub Date - Mar69 17p,

*TRANSPARENCIES; *OFFICE OCCUPATIONS; *OFFICE OCCUPATIONS EDUCATION; *STENOGRAPHERS; *STENOGRAPHY; WORD LISTS;
INSTRUCTIONAL AIDS; SECONDARY GRADES

Developed by teachers of office occupations for teaching shorthand to high school classes, these transparency
masters may be used in producing fnstructional aids. The 11 slides illustrate 94 difficult words for students

to practice, (DM)

VT 008 9u1
Punctuation Rules (Transparency Masters).

Clemson Univ,, S.C. Vocational Education Media Center

South Carolina State Dept., of Education, Columbia. Office of Vocational Education

MF AVAILABLE IN VT-ERIC SET,

State Supervisor of Business Education, Rutledge Building, Office of Vocational Education, State Uepartment of
Education, Columbia, South Carolina 29201.

Pub Date - Mar69 18p. -

K'}'RISLNSPARENCIES; *0FFICE OCCUPATIONS EDUCATION; *SECRETARIES; *PUNCTUATION; SECONDARY GRADES; INSTRUCTIONAL
D

Developed by teachers of office occupations for high schooi secretarial training programs, these transparency
masters may be used to produce instructional aids. Illustrated are: (1) nine rules relating to the use of the
comma, (2) two rules on numbers, (3) two rules on the hyphen, {4) three rules on the semicolon, and (S) three
rules on the apostrophe. There are 13 masters in the set. (DM)

VT 008 942
Tetter styles (Transparency Masters).

Clemson Unlv,, S.C. Vocational Education Media Center

South Carolina State Dept. of Education, Columbia. Office of Vocational Education
MF AVAHLABLE IN VT-ERIC SET,

State Supervisor of Business Education, Rutledge Building, Office of Vocational Education, State Department of
Education, Columbia, South Carolina 29201,

Pub Date - Mar69 11p.

*TRANSPARENCIES; *OFFICE OCCUPATIONS EDUCATION; *SECRETARIES; *INSTRUCTIONAL AIDS; SECONDARY GRADES; *BUSINESS
CORRES PONDENCE

Developed by teachers of office occupations for secretarial training programs in high schools, these six
transparency masters may be used for the development of instructional aids, Illustrations are included of
the following letter styles: (1) modified block style, indented paragraphs, mixed punctuation, (2) modified
block style, blocked paragraphs, mixed punctuation, (3) block style, open punctuation, two-page letter, (4)
inverted paragraph style, (5) functional letter style, and (6) inter-office correspondence. (OM)

VT 008 9u3
olned word Beginnings (Transparency Masters).

Clemson Univ,, S.C. Vocational Education Media Center
South Carolina State Dept. of Education, Columbia, Office of Vocational Education
MF AVATLABLE IN VT-ERIC SET,.
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State Supervisor of Business Education, Rutledge Building, Office of Vocational Education, State Department of
Education, Columbia, South Carolina 29201,
Pub Date - Mar69 3up.

*TRANSPARENCIES; *OFFICE OCCUPATIONS EDUCATION; *SECRETARIES; *STENOGRAPHY; *OCCUPAT IONAL INFORMATION;
SECONDARY GRADEé; INSTRUCTIONAL AIDS; CAREER CHOICE

Teachers of office occupations may use these transparency masters in developing instructional aids for use in
high school shorthand classes. The 25 slides provide correct shorthand for joined word beginnings, dis joined
word beginnings, joined word endings, and dis joined word endings. The slides also present shorthand as a door
opener to careerss (1) social secretary, (2) police department secretary, (3) educational secretary, (4)
scientific secretary, (5) legal secretary, (6) medical secretary, (7) executive secretary, and (8) engineering
secretary, A script explaining the transparencies is included. (L')M)

VT_0D9 053
Tralning Blan Outlines for Manpower Development and Training Act Courses for Medical Secretaries and Medical

Transcribers, )

0ffice of Education (DHEW), Washington, D.C, Div, of Manpower Development and Training
MF AVAILABLE IN VT-ERIC SET,
Pub Date - 68 25p.

*CURRICULUM GUIDES ; *BUSINESS EDUCATION; *MEDICAL SECRETARIES; *OFF ICE OCCUPATIONS; *ADULT VOCATIONAL
EDUCATION; COURSE CONTENT; COURSE ORGANIZATION; PROGRAM COSTS: FEDERAL PROGRAMS
*MANPOWER DEVELOPMENT AND TRAINING ATT PROGRAMS; ‘MDTA PROGRAM§; MEDICAL TRANSCRIBERS

These examples of training plan outlines for entry level and refresher Manpower Development and Training Act
(MDTA) courses are designed to prepare trainees for employment as medical secretaries and medical
transcribers. Prepared by training agencies under provisions of the MDTA, brief descriptive information and a
topical outline of each coursa covers (1) major units, (2) clock hours, (3) specific 'IlOb skills to be
developed, (4) instructional materials, tesching aids, and new equipment, and (5) evaluation of progress and
achievement. Coyrses outlined range in length from 40D to 1,68D clock hours., (AW)

{
VT 009 099 .
Training Plan Outlines for Manpower Development and -7raining Act Courses for Entry Stenographers,
Stenographers (Refresher), and Clerk Stenographers.

0ffice of Education (DHEW), Washington, D.C, Div, of) Manpower Development and Trainin
ME A DABLE TN VT-ERIC SET. oo ; pe 9
Pub Date - 65 6up. ,

*CURRICULUM GUIDES; *BUSINESS AND OFF ICE EDUCATION; *0FF ICE OCCUPATIONS EDUCATION; *STENOGRAPHERS; *ADULT
VOCATIONAL EDUCATION; COURSE CONTENT; COURSE ORGANIZATION; PROGRAM COSTS; FEDERAL PROGRAMS -
*MANPOWER DEVELOPMENT AND TRAINING ACT PROGRAMS; MDTA PROGRAMS

Prepared by training agencies under provisions of the Manpower Development and Training Act (MDTA), these
examles of training plan outlines for entry level and refresher MDTA courses are designed to prepare trainees
for loyment as stenographers and clerk-stenographers, Brief descriptive information and a topical outline
of each course presents (1 ma{or units, (2) clock hours, (3) specific skills to be developed, )
instructional materials, teaching aids, and new equipment, and (5) evaluation of progress and achievement,
Some outlines also include proposed course budgets, Courses range in length from 372 to 1,610 clock hours. (AW)
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Examples of training plan outlines for entry level and refresher Manpower Development and Training Act (MDTA)
courses designed to prepare trainees for empl%ment as bookkeepers and accounting clerks are given, Prepared
by training agencies under provisions of the MDTA, brief descriptive information and a topica out1ine of each
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