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The submission of these 10 vocational program areas was
' /
an innovative thought by tho protessor who truly wanted to have
hlb last gldss aO(nmpllsh something for Lhe;good of the student.

He: phllnhophlyd thv Lh%hght that each teacher must in his or her

. ’ ’ u -
report retlect how they were meeting student keeds in their -

» . N

coursée/program. - To this end, some 35 teachers were grouped
. 9 . I
- - : - ’ . .
jererally in their respective areas and each made a contribution

.

to the overall group report. Chairmensof each group were identi-

¢ [
‘ s . i

LLied from within €heir own ranks, and special preparation time
"was made available for research group meetings agd ultimate oral

and visual presentations. It was felt that the excellent level

'

of this performance was of such 2 nature that these reports might

!

benefit student's, other teachers, and administrators. Accordlngly,

«

avenues were sought whereby we ould obtain publlcatlon of tmls

material and make it available [or utilization of others.

[t- is to be noted that the group and individual reports are

assemb]edfﬁn the same manner as presented to the clkass. No effort

. »

has been made to.edit, number pages, or seek additional 1nforma—*
tion which may be required in a publication of this nature. These
individual and group reports are as divergent as the -dindividuals

compiling them, thraneous material hdé’been‘removpd ‘f rom the in-
i .

dlv1dua} sroup paper@ and tn some ca€e7 a reference might be

i

madP in th group papnr to these deétroyed charts and non- repro—
i

ducable formb. The content of tE9sekgroup\quLicabions are worthny- .
. T s * ‘ '

'\‘1 . . t . f
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ol high waugnithh s they represent txlany reader the teacher's

Most 'in-

belief 1n his eoftorts to satis{y the needs of students.

dividual/group reports will provide references and source material,

L]

v while others will generally reference class publications such as

¥ , .
v State Department ot Fducation Bulletins. Hopefully, all have

!
!
i

¢ ’ » . . .
| beon gencerous in sighting their source documents.  The prpgrams
L
hiave been identified in this book by chapters which are alphabe-

tized and most contents do not represent over 20 pages; therelore,

! oo ! . . ..
any subject of interest could be researched in a very minimum of
. 3

‘ v
1 time. It "is hoped this publication is of bepefit for those who
\ .
’ have oceasion to read it. o ﬂ
. . .
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-«

Programs, who assembled, our matérigf/into a format for print,” and

to Dr. HarT&HV: Dvlliqger:

. [ : i
County, (Florida, whose effqrts proyided the printing of this pub-
f ,) PTog p .

lication.
: : ;
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[N

«f
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- o . ’
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I
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.

[y

(rndgi in the course EMBr 519, Som{narlln Vocational Education.

Spring Quarter, 1975,

Jack Alvarez ‘ :
Daytona Bea(h Communlty College
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. , -
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William Wickes .

Cocoa Beach High School
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Tom Wilson
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T © COOPERATIVE BUSINESS EDUCATION (CBE)
~ ) N N .
what 1 Cooperative Business Education? The term "coop-
coave ™ repflects the working relationship hetween the secondary L
oo . , o ,
oot 1 the butiiress community to achieve the basic objective
» s * r ) . w ” ’

Of pr-par o g young people tor future carcers.

.
. ~

At e "nusiness educat ion" distinguishes the subject-

matter, wothods ot teaching, and "area of career choices made by
’ the st lerte. ORI, “herefors, 'is considered a specialized pro-
a 3
* N ) / . . " . o
gqroanodesoy ot prepare andividuals for employment in the area
- o ottree cecup ot o, The o lassroom represents the center of
o AN
; . o
t the in"*xfh%'ﬂmxxi,{*hlrsm; employment in local businesses pro-
S IR , ' .
. l P R L Lo
e s tD o essrpy lonrt =0 tralning.
) Ly ot “.,4.\ "r,w ‘ . N
N PeeE s . . .
A =™ ety trom the high school is in charge
. ) ('r;{ /A‘. o , e
. N i ¢ . .
ot 1h->¢rw-rx~u}ﬁ%n crderet wrialify for the Graduate Certifi- .
. % : ;" o v.i x?.;d
- - " v“{‘ * . ."L;ﬂt'/ ’ - -
cate, dank A0 Nyt angiGoor 1 ator of CBE, the applicant must
50 ATV . | J v
i . - & ‘a‘ R . “ P A .
oatrsty a1l r(tny3§W~ntf§F%; tre Graduaate Certificate covering
. X ) 1 e Qk:"lm ."”' . - :
the broad el Q%WQ'}deiﬁy]ku'lnrHﬁ ediucation; present three
\ oy ‘ . e 2 » o :
: . Y Yoo Y O v A
cmester hours DEoraandziition o cooridination of ~ooperative
~ - r . L .
cdncation, and tio.o vqﬁwm*rr,hmqrm rnomethecis and content for
. ) PR ,, N - \. P , R L’
- related nstroaction iu affiporatave business oducation; and must
have a minimun af two full years gt full-time successful work
\ ' ol 5 i i
$ Lpxperience (or its cquivalent in part-time work experience) in ‘
. ) 'I 7 ' ;i
office occoupat ions. . . \
u :
' -0 . .
» ‘ N N
' v
~ .2 - ,
-'" & ) / SR oY y
~ “ "‘ . h ) - '1‘
K Y . - o« 5 +
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The CBE proqr&ﬁ‘is divided into three parts:  classroom
instruction, on-the~job training’, and «lub/leadership activi-
— ) -
‘ties. In the middle of these three is the CBE Teacher/Coordi-

nator. Representing the school, it is his/her responsibility

to coordinate the training program toward a satisfactory prepa-

ration of the stﬁddnt/learne: for his/her occupational career
objective. In addition, the coordinator agrees:

1. To see that the necessdary related c¢lassroom instruction
is provided.

2. To work with the students and employers in drtrrminfng
job placements with the student's intercst being the
main consideration in placing a student in a job.

\

3. To make periodic visits to the training station to

~a. observe the student—leérner,

b. ronsult with the employer. and render any needed
assistance with the tra1n1ng problems of the
student-learner, - . .

. \.

c. to assist in the evaluation of the student-learner.

+

4. To serve as sponsor for the CECF and/or FBLA Chapter
his students join and assist in planning the schedu]e
of activities for the year.

The $chool should provide:

1. PFunctionally designed glassroom space and furniture,

. ¢

2. Modern office machines and equipment,

3. Specialized instructional materials and teaching aids,

4. Office épace for individual conferences between
] student and’ teacher—coordlnator,

}
5. Telephone so the coordinator may be in contact w1th
businesses ‘and employers. '

The CBE student must be at least sixteen years of age, of

junior or senior standing, and have carned at least two units

N |

>

o
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4
i ‘ » . ‘ . .
L basines:s suabicorss o addition, CBE student o must have main-
, tained satistactory qrade dveragess and reqular attendance in
Previons years, must b employable, and must be endorsed by the
. CBI Coordinator. )
; Responsibilitios of the CBE student which aid in making his
i " .
. Job cxperidnee a contribution to his carcer objective .include the
, . ; :
following yrcement o:
‘ 1. Te be regular in attendanceé, both in school .and on the
27 ’
2. To pertorm his training station and classroom responsi-
brlitics in an efficient manner .

. 3. 1O show bonesty, punctuality, courtesy, a cooperative
dttrtude, proper health and+grooming habits, appropriate
dre s, ind a willingness to learn ’

| 4. To . conform to the rules and requlations of his trai‘h/ing
| station : v
i - ’
. To turnish the cogrdinator with necessary information
aboat b training program and to complete promptly all
necessary rrports .
6. o consult the coordinator about any difficulties aris-
’ Ing at the training station 3 ,\ v

7. TO participate in thoge extra-curricular club.activities
that are planned for the CBE students,
Y

‘e parents ot the CBE studont, realizing the importance of

the traiping program in the CBRE student attaining his career
3 “ ¢ -

object ivens, agreess /// ) ,
> .

1. e Loienarag o the student to carry.out effectively his
bt and responsibilit Tog
1

-

2. T share the responsibility for the conduct of the
: CBE stud nt while *raining in the program

3. To accopk zwsponsibility for the safety and conduct of
the CBE stwdent while he i§ traveling to and from the
school, the training station, and his home.

]
(A
“ ¢

(S
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_; Tne Trainlng—Sta{iom, recognizing that 4 training plan

"shoulq be followed, and that close supervision of the student-

7 v i -
learner will be needed, agrees-r \u

-

1. To prov1de a varlety of work expvrlenceffor the CBE
student that will contribute to the attainment of e
‘his carecr obiectives . '
’ —
i ‘2. To endeavor to employ the CBE student for at least the
e . . .- " minimum listed. number of" hours cach day and each week
C : ° ﬁor the ontlre training period.

[l
LY

, ' 3. To adhere _to ‘all- Federal and State requlations régard—
’ ing cmploymgnt,,chlld labor 1aws,'m1n1mum wages, and y
other applicable regulations. ' o o

N - 4. "To assiust in the evaluation of the CBE studenti

e 5, To provide time for consultqtlon w1th the CBE Coordl—
nator concerning” the student-learner and to discuss’
with the coordinator any dlfflgult;es the student may
be having. ‘

<
6. To provide available instructional material and occupa—
' tional guidance.for the CBE student-learner.

L
<

8 ’s r

CBE_PREREQUISITE NLEDS

R L}
. 2
L. The student needs to be able to typewrite.

2.  The student needs to be able to read at the ninth
~grade level. ' -

3. The gtudent nceds to have knowledgegpf basic arithmetic o
operations including addition, uubtractlon, multlpllca-
tion, and division.

4. The student needs to be 1nterestL;‘\§ wk\klng in a
. business office. -

5. The student needs to bo able to provide his own trans-
portation to and from training station!

' . 7. The student must have manual dexterity.
/ ' , - .
: 8. The student must be sixteen years of age.
) ' L.
Ez': ’

6. The studdnt needs to be phygicallyﬁfit. \
|
|
|
|
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EDUCATIONAL NEEDS OF THE CBE STUDENT

The CBE student needs to be skilled in typing a variety
of materials inclgging tters, memorandums, forms, reports,
andAmanuséripts,' He or she should be able to make and recéive
.telephone calls and greet visitors courtébusly and tactfully.
He or she should be ablé to coﬁpOSe letters, héke appointments, ,
‘schedule meetinqs/ and make travei arrangements. ‘He or she
; ?7 ‘ should be able to prepare ﬁasters and duplicate copies. He

: * or she should be able - to malntaln a,flllng system.' He.or |

) &
* she should be able to handle incoming and outg01ng‘correspondence.
o*' .
- I . 'd.,
He or she should be able to transcribe materlal firom machlne

T

dlctatlon and/or shorthand notes. He or she should be able.to

use adding and ralculatlnq machlnes 1n handllng accountlng

4 >
. -
v .

records for an gfflce."
: - In addiriqn'to gskills, the CBE‘student should be well i".
groomed, have a pleésant personality, and be able to get |
along well with'fellow empié&ee% and éuéervisors.
. The CBE student needs;to develop and refine the above
"~ . office skills'necesééry for jop cpmpetenCy. He or she needs
ito»gracrice the skills, knowledges, and attitudeé leéarned to
mé%e %ﬁﬁssroom instruction more meaningful and relevant.  He
or.sheﬂneeds to develop gdod work habits and attitudes to
aid in the development of such personality tra{ts as punctuality,q
depgndabilit&,laccuracy, taét, adgptabiiity, poise, and alsenﬁe

of responsibility that makes for efficient work with a minimum

’

of supervision.

: . 14 _ A\
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The CBE student needs to be able to select the particular
job most suitable to him or her in terms of his or her intereéts,
aptitudes, and abilities. He or she needs to develop feelings

of self—respéctvand achievement. He.or she needs to be able ™

¢
'

to follow ihstructions'and accept supgrvision. He or she needs
to maintain good attendance in school and on the’ job. .
The CBE student needs té be neat, prompt, and dependable.
He or she needs to.develop' sound concepts of\personal manige -
\meﬁt thr9ugh experiences gained,from wages.received from
.traininé'stations and related-instruction. He or .she needs
tg bduabLérgo determine appropriate actions between émployees,

‘and tb‘be,éble to'respond to criticism by supérvisofs.

CLASSROOM INSTRUCTIONAL ACTIVITIES FOR MEETING EDUCATIONAL NEEDS

With the help of the inst?uctorrand sclected texts, the
student will write personal data éheets, complete applications,
demonstrate knowledgﬁ of interview procodu;es by role playing,
and participate in actual job interviews.

Once the CBE student is placed in a training station, he
will prepare a plah for learning his job with the‘instructor.
Thé student will then prepare an organ%zatioﬁal chért of the
training station; a job description, and his office layout.

-

Heswill prepare a list of goals which will guide him in his

employment advancement and ;‘plan for _attaining those goals.
The CBE ingtructbr will lecture about and demonstrate

proper typewriter care by cleaning typewriter and chahging

typewriter ribbon. Students will watch, lispen, ask questions,

and then practice the tasks. The instructor will lecture on

15 o/
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: ] ; . A . ..
different letter styles, demonstrate mdterlals organization,

~and assist students as needed whilte students. listen, take notes,
i i / )

. , watch, ask quaﬁtx’wns, and then practice organitzing materials and

: I W .
or mailable copies.. This procedure will be followed

»

typing lett rs of different styles, prooiroadipé and corregting

‘all errors Z ‘

for typiné form%”.memorandums, reports, and manuscripts.
Students will rcad selhcfﬂd texts on proper telephone

tcchniques, the instructpr will ldécture on assigned readings,

and a guest speaker with film and demonstrations from the

-

telephone company will participate with students.  The students
will pfactice placing and receiving telephone calls using proper
a "t $ . )
%echniques and tape record these calls for later critiguing.

Y]

The students will listen to an instructor lécture then
4 . . .

)

participate in class aiséﬁssion on greeting visitors and making
apbointments. They will thoen participate in role playing situa-
tions and observe cagh other. They will get actual “xperience
in these tasks along with H:lcphonv techniques when th(-y plan
and carry out their employvr;approvfufion lunvhuoﬂ\ur banquet ..
chh studoﬁt will act as the class rvcvptionist at Jeast twice
during a semester to demonstrafé'his knowledage of thesce tasks.{
a :

The students will vqmplefo a-review of ¢orrect grammar,
spp]ling,vénd punctuation, then work somce asuignments-nn.tho
BUSINESS”ENGLISE_AND COMMUNTCATIONS WORKBOOK. To practice good
*grammar, spei}inq, and pgnctLatjon, the students will comboso

letters of difterent kinds., With the ald of the instructor and

text they will comnose the following kinds of bu51nnséflottors:

making an appointment, making horel rescrvations, acknowlcedge-

ment, replying to an invitation, transmittal, and thanks.

4
d U ’ N ’
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Students will study text and discuss in class*making

trav.-l arrangements by reserving airline, rental car,- hotel -
. ' ! b
N room, ahd typing itinerary. They will then rractice making Ve
. N - 3
. L7
. . . . R
) travel arrangements hy simulating calls to airline and 4 :

. -

<;\*\ rental &ariofficos, writing letters reserving hotel roomv
)
o~ type itinerary, and prepire a trip folder. ' 7

A guest speaker fromA. B. Dick Business Machinos company

o

»

i ) will demonstrate different kinds of duplicat ing processes as

B I . : . . o
follows: spinit duplicating, mimeographing, and photocogying.

Wikh.th: instructor demdnstrating cach of the following pro-
Rl
reesses, students will prepare a master for duplicating with a
v &

’

splirit master and o stencil. After preparation of the masters,

operating the duplicating machines to produce copies of the

- . . . . P
the Instructor will demonstrate and thd students will practice 41
‘ |
\

. |
spirit master and stencil. The instructor will demonstrate dry * }
. ) : - |
photocopying and students will practice. ) |
Stuadents will practice proper filing techniques by com- ‘ |

A

f

pleting a filing spractice ser:  Business Filing and Records

Control. In this sot, student & will lcarn to file alphabcti-
. , > )
nally, numerically, geographically, and by subject. .

A guest speaker from the U. S. Post Office will discuss
™~ .

_proper mail handling. Students will read selected ltoxts, par-

'

ticipdte in discussions, practice weighing mail to determinc

correct postage from fee schedules, then practice preparing

correspondende tor mailing. 4 :

1

Student: will transcribe material from tapes using the

L IBM Fx~cutary iranscribing Unit usiqg the manual of instruc-

= V )‘j

tions nd asking for i1nstructor assistance when needed.

- : |
< L4 b N
\) ’ ' . i c’ .

ERIC

Aruitoxt provided by Eic:
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Aruitoxt provided by Eic:

Wil practs o aang a practice book, then complete sectidns in

- .
-

THe gnstractor will lecturd and demonstrate the tofich

metdood 0f a5 the adding and calculating machines. Students

the MACHINE OFFICE PRACTICE Book to demonstrate ability to add, -
subtract . multiply, and divide on the adding machine; and multi-
N ‘
. . . . ’
ply and divide on the calculating machine. : .
' <

. . - M 3
Gtudints will read assignment in texts then give oral
coorts on prrsonal grooming. A guest speaker from the local
modelipg school will discuss business dress and personal

gqroomirg. A fashion show will be conducted in class. Students .

wil! demonstrate knowledge of good personal grooming and busi-

neass ciross by darly coming to class in appropriate busgirngess

» ‘ ) : k‘
attire. A jyuest gpeaker from a Jdocal beauty college will lec-

»

\

ture and demonstrate hair styling techniques. A guest speaker -
' 9 ! { - 1
from « local cosmetire studio will lecture and demonstrate proper

nse of makeup.  Ltudents will practice applying makeup. Students
< \

-
\

will dopunsgrutu knowloedge of appropriate makeup usage by daily

coming to ¢lass with not too heavy application of makeup.

<

Students will read assigned texts and view films on human

relations.  Guest speaker from local business will lecture on
the 1mportance of human }rllfiunn in any business.

Stud“nln will develop badgets directly relatod tuvwaqus

- v ) '

dqrqu in on—thn—)op trqininq. They will praectice check writing,
and reconciling dank statements. A guest speaker from a locald
Lank will d}byusu bankKing procedures. .

Students will studyAthé role of "taxes in our socicty and
will prepare their own income tax returns.

)

7—8 . :

-




Aruitoxt provided by Eic:

. ’ )
13 h’k [Y
. ) ,
. - -
. L)
ottt I develop self confidence and leadership © .
sl ot dhrouge o= aricualar club activitlies i1h dECF and/or ~
Pisle b e actavaties include parliamentary procedure in
b vinas inLeLare, record keeping of finances and minutos
g, b g, Sffrer trarning wodkshops, district and state
. M .
conte ot oan bookkeepling, job interview, sales demonstration,
bl e and o xtemporancous | speaking, food servises, heagltbh ’
Socanat tore, recrulting paster, photography, and occupctional v

L}

.

(ot reor martat. Students must also participate in fund rajs-

Ciner ot ot e tar operating funds, and community.and school
’ 3

¥ -
SOV o et byt e,
. €
¢

EET G GTLRENT NEEDS ONCTHE JOIs : : .
i ’ . o - - /; *
SiuduntSw»n"mroi]vd1ntthoopvrative Business Education

program for the purpo%i‘}} preparing for a specific occupation
a r R

or a4 luster of o1fice oBcupations.  Students are learners in
' » . .
g realistic office training situation at the same time they are
students in a related in-school ¢lass. The students must de-
‘ .
¢lare a specific career objective. During the orientatﬁ?n period

"

tor OBE students, the teacher-coordinator functions as a counse-

lor guiding the students in assessing their interests, aptitudes,

and carcer objectives to determine the type of training station

w L}
for which the students are best fitted and one which wiil best

students in meeting their career gbjectives. The

hely the

teadher-cbordinator then attempts to match the students to the
available training stations in order that the students and the

training stations will receive maximum benefit from the coopera-

ek
-
-t #

|

|

|
tive effort. . -

|
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Aruitoxt provided by Eic:

~the training stations have gnod fbpufations for. safe working

! . 2 v

, . : 11

u

The trarning whi sh the student-learners receive on the job

EN
|
'

' ;o . ) »
o Paoctorcrn vooat tonal competgney.  The students ‘should
ber superviased by i person who understands the philosophy of
. . w ’ . )
v ) -/ . ) !. ) o .
cooperative work experience and one who will work harmoniously

t'

with th Yeacher-coordinator® im directing the learning experi-
Al . ) . . -
ences of  the students.  Inorder todmeef the nceds of the

stude ot -learncrs on the job, the supervisor should be a person

.

competent in the skills and in the technical knowledge of office

v - L]
occupat10gs and should be able to teach, those business traits:

and attitudes considered s«ssential tor vocational competency.

The training ststiOn should prov¥ide a'yariéty offlearning'expéri—

.
.

Cnees. Rotation thrwugh as many different oﬁficé-jobs as possible

.
*

that are retated to the studcntPleapners' occupational objectives .

/ RN ) . i -
is desirabls’. The student learners also.need the assurance.that

3
4

.

conditinns and cthical business practices.

:]MPLOYMENT_OUTLOOK ' N - '

The gmployment outlook for the 1970'9.5y Department of Labor
staristfcs projects an increase in the number of %anagerial,
secretarial, stenoéraphic, clerical, accounting éhd data process;
ing, office machine operators, and receptionist posit¥ions needed.
By 1980, c¢ighty porcen% of Lht jobs'in these areas will require

, .
more educatinnal trqininq and/or rb-training,put less than a
four-year deygree. Forty-two percent of the labor force will be

women, many of whom will be in managerial, supervisory, and

account.ing positigns.

-
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Employment of clerical workers 1s expected to increase rapidly
through the @id~1990's. In addition to jobs created by growth,

thousands of openings will occur as employees die, retire, or leave

their jobs. T'he growth in the number of clerical workers is ox-

pected to result primari]y from the increasing paperwork that will
x ‘ B .

«ccompdany the cxpansion of large and compiex orgahizations.» Employ-

ment opportunitics will be best for secretaries, tyﬁistq, and other

skilled. workers whose jobs are nu; likely to be handled by machinés.
g

bDemand for these workers will be particul4rly strong in banks,

Insurance companies, manufacturing firms,\%ovérnment offices, and

professional service organizations.

) *As more fjrms uée'computer; and bué&ness machines, routinc

. , . 7
nLnricJ’ jobs such as payroll, stock, bank, and file clerks may

be reduced or eliminated. However, as work is shifted from.clerks

Fs

~ "

to madhines, new'jobs will be creatéd for machine opérators, par-
ticularly in régqo urban business fi;ms. Many clerical- workers,
inciudinq'SQuretar;es) réceptinhists, and others who deal with the
public and who exercise initiative, will not Hé affected by auto-

mation. : ' w

\

EARNING AND_WORKING_CONDITIONS
Wworkers in routine office jobs earn as little as $80 per

week aﬁd some cxpericnced and highly skilled cmploybes earn up -

to $16; per week.  Salary variations within an occupation usually

reflect dfffnrunves én educational levels, skills required, and

work cxperience. An cxample of this is the variation between

Cleork-Typist and Stoenographer. The FLORIDA VIEW states that a

Clerk-Typist should have a high school education while a Steno-

[ 4 -

graphnf is cxpected to have a high school education. The Clerk-
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Typist must be able to type at least 40 words per minute with

limited ¢rrors, sit and concentrate for long periods of time, get
aapnq wel 1 with co-workers and the’genergl public. The Stenogra-
pher must be able to take dictation in shorthand at a rate of at

least 8C words per minute, type 60 words per minute, maintain the

confidence of the employér, work quiékly and accurately, and use

a variety of office equipment. The weekly salary range to be

..

expected 1 thig area of Florida by a Clerk-Typist is $75 to $135;

by a Stenngrapher, $80 to $200. &
e ¢ ’ .
saleries in i ffoerent parts of the country also vary; earnings

generally o re lowest in sputhern cities and highest in northeastern

’

©

and westeirn urban areas. For oxgmple,rsecretaries ajeraged $141
'a week in the Northeast, $142 in the West, and $126 in Southern
== cities. Office cmployees work a.40-hour ‘week in most cities. In
some, especially in-the Northeast, the scheduled work week.is 37%
hdﬁ}s. Most office workers in large cities receive seven or more

- said h‘(/lgiduys; a year and two weeks vacation after working one year.
l Lunqnf vnvatjons, based on added years of gservice, may fﬁhge to
tour weok:s or mor:-. ﬁﬁnup Life and health insurance plans, sick'.
penefits, dnd_rotilvmenf; plans may be available.

g

CONCLUSTON h ]
I N ,
o 1i/ “hrough clesses in school tiwd on-the-job training and experi-
-0

enoces, tie CBE stadont should have developed a clear-cut career
objective with 3 firm understanding of the requirements and quali-
ficatior, preparation and training needed, working conditions, and

e .

prospect  aad gppurfuuities in their chosen careers. Their occupa-

tional friu-e will be what ‘*hey make of it! ‘\ -
®

3¢
(:’4'?




OCCUPA%IONAL CLUSTERS FOR
. w !
BUSINESS ADMINISTRATION

Administrative Aséistant‘,
Office Manaqger

- Training Supervisor ,»;{
Training Pqpreséntativp

Job Analyst

émploYﬁpnt Interviewnr &
Personnel Recruiter

Budaet Officer

Treasurer

Supervisor

Personnel Clerk

L]

£y

BUSINESS EDUCATION IN FLORIDA

)
BUSINESS DATA PROCESSING

Systems Analyst
Programmer \
Accountants, QUnior
Accountant, Cost
Aécountant, Systems

Credit Analyst

’

Supervisor, Computer Operations

Digital Computer Operator
Audit Clef} n
BBokkeeper
insuraﬁce‘Clerk
Peripheral Equipment 6perator
High Speed Printen—Operator
Keypunch Operator

Tabulating Machine Operator
Cashier 0

Bookkeeping Machine Operator
Calculating Machine Operator
Transit Clerk

Teller

Payroll‘Clerk

Timékeeper

Currency-Change Sorter

o i’;

P~
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BUSINESS OPERATIONS , ' BUSINESS INFO '?i‘ON“PROCESSING :
; . A < v
& ,Chief Clerk, Print. Shop - | VSégng%%ﬁ}% Aé&ipi§ﬂgatiye'M§gager
Duplicating Machine Operator ‘~.Admipisératiég;Assisténéf‘ .
. - ! s « v
Offdet ﬁ%Pliééting Machine Operator vLegal Sebre@ary ’y
, o ,
Aytomatic Typewriter Operator \Medicaf”Seéretary Y{_
Y Yields Supery;sor - ) éecretary w‘ ;‘R
Materials Coordinatdr . Technical Secrefary bx
Production Coordinator - Word Processing Coordinator 7\
File Clerk~— ’ ! Clerk-Typist J
; Records Clerk : ' Data Typist
Quality Contrél Clerk . ; Correspondence Clerk
Billinq‘clerk ] ‘ - Chief Telephone Operator
General Office Clerk ‘i Telebhone Operator
L‘Codiég Clerk S Sténographer, Junior
. »
Paymaster Stenoér&bher
Ward Clerk ﬁ J i Machine Operator ‘
Toll-Rating Clerk ’ . Mail Clerk
Rate Supervisor ‘ Addressing Machine Operator |
. Shipping & Receiving Cierk Mail-Machine Operator §
Stock Supervisor ’ Messenger }
Stock & Inventory Clerk Hospital-Admitting Clerk f
, sDelivery Clerk ' Information Clerk i
Transcribing Machine Operator | HOSpital—Out Patient Clerk i
Weigher Receptionist
Progress Clerk Compiler .
. Dispétcher (Maintenance Service)
- _

.,
N3
r;b

Survey Worker

Credit Clerk

Qo : Medical-Record Clerk
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SEQUENCES,

INSTRUCTIONAL K-12
1
BUSINESS BUSINESS BUSINESS BUSINESS
ADMINISERATION DATA PROCESSING OPERATIONS INFORMATION PROCESSING
SEQUENCE SEQUENCE SEQUENCE SEQUENCE
g m_ JOB TRAINING JOB TRAINING JOB TRAINING JOB TRAINING
[N a
-an ‘ . |
2 8| OFFICE PROCEDURES . OFFICE PROCEDURES OFFICE PROCEDURES| OFFICE PROCEDURES
oag BUS. ORG. & MNGT. BUS. ORG. & MNGT. BUS. ORG. & MNGT. BUS. ORG. & MNGT.
=-2 INTRO. TO DATA PROC, INTRO. TO DATA PROC. INTRQ. TO DTA PRGC. INTRO. TO DATA PROC.
|7 Sl h hd [ .
e | BUS. LAW- BUS. LAW- BUS. LAW- SECRETARIAL PRACTICE
Z HUMAN RELATIONS HUMAN RELATIONS HUMAN RELATIONS
a = . - o
= ! BUSINESS MATH BUSINESS MATH BUSINESS MATH SHORTHAND, 2
2= = .
J» LA .
SHE | BUSINESS COMM. BUSINESS COMM. BUSINESS COMM. TYPEWRITING, 2
=X )
“ ‘. .
' BOOKFKEEPING BOOKKEEPING RECORDKEEPING BOOKKEEPING o
B | , e
mw CLERICAL PRACTICE CLERICAL PRACTICE CLERICAL PRACTICE! SHORTHAND, 1 <
= : ;
- & BUSINESS MACHINES m BUSINESS MACHINES BUSINESS MACHINES
Hnmmg A *
¢ =2 TYPEWRITING, 1 W\ TYPEWRITING, 1  TYPEWRITING, 1 TYPEWRITING, 1
= !
<3 CAREERS IN CAREERS IN CAREERS IN CAREERS IN
S .. BUSINESS BUSINESS BUSINESS BUSINESS , ‘
=2 " ADMINISTPATION DATA PROCESSING OPERATTIONS INFORMATION PROCESSING
o] N
mmwﬁq {
@ GENFRAL. BUSINESS-ECONOMTICS

QORIENTATION

OCCUPATIONSL ORIENTATION - A CONCEPTUAL PATTERN
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INSTRUCTIONAL INFORMATION AND SOURCES USED IN CLASSROOM

v

Today's Decretary ' .
Gregg Division

MaGraw-Hill Book Company
Modern Secretary .

George Stuart .
Orlando, Fﬁorida

¥ Occupational Outlook Quarterly

E
Y IBM Corporation
Management Services Re@presentative :
(Materials for IBM/Typewriters
and transcribing equipment)
, %
Southern Bell o
/ Education Consultant ok 9
Y . . :
Brevard ‘County Film Library
S pth-Western Publishing Company
¥ (films, transparencies, and film strips)
Greqq Division ’
McGraw-Hi1ll Book Company
(transparencies, filmstrips)
Dictation Disc
. (dictation records)
/

)

Business and 0Office
What is « Computer
Choosing 1 Job ,

Applying for a Job

8,

Encyrlopedia Britannica Fducational Corporation
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A BRIEF SYNOPSIS 4
OF \ ,,
DIVERSIFIED COOPERATIVE TRAINING .

-

Diversified Cooperative TraiJ{ng (DCT) is probably one
of tné most flexible programs in the field of educatioh.

It finds itself open to students who are prebared with
a skill and‘also studZnts who have not yet degerﬁined their

area of specialization.
: ¢
/ If we are realistic with our observations pf education,

.
P -

| we must agree that a large number of young adults are not
entirély molded or pre-set into one specialized career goal

at this stage of their development.

Therefore, a program such as DCT, which provides the
: ¥

freedom of perséhal trialyand application (in some cases void |
of a skill or spécial ability) is vital to a number of young l

’ adults. S P

g 4 himself togethef—-academicmlly 'and vocationally, personally
r . ' .
and socially, and provides realistic experiences in the world

of work, allowing for an open-ended fut1;e.

A Y

< -

4

DCT provides the individual with the opportunity to put
|




DIVERS IF{ED COOPERATIVE TRAINING

The Djversifled Cooperative Training Program may be defined ¢
as a flexible plan for training high schootl junlors and seniors
of employable age In a variety of occupations by utllizing the

businesses of the community and Industrial oStabl ishments as *

to four hours of classroom study and three or four hours‘of work
“In +he chosen occupation of the student. The time element mey

vary In certain cl}cumsfancesAdue to a particular student's curric-~
ulum needs, but the basic sfrucfure is generally prevaient. Of
the four hours spent In school. +wo hours are devoted to roqulrod
high school subjects and the other two hours are devoted to sfudy - o
‘relafed to hls occupation under the supervlslon of hils feacher-

i

coordinator.

training agencles. .
This program |s accomp!ished by dividing fho‘school day in-

The student recelves credit for his study as follows: One
credit for each.subJecf takon, one credit for DCT General Reilated
Sfu&y, one credlt for QCT Speclflc Redated Study, and one credit
for hls supervised on—qu-job %ralnlng for a total of flve hours .
credi+. These credits my all be used for college,enfrancﬁ should

» student declde to continue his educational pursults. Credits

In DCT are consldered as electives and are vocational educational

31




_catlonal processes.

’n

crodlfs.‘jhoroforo. fhe hours spon# on the Jjob consist of 8 serles
of work oxporloncos planned by the coordinator In cooperation wlfh
the cméloyor or training supervisor. The work prerlencos come

»
prise a schedule of proces!ls involved In the operation and success-

A
ful carrying out of the occupational requirements. While on the

Job} students are consldered s bona fide employees and must assume
the respons!biiifles and dutles of reguiaf_employoes in the pald
ocEupation. : - ' 4

The student learner Is pald a wage commensurate fo that earned
by a beginnling employee In accordance with the State and Federal
regulations. The program enables the school to ﬁflllzo the traln-

Ing facllitles and personnel of local buslnesses at no cost to the

school sysfem, and on the ofher hand. employers, too, utilize the

school's facllitles for *ralnlng employees at no cost to them.

" The program méefs'speqlf1c needs by~pfov|dlng some form of effec-

+ive job training for a large percentage of;boys and glrls whose
formal educaffon migh¥ end with high school graduvation, or wffh
the student %ropplng oﬁf of school due to financlal need or othor
reasons. Some fb?m of br;cflca[ fralnlng in which fhs_sfudenf

could see relevancy to his e¢u'~flonal processes Immaedliately hzd

to be Implemented In order to pRtaln these students In tho edu-

Sfudenf and communlty ncedWhave nacessiteted the establish-

"ment of tha cooperative approach In education. Conpsrating busi-

’J

ness communitics have givan the excellent on-fhe-Jdb training

opportunities that have resulied In successful emPloyeos as wel |

32
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as prcfesslonal, technical, and self-employed persons. Furfhbr,
fheslnsfructlonal componeﬁfs In Divers!fled Cooperative Traln-

Ing are designed to acqualnt and develop students In such areas

as proper personal attltudes and saflsfachry behavioral patterns;
the Amerlcaﬁlbuslness system of free enterprise; prepare students
for employment and Job advancement through the development of baslic

skl i1s deemed necessary for entrance and advancement In a selected

&

occupational fleld; to asslst the students In the development of
a reallistic undersfa:Zing and appreclation of the world of work;

and the transition from school to the occupational Ilfe or higher

{ education. . P
PROGRAM GOALS

The participation In Dlversified Cooperative Tralning will
prepare the students: -

« . for employment through experlences provided by fhe coopera~
t1ye~szthod .

2. to correlate knowledge and skllls galned fhrough Job traln-
Ing and classroom Instructlon '

3. to understand and partliclipate In our Amerlcan business system
of free enterprise . f~

o

4. +to .Improve personal attitudes, develop sa.lsfacfory bohavloral
and human relatlons patterns

5. to provide for coclal growth

-

STUCTNT NEEDS:
THE DIVERSIFIZD COOPERATIVE TRAINING STUDENT NEELDS TO:

A. Possess employablllty siliis

I. manners for Job Interviews 7

2. sample job applicatlions and resumes
3. slmulated and actual Job Interviews

A « L}
% )
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- 8. Experlence on-the-Job training and develop skills and
capablllties necessary for advancement

. role ptay difflcult work sitmations
2. keep accurate records of job attendance, job sheets,
and related study sheets
‘K\ 3, . periodlic personal conferences with coordinator to discuss
Job problems R . .
4. evaluatlons by omployer on Jocb performance

k]

C. 'Be capable of career planning . .

|. make a detalled study of occupations In which he !s Interested
2. construct and write an occupational monograph on the job of
his cholce o o .
3. up-date his personal data sheet and write letter of applica-
\ tion .
4. review want ads for current avallable Jobs
5. state future schoollng and career plans

D. Develop techniques and skilis of leadershlp and soclal etlquette
i. complete unit on Parllamentary Procedure

2. vlew flim on Parliementary Procedure e

3. attend and participate In CECF club meeting ,

4. participate In electlion of offlcers as a candldate or voting

delegate In local, district, and state levels

‘present speeches on glver toplcs :

participate In classroom group and comm! t+ee work -

resource persons from community, such as clty and county

. governmgnt officlals

.\IO\U‘\

E. Know himself--fo ldentity hls strengths and weaknesses as they
relate to others and hls occupational goals

. evaluate his personality ct )

2. determine personallty strengths and weaknesses and identify
areas he would I1ke to Improve

3, prepare a plan for Improvement

4. evaluate hls personallty Improvement -

5. complete study of sel f-concept

-

F. Know approprlate dress, grooming, and good health hablts ~

1. read and dlscuss the subject of approbr!afe,buslness dress
and manners and the relationship of good health hablts to
proper Job performance ' 4

2. 1ilsten to resource speakers, such as health personnet,
fashlon consuitants, and cosmetologlsts

3. participate In a wide variety 6f busliness and soc!al events

[ g8
L
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or activities In which appropriate dress and manners are
required

4, observ2 business dress through visltations to various
business flrms .

G, Be able to communlicate with others=-oral and wrltten

t. analyze-and write varlous types of businaess letters ’
v 2. view flims on correct and Incorrect use of telephone
{ 3. llisten to resource speakers such as telephone personnel,
: / secretary, radio annoupcer, and visit communlity buslinesses
4. llsten to taped speeches
5. glve talks to class on selected toplcs

‘ H. Have an appreclatlon.for, and understanding of, our free enter-
prise-system and democratic form of government

| community resource persons

2. class visltation to local busliness

3. unlts on |abor-management relatlonshlps
4

5

. communlity services
field trips to comnun!fy service clubs

I. Have knowledge of, and experlence In, flnancial planning
. .
prepare’his Federal Income Tax Form 1040
correctly compute sales tax |
construct and maintaln a personal monthly budget
complete unlt on wr!flng checks and keepling a checking account
maintaln a checklin accounf and a sav!ngs account '
Identify four sources of ‘credit
compute and compare Interest rates
unlt on Insurance g
resource persons, such as Insurance agents, real estate
agents, stock brokers, newspaper flnanclal advisors, bankers
10. unit‘on Investment

omqmpau&—
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‘ S CCORDINATOR RESPONSIBILITIES

The actlvitles of the teacher-coordinator are many and variod.
it 1s the coordinator's responsiblilty to allow for the méay vari- v
ances of each sfudenf'; character, past tralning, Intelllgence Iove},
natural tendencies, and dlfferences l; clrcumstadces. The cooc?l-

’

nator should be person-centered with a focus on helping Indlviduals
to meet problem areas rather than placing emphasis on Isolated ’
subJect matter. He serv;s as a gulde and resource person, providing
the Indlvidual with a chance to dlscover hls own threshold of
patience, endurance, Judgment, and Innate adaptablilty to particular
modes of belng self-supporting. He also Is responsible for'provld-
Ing the Inddvidual with a chance to conflgure himself In varlous
ways so that work capabllities and Incentives molid together.

' « |t Is nacessary that the coordlinator establish a friendly and
relaxed learning climate, and be Interested In each unlique Indl-
vidual and concerned about his feelings, views, and welfare.

Speciflc coordlnafor_responslbllifles, corresponding with
. studant neade, are as follows:

PR I. Recrult and Interview students who are Interested In the
DCT program.

2. Solect students who can succeed In the program.

3. Orientate the students to the methods, objectives, and
requirements of the program.

.

4. |Interest and motlvate students toward leadership, follow=
shin, and social etiquette through CECF, the youth club .
orasnization. .

5. Provide for lndlvlduatjpersonallfy development.
e b

. -fym :




€. Emphasize approprlate dress, grooming, and health hablts
and*present a good example as a coordlnator.

7. Provide examples of acceptable written communlcations and -

. provide opportunities for students to prepare and make
oral presentations.

8. Utilize communlty resource persons In areas of speclflc
Interest or beneflt to the students.

9. Promote the understanding of free enterprise and provlde
I for exposure t6 local business and government agenclés.

10. Assist the Indlividual In money management, budgeting,
checklng, savings, Investments, Insurance, taxation, etc.,
and provide a baslc understanding of the general business
economic system.

il. Provide current materlials and Informatlon relative to
‘ occupational opportunities and condltions, and asslist the
students In maklng personal assessmenfs and plans for
thelr future.
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DEVELOPING ON-THE-JOB TRAINING PLANS FOR
DIVERSIFIED COOPERATIVE TRAINING e
OBJECTIVE:
‘*To explain the procedures for developing a step-by-step

training plan for use by the Diversified Cooperative Training,

program.

_CONTENTS: /.. : .

1. TITLE PAGE
\__ II. JOB DESCRIPTION
III. DETAILS OF AREA OF STUDY
IV. LISTING OF JOB nur%gé,,nAzannous DUTIES, & SAFETY RULES
V. ANALYSIS OF JOB ‘ \‘
VI. SKILLS & ABILITIES TO BE DEVELOPED ON THE JOB
VII. -PREPARATION OF PROGRESS CHART ”
VIII. COMPOSING ASSIGNMENT SHEETS

IX. TRAINING AGREEMENT
. Y
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PREPARATION OF TITLE PAGE
FOR ON-THE-JOB TRAINING PLAN

OBJECTIVE: ‘

To understand how to properly and néatly prepare a title page
for an on-the-job training plan.

ASSIGNMENT: -

1. Study the sample title page provided

2. Neatly print the required information on the form provided
in the VWorksheet section.

"~ TO THE STUDENT:

1. Locate the title of your job in the Dictionq;x Of
Occupational Titles.

2. Print the complete title of your job ‘in the propet blank
on the form prévided in the Worksheet Sectiomn.

3. Print your name, teacher-coordinator's name, and company
name of your employer in the space provided. -

%
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DIVERSIFIED COOPERATIVE TRAINING:
Flagler Palm Coast High School
Bunnell, FL 32010

. . / N
ON THE JOB TRAINING PLAN
FOR

n

g . T "Title Of Job ]

4

N

[ : Devellopedey N

1
Student 8 Name

f‘Coordipat_or s Name

Y - ' . L . Empl_oy_ér's,Na‘me iR




PREPARATION OF JOB DESCRIPTION
FOR ON-THE-JOB TRAINING PLAN -

bBJECTIVE; | b

To understand the procedure for composing a Job Description
Page for an on-the-job training plan.

BASIC ASSIGNMENT: ‘ -

1. Study the sample Job Description Page provided.
Compose a Job Description Page.

Print the rgquired information on the Job Description
Page provide&d. ,

WK

-

TO THE STUDEﬁT-

»

1. Complete the title of your job as found in the Dictionary
p! of Occupational Titles.

2. Read the job description for your job as printed in the
Dictionary of Occupational Titles. Summarize the
IMormation In order to completely describe your duties
at your job training otation

n

. | 3. State your career objective 1n your own words. This will
: include the developing of proper -work habits and attitudes.

4. Read the performance requirements as set out in the form.
5. .Choose at least three references from the DCT Library or
... from the school media center which you feel will be '
interesting and helpful and are specifically related to
your job. Write the titles, authors, publishers, and,
.  other. bibliographical information in the form as shown.
Corisult with your employer and coordinator for their :
‘recommendations on the references which you should choose. .
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JOB DESCRIPTION

1

Title Of Job:-

Job Description:

Career Objective:

Performance\Réquiremgnts: Training through éhis plan is in-
tended to qualify the student for the entry level job skills.
The student will be expected to utilize this training plan

and will be required to perform his duties and responsibilities

at a 1eve1 of performance as set by the coordinator and the
employer.
Specific References:

1.
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OBJECTIVE:
o hnderstéﬁd the procédure for developing an outline of the
area to be studied through the training plan.

BASIC ASSIGNMENT:

’

PREPARATION OF THE DETAILS OF%AREA OF STUDY
FOR AN ON-THE-JOB TRAINING PLAN

| 1.
~ 2,

3,
TO THE STUDENT:

Study the sample Details of Area of Study p&ge provided.

Compose a similar outline for your classroom related
studies.

Print your outline on the form provided.

4

) On this page you will be designing your course of study for

your specific related material. A conscientious attempt to identify

study material will result in an interesting, enjoyable, and
meaningful experience.

.feel, will be of the greatest value to you on your job.

L4

Print the title of your job on the appropriate line. -
Examine the Table of Contents .in your specific references.

In the numbered blanks, write the titles of your specific
references.

In the lettered blanks, write the titles of the éhaptefs
which you feel, and which your conordinator and supervisor

A
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DETAILS OF AREA OF STUDY
Job Title: - 'y

REFERENCES : ¥ f
1. i

Titles of Chapters:

)
\ v
/
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e

OZK!“NQH:EO"!INPO&?

LA

Titles of Chapters:
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LISTING OF JOB DUTIES g ’
IDENTIFICATION OF HAZARDOUS DUTIES
‘ . SAFETY RULES . . i
i - ‘ ‘ |
OBJEGTIVES: |

i To 1list all the duties performed on your job, to identify all

the hazardouﬁ’dutiea involved in your job, and to determine if you
have received adequate safety instruction.

ASSIGNMENT:

1. Read "A Guide To Child Labor Laws" and "The Florida Child
Labor Law In A Nutshell." :Study the sections regarding

hazardous occupations. )

2. Examine the sample Job Duty sheet provided in the Worksheet.
section. ,

TO THE STUDENT: , K

Your employer must provide reasonably safe working conditions.
If ydu are under 18 year of age, federal law prohibits your working
in certain occupations considered dangerous. Every job has some
minor hazards which must be identified and avoided, and your
employer should provide whatever specific safety instruction is
needed in order to reduce the possibility of injury to you while
performing such duties.

1.” On the form provided, list undzr "Job Duties” the"duties
you perform each day on your job. \

2. Under the ''Hazardous Duties' section identifygzll those
duties which you listed above which could be dangerous
to you and answer ''yes' or ''mo" where the form asks if
you have been given safety instruction in this area.

3. Describe in detail the safety precautions you have been
inssructed to follow for the hazardous duties you listed.

#




Name of Student: A .

Title of Job: . '

Name of Employer:

JOB DUT1ES ‘ /

v

- HAZARDOUS DUTIES

"Mame Of Duty Student: Were you given safety Employer: Was the
instruction for this duty? ~ student given

, - -safety instruction-
<‘ for this duty?

sy
e
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Describe in detail the safety precautions you have been instructed
to follow for the hazardous duties you have listed on the preceding

page:

Job Duty Safety Precautions




SAFETY RULES

Serious injury can happen to you, your fellow workers, or a customer
if certain simple safety rules are not followed. Merchandise,
supplies, and equipment must be guarded from damage. What safety
rules are suggested for you to follow at your training station?

lﬁiﬁbroper procedure in lifting:

2. Proper procedure in opening cartons:

s d
“ .
* /

3. Care in using“hachinés: : <:

L

4. Other safety Buggestibns:

a. Special wearing apparel:

b. What do you do in caée-of (1) suspected shoplifter; (2)
robbery or holdup? ‘

5. Other safety regulations recommended by your training station

‘sponsor:

S
{
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ANALYSIS, OF JOB
omachvn; *

3. To make you a more valuable eﬁployee by calljng your
‘attention to some facts about your training agency which
you might otherwise overlook. o -

2. To provide a checklist of regulations and to increase
your powers of observation.

3. To help you to be prepared in case of an emergency.

4. To help you to examine the various tasks you perform
and to become aware of the skills and -opetations involved
so that you become more efficient,

. ASSIGNMENT: ,

1. Carefully complete in ink the pages entitled ""An Analysis
[ of My Job." .

2. To be sure that your answers are correct, well expressed,
and neat, you should first write them on a scratch paper Ve
and be sure they are in the best possible form before you -
copy them into the worksheet pages.

3. 1f a question does not apply to your traininﬁ agency or
your job, don't leave it blank, but mark it "'not
applicable" to indicate you did not overlook the question.
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" AN ANALYSIS OF MY JOB' = ~

FACTS ABOUT YOUR EMPLOYER:

1.

2
3.
4

N

in sheet, etc.):

: r
Exact name of business: L

Exact address:

Kind of’business:

Work hours: Day Check-in Time Check-out Time Schedule

Monday )}
Tuesday ‘ N '
Wednesday
Thursday
Friday

Saturday
Sunday

Name of your immediate supervisor and his title: /

L4

Your department or section:

Check-in procedure (punch time clock, indicate time on sign-in

+

D)
RULES AND REGULATIONS, OF YOUR EMPLOYER:

State your empl

1.

&
oyer's rules and regulations covering the following:
Leaving and returning during working hours:

Rest periods:

Lunch periods or dinner pefiods:

Describe your cémpany's dress regulations:

. . . ' . ‘ :
Procedure you follow i¥ you are unavoidably absent or late: __

-

A2

Emﬁioyees' personal use of the telephone:

9 .

S-?A! » d l
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7. Use of chewing gum:
8. Smoking:
9. Calling fellow employees by their first namesg

10. lige of cogbs. cosmetics, eEc., while on tbe job:

11. Visiting with friends while on duty:

12. Eating while on duty:

12. List any pieces of eQuipmént in use in your section or depart-
ment and indicate which equipment you use and whether your
skill is 'good, fair, or poor: /

' »
v

13. Much of the work in any modern business involves preparing
forms, reports, records, etc. Make a list of the forms you
deal with (invoices, packing slips, etc.)

¥ |
TELEPHONE:
-1. How is the telephone answered in your company?
2. How often do you use the telephone in your work?
3. Describe the kinds of calls you handle:

roey
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SKILLS AND ABILITIES TO BE
S DEVELOPED ON THE JOB

OBJECTIVE:

To identify the skills and abilities which the student-
learner is expected to learn or acquire on the job.

ASSIGNMENT:

/ 1. Confer with your supervisor and request him to identify
: the skills he intends for you to develop during your
training period. .

2. Request your supervisor to very roughly estimate the
number of days it should take you to develop the skills
listed. .

3. List the skills your supervisor mentioned on the form
provided and indicate the number of days he estimated
it would take to attain a minimum level of proficiency.

4. Obtain your supervisor's signature where indicated on
the worksheet. ’
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SKILLS AND ABILITIFS 'IO BE
DEVELOPED OX THE JOL

JOB DUTILS : . PROFICIENCY TIME

¢

-
Signature of Supervisor
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é?E?ARATION OF PROGRESS CHARTS

.. FOR THE TRAINING PLAN

Ed

AN

" OBJECTIVE:

To,instfuﬁt students how to prepare Progress Charts in order to
have a schedule for evaluating their progress.

ASSIGNMENT: | o . - '
"1. Print yod name at the top of thesProgress Chart.

2. 'Indicdgziin thé‘spaces“provided the date you completed
Assignments,#A" - through "H". N § ‘

3. Leave the ;ESt of the form blank. As you complete an
assignment .from your specific reference, write in the title
and the date the assignment was.completed. Your coordinatoxr
will then indicate the date the assignment was graded, your:
grade, and will make comments. 5 T ‘ .

- o
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'STUDENT'S NAME

" lPROGRESS J—

a
&l q
BalEal 8
- C HART eI .
@) 8 U ‘
Aangnment o JCOMMENT,, j
Sheet ) . ‘ l
Number v
A Title P;ge _ _____ ,,__Na_;“ 1.1 k.4 - R
. B Job Description Page N L _‘
c Details of Area of Study 1. _
D Hazardous Duties & Safety Rules ’
|1 E Analysis of Job *
F Skills & Abilities To Be Developed f} )
H Gf)rrelation of Pages ;
1 ; 1
2 .
'3 ¥ J
14 . .
5 J.
6 K. |
7 |
- i
9. ' .‘
16 i
1l
12 4 -
13 :
14 . g
15 \ !
16 ;
17 |
18 - !
- !




COMPOSING ASSIGNMENT SHEETS

2

OBJECTIVE: | o .
. [ : 8 ? * ‘
. To familiarize student-learners with the proper procedure
for preparing their own assignment sheets. ' .

INFORMATION:

Before you Begin working on an assignment out of the specific
references you have chosen, it-will be necessary for you to prepare
an Assignment Sheet. . '

The purpose of this Assignment Sheet is to structure and plan
~ your study efficiently and also to let your teacher-coordinator
‘know what you have chosen for your assignment-each day.’

Complete the name of your reference and the title of the
chapter you are studying on the sheet where indicated. Compose
a well-worded objective for your studying this material - what
you hope to learn from the chapter material.

Under the heading ''Assignment' indicate exactly what you
intend to do for this assignment. State the number of pages you
will be reading. You have a choice of: o '
Taking a test on the material, if a test is available.
Answering questionsmat the end of the chapter,*if there
are any. ; '
Writing a summary of the chapter information.
Presenting an oral presentation to the class regarding
the chapter information.

Completing a Project based on the chapter information.)

-
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Student's Mame: . | Assignment {

Title of Reference:

a

Title of Chapter:

Objective:

A

Assignment: Read pages: L (<

Student Work: .
]
s
" 4
v
»
- £ d
. f" \
N o ¥oad -
PN ‘
- . " \ ; ) (J“\ \ E‘,ﬂ
; ).
< . "f‘ 15 /




g v

FLACLFR PALM COAST HIGH SCHOOL
TRAINING AGREEMENT

Firm ) Phone

Adress
Agrees to employ b ’
Student-learner age - Address
: ) Y4
as part of the Diversified Cooperative Training Program at Flagler
Palm Coast High School for the school year °* . ‘ ’
, S — ,
\

TRAINING, ACTIVITIES: : .

,The above-named firm andfor employer agrees to furnish on-the-job
training for - , a student-learner as a

The teacher-coordinator, in cooperation

Job or occupational area

» .
with the employer shall develop a training plan outlining training
activities to be pursued by the student-learner. The training period
will commence qn or about and will continue
through

WAGES AND HOURS OF EMPLOYMENT:

The starting wage will be $ per hour. Wages, training,
and program operation will be conducted in compliance with the Child
Labor provisions of the Fair Labor,Standards Act, and the Florida
Child Labor Laws. - ' .

-
‘(f

4

SUPERVISION: .}

The employer. has in his.possession a copy of the Certificate of Age
(Work_Permit) for this student. The employer agrees to assign a
supervigor that will be resronsible for the training of the student.
As this program is operated in cooperation with Flagler Palm Coast
High Schoo will be necessary for the teacher-coordinator to
periodically observe and evaluate student progress. In the event
any party fails to fulfill the intent of this Agreement, this
Agreement may be cancelled. - ' . ‘

— Teacher-coordinator ~ Employer
Student-learner ' ‘ Parent/Guardian .

~
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COHNGRATUIATIONS
- Or BECOMING A
_@_ \ TRAINING SPONSOR

L
©
A 1
\
%
14
[ 4
»
. )
TN
)
v\ a , -
¥ ‘ < _ .
1] . Presented to you by:
¥ 1 . ) N
‘ N | S N\ ELIZABATH G. LEWIS, Soorainator
. Diversified Cooperativ: Training
C - Tome: D5-i075
' o ROBERT ‘i, JsWITG5, Coordinator
) Cooperative Distributive nducatio
lome: 747-7819 ' ‘)i

Seabrzeze Senior High Gehool
2700 Morth Oldander Avem»
Daytont Bench, Florida 32018 *

.ﬁlaase call us for ascistance .
School: 677-7010
N g
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CONGRATULATIONS. . .

- « .You have agreed to take a serious, but rewarding, respongibility -

in the training of a high school Cooperative Education student. You
ars to be commended for your community spirit. It is recognized that
q}thout you, your cooperation, and your business qrganization, this

program of training would not be,possible.

This handbook was designed especially to assist you, the train-

V‘ N
.ing sponsor. TIts intention is based on the belief that good training

is the result »f knowledge plus understanding and axperience. TYour
choice as a training sponsor is indicative of your success in thé_
business commnity. You have much to'offer, and your business estab-
lishment will become 1 laboratory of working-learning exéeriences.
Your success as 4 training'sponsor will éepend a preat deal upon ho;
élosely you wnrk with the teacher-coordinator._ The coordinatorfs job
is to assist you in the training‘of the student. Never hesitate to
call when this assistance is needed.

Within theso plages, you will find factusl information which will
aid your familiarization with the Coopérative Education Training Pro-
grams at Seabreezs Jenior High School (Diversifiad Gooperative Train-
ing and QOoperative Distributive Education) -- their philosophy,
objectives, organization, curriculum,rand field of service. Now that
you are a partner in éducation, you will want to avail yourself of
susp23tions for teaching, supervisign, and training. Since this is
a cooperative venture, the suggestions work both ways--make them to
the coordinator whercver you believe there is room for improvement.
They will be sincorely appreciated.

.

Agiin, conpratulations on becoming a training gponsor. You have

made A sound investment in youth, free enterprise, and America's future!
A




A DEFINITION OF TERMS
. . (As Used in Cooperative Education)

Baaic instruction is sometimes called "group discussion." It is the part of the
curriculum which deals with the study of general business activities.

. Cooperative part-time indicates that local business organizations, the school, the
' home, and the student all work together to accomplish the objective of
training the student in a worthy oceupation. '"Part-time" refers to the
truining hours; the student spends half of hls day in school and a half day
on the job in a bona fides training station.

Coordinatﬂr is the school's representative who not only is a classroom instructor
but also works with local business persons to place students in a traiming
situation and to coordinate the classroom study to the student's individual
+yraining needs.

Distributive Education is a program of instruction in the field of - distribution
arnd marketing designed to prepare individuals to enter, progress, or
imrove competencies required in an occupation. .

Diversified Occupations Program is a cooperative training program conducted by
industry or business and the school, in which learners in two or more
ryenaral occupational areas work and study under the direction of one
t.sacher-coordinator. ’

3pecific instruction is sometimes called "individualized instruction.” It is
that part of the curriculum which provides the student with closely super-
visad instruction which is related directly to his job and chosen occupation.

Trainee L¢ the studert who is enrolled in the Cooperative Education program and is
emrloyed in a bona fide business ﬂstablishment which has been approved for
qunlng
Training plan is a preplanned schedule of work experiences which is set up as a
B, puide for the training sponsor and the school. The plan is devised with
the individual student and his training objective ad the primary considera-
tion. Even though it carries the signatures of the student, the parent,
tha 3chool, and the business_ astablishment, it should not be interpreted
a3 a4 Work contract. :

Training soonsor is the person designated as the student's supervisor on the job.,
He confer3 regularly with the coordinator to help carry out the training
~obJective. .

4
¥

Training station is the d.rignated nama used to refer to the business establish: ”
ment where the student is placed. This place of business must be  non-tax
supported, freo enterprise, and engaged in the pursuit of honest business
activities. The student must be an employee of the business and must be
earning wages, anccopdins responsibility, and performing job duties which
provides suitable ﬁraining.?

Vocationil is a term applied t» that education which teaches by doing. Coopera-
tive Education is vocatienal in nature, because it teaches the student to
mak: practical application §f the knowlédge which is learned in the class-
roon, halping him relate it Yirectly to his job duties.

[&X]
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WHAT I35 COCPERATIVE EDUCATION TRAINING?

. - . They are high school training programs--for Junior and Senior
students, at least 16 years of age.

. « These programs offer on-the-job. training. ”

-

« « « They operate under the supervision of the local school admini-
stration. :

'

« « « They require the cooperation of tne local business community.

WHY ARE THESE COOPERATIVE EDUCATION TRAINING PROGRAMS NECESSARY?
!

»

« « o« Only one out of gour high school graduates is college bound.
. . . Business needs workers with Some ekperience.

. « « Business needs high school graduates for many jobs.‘

« « « Cooperative Education Training produces high'school graduates

with working experience.
*

. « New methods of business operation and advanced techniques
require more specialized training for employees.

« « « Increasing competition demands greatef productivity from
employees, lower personal turnover, and maximum efficiency.

« « » Trained employees can reduce expenses.

« « « Business is the essence of our free enterprise society.
Through the training of our young people, we (the business,
community, and school) can prepare them for the future world
of work. '

.~
o
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' {AFulext provided by enc

AHAT A.CD TH? ADVANTAGHS OF COOPERATIVE DUCATION TRAINING
TO THE COMMUNITY?

They provide a sourc2 of well-trained and qualified future employees. -~

They train young p~rsons in your organization to meet your job speci-

fications. :

A

They enabl: student-trainees to demonstrate their enthusiasm, energy,
aqw fresh ideas.

Thay establish gond community relations, alléwing the businessman
the opportinity to conperate with the schools in public education.

‘They acsist in r-taining young workers in the community uporn comple-

tion of high schnol, hecause they are trained to become full-time
workers.

“

‘They establist. 2 link betwesn business, home, and school allowing

tir: businessman nn Lrfluential voice i srhool affairs.

They aid in reducing labor turnover and triining costs.

© They allow the business to provide « work: rxperience laboratnry for

training in business and professional services.

They aid in mauking r-wulizr cnployees “onsc ous of thelr own train-

ing needs.

They establish ~n 1tmocphere of regponsibility among employres who
are assigned as training swervisors.

They create dependability und ;ood work habits amnng young persens.
-

They promote training with occupational] objectives in mind.
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HOW DOES THE COOPLItATIVE EDUCATION TRAINING BﬁéGRAHS OPERATE?

: In the Claésroom“

The student is enrolled in academic subjects along with
a repular class in Coopsrative Education Training.

a Instruction is both basic (generally applicable to the
entire field of business) and specific (related directly
to student's field of training.)

The coordinator correlates student'slsbecific instruction

to jeb requirements and individual needs.

- v

The student spends half of his day in classroom instruc-

tion and half a day in a bona fide training experience. )
On the Job

Students are screened by the coordinator for aptitudes

and interests, but the training sponsor makes the final ‘

selection, ’

Students becom: members of tho business organization's

staff of employees on a part-time basis, receiving

regular wages. 7 ,

Students learn by doing, putting into practice thg know- -

ledge which they have gained through classroom study.
‘Students work a minimum of 15 hours weekly, on-the-job,
o and attend 17 hours of weekly classroom instruction in
(‘ : Cooperativ: ¥ducation Training.
’ itudents are supervised by trained, experienced employees,
' according to a preplanned schedule of work experiences.

e
-"

(
(




WHAT I3 THE COORDINATOR'G RESPONSIBILITY TO YOU?

To provide qualified part-time student-triainess who will mature
with job experience and become proficient employnes of the organi-
zation.

¥

4

To assigt in establishing a suitable tralnlng program and schedule
for the individual student-trainee.

To revelop individual study guides for classroom work which will

provide the student-trainee with specific information which relates

dircetly to his job and the area of training.
To wnrk closely with you, thc training sponsor, to insure a sound
training propram for the individual student-trainece. ®

o

.To évaluate the student-trainee's nrograsa repularly to insure

zatisfactory job performance. .

" To maintain i close working relationship with the manapgement and

training supsrvisors.

Tn assist you, the training sponsor, in every way to fulfill each
student-trainee's occupational objcctive and training needs.

¥




WHAT ARE YOURt RIMGPONSIBILITINS TO THE COORDINATOR,
TH:: 5TUDENTS, AND THE SCHOOL?
A
To provide suitabi: employment for part -time student-trainees,
offering an opportunity for job experiences and learnlng.

To plan a work schedule that will lead to Job progression and

rotation of duties as the student-trainee develops ability and
skill.

To appoint a qualified, experienced employee to supervise the

student-trainee on-the-job, following the training plag'wherever
possible.

To work clooely with the coordinator in carrying out the student ]
tralnlng objective.

To encourage the student-trainees to develop good work habits and
attitudes. »

+

To provide the coordinator with tralnlng materials which your
-organlzatlon may have on hand.

>
To volunteer to speak to student groups, club organizations, and
in classrooms about your businass, 1t3 opportunities, and its
carezer possibilities.

To make suggestions which you rhlnk could or would improve the pro—
,gram and strengthen the training. ‘

To encoq;age other bu51nesomen,such as yourself, to engage in train-
1n{' activities, ¢~ ,z

To pay a fair and equitable wage in-relation to the student-trainece's
skill, abflity, and experience.

To make the student's work hours sufficient for training, but to
11low reasonable time for study and relaxation.

“
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SUGGESTIONS FOR TRAINING A STUDENT IN YOUR ORGANIZATION
Fy

Lrientation to the business, employees, and operation is vital.

Assifn “he student to a training supervisor, give him a defi-
nite sche hule, and instruct him in job responsibilities.

Acruaint him with nayroll procedure, personal pollcles, and
rilaes and reegulations.

Pnt him on your team and remind him that he must be productive
an dipendabie and show ability to progress.

ftemind him tha* he is in a training situation and that you will
axpect him to perform to the best of his, ablllty.

Inform hLm 1Mat you and the coordinator will evaluate his work
raglarly an-d that you will grade his job performance and
progress. .

Inform the studgent ol Lis acceptance as an employee and’let
him know wiere he stands with you; never keép him guessing.

Heward tnd/utudpnt with a pat on the back for a job well done

+5 readily as you «2ild criticize him for errors and lack of
.judgment.

Teach him the importance of profits to your business and to

himself; expest high standards of work and productive perfor-
manze,

ide him in developing paper work habits and attitudes, and
h21p him inerrase his qklll and knowledge.

Gorract faulty judgments and 1mproper technlques before they
bacomp habitual.

Confer with the coorleator regularly, regarding the student‘
training; keep private

matters confidentlal.

~
,~—
e
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. . s SUGGESTIONS FOR TEACHING STUDENT-TRAINEES

o .
“

Step 1 Prepare the learner. Put him at ease, thoroughly explain-
‘ ing the why before showing the how. Make certain you have
. his complete attention and that the trainee understands
before proceeding to next step. v

Step 2 Present the material or procedure to be learned. Present
one point at a time, ask the trainee to repeat the process
or to give back information, explaining "why" as he does so.
Question the trainee frequently, correcting errors or in-
correct grocedures. Long or detailed processes should be
broken into smaller units for easier explanation. Never
assume that the trainee knows, remember that procedures
familiar to you will be foreign to him.

Step 3 Demonstrate when possible. Always show the trainee, allow-
. ing him to repeat the process. Illustrate a task to be
done, use an example, always show more than you tell, and
correct errors immediately.

e

Step 4 Apply the learning. After your detailed explanation, have
. the student demonstrate the procedure, showing how he would
perform under actual job situations, and present problems
to aeheck his reasoning..

¢ Step 5 Check the learner. Observe the trainee under actual working
conditions. Correct faulty procedures and techniques,-and
test trainee's knowledge and understanding. Make certain
he knows where to get assistance. Check his judgment.
' ' When the trainee is ready for the job, let him assume his
' responsibility; this is the best possible proof that you
instructed well.

“

‘w L
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SUGGESTIZIS FOR SUPERVISING THE TRAINEE'S WORK

The trainse you have employed is a human dynamo,.bubbling with
energetic enthusiasm and full of young ideas--but lacking in self-
confidence. He is shy, eager to please and wanting acceptance by
the employees and management.

Your job of supervision is 1argel§ a matter of allowing ihe
trainee to find himself. You will be required to exhibit patience,
understanding, fact,” tolerance--all mixed with a sense of humor

o
Al

1. . Assign work with reasonable bounds of physical strength.

. 2. Recognize that' young people lack adult muscular coordi-
nation and sound judgment.

3. Remember that youngsters have outbursts of emotions and

' exhibit poor hehavior at tiﬁés, rebelling at authority.
Ignore them (if possible) and the situation will correct
itself. , :

'

L. Give criticism fairly, without emotion, and let trainees
. discover their own mistakes. . \

5. Use the '"We!" rather jhat "I" approach.

¢ 6. Put trainees on your team, treat them as adults, and reward
' . good needs with added responsibility. .

, » !QL
7. Give instruction clearly, telling why as well as hdw.

8. Expect the best. from trainees; never accept poor quality;
- teach them pride in a job well done. ’

9. Set a"good example for trainees to imitate.

10. Point trainees toward a goal and help them achieve it.

%




/

Seq}nar in Vocational Education:

. )
The Negds of Students in Distributive Education

‘ Prepared for:

Professor Hudson
EMB 519, Seminar in Vocational Education

N ‘ Rhea Lightner, Chairman
Norman McCuen

Murray Oppenheim

Bob Speilman

71




Distributive Educntion is a program of vocational instruction in the field °
o of marketing and distribution. It is designed to prepare individuals to enter,
' to progress, or to improve competencies in distributive occupations. Emphasis
is placed on the development of attitudes, <kills, and understandings related
to marketing, merchandising, and management.

Distributive Education is a cooperative effort whose participants are
educators, students, and businessmen in the field of distribution. ‘Improved
skills and understanding enhance the value of the Distributive Education
trained employee and-subse uently enlarge his scdpe of endeavor in the field -

« of distribution. This inc cased efficiency and enliéhtehment through education
results (n mutual benefit to employee and employer as well as reflecting
professional dignity and status to the profession of marketing.

Distributive occupations are those followed, by proprietors, managers, or

emplovees engaged primarily in marketing or merchandising#goods or services.

.
-

These occupations are found in such businesses 15 retall and wholesale trade;
finance, insurance and real estate; marketing services; manufacturing; trans-

4 3 ! - -
5 portation, storage, utilities, and comnunication:s.
+

«

Aruitoxt provided by Eic:
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Orientation . ' )

The distributive cducation student has a need:

. ...to understand the purposes of the Distributive Iducatlon program including
) the secondary, post-secondary, university, and adult levels of instruction.

.to relate his present and future career goals to the Distributive Education
program.

...to indicate through explanation his attitude, interest, and awareness oi
course content in the Distributive qucatlon program.

.to identify qualifications, responsibilities, and opportunities afforded by
DECA, and the educational and monetary benefits derived from being a,
Distributive Education student.

..to recognize the basis for the evaluat1on of his performance, both in
class and on the job.

.to 1dent1fy five sourcua of -information relative .to employment nnnortunltles
in markeiing.

.to secure permission from a person to use his name as a character rcference-
by either telephone, personal contact, or letter.

.to develop a personal data sheet. -

.to secure an appointment for a job interview by either telephone or letter.

~

.to complete a standardized job application form according to directions.

.to identity and evaluate strong, and weak points from an observatlon of an
actual job interview.

..to usc appropriate interviewing techniques in applying for a job for which
he is qualified. '

.to follow up an employment interview by writing a personal letter of appre-
ciation to the businessman for the interview.

.to write a self “appraisal of his personality including both strong and weak
points. .

.to identify general pcrsonqltty traits and adjust to them in accordance
with the principles of pos1t1ve human relations.

.to offer pos1t1ve approaches to involvement in Lomrunlty activities that
personally relate and identify him with the commumnity in wbvch he lives.

...to write a personal evaluation report which reflects nd demonstrates his
initative, responsiblity and resourcefulness in his , his job,, SLhOOl
DECA, and the community.

x
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Aruitoxt provided by Eic:

...to analy:c his own health habits as they relate to good physical health and to

identify sugge-tions for improvements in his daily living., ¢

...to accept and apply company policies and operational procedures in his -

working relationships and job situation.

...to demonstrate and identity personality traits and qualities in which he has

shown growth in maturity during the course of the year.

T~




DISTRIBUTIVE EDUCATION, FIRST YEAR ‘ *

Merchandising:  Selling

v

The distributive educdtion student has a need:

...to contrast the difference between retail and wholesale selling in our
American economy. .

. ...to describe the employhent qualifications basic to success in the
" sales profession. : ’

..to conduct a sales presentation in accordance with the standards
set forth in the DECA handbook.

..to identify buying motives which influence the selection of a produgt.
-.lo react to at least five customer types in given situations.

...to analyze personal strengths and weaknesses as they relate to employment
qualifications which are basic to success in the sales profession. ‘

Merchandising: Advertising

.to understand the contributtichs which advertising has made to our way of
life and indicate the importance of advertising to the business world.

...to determine the advantages and disadvantages of the varidus advertising media
on the basis of costs versus market reached.

...to evaluate the effectiveness of selected newspapér and magazine advertisements.

...to demonstrdte his knowledge of an effective layout by developing féur
layouts for newspaper advertisements.

...to develop the copy and the layout for a television commercial.

¢

Merchandising: Display

...to identify the various types of window displays.

...to select the type of interior display most appropriate for given types
of merchandise. ' '

v

...to distinguish between formal and informal balance.

“ ...to recognize monochromatic, analogous, complementary, and multi-color
schemes.

...to evaluate thegeffectiveness of a display in accordance with the
standards set gorth in the DECA handbook.

. "y g - , \
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5brch994ising;' Merchandise Planning and Stock Control

4

..to 1dentify five types of buying practices.

..to determine 'open-to-buy' from giveh information.

..to complete an invoice and related forms from a given purchase order.
{

..to describe three types of delivery procedures.

.. to Lo%Blete a receiving report and related forms from a given 1ncom1ng shipment
of merchandise.

~

..to arrange the steps taken in the receiﬁing process in tMe appropriate
sequential order.

-

.to determine where merchandise should-be received, checRed, marked, and
stored on the basis of a given basic floor plan of a retail store.

..to identify stock classifications according to given locations.

..to select the appropriate type of price ticket from given descriptions of
merchandise.

[ 4
..to mark a price ticket appropriately from given information.
Merchandising: Consumer Credit

.to explain the advantages andsdisadvantages to a business in offering
consumer credit.

..to recognize and dISLIlmlndtC between the dlfferent types of retail
credit plans.

..to identify the major sources of consumer credit.

, ...to describe the. types of collateral normally required by each of
ot the major types of consumer credit institutions. w

...to determine the credit risk of an applicant by ev&luatlng his capacity
to pay.

.to identify the sources of information which a business may use to )
investigate a credit applicant/and to describe the types of information |
which each source may be exp€cted to furnish. |

..to dezz?mine the credit limits which should be set for a credit applicant.

JERIC o 1o ‘ |




DISTRIBUTIVE EDUCATION, FIRST YEAR

-
Marketing in Our Economy: FEconomics

: \ /
.to identify and relate the impact of our economic system upon his everyday life.

...to describe the major economic processes and explain how these processes
serve to satisty human wants and demands. ,

...tovidentify his role as an employee in the economic process of production
and recognize his relationship to the other factors of production.

.to differentiate between direct and indirect exchange;

-to differentiate between the types of income distributed to the factors

cf production.

*

.to recognize and describe the role of consumption in our economic system. .
.to contrast the standards of living under capitalism, socialism, and commmnisn.

.tc identify the effects of local, state, and federal regulations on and partici-
pation in our economic life. ' ’

N oy :
Marketing in Our Economy: Marketing

.to recognize the application of economic principles, processes, and

concepts through marketing activities. )

..to discern the importance of marketing activities in his local
community, his state, and in the total economy.

to identify the eight functions. of marketing as they are implemented through
business practices in his local comnunity.

.to ‘select the appropriate mode of transportation for given types of
- merchandise. i %

.to distingu1sh between private and public warehousing and identify the
unique services of each. “

.to determine the appropriate method of storage for given typeé of herchandise.
o . : : o
-to recognize management practices which serve toyminimlze business risks.
. ,
¥ .to 1dcntify the distinguishing characteristlcs of the various types of
retail organizations.

.to discern the distxnguishlng characteristicq of the various types of
AT WhOlO‘llCrH v

.to 1dent1f\ business institutions in his local community which faLllltlfC

the mdrketing process. -

.to select the appropriate channel of distribution for given types of

merchandise,

Qo 1 | '7{}
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The drstributive education student has 4 need:

»

- T : . . ‘ .
...to define ynd ‘distinguish between the major types of business ownership.

...to understand the advantages and disadvantages of each type of business

cownership.a' o .

..to prepare d written partncrship'ugfecment and the basis for a formal
corporate charter. -

Y

..to define the need for and the principles of an effective internal
organization.

...to differentiate between the three types of organizational plans.

.

Organizition, Location, and Pinance: Location

B -y
...to develop a check list for conducting a survey to ascertain the profitability
of a given lociation for a given type of business.
- » - ¥ ‘ . - . . .
..ato identify at least,sdven major types of shopping districts.

Organization, Location, and Financg: Business Finance

...to identify and describe the types of capital needs in a given business.

...to enumerate the factors necessary for determining the capital needs
in starting @4 given type of business.

...to identify at least seven sources of busingss capital in his local
> / e

/ ~ -
DISTRIBULIVE LDUCATION, FIRST YIAR 74
Organization, Lovation, and Virance:  Organization ‘
comunity.
|
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DISTRIBUTIVE EICATION, IIRST YEAR
~ Marketing Management
The distributive education student has a need:

...to define and describe the major responsibilities inherent in market ing
management.
... to enumerate the fuctors necessary for consideration in planning )
and/or selecting a rpoduct for manufacture or distribution in a given business.
A . ‘ )
...to recognize the state in the life cycle of a product in which a given
product is found.

...to calculate the price of a product using the total cost plus markup
approach and the average cost plus percentage markup approach.

...to identify and "explain at least eight pricing policies.
...to relate the major objectives of promotion management.
...to determine the basic promotional policy for a given type of business.

...to outline the major elementd which should”be included in a personal
program for sales personnel.

...to determine the degree of miarket exposure necessary to maximize profits
for a given product.,

A -

...to recdgnize the differences between vertical and horizontal integration.
,

’

78




DISTRIBUTIVY EDULATION, SECOND YEAR

Personal Success: Settirg Yourself Us For Succecs
5 g

The distributive eication student hus a need:

. ...to identify the roie of human relations for supervision in marketing uand
divtribition. ‘

...to recognize apportunities in which he 1%\able to practice human relations .
as a beginning supervisor.

...to evaluate the human relations perfomance of other workers in marketing
and distribution in 1espect to possible advancement into supervisory
responsibilities. ‘ S
...to exhibit in himself the qualities that an employer has a right to expect,

---to.analyze his own personality and to make a plan to develop himself to
be a more pranotihle distributive employee.

...to identify functions that are chiefly supervisory in nature from a !ist
of management functicns. ) :

...to decide how mucb.nuthority should be delegated to correspond with =
specific exarple of a need to delegate responsibility.

...to be involved in decision-making according to a typical supervisory
Situation in a marketing and distribution business. c

' . \1‘
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DISTRIBUTIVE EDUCATION, S5PCOND YEAR

Merchandising I!: Buying

The distributive education student has:a need:

-..to recognize thé importance of the buying function in anyv
retail business.,

...to analyze the merchandise divisicn of a retail business and
explain the duties of each employee within that divi: ion.

...to relate the duties of the merchandice division with the othes
divisions with a retail business. ’

-

7..to cvaluate the qualifications necessary tor becoming Fayer

.to evaluate the various methudJ a buver uses to develop
buying plan. ‘ , '

.t create a stock pian 1r1 izing stock 'ld‘Llf](dt 100ns o
price, size, and color. -

...to determine”open-tofbuv” by unit or doliar caontrol.

...to understand that the bas=ic principles of data p1010>51h.
- are basic regardle&, of the method of processing employed.

...to identify the dxi‘-r(nt tvpes of data processing nused in
merchandise ontrol.

.to evaluate the type of data processing method mo.t appropriat
for different size distribntive husines. operation: .

.to understand stock turncver, and demon-.trate how computer ..
sales information incrcases the rate o! <tock turn.

. . . . . C oy
...to explain the several kinds of discounts and dating: availail-
to the retailer.

...to use a buyer's procedures in writing order~ for mer:band: .

“erchandising Il: ‘“ale Promotion

...to decide what items : tusiness should Lprovote at varic:  ti
of the vear.

.to determine ~hygt adverti ivg media a mal! busines. and 4 .ree
departr2nt »tore 2hould empley tn promute o viven itew
merchandise o+ service.,

...to develop =+ tioyible promctional budget ba o8 - ade. al
and past pertormance recorle .

‘ - 80 ‘

o~

ERIC :

Aruitoxt provided by Eic:




...to compare the marketing and communications perspectives ot
advertisng.

...to recognize classification- and scopes of advert . <ing i
relationship to a company's advertising etfort,

4 °

...to create an effective plan of window and -interior diplayvs
that repeat the sales message of a\stoure's advertising,

.-.to be able to evaluate a store's "Customer Image' by an analysi
of that -tore¢': window and interior displays.

-+.to compare various interior ani wirdow displays for their
selling power for various types of merchandise.,

...to be able to construct a window an: interior.divplay from
hiis own plan. '

...t0 prepare a joa analysic of a fashion coordinator's position
showing her relationship to the merchandis¢ and sales promotion
div.<ion. ' ’

- .to ~raluate the qualifications necessary to heconme a display
man<ger, an advertising wanager, a fashion coordinator, and S
a sal~s promotion manager. o

+..70 «develop the ability to plan a sales ‘promotion showing the

‘ int-r-elationships- ot the sales promotion and merchandi«e
divi-rons ‘including the advertising, displav, recirving and
ma:tiry departments plus the fashion coordinaior.

-+ te a.sess the success or failure of a specific sules promotion
plas Pased on the communications among varius department =
coorerating with the sales promotion division.

Herchandi-ing I11: The Art ot Selling
...to nnderstand the role the "salesman' huas played in the building
of *i.: American econouyv.
...%o turmulate a plun of action that will improve hi- abilit
to -~ucceed ac a salesperson,

-..tc evaluate the pre-approach plans of an automobile . ale«prl
and insurance or real estate salesman.

...to as»ess varilous types ofapproaches as to their effectivenc.-
in yaining entry for an outside salesman. '

...to prepare a sales presentation that will successtully include
the five buving decisions that a customer must make.

...to be able to incorporate into his sales presentation an
effective demonstration of the use of a product or service.

81
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...to be able ro sucdess fullx handle various types of «ustomer
| y objections. - S . o
,‘\“ ':* ,4*. N x
< T...to 'MdGIStdhd the seven technicues often used.to "clove' 4
w i 5 dl LS “N ' @ ‘ ' P - ’
st 0
i ...tq»effectivvly Use suggestion selling. ..
. ,‘x‘['f' "“;_“\‘ . ‘ .
,l;a N "p L .
v ..*’to'plan a sales presentation which is both bel:e\ahlc and -

complete enough to close a sale.

..to create.a plan that® \éll increase his. cu@tOmer ¢lientele

A for a product or servi incorporating the necessary records .
that should be kept. . ' o
L , '
" Merchandising II: Consumer Credit, ’
...to anal)ze the 1dvantages and disadvantages. of a bu51necslan
extending credit to his .customers . .
L ...to design an or;anlzatlonal thart for ‘a credit department
“for a small company, a medium size company, and-a,large compan:,
‘ showing the personnel needed in cach and thelr respective .
! duties. .
‘h?‘fﬂ" : v N .
... to undefstand t role ot the:credit bureau in the business
soc1ety today iWCluding new government regulatlonk conce¥ning
customer 1nformat10n - A ‘ ‘ L
. . e 3 o
' ...to establlsh a billing systnn for a business of his choice ~ -
. determlnmg the methods to be useid for billing and controlling
g . of aglng accounts, o | -
. .. to be ablg, to evaluate a series of dellnquent account. \and to
. ‘determin®¥)the type of '‘collection techniques that stoeuld be
' used to collect each account. .
Vo 7;..to determine the amount and t. ‘pe of account information
: " a credltwmanager will find etondmhcally fesible to hi\C i
computer procesa tfor him. : : . T
N ' ... to devise a credxt program for a bUSIHLbS that w11 compas:.
" — a system of credit 1nvest1gat10n authorlzatlon and conllection :
L sy@tems including h tronwt Data Pr0te551ng . .
. , . : LT
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DISTRIBUTIVE LOUCATION, . SEROND YEAK

Organization, Lavout, and Finunce: Organization

The diisqri‘buti\r'e'educ ation student has a need: .

.:<.to understand the a 1Lg1p1eb and characterxctxcs of an effective
structured busines orvanization.

...tofﬁ15t1ngu1sh the chiracteristics and responsibilities of
different organlzatlonal structures.

...to develgp solutions to the problems of 'the human element and
personnel p011c1es in'staffing an organization.

Lo to comprehend the trends in a structured organizatinn.

...to apply’ the principles of leadership through motlvatlonal
1ncent1ves and superv1sory technlques :

Organlzat1on’ ayout "and Finance: Store Layouf and De%ign

"

'...to create an effectlve, modern exterior storc de%ign. '
...to assess the most eff1c1ent and effective use of intérior
space, color, equipment, and ‘fixturés.
Organization, Layout, -and Finance: Finance
...to recognize the impdrtance'of a sound accoQEting cystem
in bu51ness. oo

...to Lnterpret busyﬁ%ss reportJ aqg rec01d>
to be able to develop an approprlate procedurc for maintaining .

adequate 11qu1d1ty thh1n a 21ven h sana,.

...to be able to. formulate a Sﬁﬁpd insurance .program for a
distributive business concer i




DISTRIBUTIV; RDUCATION,—SECOND’YFAR

Marﬁeting in Uuriggbnomz Il

The'distribuxiVe education student has a need:

AU . g
.to know the 'importance of economic growth.
. +

.to be able t¢ différentiate between the components which

“ comprise the fiross National Product as it is used to measure
economic growth. e

]

.to distinguish between monetary and fiscal policy.

e

-to recognize the various phases of a typical business cycle,
the major reasons for its causes, and the fiscal and monetary
. actions which should be taken to stabilize fluctuations.

..to recognize the contribution of marketing to our economy
+and to the social process.

4 ' -..to synthesize the elements which comprise the marketing :
concépt. - : . '
.. +..to understand the differences in implementation of the
marketing concept in agricultural and industrial marketing.

p -.-to be able to appraise the importance of agricultural and
industrial marketing in tKe American economy.

..to be able tr differentiate between bilateral and multilatcral
trade. s . ) -

-to be able tc appraise the need for and importance of inter- |

national trade, the governmental regulations which affect- '
foreign trade, and the international agencies which promote

tade between nitions. 7

.to ana)Yyre the importance of international marketing in the
world /economy and the contribution whcih can be made by it
in prpmoting world peace. :




DISTRIBUTIIVE L:UFA.IUN, SECOND YEAR ' '

Marketxnh>ﬂanqumentll L '

.t® assess consumer expenditure patterns with a variety of

.to Jdifferentiate between inherent”and Jeewwed consumer buying

.to be able to’judge product policies.

.to distinguish between the four types of brands.

. ‘ \
The distributive education student has a need: }
»
.to be knowlerdpeable of the term "the consumer market" and .
able to analyze those tactors affecting the consumer market.

-

.to d15t1ngu1sn between mctropolitan, regional, wholesa'le, and

national marketing areas. w
Y

.to recognize the character#stics of an industrial consumer

as opposed to an u1t1mate consuwer

.to evaluate future consumer buying trands based on present

age distribution. .
income changes.

moti1 s, p

<

.to compare the influencing combinations of choices of the

family on buying. . ¢

i

.to identify ahd~categorize the major levels of social class
a% thoy relate to one's soclo-economic status.

.to evialnate pre-ent factors affectlng present and fnture

concsunmer buving hehav1or ) -

.to ayprulFCrrSYCdOIOglcal factors affecting behavigr changes

and trends a: they relatler to consumer purchases.

..to dfterentiate between cash credit, charge accounts, and
“installmert credit, '

-~ .
.to visualire the relationship of product, promotion, and
pric . )
Lto o compare i *angible good with an intangible good.

.to understard ;roduct plannlng and its importance especially

in'relation ¢t proflt

.to b- able to determine responsilility for product planning.

.to be abhle to cohpare\the incentives for product’ management.

, .
.to know the importance of '"brand" in merchandising.

£~
AL~
oy

¥




/
1
[y “ . .

.to be kncwledgeable of "packaging' and its importance in the
total product promotion effort.

o, ...to be able to identify four characteristics of gobd package.

v




1

This material ha- been taken largely from manuals published
by State of Flrrida, Department of Education. In addition to

films and film strips. "
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II,

IIT,

VI.

V1I.

VIII.

Outline

Aims of Fducation

-Overview of Vocational Home Economics

Clothing Production
Food Management

Filmstrip;i, Jobs for You, It's Happening in Home

oy

LA
in Home Economics Occupations

¥ [

Emn loy-egt outlook

Extent to which our program meets the students needs

i
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The tollowiny .tems migh' be quoted to student: for their
A Y
! ' consideration., Fosnibly, many students do not understand whﬁt
we are really trvins to do for 'hem,

Aims of Educatinn

. 1. To acquire sa'atie s«<ills ard the understanding and
attitudes of successful workers,

. . 2 To develor ~ood health, physical fitness, and mental
health, ' :

. 3. T6 understand arni fulfill obligation: in the come
munity, state, nation, and world.

4, To learn abnut con'iitions ponductive to successful
family life,

7« [0 purcnase ard use goods and service w'sely,
T
A, To use leisure well,

7. To develope respect for others, to live and work
cooperatively with others, and to grow in the poral
and sriritu2l values of life, ?i

P 3

S, To think rationally; to express thoughts clé%r y,
and to gead and listen with understandings,

- [f we anzlyze the’qboﬂ@ itams, we see thit what thﬁ& add.
. ; &

e o is " iood Civizenship.," What better approbation can be

bestowed on anvone?

.

v

o




OVERV1EW FOR VOCATIO AL HOME ECOMCMICS,
PRODUCTION 4% SERVICES

fhe philosnphy of Occupationél Home Economics Super-

vised programé in Florida is to educate interested students

who can benefit frem traihing in methods of industrial pro-

duction and services, .4

- meet.

The instructional objectives of this program are to
the neédc of - the student so that he will be able toi

Develop an~ep*table attitudes toward the world of
wory,

Acquire knowledge and pracflce of employabllity
skills,

Sef. up 3 work schednle for iob accomplishment,
Acquire knowledre of policies and procedures to
maintain-complete inventory of storeroom,

Have practice in the procedures for receiving,
regquisitioningr, 1ssu1ng, cogtlng and controlling -
of supplies,

Relate procedures for the above to maintain an
accurate boo:rkeepins system for cost accountlng.

.

Recognize career opportunities,

"Record progress reports for follow-up record.

Management v .
Plan menus for different types of food service,

Set up service of food for dlfferent types of
food operationa. .

Be knowledgeable of and practilde the leral asﬁects
of food handling.

Be able to purchase food service supplies and
related items as thev relate to menu, format, ,
vendors and various types of ~liertele, ,

« 0N
ol '/




]
. ‘anage time and enerr; ne rird tor a variety of
fon1 produz*ion tec niques In 3 day's work,

. Learn the uss and ‘care of sinipment to prolong -
t.e Life of tne equipmment and to use the 3quipe-
mant. to better advanta:ze, .

. Learn to look for recent trends in the T - i
dustry, 3 .

« Acquire knggiedpe and develop attitudes and skills
which are necessary for entry level employmant v
and advancement in jobs reia‘ed to food and nu-’
trition,

~ Clothing Management

. Acquire knowledge .and develop attitudes and skills
related to construction of clothing,

. Acquire knowledpge and develop positive attitudes
“and competencies in seleecting, using and caring
for equipmen*, books, and supplies nee ied for

construction and care of‘clothint,

. Acquire knowled.e and develop attitudes and skills
~related to planing, selecting, using and caring
for textiles and clothing,

. Acquire «nowledge ani develop attitudes and skills
in makin® consumer decisions rolated to textiles
ani clhthing.

L o« Acauire knowladge and develop attitudes and skills
& K in selec%in- “extiles according to anticipated
use, .

. Acquire nowlz:dre related to aesthetics of tex-
tileas and dress.

- . Will relate tne social ani psvehqlogical impli=-
cations of clotiing to personil, family, Qpi
tyocational elothing enncarns

. Acquire snowledre and develop attitudes and skills

p nesessary for-entry lavel eriployment and advance-
. ment ir jobs related ‘to textiles and clothing.
- D ‘IAR
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OUTLINE ®NR VISUAL DESICN

-

1. Importance of design “ &

2. Kinds of design .
a. Structural
b. Decorative

3. Flements of design o ‘ .

. a. Line . .
b. Shane or Form / ’
. ) .
rd
c. Space
15
d. Texture ‘
- e. Color
4., Princivles of desipgn . )
a. Balance
b, Rhythum
c. Pmphasis " .
o ) d. Proportion
e, Harmonv ) )
’
-*
) ; S




OUTLINFE FOR TEXTILES

T. Classification of Fihers and Piber Characteristics. q
A. Natural fihers

1. cotton Co

2. 1linen N
3. woll
&, 811k :
B. Man-made fibers ‘
1. Non-Therwoplastics )
a. ravon
b. glass

c. metallics
d. azlons
2. Thermoplastics

a. acetates

b. triacetates

c. nvlon ' h

d. acrylics

e. mwmodacrylics

f. npolvesater ’ : '
3. PRubber

4. Spandex
5. Fiber Blends i
I11. Fabric Construction , AN
A, Weaving
B. Knitting

C. Bonding ’ | CN
IIT. Types of Weaves « !
- A. Plain .
B. Twill .
D. Basket

. C. Satin _ o |
E. Noveltv ]
IV. Fabric Finishes
Shrinkage
Mercer{zation ’
Fabric Sixing
Wrinkle resistant
Stain and spot resistant
Flame reséstant

b B e NI X

V. Consumer Motivation
A. Legislative regulations
B. Government standards. © Y
C. Wool Products Labeling Act
D. Textile Fiber Products Indentification Act of 1968




OUTLINE i'OR CUSTOM SEWIN :

(s« Pleasin- ‘he Cust.omer ‘
A..- Coordination of pattern and figure type
B, Understaniln' of required amount of fabrie
e ueallnp with the customer

. : D¢ . Findings ¢ .

TI., Patte=n Alternations and Fibric Selection
- o, Firure types
e Measurements

1. Ladie's

n

2. Men's . .
C. Pattern Alternatinns
1+ Common alternations .
2. Fitting the problem figure .
$e Cutring and * arkwnp
"%, Special care fabrics ’

\ -~ 1. Napped and pile fabrics
: 2., Plaid- ani stripes
3. Knit fabmMes -
Fo ™“eéhtric System -

[TT. Selection anil Use of sewing Equipment
‘ A. Notions _—
L, ' B. Small Equipment
1. M“easuriar tools
2. Marking tools
. Yo Pressing equipment
A . ' o Sample color ania fabric swatches
C. Macnine Care and Use

IV. Construction techniques

A, @Speed tachniques

B, Oarment evaluation »
. Cs Finishing techniques
e NDe Quality work
"& ¥
r 4 ! 7
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A,

Be
C.

I. . Jobs in Industrial Sewing

i

OUTLINE FOR INDUSTRIAL SuWING

A Y

v

Employment opportunities for indusrtiai machine
operators

Apparel industry employment
Other employment possibilities’
1. Specialty Sewing

2; D‘rapBPV

3. Flag :

4, Auto-upholstery

II. Employment in Garment Factory

A,
Be
c

Qualifications
Safe use and care of industrial machines
Production work

\

III. Garment Produetion

A,
B,

Efficiency in produétjon
Efficient workingz

A

IV, Job 3uccess




-

A.

Ce’

D.

‘.

F.

-

(
OUTLINE FOR ALTERNATIONS

L)

Orientation

1. Acqnuintanca with school and class facilities
2, Course objectives

3. Shop procedure and breakdoyn of work schedule

Oripntation

?. Skill as a commodity in the market place

2, Desirable traits and habits which slifould be cul-
tivated to be employable

,3. rSelf-evaluation )

4, Work-svaluation

Equ;pment and Tools
i
1, List of necessary tools d quipmont
2. Proper use, care and maintenance of home and shop
equipment
3. Safety precaugions

JFabrics:- knowle&ée of and precautions to use when
working with: ~

1., .Natural fibers ¢
-2+ Synthetics-sheer and’ opacque
3, Beaded, sequinned, quilted, embroidered, atc.
4, Velvets, matalasse, suede-cloth, leather, lam-
inated, bonded, fur-cloth and real fur
5. Knits-machine or hand knit
h. Lace-imported and domestie
Altering and Fitting Ready-made Garments,

1. Dresces-daytime and evening

2, Suits=tailored and dressmaker style
Jo Coats=-tailored and dressmakers style
b, -Slacks, pantg, shgrts

Proper "finishing" of Work\on Garmenté

1. Snaps, hooks and ayes, buttons, labels, etc.
2, Correct hewming stiches for various fabrics and

styles
3. Proper shaplnp and insemtion of shouldor and bust
' pads
4, How and where to make belt 1oops, llngerie koepers,
hanger bars, string tacks, etc., »
. ’ . ”~ ) "
. o8




G. Care, Mendiri and CTeaning of Garments

1. Proper storage and handling .of garments in work
2, Mending and reweaving
3, Spot cleaning

‘ H, Pressing ’ .

i{. Equipment , ‘ .
2, Precautions , '
3. When and where to prese L :
4, ,Use of pressing to eliminat sting, pinning .
and marking o ’
5, Correct pressing
6. Finish pressing,

I. Resizing and Remodeling .

1. Analysis of garment and feasibility of resizing
or remodeling same g

2. -~ How to proceed with alternations

3., Introduction of other materials; trims, acc-
essories to achleve satisfactpry results

4, Cultivation of style sense in makdng style chanres
with confidence

7

i

Je Accessories; How to make and when™ to use

1. Bows-all styles; roachman, strine, Dior, Chanel.
cocarde, atc.

2., Scarves-smoke ring, ascot, panel, stole, f1chu

3, Buttons-jeweled, self—covered turk's head, corded

4, Belts-string, ribbon, self-covered. cordod

Y K. Fitting the Physically Handicapped or Abnomal Figure --

1. Lenrn to make quick evaluation of fitting problem
2, Use of longer sippers, front Qpenings, extra paneks
) or pleats where needed
3, Gamouflage with padding, horsehair, scarves, etc,
) 4, Importance of proper attitude and handling of part-
= s © lcular fittinv problem-psychologically and emotionally

"

-
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...demand for your services

’ CULDELINES “T0 SPL¥-EMPLOYMENT
. IN
’ CLOTHING NANAC?M!NT PRODUCTION AND SERVICES
There are many oppottunitieo‘fot self-e loiucnt in
clothing management, producéion and services. These choices

include: sesmstress, custom dressmaker, nltetnntioniatfittilot,

specialty shop owner, monogrammer, fashion designer (flat

‘ pattern work), fabric store owner and reweaver.
» \

v
4

Important aspects to consider before becoming self-employment:
...advantages and disadvantages !
«esjob drescription

B

p _
...responsibilities and duties involved

’
L]

...opﬁbtiun%tggu-nvnilnble

...lpecinl education or,ttninin; involved

...how to establish yourself in business
...orgunizntionni\\\a operational information available
.+ .expensed involved T

...state, city, or county laws effecting business

t

There are sany beaytiful benefits foréa!self-cnﬁloyed i
person. However, vou should check with the state License )
Bureau concerning any license necessary. They may be handled

by the city or county but you will need to check with the

" 4ndividual ceunty ag to the ;iocedute to follow. There

_ are U.S. Covermment Bulletins available concerning business

laws and taxes. '

‘ t 4 , ) “"»1{\‘9 o * -
- . \_' o )
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AN

~ |

Oua;it work is important in a}1~a.p¢cta. but iﬂ\lelf~
énplpy-gnt it is a necessity. A customer vho is aatilfigd'
vith your work will pot only return herself, but will bring
others with her. In this way your business will grow.
Previ&u;;§§fE§ng-expétiencewis beﬁéfiei;liand it is also
suggested that vou talk with thase in yout‘chosen field to
ga}n ihlightvlid benefit ftoﬁ their.expetiencg. ‘Thfy mnf'

offer suggestions in getting started.

. ‘{S"
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III.

Iv. Bookeeping principles
V.
VI.

VII.

: ‘ COURSE OUTLINE
. N 2751 :

- . - FUNDAMENTALS OF FOOD SERVICE OCCUPATIONS
. . o
(1 year) 3
't

Orientatien

-

Basic Information for Food Preparition .

~ Tools and Equipment (use and care): hand tools, gadgets, etc.
B Terms, abbreviations, and vocabularly for food service occupation
C. Work - psychology, patterns

3

. D. Menu planning .
E. Recipe //
y aiting on tables / .

Sanitation and Safety

"A. Food burn illness |

B. Sanitary cedes and inspections ‘

C. Procedures for cleaning and- sanit21ng

Preparing and Cooking Fouf (commercial) -

A. lads

BT “Breads S .

C. Beverages )

D. Meats)\ Soup and Entries / R ' *
E. Sandwich ’
F. Dessert

G. Pies and cakes -

H. Special occasions

Policies and Job Application Techniques ; Y

Opportunities for Advancement in the Food Service Industry

. . -
Evaluation of Food Serviéce Establishments

-

i & . [

-
1
b

= . ' 12
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b N © L d
’
. Course Outline
Foods and ilutrition ‘
(Semester Course) :
Orientation .
f. Basic Nutritinn - ’
k. Importance of lutriticn
B, Tre Food Nutrier“s X .
C. Nutritional practices in rood ‘ervices
/

II,

I11.

.\)

ERIC

Aruitoxt provided by Eic:

o o . L.
ttasic Kiter:n .nowlndre Y

se fasle principles df planning menus
venus for variou-~

. t7res nf “ood Gervic~ operations
Cy Cooking Terms ' ‘
D, Food purcrasing and order forms ‘

L 3

Foods

A, Fools for tre spaceare

o Cornvenience in o 5 .
- C.. Advunces in Food -

D, Social and p-revnlogical asuects of food s

Ee. Concepts in »ns mer educutinn and manarement

E)

nxperienc s in sel otirc, rerariop and qorvine o rariety of
foods, .

rmplorient onvertind ics L Caod and ranr tior

& .

P

. . . .
‘ue!'is-l'it;’)i. B PR VIS B A2 A0 B AR (I ISR B o] s o )Od~ consumer

~
~
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.
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:
)
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Course .Litlive
Leryioe Bosd o e Fuoclic ‘
e I. “uman Lelations . ' . .
4. Relntiors ity ot-ers
<o Custe rolat’ o ~
e LUSLOmMer r~la’l..ns
Ce Zerving tre pubnlic
el .
. II,.7ypes of Service .tandards and “ec-niques

5 ™ . AN ’
A. -he meru
3. Menu planning ’

Je

I.

‘ C. Types of Zmnloyee service p .o . $
. D, Diringy Room rreparation ~
¥, Table Setting
- F. Seating Guest
5. rlaéing orders ;
v, Passing order to ritchen

Serving tre Food--Depends o

n Jype of

Presentin;,the customer's bill

III. Catering Services

A, Types of Catering Services and Special n=eds ] .
E. Epecial Food Preparatinn '
. ) ' A4 .
. ) { { .
5‘) ] 1
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v 1
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, \ on L LI,
SulITATLON NI SarLTY

i. sasic(Principlés o! vanitation

A. Personil sanitation Fractices

B. sanitary food Handling

‘. vunitation of . juipment and Utensils
. v. eneral.Cleaning éﬁocedures

I.. Food-borne Illincss ‘

~

A. letkn¢ of Transuiesion of Illness
L4 5 '

B. .ypes of Disease and Illness
o ~ C. Cauces- of Focd -borne Disease and Illresces
L. Contrcll of I}}ness
11i. Lasic saf-ty Principles
| A.‘Linds of Ki;chan accldents and Injuries
B. Training‘ﬁé Yrevent Accidents and Injuries

C. Develop.ent of 3afe Work Habits

), .

Q

¢r
.




I.

D. Utilities and lFelated Cosk

111,

General Fact. s of Cost Control

. CUTLILE .
COSL .. . . L AU ".L.CCBL KEEPILG

4

v

A.Xenu planrir; S
B.Purchasing

C.receiving and Storage
v.Issuing and Prémuction

r

B.auditing

Expense and Income

\A..Food and Labor Coct

E. sQuirment and Supnlies
I J j 4

C. Launcry gnc Unifsras -

Food GShéets

A. Inventory

B. Hequisjgion =

C; Stock Lecord and ! «ceipt Codt Cards
D. Weekly Food Cost ?pd Percentare

E. sorris for GStaples and Tinit Cost

206

16
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Pilmetrip: JOBS FOR YOU, IT'S HAPPENING IN ROMPF PCONOMICS

The\firlt are examined in the film, the hospitality

industry, incluéea hotels, }eltlurlntl. and 1nlf1tution11
food services of g11 kinds.. . The employment opportunities
dilcﬁolcd range from entry level jobs such as room clerk,
pantry worker, and bus boy, to nnn;gefill jobs including

head chef, and maitre d'.‘ '

The second area examined, the textile and apparel

indusrty, employs people with a wide variety of talents

aﬁd interegts. Many jobs exist for people with creative

‘ability, but there is also a great need for people with

8kills in nahuflcturing, nroduction, telting,;lllec and

distribution. - ‘ 5
M . '
The third area examined is con.unity(uervicen, which

’

includes a variety of health and welfare programs where

high school graduates mav find job opénings. Maternal and

¢hild ‘care services and organizations serving the elderly

-

are tvo examples. - o\

The fourth and final area examined, Ehild care, ia a

rapidly gsrowing business in America. As the field grows, .

the need for trained personnel grows at all levels.

.In a concluding statement, ; young home economics
teacher describes the value of home economics courses in
prenaring young 1nd1v1du11l‘fo;\nenningful careers:

"We prefer to éhink of home economics as the study

- of human relitionshipa and resources. We're try-

ing to get away from the old ideas of cooking

and sewing. Sure, that's included and it's im-

portant, but it's a total stqﬂ; gf life and that
T

17 B




-
. junt'hapaem to be nart of ‘it. Children nre( .
. " studied, families, customs, traditions, fabrics,
; o M ) -~ -
: - chenistry; so much is incleded 1in home economics - ‘
P . ‘ v ! L2 3
. . that leads to a well-rounded view of life.,."
. — '
L]
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; T ’
.are women, a large proportion of whom leave their jabs to marry or raise

“alone. . !

"~ and cutting room workers. ‘ N\

EMPLOYMENT OUTLOOK FOR CLOTHING OCCUPATIONS

Apparel industry éﬁb{:zment is expected to grow slowly through the mid-
1980's. Most job openings, howevérmkhillAgrise because ofgtheﬂheed’to replace

workers who leave the industry. About SO;Qgrcent of Eﬁe'industryﬂs,emplqyees

4

&

. ] ) . 1
families. Also, .a large number of the employees are near retirwmwnt age.

' Thousands of job openings each'year are expéctéd from retirements and deaths
. ) . N

l’. ’ - ~ ’ W
W ) » . ) . :
Deman for apparel in the years ahead is expected to increase 4s “population-

J
K ¥

and incomes continue to éiow. The industry's greater emphasis on styling'also
may stimulate demand. Because of imported clothfng, howeQéf, domestic
production prebably will not rise as fast as demand.

Empldyment‘in the ihdustry is not expected'yo keep up with the ‘production

«

of apparel, because new mechanized equipment and improved mefhodé of

L3

production and distribution are expecﬁed to result in greater‘optput per

°

. worker. Examples df labor gaving equipmeny include sewing machines that can

position needles and trim threads automaticallyﬁ devices that“auto,atically _

o t

position fabric pieces under the needle and remove and stack completed

pices; and computg?Lcéntrolled‘pattérm‘making, grading3‘and cutting. Computers

also are improving managerial control over sales, inﬁentories, shipping,and:

production.

~

] [ .
Despite technological advances in equipment, apparel manufacturing operations

will continue to require much manual.labor. Most employing opportunies will

be for sewing machin operators, because this occupational group is the largest

in the industry. Some job openings, also will arise for pressers and designing

n

Young people who plan to become designers will face keen competion, because the

number of people trying to get into this g-iél(;s exceeds the number of available-
. .l: < t

jobs. , ' iy

1Y

[ P
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- Earnings and working conditions In 197i,:pr6ductidn workers in the apparel

.manufacturing Industries. . Production workérs in the appdrel industry worked

' boy s workclothing to $3. 26 in those that made men's and boy's suits and coats.

, Wgrkeps may be laid off for several weeks during slack seasons, particularly

" "in plants that make seasonal garments. Employment is usually more stable in

- but the pace is rapid and many taks are monotonous. A sewer may occasionally

°
L

CLOTHING' PRODUCTION OCCUPATIONS

' te . ) ) "ﬁ . ) .
Alternations, Sewing machine operatorsg, Custom dressmaking, . Garment making

T . o ' ‘ : , . -
commerical, Fashion design. . , ; .

L R A ’
-k -
e N . -

.
“
1 . .

indﬁsfry averages $2.6f an'hour,'compared,witn $3.81 an hour for those in all”

. - . . A

!

feWex hours per weel ﬁhan'those in manufacturing as a whole,
Average hourlv earnings of production workers in 1972 varied among different

konds of apparel, plabts, ranging fron $2 16 in plants that/made men's and
] s

Earnings of appafelﬁwdrkérs a}sg'varied by occupation and geographical areas., .
. LT - ’ ' Yo
Because most production Workers in the apparel .industry are paid for the number
I ‘

of pieces the§}produce,_&heir total earnings depend upon speed as well as

Y
[

skill: .~
Many apparel workeré'ape union membgrs,\particularly those who work in metropolitan

N

[

areag. . o L

LY

v

’

’blants that produce Siandardized garmentsw In ma&y plants the available work

.

during slack perjods 1is divided so that ailrworketﬁ can-be assured of at least

some earnings, ' - . "

While many plants-are housed in old buildings, others are located in modern .
buildings that have ample work spaée, good 1ighting,fand air

conditionjing. .

Because most employees sit when they sew, the work is not pHysically strenuous,
L] . .

[}

)

pierce a finge}nwith a needle, but serious accidents are rare.
" 1] N .

. N . 9 i ’
Designing and cutting jobs are more interesting and less monotonous than most

) " .4
other apparel jobs. <0 1,10
. , ¥




" FOOD MANAGEMENT PRODUCTION AND SERVICES

3

Employment Outlook for Foods Occupations

The food induntrv is the third lnrgest in the JU.S.,
enploving four million' Vortera. It is eatintted tﬂ't through
the 1970"s, as more and more Americahs ,e:t their meals 1n. ¢
reatnurnn:;,.caieterinh, and drlvelina. there iill be a cor-
resnon@ing need for an additional 250,006 food a;ryice work-
ers ner vear tou-ee: this de;and. Workers in food service ;‘
may be employed hy restaurants, hotels and motels, cafe-
terias, military feeding, g:éiitnidf>nirliﬁes. !aiiroud., ;aterf

,tnp.“rftirement homes, and m&bilé'kitcheha. The ahortngg of
highly skilled cooka;‘chefp, and auﬁerviaora iz‘ﬁcute, and
pnndréunig{Zp are good for the Qellitfained vorker.

Feployment of waiters and waitresses 1is expected to
increase moderately through the 70°s. However, there will
be’mahy‘more new jobs nalcounter-wnitre.sea‘in fast food .

service establishments. More than one million waiters and

waitresses were employed in 1970, 90 percent of them women.

Farnings and Work Conditions
Earnings vary widely in the food service-industry,

‘depending on the worker's experience,‘akilla,iand place of

. emnlovment. Workers in entry-level positioms, such as kit-

-

chen helper or sandwich maker, wi}l earn the minisum wage. -

As the worker advances, he will recieve periodic“raioea.

"Head chefs earn from $2.22 to $£ 70 per hour and apocinl;y

cooks (auch*a. pastry and vegetnble cooks) earn from $2.05

111
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:0’54.12 per hour. Workers in most éood service estab- |\
1ishments recieve free meals and uniforms in ndditi?n.to
. . ' their salaries. - - -

Estimating wveekly salaries for waiters and vnit;e:aes
Y is aifficu;t because wvages are generallv lower than in
other food service otcupations. This is because most
waiters and waitresses reéieve a salary from $.9S'to $2,15

per hour plus tips. Because tips often avetlke 10 to 15

L . usually higheat where food prices are lls& high. Waiters .
.

0 and waitresses are usually supplied with uniforms and free

meals.

percent of the ;uests':totnl bill} earnings from tips are

~




. . YOU'R SELF EVALUATION
/
The Cuv in The Mirror

Whe vou get what vou want : ‘
In the struggle for self
And the world makes you king for a day ¢
Then w0 to the mirror and look at yourself
And see what that guy has to say.

- ‘ For it isn't your father or mother or wife

Whose {udgement upon vou must pass

The fellow whose verdict counts most in your life .

Is the guy lookinpg back in the glass. & v

& He 18 the“fellow to please

. Never mind all the rest’ ~

£ For he 18 with vou clear un to the end v

And vou've passed vour most difficult and dangerous test

Af the puy in the glassfis vour friend.

You may hei 1ike Jack Horner. and chisel a plum
And «think vou're a wonderful puv

\ g But the puv in the mitror savs vou're only & bum
I1f vou can't look him strafght in the eve.

P You can fé#ol thé wtole world

rown the pathvav of vears >
And get nats on the hack as vou pass ’ :
But vour only reward will he heartaches and tears .
If vou cheated the puy in the glass. ) . o

Courtesy of .Joe lee Smith

o ¢
- i
’ ' -+ L
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"FYTISIT TO WHICH O"R PPOCPAM MEFTS
THE NFEDS OF THI STUDENT

. A
The Yome economic<d classesa-“eing taught hv Mra, Cardner,

-

an? Mrs. Yriphton meet the needs of the students in the areas

of attituée,lskills. and occunational information. This

& ) .
information includes fob descrintions, working conditions,

earnings, future ad¥ancement and bcnefits.

We are not at present prepared to secure positioris

for the q;udent: Job nrpcurement is handled in our present

[ ) . [ Y
situation by the various {ob entry nrograms and the occ- -

' .

1

s

K

,upational specialists. -
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INDUSTRIAL EDUCATION

)

Panel Members

. ‘ r‘\ _
5 . .
1. Sam Reed, Chairman - InéiZtrja1 Welding
Brevard Community Colleg
2. Bill Wickes - Marine' 'Cngine & Boat Repair
Cocoa Beach High School
3. Bob Grossholz - Automotive Mechanics
Daytona_Beach Community College
4, Flwood Smith - Flectronics
Fau hallie High School : .
5. Jack Makin: - E]ectron{cs/lntrbduction
Prospective Electronic Instructor
L]
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Introduction ,

A. Definitlngi/ Industrial Education is a term used to
designate various types of education concer;ed with modern
industry, fndustrial/arts, technical education and appren-
ticeship\traininq. and¢ vocat;ona]-industrial education in

’

both public and nrivate schools.

B

B."History; When education was a\re]ative]x 1ight concern,
the task of the calonial schoo]\masté} may ndt have been
éaSy, but the nurpose\behind it was-to curb the child's
assertion and to padk‘ﬁis'memory with facts. Rousseau
proposed education must listen to the voice of nature and
its heart must be the child itself. ﬂe called for a learn-
inqg by experience, for sense and mpsc]e training, and the
study of things by observation. Our fifst teache}s are
our feet, our hands, and our eyes. The student}wou]d study
his 5bil1£y to communicate. What his senses had captured
bé;ame much more important. It was advocated th&t education
should at all times be attuned to the child's nature.
Frederich‘wi]he1m Froebel developed the concept of a commu-
nity for social interaction and the first class was opened
in Bos}on, 1867. HNeedlecraft, wedving, and paper folding
vias t;uqht. It hecame popuiar with the young and moved into

the higher grades. This led to_manual training by the Finns

8

:1
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in 1866, and then spread toc other céuntries. It was gived
“impetus in America by an exhibit of the Russian Government
in 1876, in,which'samples of work by its boys in the'lmperial

A3

Techniqg] School in Mo&cow;.were’put on display.
) .
John Runkel set up an instructional scheme at Massachusetts

Institute of Technoloqy as a vital part of engineering
curriculum. The shop system was adopted as the heart of

manual arts and remains so until today.

-~ -
John Dewey strdnqﬂy urég% the integration ofrvocational
edu;ation into general shop systems, stressing benefits
that would accfue. Vocational training was not only a
source of skilleé hannower butAETSo a way of freeing itself

.from the growing union control of apprénticesh:p.' History‘

shows an attempt by early scheols to retain the support of

industries and the labor unions.

In 1862, The Morrell Act was passed. It was\the keystone

in the development of institutions for higher education.
Vs )

In 1906, Charles Richards and James Haney broke the static

situation by organizing the National Society for the Pro-

motion of Industrial tducation.

The Smith-Hughes Act of 1917 put vocational education in

force. It provided seven million dollars as an initial

119
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Aauthe tzation, whbicnr was to be matcred Lv the receiving
4

states. The‘Vocatinna] Act of 1963 was the most imoortant
in the histo;y of vocational education since i917. Thev
Smith-tughes and the George Barden Acts wvere amended and
left on the hooks, a;d an entire]j new nrofqram was created
to 3upp1emgnt them, This 1egis]a§ion has had-~a major |
impact on industrial education.

C. Purpose: Industrial Education nroviqes training for
those who have entered of are preparipg to enter indust}iai
occupations. This includes everythfnq that is manufactured
and encompasses joh attitude, safety, nrocedures, and

trade juddement.

General Needs of Industrial. Education

A. Employment Opportunities

The really successful neonle are those uh6 would rather do
the job they're doing than anything else in the world. The
job you get whén you 1eave:schoo1 will depend upon what you
have to pffer. If yoﬁ.ﬁgve_enough to offer, employers will
come lgoking for you. If y&u-have littje to offer, then
you'll have to do the looking. |

B. Communijcation

There is an appreciahle difference between effegtive.writtpn

and spoken words. Communication i1s comnlex. An idea may be

I20
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transmitted and aﬁknow]edged bétween the earth and moon in
a matter of séconds, while a similar transmission and
acknow]quemen£ between individuais,)standihg Within.arms
lenqth, may take yéars. Success denengs on three things:
who says dit, what hg,savs, how he says it; aﬁd of these

three things, what he says is the least important. -

"v B
It has been said that, "Blessed is the man who, having

nothing to say, abstains from giving in words‘%kidence of

the fact."

-

\
C. An Attitude for Innovative and Creative Thought

Creativity is the art .of taking a fresh look at 0ld know-
ledge. Associated with this thought are imagination,

curiosity, and intujtive insight. Creative talent should

be sought out, devaloped, and utilized wherever possible.

Reason can answer many questions, but imagination has to

ask them. o

Specific Needs
A; Industrié] Ne]dinq:,'The needs of the student to be
successful in the Welding Program can be listed as fo{lows:
1. HNeed to be physically fit to do heavy work |
2. Heed to have good eve to hand coordination
}3. MNeed to be capable of appiying hasic mathematics

such as fractions, decimals, and simple equations

.
,
jt
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. development of the welding skill.

The term welding is used to describe numerous methods of
joining metals. Many techniques and processes ‘are in-
volved and for the general purpose of this report, the term

WELDING wi]] be use:Tto describe all types of metal joining

processes,‘u’he fie1d of welding can offer a student pres-
tige andnﬁgeurlty. It can offer a future. of continuous
employment with steady advancement, It can offer,tra{el

and e%p]oymenf in any fndustny the individual chooses.

welding is the only means of obtalning the strenqth needed

to withstand the terrific acce]erat1on and the‘heat generated

%
by the tremendous speeds of our,missi]es and the re-entry of
aerospace vehicles. Aﬁutomatien demands higher skills as

well as more and more engineers, technicians, and weldors

‘to pui]d} operate and maintain the machines, eqnipment, and

facilities.

)

B. M;rine Engine and Boat Repair: The needs of the student

to be successful in the Marine Engine and Boat Repair Program

129
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~ for the purpose of layout, fiquring list of -
' materials and computing to determine the size
of a weld, ’ N | :
4. The student needs individual instructions for the .




“"can be ‘listed as_follous:

7/

1. Needs a facility in which to achieve,trginﬁnq of:‘
skills.
2. . Needs to.experience success jn achiévinq goals and
objectives of the'brograﬁ;
3. Needs teachers and counselors that will put forth
’ more effortrto caring tﬁan tﬁat of labeling and

whb will set good.examples for students to follow.

The fundamental needs of students. in this program are to
gain prestige, strive ;o ac?uire secufity; and through
-general- activities develop an équiiibrium in yhich sb(iety’s
.needs and individual needs are one. ."A colTége educati?n .
teaches one to rationa]iz; the money it preyehts-him from )
earning." h;//, . - i NN
C, A&tomot)ve Mechan1cs.» The needs of the student to be L
‘successful in the ‘Automotive Mechan1cs Program can be as
fol]ows; o |
1. Adequate Qufdance‘to,enablé"the student to under-

stand his own interests. and abilities., . This will

enable the student to eva]uate strengths and weak-

nesses and to have accurate 1nformat10n about the

v

. work which includes the#whole Tange of jobs in




retail dea]érshtps. Present the student with a
realistic picture of theiyocation as. to the ad-

- vantages and difadvantages qf ‘the job.

e -2, Motivation for‘students to dndefstand'the necessity

‘ of well-trained auto mechandcs and "the ehottonal
value o? having done,a‘Jobjto tﬁe best of his

ability. - '

3. &Adeqdate eddcationa] facilities tofaCCommodate stu-
) dedtelcdmfortebly with labs and neceesary equipment

treining aids. | |
4. 1hstrgctdr; who have the ability to communicate
" with students, quelified experts in the auto mechanics

. t“fnst(yctionalAfield. and a Staté Teacher's .Certificate.

o

D.‘ é}eétronicS' "The needs of the student to be successfu]
in the E]ectron1r< Program can be as fol]ows
1.‘iPre test1nq is needed to determine their potential
to enter a vocat1ona1 electron1c program, All in-
. terested students are nqt:capable of‘perfofm1ng in
' electrdnicsy therefore, it would be an injustice to

P

the student if he were accepted and later discovered

3
AN

“We could not perform.
2. A good math bacquound is needed by the student for
comput1ng resistant forces in circuits. Math stimu-

lates the student's ability to retain and recall in

. .
. P
e .
1 ¢ nhd
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.
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computing electronic equations and to think on his

own,

Color perception is needed to\ distinquish color
codes used in wiring d1aqrams Many components 1n

electronics are color coded, therefore the student

‘must be capable of distinquishing between different

co]ors.

Mechanical apptitude is 1mportant because students

have to ‘use their mechanical skills in so]dering,

replac1nq parts that have fa11ed 1n electronic

equinment that has mechanical parts such as tape

recorders, teletypes, and chart recorders.

Reading capab111t1es,are needed because electronic

theory is in written form, therefore the student |
y

mist be ablg to read in order to understand basic

thtory before progressing in electronics.

‘Pre-tests should be giVen by the counselor and reviewed by

the instructor to identify weék areas the student has.

This information cen.be used to develop a plan to meet

~ the student's needs more efficiently.

b
1

o3
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IV. Summary
Léaders in highef education aré becoming jncreas%ngly aware
: of the significant pokentia] of Industrial Educatiohal Pro-
- grams. People are‘curious‘about the nroérams an& still
others desfre specific information about Industrial Equcation.“
One area of interest to all of the people is the type of
work that can be found for industria¥ students on } vork-
study program, Typical needs could bhe: |
1. Where does one look fo} job assignmen}s after
graduation? |
i ) - 2. whafthpelof emntoyers would be interested?
3. How are these jbbs re]ated'to'the student's tndys- )
trial educationa]ﬁprogram?
It is the purposé of th;s panel to have provided answers to
these questions and in addjtion3'hfgh1ight the succesgful *

application of Industrial Education in Brevard County an?

other districts in' the State of Florida.

-1t myst be borne in mind that employment of students en a

work-study program presents a continually shifting scene.
This is céused by the chanaes éhat occur in the emplpyment
market and needs of the student. Accbrqingiy, the tynes pf '
employment will vary, depending'upon thé geographic loc;tion
and the characteristics of the students enrolled in the

industrial programs.
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The School B;arQS of Florid; have adopted the‘,
Job Entry‘Program for high school stude?és 16 years pf
age and.over as a‘continued effort to provide students
qf the éounty public schools with maximum educational
opportunities to meet their individual goals and aspira-

tions. Students approved to participate in the Job Entry
B [}
Program may receive high school credit for full-time work

experience under prescribed guidelines and reg¢eive their

high school diploma with their graduating class upon

»

successful completion of the Job Entry Program.:-

Authority to establish and administer the Job

‘bntry Program is vested with the District School Board

as defined in Florida Statutes 230!23(6)(a)" 230.23(7) (a)

¥

and in State Board of Education Regulations 6A-1.95(3).

Guidelines and policies governing the operation

of the Job Entry Program as administered by the School

?

Boards of Florida are predicated on the philosophy that the
program shail contain all of the recognized ingredients
of a sound educational experience for young people. Although

flexibility is maintained in the design of the Job Entry

L

“ort -

Program, certain safeguards are established within the
structure to give maximum assurance to parents, students
and participating employers that benefit to the student,

Aand his protection, are of major importance.

[} -
31)2 :
Zo-
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PROGRAM GOALS

The School Boards of Florida have established

the following guals for the &ob*Entry Progranm.

A. Provide for a smooth transition of youngsters
in the public séhools 16 years of age and older
into the adult role of wage earner.

B. Provide an alternate vehicle to the tradit{on;l

v school prog;am fér students to receive a
high school diploma while in pursﬁit of job
proficiency in the employment community.

C. Give students formal instruction in related
areas of empioyment to assist them as much as
possibie‘in achieving a successful employment
experience.

D. Assist students in gaining initial enployment

if needed. | }

STUDENT ENTRANCE REQUIREMENTS

Applications for partiéipation in_the Job Entry
Program may be submitted by high school students to the
principal at any time after the student reaches the age of
16 years. However, it is highly recommended thaé students
who will reach the age of 16 dmring the s;mmer preceding
their senior yiar or beéome 16 during the secona semester
of their junior year to submit their applications byLJune 1

preceding the senior year. Early application will give

students maximum opportunity and flexibility to give

-

h
reasonable assurance that they can receive their ?}gh»
* e
* ’ ‘ "li!{
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¥ school diplomas at regular graduation. Summer emplovment

Py

can be counted toward completion of the program provided
that early aﬁplicationé are approved and recommended records

maintained dufing the summer. It is also advantageous fgr

students scekiné employment to start eariy during the summer
"‘t; 5
to avoid-the possibility of coming up short in total hours’

of work should empioiment be delayed into the sqpior year

when time .will become a critical factor.

2 B [+

i

I In addition to the age requirement, other stipulated
S w .

s

entrance criteria are as follows: (Reference: State Board

y o

of Education Regulations 6A-1.95)

A. Student is required to have successfully com-

o
pleted 10% high school credits in grades

10-11. These 104 credits must {:cludez : \

. 2 credits in language arts

‘credit in mathematics

(3.

-1l credit ;% physical education

1l credit in science
1% credits in social studies

A course in social studies, American history or American .

history and government is required prior to admission to

-

the Jqob Entry Program or the student must complete this

)

requirement under the Adu}; Education program prior to

graduation during his senior $Year. A unit in Americanism

versus Communism is not required for entrance into the

. Job Entry Prognam, however, the unit is mandatory before
i l ) ! [N |

< a student can receive a high school diploma under State

Statutes. The AVC unit may also be taken in Adult Education.

Aruitoxt provided by Eic:




Applicants for the Job Entry Proéram must have
earned at least one credit in a vocational
course or demonstratéd job proficiency equal
to a student whn has completed a vocational

course.

Criteria for establishing job proficiency in lieu

of a vocational credit shall be based upon
satisfactory completion of a probationary
period of 10 weeks of full-time employmeni by
the student. éatisfactory employment shatl

be jointly agreed‘to in writing by school
represent;tives and the employer. Deficiencies,
if any, shall be noted and attempts will be
made to corxecﬁ anf brobiems ideﬁti{ied during

the probationary period. The probationary

period may be extended one additional 10 week

~
period provided jointiy agreed to in writing

by all parties concerned and a plan is imple-
mented by sSchool officials to assist the student

in correcting his deficiencies.

DUTIES AND RESPONSIBILITIES OF JOB

ENTRY PROGRAM TEACHER/COORDINATORS -

Duties and responsibilities of Job Entry Program

teacher/coordinators include:

A.

Work closely'witﬂ guidance and other school
personnel in*determiﬁing student eligibility
for the Job Entry Program and make recommenda-
tions tg the principal for final action.

ﬂr)r‘
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L

Design and maintain an employability skills

course for begifining students. .
v . : . . {
Assist students in schedyling in-school .or

adult classes which the stadent might need
. X . .

to ‘assure him of continued success on the job

and to assure the student that graduation

’ 1)

requirements will be met through a master plan

for each individual.

Develop and maintain a placenent and follow-up
service for studemts. (Follow-up records

should be maintained on graduates for at least

y s
i
3 years if possible.) / )

L
Confer (ith employers regularly, but not less’

that once every two weeks, concernjng student

pﬁogress on’ the job. -
) Ve

Evaluate each.student's pProgress each regular

grading peériod during the school iear and-

fdurlng the qecond week of pre-planning for

those students who are working during the. .

summer months. (Evaluation of work perfggaanhe .

L

\shall be satisfactony or unsatisfactory, in-

school instruction shoul&be graded by the

teacher/coordlnator or regular classroom teacher

on thexbasis of reqular school grading procedure ..

.

Evaluation of job performance should be made

in writing by the teacher/coordinater and

jointly endorsed by the employer of the students).

. 1386
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G. The teacher/coordinator éhould be responsible
for apprising the student of his options in
returning to & formal program shéuld his.

M.
‘mployment be terminated.

GRADUATION REQUIREMENTS

©
-

Upon verification by the employer to the teacher/
coordinator, employed students are awarded one credit

~toward a.raduation requirements for each 288 hours of full-
} , ” ‘

time employment. Employment for less that 25 hours per

L]

- week shall constitute part-time employment under the

Job Entry Program and should not be considered toward-

3 -

awarding of credit. Any combination &f in-school course
work and employment equalling 25 total hours may be counted.

. All in-school course work should be counted.

-

Students beginning‘lhe Job Entry Program shall be

v

expected to complete a minimum of 30 contact hours of

instruction dealipgg with employability skills during the

-

‘first six weeks of the program. Scheduling of the course

should be flexible to allow for difference in the hours

of employment of students. . ff"»

Should the teacher/coordinator andoemployer feei

-

that a course or courses i; the regular school prd¢gram
would be of benefit to the student's progress on the job,
students may enroll in formal courses at the high school.
Formal course work including the employability skills course

should count toward the total work experience requiirement

equal to two hours for each one hour of formal instruction.
ﬂqh
137 .
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However; formal instruction may not substitute for more

than one-half of the total work requirements under fhe

¢

Job Entry Program.

3

/In order for the studént to graduste he must have
accumulated a minimum of 1440 hours equalling 5 high léhool
credits. Earning 5 high school .credits will allowﬁltudentl
to receive a high school diploma under minimum state requir;-
ments. The 1440 hours Qay represen; a combination of actual
work. experience and in-school formal instruction related
to upgrading employment.skills and personal habits. '

Students who meet enfraqce requirements of 10% *
credits and receive 1440 hours under the Job Entry Program

before the'end of their senior may graduate with their

regular class.

L4

REENTRY INTO FORMAL INSTRUCTION

.

£

Procedures for reentry into formal instruction
are provided to afford students’the opportunity ﬁo :ontinue
their education in school with as little penalty as is
possible should they find themselzes without employment \
for any reason. A precaution is already included by

encouraging students who are 16 before their senior year

to start their employment in the~sgmmet between their

junior and senior year. However, if for any reason employment
is delayéd into the first semester of the student's genior / «
year, this will reduce his chances considerably of completing

N
. - ™
his program in time for regular graduation.

4
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L

. "everal options are given which are designed to CR

-

assist the student in reentry into a regqgular school Program.

A.

A student who séekl and retains employment

throuqh the summer months beglnning June 15

'and continuing until the first duy of the

-

regular school Year may accumulate approximately
440 hours of work experience plus 60 hours
allowed for the completion of an employability
skills course. Under these conditions, a student
could potentially earn ofé credit during the
summer before his senior year. If his employ-

I

ment is terminated at any point during the
summer after he has reached 288 hours, he would ‘db
receive one credit. Obviously, if the atudent
chooses to do so, he would enroll in school
at'the beginning of the school Year with no
penalty, |
It is poésible for students who have
accumulated mbrg than 288 total hours during
the summer to use these hours as a "grace"
period in order to seék further employment:
Eachh school princip&lhmay decide of what duration
this g;ace period should be, however, if ﬁhe
student is unable to find employment with the
assistance of the teacher/coordinator before
two full weeks have elapsed, the student must
re-enroll in a yegular in-schoollprogram due

to the fact that further delays would not allow .

time for the student to get 1440 hours for

"0()
LS
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Y

the second semester- and graduate with their

class. | ‘ ‘. "

C. Students may use the option of the adilt

education programs to iget their hfgh scho@@

o

diploma if they elect‘éot to return to the
reqular school should they becoii/uneuployed
during the course of the Job Entry Program.

It should be noted that the Job Entry Program is

~

not available to students who have passed their 19th birthday
h 4 . ~

under current responsibilities of the district as defined

in State Board of Education ReguTations 6A-6.66.

3

o

! APPROVED JOB CLASSIFICATIONS
L

Jobs in which students may participate for credit
under the Job Entry Program shall be in the vocational

areas as defined in The Accreditator under vocational

« .

Sl

code classifications. -

k . ) >
New or emerging occupations may be conskdered
provided the jobs are full-time, can lead directij or
indirectly to’advancement, pay at least minimumwwages,

and are not detrimental to the health or welfare of youth

under child labor laws. The géacher/coordinator'may make
this determination and recommend to the principal that

students bé placed in these types of employmept. Final

approval rests with the principal. A .
L S

7,80 | %
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st e Ty nn et Urocram the student can enter the
arld of werk irmedizately at anvy given tire during the 12th
roar ittt the omnmortunity to put to irmecdiate use those job

2kill~ i~ "1as 1nrarn~? in the s~cational class of his choice.
e dnnc vnt have to wait until the end of the school term
ny the en’? of a qra‘’ihg period. He can become employed when

Y i:{iéady to 70 to work.

~“=rough the Job Entry Program the student is employed in a

joxr of his choice after having had the opportunity of com-
nleting a reaqularly scheduled vocational course in the 10th
or 11th grade, taught by a skilled teacher certified in the
vocational field in question. ]

“he Job Lntry student may elect a vocational course meeting
on the hiagh school camnus . concurrent with his participation
in the Tobh Tntry Proaram. This plan enahles him to secure
additional professional training related to his chosen field.
A5 an incentive to enhance his professional skills in this
way, Couhle Jobw “ntry hours credits are given to the student
in adcdition to the regular elective credit he recelives from
the vocational course.

" student ray enter the Job Entry Program during the summer
nreceding his senior year to earn additional academic credit
he may need to meet state graduation requirements. 1In addition,
of course, he has the opportunity to develop his skills oén
the job durinc the surmer and to earn money.

+ .
* Teh Tntry student has the opportunity to earn money for
fa~ilv. subpnort, a not uncommon neecd.

711 rounc people .do not mature at the same time. The flexi-

ility’ of the Job Fntry Program allows the student to enter
te ~rorld of work when he personally is ready, as soon as he
i=s ready.

™0 interrsts of the Job I'ntry student are a first concern
to *he Jo% 'ntry coorcdinator who serves as a personal counselor

‘in matters nertainina to job nerformance, need for additional

trainina, counseling, or the need for higher education or
103t hish school trade school. )

~redits narned vy the student through Job Fntry are commen—
surate to the hours worked and experience gained on the job,
onn cradit for ~ach 288 hours worked.

Studsnts who plan to attend a liberal arts college may use

the To' Intry Proqram in a situation where additional elective
courses are of no interest to therm and they elect to go to
wor!® to rain maturity and money in order to enhance the
opportunity for success in the college environment.

-11-

4 4
142




11.

12.

14,

s

“reein gilfte: stuadents whoe nlan to pursuc a carcer in the
arts or sciences nay choose to gain »ricelerss experience

in” thic lower job cchelons of the profession they have chosen.
For example, a future medical student may wish to work for

n year or period of months as an orderly in a hospital to
test hirself in the hospital environment and to gain valuable
insi~ht into tiae problems of the physician on the job.gunv

Students who missed entirely the opportunity previously to
gain skills and knowledge in a vocational course may enter
the Job Entry Program in a job requiring a minimum of prior
formal training. He may qualify for graduation credits

hy performing satisfactorily on the job for a period of

ten weeks,

’. Job Tntry student may work a full eight hour day while school

is in session.

If a course is elected by the student, he may choose any section
of that course neeting any hour of the day thus accommodating
his on-the-job work schedule.

students with special physicial problems or emotional problems
are more likely to be accommodated in a work situation through
the extreme flexibility of the Job Entry Program. ’

™eae needs of prospective Job Entry students are scrutinized
and protected by a carzful selection process. Approval for
participation in the program is evidenced by the signatures
of the student, his parent, his employer, the Job Entry
conrdinator and the final approval in each case by the school
principal as attested by his personal signature.

™~ Job Lntry student in the Job Entry Program-is trained
in empvlovability skills. N

Deficiencies in job Rgerformance are noted and steps are '
taken to correct the problem through rutual cooperation
witih the stucdent, employer, and coordinator.

The Job, Intry erogram is of especial benefit to the non-

academic oriented high school senior providing him an alternative
»athnd of securing a high school diploma by working on the

joh. The Job Entry Program is a program in which he can

succeerl. 3 v

™ Ta Lntry Prograrn offers high school geniors an opportunity
tn 'try out" a vocation in which he think# he is interested.

' ™o Jn. ntry Program offers the student an onnortunity to

learr a narticular job which he can use to become.self-
supnorting in a future cpllege program. :

1 2«
A« . 'zt
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T wkry Preccro o nzlas ot oores e o loved by finding
wooocxtatities,

2v, T, “ntxv szésant may work full tire hut 2t the same time
1> o7 caintain :is school contacts during the senior year,
ongage in clubh activities, school plays, and athletics.
"vis is a flexibhile option.

23. 1 Job Intry student may elect to fulfill certain credit
requirements in the adult education program at night if
this plan better meets his individual needs.
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They earn school credits
working at full time jobs

{Continved rom page i B) Williams who ulso works with drop-outs
. Bower arranger at her shop, “is & very and high school graduates for a year
consclentious employe.” " following their leaving schonl. She lielps
¥ .
Mes. Williams sends surveys out to the
o o students and those enrolled in
% W wagational programs under SCAT
Sv- JNe uiveys ask, among other things, »
* Bew mayy jobs have ypu had since
', the program? Is what vocations
“ave you wotked® Have yoo received
. na! schooling? Are yew looking
werk? How did you get your job and
Y hew doss It relate to the vocationsl \
= ?'z“'; fregram you were in while in scheol?

{

- 14
ety

\ Thoy give advice tybes of': Director of SCAT, Terry Caope. ways
empluyes necded and 80l © thai .ve: though magy studeots Brd -

‘qunlfications. . o own Y, ‘we are atil io newi ¥

) Flacement ara follow-uyx ‘d\_;w ) ers Wia Lave b encupge * on'

v mum are done by, e, lell o \rges thrin fo chatant (e wieat




ATTENTION SCNIGRSS

" THE JOB ENTRY PROGRAM MAY BE FOR YOU

'JOB ENTRY MEANS:

« YOU ARE EXCUSED FROM ALL CLASSES

%« YOU WORK FOR WAGES FULL TIME

« YOU CBADULTE IN JUNE (I5 1/2 CRETITS)

TO ENTER THE JO3 ENTRY PROGRAM:-
You'should have 10 1/2 creditfs including

2 credits in language orts (English)

| credit in mothematics

| credit in physical education

| credit in science |

2 credits in social sfudies including
pmerican HisTary and CPS

SEE .YOIIR JO8 ENTRY COORDINATOR FOR CETAILS

1 &
#‘x'{‘i

“ERIC




STUDENT NEEDS
AS
FULFILLED BY THE
OCCUPATIONAL PLACEMENT SPECIALIST

Submi tted
To
Professor W. A. Hudson
In |
Partial Fulfillment
of
EMB 519

John F. 0'Donnell

Thomas Wilson

‘May, 1975

i49




TABLE OF CONTENTS

Vocationaf"Student Needs Defined........ e,
Vocational Student Development.............. et a g
,”Vocational Student Placement...... e e e e
Vocational Student Follow-Up................. e e
Summary....... ettt e e Ceevrereae 8
Bl T0Graphy, oo i v ey in gttt it f e
Ay
’
*
LY
' -
E}
180
Bl




VOCATIONAL RLACEMENT & FOLLOW-UP

Vocational Student Needs Defined | /
The Occupational Placement Specia]tst exists to meet both immediate and

long-range career needs of students. N

In determining student needs we can observe, we can'as& the students
theﬁse]ves, we can listen to vbices, from the Community, including bareets
and vocational education committee members, and we can take direction frghu
goals and needs identified at national, state, and county or local leveld.
In practice, in fact, we find that we do all of these things. |

For example, our career specialist at the couhty level has prepared
guidelire?; and we are exposed to certain amoents of 1ndoctrinatipn
thereby, some of which is sure]y not too "wide of the mark" and whict we
surely imp]ehent in our brograms. At the same time, or in the same way,
the eounty specialist has received guide]ines anqrdirection from ih?

levels above her, and she surely reflects this in the prog}ams and goals

£ she estab]ishes for us. Therefore, student needs are often identified

i "from above" and much effort is probably expended in meeting_needs’
identit?ed thatﬁway. o ' '
‘On the other hand, the Occupational Placement Specialist in the School
sett1ng7sees real students, and they press their real needs upon him. ‘
If one had to choose between the two, he would, hopefu]]y, choose the 1atter p
However, in this report, we believe that we can show that the national, -
- state, and County identified needs as reasonably congruent and synonomous -

-~ With the day to day needs of students in the career area as we see them

" - .
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Therefore, we\wi1l 1} list briefly the needs as outlined by career
education nationally and 2) 1ist the outcomes for career education

~identified at the county Tevel. #We will follow this with our own list

“-

of student needs, as we see them, that.can be met in varying degrees by

’

the Occupationai Placement Specialist in the school setting.

The needs as identified by career education nationally are these: (1)

L]

1. To select learning experiences that enable 1dent1f1cat1on with
the concept of work.

2. To select learning experiences that give a base of self-understand-
ing adequate for making choices among educational and career options.

3. To interpret personal reactions to experiences so that values,
interests, and abilities are clarified.

'l

4. To make and implement educational plans and career choices.
Not so different, perhaps, but stated different]} and certainly more
succinct]y,'are the'outcomes for career edUcation established by the Brevard

/-

District Plan for Career Educatiom Development. They.are as follows: (2)

1. Self«identiky o
2. Educational identity :

3., Career identity

L

4, Economic understanding , , )
5. Career decisions . gf/
6. Employment skills _ p

7. Career placement

.

8. Self-social fulfillment N f
These are lofty and perhaps not too meaningfu1 statemengs unless they are

taken apart, looked at, and more specific sub-needs or goals established

A

that meet specific needs of our local students. Some of these may even
seeh too general, but it is our hope that it will become clear what these

needs are and to which extent we should be and are meeting these needs. (3)
\ .

rre
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Vocational Student Development

[y

Each student shall develop an awareness of the world of work. The
goal is:for the student to become conscious of the var}ous "life styles"
associated yjth the world of work. "Life styles" pertain to a set of
standards and practicesl(ro1es if you wish) that dominate—and regulate the
moré impo?fant behaviors of a person during a considerable period of his
life. It also has reference to occupational mobility patterns, stability

of the occupations, and rewards. It is essential that the student be

‘ab1e to differentiate occupational levels (unskilled, semi-skilled, (\

' professional) and the basis of the life style associated with each. (4)

Each student shall develop an accurate occupational self concept.
The goal is for the student to develop an accurate p%rception of himself
in relation to the "world of work."” The emphasis is upon the student's
understanding of his abilities, limitations, and motivations applicable
to occupations. As a result of these understandings, the student cgn.begin
to identify with an occupational level by perceiving his desired "life style"
in relation to that typicai of an occupationai level. ‘ <

Each studént shall develop an accurate concept of self in relation to

op
the work world. The goal is f;; the student to synthesize facts and knowledge
pertaining to himself and the work world into a national and usgfu] order.
This conceptualization enabless the student to make decisions, f@rmulate

plans, and acquire value patterns pertaining to his future occupation, These
decisions, p]an§, and value patterns should reflect an accurate cdncept of

self-situation and should move the student in a direction that is consistent

with his interests and abilities and within the normative tolerances of his’

,

society. .

Each student shall déve]op an effective organization of work toward

—
- - 1

-
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.

the achievement of occupational goals. The qoal is for the student td
duwﬁ, deye]op‘adaptive and adjustive behaviors. These hehaviors emphasize
\harmonious relationships which the student achieves with his ‘environwent
through SPi]], judgment, and flexability. Whilg these behaviors are somé—
what complementary, ?hey ¢an be differentiated in terms of thé techniques
used to achieve the re]ationshipj Adaptive behavior-imp]ies @ manipulation
of the environqgﬁl and adjustive behavior implies the modificatn of
personal behavior patterns to fit the existing gﬁnditions. The acquisition

" of these behaviors will enable the student to meet changing environmental

v demands and to perform at a level consistent with his ability. ,
Vocational Student Placement

Each student who leaves a vocational education program deserves help

in taking his next step. The next step for some students will be entry

-

' into the job market; for others, entry into apprenticeship programs or
the armed services; and for others, entry into programs of further education.

Placing each vocational student in his next step is vocational education's
e -
responsibility, a responsibility it cannot afford to neglect. (5) and (6)

4

Job Placement refers to assisting the vocational education student

upon termination of his schooling to secure. if that,is his desike; a
productive role in the work force. Generally, this will mean full time
work, although it is conceivable that under certain economic circumstahces,

\\iﬁ may refer to part-time employment.

Not only does job placement serve the needs of students, but it also

v .
becomes a means to evaluate instruction in vocational education.(7) A strong
vocational education program will prepare students for jobs waiting to be
filled. .

Job placement services should be entended to early leavers as well as

1!‘:4
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to students who COmblete vocational programs. These persons have special
. difficulties in tinding work and usually require special help from job
" placement services. |
. Many of the needs of early school leavers are also shared by “inner
- core" urban youth, handicapped persons: and disadvantaged persons.
Vocational development activities must be iptensified for the special
needs student. It is essential that these students be provided wifh
continuo%s follow-thr8ugh counseling and assistance to enable them to
maintéin gmp]oyment | ‘
A student will receive information and éervices from the\job place-
ment‘office on several occasions. The ?]acement process for a typical
student should include: “\§

*

%Initia] Contact--Vocational students should register with the job

¥

placement office upon enrolliment iﬁ a vocgtional program.
N Preparation for Job Se]ectibn—-The»Occupationa] Placement Specialist

can either assist teachers in preparing students by meeting.with their

s

classes or by providing necessary inservice training to teachers. Each

: ' -
student should have: ‘ _ ,

*Complete job application forms. ,
¢ -*Have instruction in frnd1ng jobs? : ’
*Have practice in job interviews.
- *Have an understanding of" the cqrrent types of jobs and sa]ary

onsiderations.
N " » -
,DeVa\Oping Resumes--Each student should have a personal resume as a
) part of his placement file. ' : .

Providin" Job Opportunity Information--Job infofmation and placement
‘records are essential to a job placement service. .

Matching Students with Jobs—-Occupat1ona1 Placement Specialists shou]d

exercise discretion in rer&aﬁend1ng students to employers. T
- N o <

e . f &
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'

Arranging Job Interviews--fccupational Placement Specialist have
responsibility for schéduling job-interviews.

Installation of a job p]acehept program will require community under-
standing before its acceptance as a budgetary responsibility.

~ Procedures for evaluating the' job p]acement‘process should be

determined at the’onset aof the program and be based uypon program objectives.

The local advisory committee and employers of stude:ls should be '
involved in determining these procedures. The evaluation of job p]acement
services involves a continuous monitoring of the followipg:

*Student ability to participate in job interviews.

*Adequacy of student resumes.

*Student ability to complete application forms.

*The matching of student referrals to job needs. ’

*The coordination and scheduling of interviews.

Evaluation of job placement relates closely to the follow-up of

»

-
-

vocational students.
Vocational Student Follow-Up

Fo]]oW—up of vocational students should be an inteqral part of vocational
education programs. ‘JQfough knowledge gained in student follow-up studies,
edqcatorsware ab]é to improve vocationg] education programs as well as to
give further services to former students. Follow-up is a heans of continuing

the career deve]opméntlof former students and modifying career development

patterns for students who follow. (8) and (9)

The best iﬁformation on the adequacy of vocational education programs
comes from the follow-up of students who are placed on jobs. Following their
successes and failures provides the best possible information to the school
on its program strengths and limitations and identifies additional student

. N
training needs. .

Follow-up studies involve %he systematic collection of data from former

'

66 '
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vocational students and present employers to be used:

1. In evaluating the effectiveness of student preparation for
employment.

2. In determining the relevance and adequacy of the vocational education
ﬁroqrdm for the employment market and needg.

The frequency and timinb of follow-up efforts ar? generally determined
by the purpose for coliecting the data and the financial resources available.
School systems should collect fo]fow-up data at least twice after the
students leave the vocational program: first to determine his initial
placement (bne year or fifteen months follow-up), and secomd to get a
measurement of job adjustment, adequacy of skill development, and worker
mobility, (three year fo]]ow—up).

In addition to fo]]owing,up former students of vocational education,

employer reactions should be sought. Employers usually will cooperate
aéd give candid evaluations of the employee and his training program. The »>
/informatimn received from employers should he considered together with
data collected from vocational education graduates to serve as a basis for

program evaluation and planning.




Summary

Page 8

In summary, then, vocational placement and follow-up can succeed only

. 1f student needs are fulfilled thggygh the team of Administrator,

Vocational

Director, Occupational Placement Specialists, Vocational Teachers, Advisory

Council, and students working together toward‘the goal of matching student

intereétsl aptitudes, and abilities to the appropriate job. In addition,

feedback from student and employer will do much to improve school

curriculum to insure that each student exits with a marketable skill.

. 168
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FOREWORD

Industrial arts has playdd a major role in American education for more than
eight decades. For students this subject area has always been a preferred and
¢
)

profitable sequence of courses. During the last several years new contgnt organ-

hd v

ization has emerged because individual and'societal needs have placed a new emphasis
on career and occupational goals in the education of youth in grades K~-12. A
Broadening of vocational education by state and national legislation has lead to the
orgénization and implementation Gf comprehensivé vocational programs which now in-
clude prevocational and technically oriented industrial arts.

During the series of events which expanded vocational educatibn, it became
apparent that industrial arts could make a significént éontribution to occupational
awareness and exploration because many of its long-held objectives were n;w paral-
leled by those of the legisléted comprghensiﬁe vocational education program.

In 1970 in Florida, vocational funding of teaching units, équipment‘proposalg,
and ofhcr supportive acéivities beczme available to industrial arts classes: when
fﬂey are préanized to fulfill the purposes of specific vocational legislation. in
1972‘%ongress added industrial arts to the Vgcational Education.Act.

In order to fulfill the intent of state and federal legislation, sequence of

- fl

courses, explgined in the introduction to this guide, is recommended to school dis-

'
~

tricts. This guide concerns one of five courses recommended for.the middle grades.
The guide 1s designed as a course outline for Lhe more effective organfzation‘of
subject content. Supplementary teacher-prepared instructional materials are a
necessary local responsibility. Lesson plans, assignment sheets, experience and
experiment formS,.and information sheeté Qill significantly enhance instruction
based on the outline herein presented. Such resources and teaching techniques

will necessarily consider individual teacher competencies, the local facility, and

-

- ’ P
the characteristics of the students. State consultants for industrial arts are

%
available upon request to assist in local planning.

itn
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INTRODUCTION

This instructional guide is designed to assist teachers, supervisors, admin-
istrators, apd teacher egucators as they organiée an industrial arts course in
CONSTRUFTION for junior high schools, primarily at the eighth or ni;th grade
level. Thig introduction presents an overview of the philosophy and rationale

for industrial arts and shows the relatidnship of this course to the total pro-

&

gram sequence tn gatisfy the needs of students., -
Industrial arts education is that subject field which provide opportunities
for all students from elementary. through higher educatioq to dévelop an under- N
standing about the technical, consumer, occupatiénahf recreational, organizational,
managerial, social, historical, and cultural aspects of industry and technology.
Furthermore; it is a program wﬂereby students acquiré industrial-technical know-
ledge and skills through creative and problem-solving 1earﬁing experiences in-
volving such activities as expéfimenting, planning, éesigning, constructing,

-

eyaluatlng, and using tools, machines, materials, and procesces. The instructional
. > .

and laboratory experiences help students to make wiser and more valid educatiohal
and career choices. Since the American culture is distinctly technplogical, and
sincg }he primary purpose of education in QnyrSociety is to acqu#intAthe young
witq the nature of the culture and their role in it, tﬁen indus;rial arts, because
of ifg primaﬁy, becomes fundamental education ’p the American school.

Industrial arts education drawé its content from man's tegchnological develop-
ment and his cufrent needs for effective living in the resultiug society. Man,
since .his origin and during his rise td dominance on earth; is unique as he thinks
and creates, works with bis hands, uses maﬁeri;ls, makes tools and machines, develops

techniques and processes, changes his environment, and lives in a society dominated

by technology._ Industrial arts education is the study of industrial fechnology.




A, a result ot the <eauence of pre-vocational education industrial arts

experiences in the middle grades, ‘the student will satisfy the following needs:

1. a degree of industrial h'teracg.(‘-“—’~ insight and knowledge --- in being
able to relate societal and industrial changes to technology and its
development; \\ ’

2. to make tentative choiées or se]ectiqns regarding educational and occu-
pationé] goals; .

3. to identify and compare industrié] and technical occupations, the organi-
zation of industry, evolving technologies, and methods of production;'

4. to demonstrate the correct and skillful use of basic tools and materials;

5. to be able to demonstrate, or exhibit indusirial P;UCEBDEb and pechniques

o in his laboratory experiences and projects, such ds mass production,'per—
sonnel organization, material forming processes, and the use of synthetic
materials and finishes;

6. to be able to demonstrate, or exhibit scientific, ma%hematica], aﬁé

mechanical principles through projects or the solution of practical pro- ‘

blems;

7. to be able to solve problems by planning and constructing projects involv-
ing group and individual research, experimentation, and development;
8. to be able to exhibit safe practices in the laboratory and relate these

to situations in the school, home, and community.

TCO
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TECHNITCAL LDUCATION :
#
. INTRODUCTION

l

Teehpnicnl Riucation is that part of Vocational
cedacation associated with training experts in the

L 4

detalls ot u stubject or skill, usually a mechanical
Al

one.  We will present an ,overview of Technical Education

in Florida that meets¥the students needs in the various

Ticchnologloes, Then specitic subjects such as Rlectronics

and Aviation will be presented as examples ol these

technologies, '
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Aruitoxt provided by Eic:

VO N TORAT AN DT OHNTOAL BINCATION

.

NEEDS O VOCYTTONAL AND TECHNICAL STUDENTS
FIENTIFICATION AND RECONCILIATION

TOM HUMMER
GENLERAL

Central 1o the Vocationa unﬂ Technreal Fducaton
concept oo ds the understandiny by o stadents oand tecachoer,
Phit cuccess an oo working igda involves ipood mental and
physteal hewlth, human relation skills, @ commitment to
Hones b work i o source of thncome . a4 Wil kingness to acoeept
the diaerpline ol the work place, and tol be mot ivated
toward, achicyvemont in T work :~;(*tt,il1;:.“ From this broad
base concept . speciiie stadent neceds can be identificd:

I Necd o devetop ! he- whode person.  Not
only working skillo., but mental and
phys1eal health,

D Newl 1o developn communiteations . enabl 1ngr
* stade it To aogaire necessy v hrman
. relation killooto “naryvive in 1he work
v Ironrtent
S S b denve bop o wathian the Stadent g
"o Ssence ol e poensaa b bty toward oo andd
work, and obtarn oo commitment 1o o0 chosen
voeat fon, '
R A
oo Seeed to devedlop within the stadent . the

technrgue of Selt motivation, the cstablish-
ment o oand attainment of o paonle

Responsible and acconuntable cdicator . - olter
devtermining what o stuadent wanta o, bee must show hamg
Bow b can et there . by roconeiting the above necdo,

cleps to Further breakdown o0 "Neod™ i ntifieation:

I Detine "Tochnical Education” - (Americoan
Vocotional Association) eddeation 1o ocarn
a Trvine dn oan occupation in which siuccos:,
troodependent Farpely upon technieal infor-
matiton and understanding of thee Tawe of
solence nond technology, an applicod to modern

» desigms, praduaction ;nzlr\w-r'\'ir'r.

—
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Aruitoxt provided by Eic:

In worl, situation employee cla: =s1lied as oa
technician in contrast to a craftamen,
. A ‘ .
Ui by works, on o level between skilled
craftsmen and professional . =cilentist/engincer,
o Ivsues contronting Fducators and Teacher: in
Teehnireal Fducat jon.
s | N
(A) Assure offerdinyg fdr the high skill
) occupations, to a high level in
gquality of students, teachers, hardware
- and curriculum to assure production
of u superior pridact,

A designed program for semiskilled
occupational training, to syphon ot
those youths iacking the potential to
achieve in the highly skilied occupation
(Satisiying needs of general curriculum)
(Also drop out rate is highest)

() Establishment and maintenance of occupationat
seminars and workshops to aid student
‘selection of work field.,  (On campus
representative [rom state employment” service
and industry)

(C) EFmbark on team teaching .q;m'n;u-h'tn
develgp  students to their full potential
e Xpose and exploit hidden or latent
talents,

(D) To satisty neceds ol students] teachers
neced to keep themselves updiated with
techniques and procedures, in their
occupational, field. (Summer school and
on dircet employment) -‘

(k) Quality Control, Field Analysis and “
Foeodback to students., ‘ N

* There is no question but that the foree behind
Vocational and Teehnical bducation is Technology. o A
contributing force which brings #ogether human (*xpvriv'n(-v,
human initiative, imagination, and daring harnessing them
together to mect the needs of the mind, the heart, and the
hand, has been called Vocational /Technical Lducation; ’
preparationfor 'work, *

* araphased trom:

New Conceptions of Vocational and Technical Fducation

Author: Jerry '\I"H Rosenbery
pp. 15 v
1,
» i { .1 -
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Aruitoxt provided by Eic:

.of. high school algebra credit, and to Lhose students who

PRTONTTONVAL H B M T TRCHNTCAT BEDECATION

EEECTRONTCS SFCTTON - 10 ALVARLY

E 4

The necds o student:. 1n technieal education are those
ol people an general who arve enyaged 1o oa particular endeavor,
These needs vary X;\w-r a wide spectram which may be classiticd
aw the philosophiceal, the economic, and the sociodogical.,

. N

[lnder philosophical, the view taken that since
schonlong, pre and post secondary, supported by all
taxpavers, each student should have a choice of seleetion in
an aren sultable to his potentiat and career desire,

15
1

The Electrontes program at Daytona Beach Community
Collepge 1s opened to atl high school graduates with one year

receive @ high school diploma throughe the completion of the
appropriate tests and who fill the a¥gebra requirements through
course attendance orf passing of an entrance test, Students

who have not received a high school diploma must score
satistactorily on entrance tests and receive the permission

ol the 1nsiructional statt, Enrollees with less that high
school completion would plan to «nroll concurrentlylyn the
adult high school program in the school of continuing education,
High school completion is important since practices in this
tield usually require high school pgraduation, ’

A= 4 step massisting an the selection process that
contronts rhe stuadents, bBOC maintains a yearly program in
carecer orientation and planning. This yearly promotion,
angments the anformation and counsel of parents, counselor:,
and othor sources that secks to (111 the student's need for
career orientation.  Because of the vast number of possible
carcer choices, choosing an occupation which will lead to
4 satisfying and productive vactional life has become
progessively more difficult for youth in our society.

The program begins cach year with visits f)y technical
instructors to each high school in the county.,  The visits
include 4 short career orientation talk at assemblies and is
fallowed by private appointments with <tudents who wich
additional intormation. A Daytona Beach Community College
van equipped with models and narrated casscttes of each
technical arca is ‘displayed at the® junior and senior high
scehool campuses, « This van 1= also opened lTor viewing
throughotut the year at the shopping centers an thy county.
Besides the van, tha Daytona Beach Communiaty College camptis
is opened to students of all county schools,  Several weeks
are designated for planned guided tours of the classes and
laboratory tacititires,.  An o instructor tron «-:1_1'11 technicatl area

Tk

il oy
()




Aevo b the taboratary cquipment and the Taboratory
CXPOrTImen st Pl e Finatliy ., ecach vour the sohool

Sponsors o science fare o an the auditoriin of the phys=penld
cducation buildine,  The ainmes ob the fair are to display

the innovative ideas of the pre-scecondary students and to
provide experience and tirst ahnd observation of the technolopy
tnvobverd,

The student ', coonomyo lew qree hewst oretlected by the

major curricualum goals of the program,.  To students in the
clectronie propram, opportunitics are provided which enable
them to develop jJob entry technical copnitive skilln anvolving
clectrical and electronie princtples of components and systems,
Graduates are prepared tor ewployment is oo large variety of
clectronicos oconpation: such ass rescearch, manufactuce, !
crerations and maintenallce Seryvices,

.
.

Clasoroom activities include lecturesd, demomstrations
and the aoe of nnoto-date electronice traning devices,  Needs
of students to familiarization ot equipment are met in labomory
cxperiments that develop understanding ana Skills in diagnosing
r‘t~}y;:ir°lxx;r, adjusting and servicing eloecironie eguipment.
Preparations for jeb competrence are provided in the fields of
comuanicat ion=, radar, telemetry, microwave, computer logical
cirenitry and svnoehros amd servos,

The peneral objective of the program s To provide for
the stadent's, neod ot the total cdueational qualification
represented byoa two-yenr techpgeal certilicate program,
copecially those neceds that exact o in the cnviconment and
philosophy of o community college, '

The e s tae objjectives ol the preogoram are
. Tor develop those conespts and s chpntgrues tor

cach course that produce the most advantageons
copnitive and non-cognitive skills which meet
the needs of - the student and Tabor market,

2. To provide the stuadent s neod for current
- technologry,

. Te, immlate the real world of indusicy in
the o lassroom,

1. To discover and apply techniques 1o take
better advantagye of modern electronice
caleulators and computer tacilities,

oy Too diveover and apply technigues to take
e ttor advantase of availlable media, including
mmdrvidualized o=t raei 1omn.
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The coar=c curricinlun 1s divided into three areas:
- 4 -> « ’ ¢ » . R
I. " Mathomai tes=Algebra through determinants . .
4 ’ and Trionometry of the right triangle., '
3. Circuit courses-Resistive, Single-timee-~
¢ constant o« and networks. - . ' -
{ , , , . ‘
: v
. 9. Electronics-Resistive, Pulse and Advanced, '
- . : ‘ 4
T i . . :
Some of Lh(,-vé\()(-inl()gi('al needs of the students which
are- modifiable Yoy the schools are occupational skills and
, knowledge, awardness of occupational opportunities, ‘
desircability of productivity, promptness apd low absenteeism. -
’ “Other student needs aftected indirectly include socal behavior
and work behavior. The concept that work behavior is socal
behavior and., as such may be one ot the most fulfilling and ‘A
enriching experiences of life, '
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EDUCATTIONAL NLEDS MLET IN THECHNICAL EDUCATION
AVIATION SECTION - W. CLARK

4

The needs of the Technical kducation stadent, like
the needs of all other students, must start with the

Jindividual, their personal values and requirements. * There-
L fore, these needs must be presented to the student on a

personal basis identifing to the’ student his need for social
preparation, kpow‘l’odge of the potential economic position and
its preparation, the the Technical preparation-tfor competency
in the chosen field. .

. The social preparation is the ruspnns1b1]1ty of every
person,” parent, teacher and friends, that come in contact
with the learner!? These student needs incdude kn(;wlvdgv of:
("liax iple, personal hygieng as well as man 1pulat1vv and
.o;nxnvcs skills. In technical education these needs are M
recogni sed .md deglt w1th in the real life situation, very
littler fur‘nml (’ducatl(m is directed towamds this ac dd(’ﬂ]l(
ayea but the' responsibility is accepted and the "students

-

"practical needs are identified and explained. ®

4

) The f)()(_,(:ntiul economic position in technical education &;
must  deal more with the specific technology selected by the
student. In the Aviation Section, the students economic needs
are explained by. using Federal Aviation Agency reports andd
the Acerogpace Industries Associuatiol manpower requirements
reports. - These r‘fp()r‘ts show gr‘aphn(hllv the ‘industries
r‘(.qulr‘vmy' for workers at all levels. :

Currently vnt?\ the nu]ur ity of the Aerospace workers
reaching Tetirement age, large numbers of workers will be
needed over the ‘next: ten: years, Lcononic position, salary
rangess=and job opportuntties , will be greatest in the next
five to fifteen vears, These industry needs are directly
translated into studehts needs suatisfing the students
requirements to expect suitable employment following the

Technical Fducational Training in the ficld of Aviation. ’
‘ A ‘ . N * e

Initially, the loast important to the student, but
eventual ly recognivzed as the most “important need is the
necessary technical knowledge requirements.  The job )
opportunitics in Aviation are.so varied and broad it is
_}mp()ss.)blv to, prepare the high\school Mnt for job centry )
Jinto Aviation. Most fositions \require . anywhere from .
‘eighteen m(mths to fike years of” technical training. There-
ford, the Aviuti()n“l’r()gr‘zml a't the high school level, at 'bvst,.\ ‘
¢an be only an intruduvtm‘x course. Therefore, the students
needs are satisfied in them knowing what to expect in the
industry from Factory mechanics to I‘nglnvm ins,  However, s

(ontxnunlng edication and technical traiaing  is’ pehuirvd
fOIIUW1ng high s«hool . N :
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STUDENTS EDUCATIONAL NEEDS MET BY JUNIOR HIGH SCHOOL PRE-VOCATIONAL
» AND HIGH SCHOOL VOCATIONAL OFFICE EDUCATION PROGRAMS

. -

BY
EJeanor Hopper
’ &

-

GOALS OF VOCATIONAL OFFICE EDUCATION1_< FERE ot
The primary goals of~Vbcationa1 Office Education is to prepare

students vocationally, to take their place in business as secretarial
and/or clerical workers. Specific goals are:

1. To present, develop, and r@fiqihfhe required skills
necessary for job cémpetency.'

2. To instill a sense of pride ‘in office occupations and
deve]bﬁ wholesome attitudes éoward work and Tlearning.

3. To relate learnings and ugderstandings in the classroom
to acfuaﬂ job situations. Q

4. To teach-participants the importance of cooperation through
actual work sitéaiions. |

5. To provide opportunities for students to deve19p an ability to
solve prob]ems'whigz might arise in everyday business
activities. s e

6. To help students de?e]op persona]ity traits desikab]e in
the office positions: accuracy, neatness, promptness,
dgpendability, honesty, loyalty, and ability to follow
directions. |

7. To encouraqge each student through individual attention to

develop his abilities to the highest degree.

- 180
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PROVIDING FOR STUDENT NEEDS

PRE-VOCATIONAL- (VOF) JUNIOR HIGH TEACHERS WILL MEET STUDENT NEEDS BY:

1.

Providing broad exploratory, concrete, action-oriented ex-
periences }e]ated to the world of work.

By helping students see the vocational‘qnd avocational impli-
cations of school subjects. |
By getting students out into business and 1ndu§try‘and

bringing career representatives into the school on a

systematic Aasie( , >>

\

By finding"ways to organize the world of work ‘and bringing
it down io manageable size through job c]usters-or families.
By teaching awareness of the decision process and the placing
of values, alternatives, information, and action ﬁ1ans.

By exposing students to peop]é {ﬁ“atypical and non-glamour
occupations. ’

By identifying and using resources appropriate io this level.
By engaging in interdisciplinary Peam efforts focused on

career education.

By uti]izing':Elsjhodels——alumni. siblings, peers, vocational

[4)

o P
school students, college students, adult workers--to assist

in explapgtion.




VOCATiONAL OFFICE EDUCATION (VOE) SENIOR HIGH TEACHERS WILL MEET STUDkNT
NEEDS BY:
1. Assisting in clarifying to the student§ the career ‘decision
process in relation to self. '
2. He1ping the student become aware of preferred life styies.
3. Helping the student rea}iiy-test his se1f-c?ncept through
tryout experiences. | ‘
4. Continuing to teach the vocational aha'AVOEationa1 aspects
and implications of school subjects, iKL]uding the strﬁcture'
of VOE subjects, the structure of related career fields,
;ossib1e college majors or vocational specialities, and
educational or vocational paths.- '
5. Identifyfnq ways iﬁ which the student can gain work experience.
6\\ Identifying, use, and adaptation of resources appropriate
) l'for'VQE '
7. Conveying to each student that he or she is a worthwhile
person whatever his occupational or educational goals or 1jfe:
| stylelaspirations
8. Providfng realistic educational and occupational infarmation
" to students and staff based on knowledge of their occupational
field and continuous contact with workefs and work settings.

o

9. Identifying and recruiting resource perébns in the employment

community to assist in the VOE program.




e

1.

12.

13.

14.

15.

16.

0.

~
Identifying basic and dcadémic skills.and kﬁdwledge that are
needed to <ucceed in VOE and communicating this informat{on
to academic teachers and guidance specialists

Assisting students enrolled in VOE to analyze and interpret
their learning experiénces for better understanding of self
in relation to occupations and the world of work.

Planning and providing vocational instruction which prepares
VO? stu&ents to enter, adjust, progress, aﬂg’:;;:;e jobs 1in
their occupational field.

Assisting VOE students to identify a wide range of occupations

" for which their VOE instruction is applicable.

Encouraging employers to assist in expanding student awareness

of career opportunities

Arranging observation activities or part-time employment for
VOE students to help them learn more about occupatiohs and
work settings.
Participating in the planning and implementation of a com-
prehensive career education program for VOE students.
H)
¢ e
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gEST TOPY AVAILABLE

. , ' ' \
Con : o Lo ST, Tl WOTICATT CNAL WoEDG OOF K
ST LNy U TN P &R AL FDUCATTION

. First T th'np weo shoild rave a peneral idea or knowledge of what pre-

’ varatisnal edneat’ n is and the 4ifference in prevocational education and |

career edie®tion, Pre<vocat’' nal educat’on is defined as a type of

vrainin: whizh, while nlayin- its part in the achievement of the general
dimsiaf edication an anv riven level, has “of its primary objective the
prerqratiwnio? stuﬁenﬁs tn enter ‘ntn a business career, or having con-

« .+ 2iddred anterin-s sich a ~aresr, to render a myre efficient servine there-

in and t4 advance “ron preseq® levels of employment to higher levels,

o ' -

rfareer educa*’ n has nat heen *iven a eu* and dried definition.

- . Howeyer, o the peneral notfon revnlves around preparedness for Work, for

leis:», ©or the aanifsyly aprartunitiss ospen to all students. In fact,

, nimar fulY 7 [ Iment intellertaally and oceupatisnally.
1 thepre is 3 ~entral mes oo in aur ~oneeptisn of career and pre-
yacatinnal oducationg it i to ~rv nu' against this absurd partitioning
A% tre h%ise af eicat ony thic separation of sihiect fronm subject, of

rlass “rom ~lase, this false ~21 des*runtive 1istinction hetween the

" IS

1'raral qeademin tradit i on ke ane hand and the utilitarian-vocatinnal

. o

m the sther, There shimild be no 1ivisin in technical and liberal educa-
*io,., There ~ap be ra adequate tenrnical eduration which is nnt liberal,

and i 1ihern’ edyrati-n whis® s not 4echniral.

ERIC
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tnat ds, rrer ¢ oo i o~ation Wwhich ises not impart both technieal and
intellectual vis® n, It sther words, eiucation should turn sut the
st der* with sometnin.- re knows well and something he can do well.
¥ith thesr thoushts in miri, we can see that the responsibility of
. ' " teachers in meeting the needs of students in some ways should naturally
. be the same. ”oweve}, tﬁe majority of these needs will be meet more

‘specificallv scrording to subjects taught and studenta being taught.

LON: HANGE NEEDC

1. To provide experiences for students to assist them in eval-"
uating their interests, abilities, value judgments, and
needs as thev relate to occupatihbnal roles in the business
career field.

2. To provide students with opportunities for exploration of
a broad ranpe of occupational clusters in the business
educat®onal field, leading to the tentative selection of
further educational and occupational goa%?ﬁ : '

4. To proviis introductory experiences in aone or more busi-
ness occupational carsers providing a foundation for future
progress at the senior high school level and providing an
nption to.move between clusters, if desired, or persue
a more in-depth experience for advanced grades.

. To provide knowledge of and apgreciation for-the many busi-
ness careers. This tn in¢lude "hands on" experiences, and
"experiments, where appropriate to further the exploratory
learning process.

N
o

ID¥AE TO BE DEVELNPED

1. The knowledge f the business operations careers, and their
sequence of training.

&€. The d}tiqs nf each nccupatinn and how they differ. e
3. Explorins the *ask of business dperation occupatioﬁs.

THFMATION SAINTT

. 1. Deseription

2. Hemuirements

’ 3. Prnbhable pay 4




)

" Studer<s sicceedins in rrozram.

Hdertisving students strenrths and weaknesses.

Students ahilitr to ret along on the job with fellow
emplnyees and employers,

Students performing at occupation level.

Learning in a situation without interfering with others
learnin: process. ’

‘
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TEACHERS 'ISPONSISILITIES IN MEETING THY
EDUCATIONAL NEEDS OF STUDENTS ENROLLED
IN VOCATIONAL OFFICE FDUCATION (Clerical)

/

~ Some of the responsibilities of a tegcher in Vocational Office Education
are: 4 o -

1. The nastery of four basic forms of communication X
\

a. reading / . '

J
b, writing

c. sneaking

, d. listening

<=

2, The understanding of good public relations with fellow workers, managemént,
and customers.

3. The ottroinment of desirable work hahits, attitudes, and personalitv traits
whic, are necessary for a successful business career.

4. Proficiencv in the use of husiness machines and functions.
AN .
The integration of business English, tvpewriting, shorthand, and recordkeeping
in such manner as to simulate an actual office atmosphere.

-l
LA

6. The development on Lehalf of the student to accept responsibility for himself
and for his part in the total office situation as reflected in an office ﬁ&o-
cedure class.

COTRSES THAT AMFE TAUGHT TN THE CLERICAL BLOCK ARF:

' 1. Tynewriting II
2. ¥iling

3. 0ffice “achines : é
4, Pecordkeeping
5. business English
E9
)

ERIC | ‘ - -

T
ry




Ty the yoiienece 118 Tayrgea 1t copenrvng {teel® vith the entire field of

vra! and rritten communicetion in businese af aire., Imnbasgis {3 nlaced unon the

rrte of comrunicatine in vritinn, as well ~2s other snecial kinds of busineas com-
ervicat{one,  Incormorated in the course conteut are lanyuape mechanics, prammatical
rnles, and the therotical principlgs of effective expression. Husiness literlgpre
and ethics rre included. Particular ;tress is placed unon the mailahle letter and
students are r~raded har§Hlv on their ability to nroofread and find their own spelling

arrors, ect, . : y

Tu¥ TEACLLE®R "VSPOKNSIETLITIES ARE:
l. To teach the student the principles effective {n good listening

2, To create in the student an understanding of the techniques of oral
cormrunication,

3. To create in the student correct an. lasting reading habits.

4, To review, clarifv, and apply fundarentalg of language mechanics
and «tructure to successful husiness cormuliication.

9% To imnrove the student's-skill in vecahularv Huilding, spelling, and use
of the dictionarv,

A. Tn teach the student the form and cormposition of effective husiness writing.

1

7. To provide the student with an avareness of the Scope of husiness information,

{. To foster in the student a consciousneas of, and a qensitivit" to, ethics in
husiness, '

TYPINC 11

Tynewritin- skill 1s an essential nart of any proeram of occupational preparation

for clerical or stenorrarhic occupations,
T TEACUHER PESPONSI%ILITIQ} ARE:\
1. To {mprove the atudent hasic tvpe;riting skills,
2. To teach tle stuuent to operate c0rpetent1§ hotil wanualkgnd electric
tynevriters.,

3, To -rovide reniedial instruction in business anplication of tvpewritinp
shille, . - : b

O
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15. Drillq should be given for speed building and development of accuracy.

N [ 4

4. To meer ~indrun sneed and accuracv 1t1n31rd8 for e wnloyment - in tbe local
area, - . : [ ! » -
1 . »” "'. ’ . * . . 1

5. Te tvne letters,. tabylated material, envelopes, cards, tglegraﬁa, buginess .
farme, and renorts attfhctivelv arranged ‘In conventional format.

f,. To twne anuscripts form edited nandwritten copv * providing headings, fbot- v
notes, manuscript, title pages, tables of contents; and bibliographies from
. the content of the manuscript without direction from the author,

7.-To introduce advanced business applicatiohs of tvpewritiny qki]ls.
&, To prepare typed material for reproduction by thé commonly used nedia
. { - . N |
. To detect tvnposraphical errors bhefore removing copv from the tvpewriter
and make inconspicuous correctiond. e . ‘ '
4 * - l - o 4,
10. To take cictation and compose at the typewritey, ° N .. 4 ¢
11. To wofk harnoniously and productively in a buainess envfronment;r
12, To develop a high level of performance of busiress application with-a
mininun of direction and supervision. : s . .
13, To develop.a2 high level of perforrance of buqineas application with no
direction and superviqion. . ’
\ . . | A4
14, To develop nroper attitudes and work habfits in ofFicelpractice and” nrocedures.
- . ¥

r ¥ ’

16, To pive a five ninute writina with five errors or less. .

4

17, 'Different letter stvles uséd in class work. k v - IR

. 2 . . .

In the secretarial block énﬁ clerical block on the job job training is a portion of ‘the

v

vocational offigp education progran. The sﬁudent is em@loved on .a full time basis

. : , i . ,
for a week bv an approved business firm. HQ is sune;viséd cooperatively by school

. B} 4 k4 -
and businéss representatives. . , , . ) Y

]

Je as business teagliers not onlvy teach the student how to perform on a {ob,
. . - . ‘ £

we hive to teach them how to get a job. . [ A . . .

- . v

Lookin~ for a.joh can te a confusing experience. “any students do not know

I3 ES

K

hew to ro about the search for a job or wha§ to expect during job interviews. Thev
’-tm £l ' N ’ ) ‘
are not sure how to prerarz thermselves for interviews or how to present themselves . |

- R 1

effectively to. emplovers. - ‘079 : -
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N ° ‘ Tt
In tver!P? the htucht how to pet 2 job we cover-the followinp:
1, Yo' to contact job 1nterviewera and set up annointmznt for interview 7 . ,
2. wy ;%,fill %ut npplication forms 4
3. '™at to éxpect, how to prepare for, and how to resnond in: emplovment andw.
agency interviews. 4 . . . '
T . » »
: 4, Mow to make a good impression, expresi yourself in a postive way, mention = . '«
- vour strong points, and answer difficult question during interviews.
. e » . ) .
Ir.teachir: the following above, 1 have found it very effective to‘use the
discussion:tanes: The students can found out the -important -things they need to know
about 1in ycttihg a job: . . o . .
, v . .
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The turee components of tHls cdourse are

[ o + -~
" Business” Enrlish ) . ' ‘\» D
' Gffice Procedures : L . ' .
‘ Siortaand IT . , "
L4 * .
. uuuiqo;u nelicr .

. _Che teacher,ds responsible for nelpinp the otudent

develop Bis Fneliss skills to an employablé levél in the

written form, : -

-

’

“he teacher w11l help tne student davelop his English

|
|
|
|
] ,k111° to an ﬁmplo}ﬁ*le level in the vcrbal form. . oo N

' / 4 ’ , |

|

|

|

Tne“teacnor will provide practical protlems so the

studerit, can apnly and develop writing skills in letters,’ - {
@gmdrandums, reports, ete. . ~ ‘
. ~ffice Frocedures; N i

. Ny
-

The tehcher will help studert develop employatle skills

G

In the use of sucn office raciiines as adding, duplicating
h . b 5

A}

! \ . . - - I “
calculating, 4And transcriLine. .
» “  The' teacher w111 ,uide tae student in learning and .
b » ' . . '
»

Tre teacher v11ll assigt student in learning basic

st »

\

|

~ { developing-acceptanly and employatle office practices. <o ‘
h . ‘

business telepone techniques.: l

[

\

|

|

\

|

|

|

-
> R Moy
\ . Tue teacher wlll asslist student with personal grooming
" and attltudes n=zeded in a tusiness office.
% ¢ ' ’
. . . . *
- o ( )
’ 4 “ A N
N . - {-4 (; I3
r ‘ .
Q : A p )
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Office Procedures Tontinued B !

»

The teacher wiil provide the- student with practical ‘ :
on-trne-jot office experience. 'j S N .
. The te\cher will help the student develop the

confidenge and. 1ndependence nbcei’.ry to be a valuable

4

office employee . e , N ‘ o . ! ‘

. The teacher wiil-help derelop~tne student's filing "y ?
skills. . L ,

. ’ u ‘ f '
. Shorthand II - = ~..
The teacher willl assist the student in developinp short—,
hand speed to an employable level - . '§i
¢ The teacher will assist the student in develo%ing

'ahorthand transcription competency

‘ The teacher will help student to develop a usable

L)

T busines>,vccabulary in her area of interest . ‘W

i Qoﬁpiéticn'Level ‘
tx, Upon completion or this course, the student shduld - _' »
be e]iyible for empIOJment as aysecretary, stenographer A b
- clerk typist, word processing coordinator, or administrative

AN M 4 i i

- "
assistant.’

- " &

A Y

'gmplqyment Responsibility

The teacher 15 not responsible for finding students

% . . employment. ‘ N : ’ ‘ /
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