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VOCATIONAL-TECHNICAL AND ADULT EDUCATION
FOR
THE STATE OF NEW MEXICO

The first "Policiles and Procedures Manual" for the Division of Vocational
Education was published one year ago, and even though it was a major step for-

ward, it was realized from the beginning that revisions were needed.

This revised copy was finally completed after a number of statewide meetings
and a review by the New Mexico State Advisory Council for Vocational-Technical

Education.

It is hoped that this will be a semi~permanent document with minor changes
to meet program needs that occur in the future. The future revisions will be

mailed as inserts to the basic document rather than a compli:te new printing.
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VOCATIONAL-TECHNICAL AND ADULT EDUCATION
FOR
THE STATE OF NEW MEXICO

- INTRODUCTION

The State of New Mexico has made great progress 1n the area of Vocational
Education in the last few years, but much work still remains to be dome. To
insure progress and quality programs, cerrain standards have to be met; this

is the reason for this Policies and Procedures Manual.

There have becun many meetings and man hours of work put into the devel-
opment of these standards. Certainly these standards are not perfect and
they will nor insure a quality program, but they must be used to establish

J minimum regulations to be built upoa and improved in the years to come.

o,

é Keep this manuzl for reference, as it will answer many of your questions
o

concerning local vocational programs, both new and ongoing. The State Staif
A of the Division of Vocational Educatinn is always at your disposal, so please

feel free to call on us for any help at any time.

L
4

E. A. Vigil, State Director
Vocational-Technical and Adult Education

iv




OBJECTIVES FOR VOCATIONAL EDUCATION

The Vocational Education Department will develop Vrcaticunal Educaticn programs
which are available to all individuals for the purpcse cf preparing them fer
gainful employment.

Vocational Prcgram Objectives

1, Assist schools in develeping, maintaining, exteading, and improving programs
of Vocational Educaticn.

2., Assist schools in planning, and providing smployment fcr youths who need
assistance te contioue their educaticn,

3. Provide vocational traiuing so that persons of all ages in all communities
will have ready access tc training to meet the needs of actual or anticipated
opportunities for gainful employment.

4, Disseminate Vocational Education infcrmation to educatcrs, legisiators, and
the general public to keep them informed in the area c¢f Vocational Educaticn.,

5. Provide in-service training and iustructional materials for teachers of Vocational
Education.

6. Assist schools in planning and developing programs that will promote leadership,
character, thrift, scholarship, ccoperation, citizenship, and patriotism by
parcicipating in experiences and activities of youth organizations, which is
an integral part of the Vocational Education program.

7. Assist schools in providing knowledge, informaticn, attitudes, or abilities
for an occupation through a pertinent irstructional program,

8. Pro.ide teacher education programs for all divisions of Vccational Education
to prepare an adequate supply of teachers,

9, Assist schools in planning placement and follow-up programs. and to help
coordinate these programs statewide.

10, Provide an instrument assisting schools in evaluating instructicnal programs
and determine prcgress of students.

11. Assist schools in providing career information to assist students in selecting
a vocation.

v
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AGRICULTURE EDUCATION PROGRAMS

I, PURPOSE

The

Vocational Agriculture Program provides training and education to develop

those competencies for persons engaged in agricultural occupations or for
those persons preparing for entry into agricultural occupations.,

II. OBJECTIVES

A.

1.

The objectives of the Agricultural Education Program are:

To develop agricultural competencies in animal science, plant science,
soil science, agricultural economics and business management, and
agricultural mechanics needed for individuals engaged in or prepaiing
to engage in production agriculture or in agricultural business or in
other careers in agriculture.

To develop an understanding and appreciation of career opportunities
in agriculture and of the preparation needed to progress in production
agriculture or in agricultural business occupations or in other careers
in agriculture.

To develop the ability to secure satisfactory placement and to advance
in an agricultural occupation through a program of continuing education.

To develop those abilities in human relations which are essential in
agricultural occupations.

To develop agricultural leadership, character, thrift, scholarship,
cooperation, citizenship and patriotism, by participating in experi-
ences and activities of the FFA, which in an integral part of the
Agricultural Fducation Program.

III. ADMINISTRATION

A.

< by

State Admini..cacion: The State Board,* through the State Director of

1.

Vocation~” “Aucation and State Supervisory Staff, is responsible for:

Leadérship and direction of the Agricultural Education Program in the
State.

*State Board refers to State Board of Education.



Periodic program reviews to see that Federal funds and matching local
funds are spent in accordance with the State Plan, that Federal funds
do not supplant any State or local funds, and to check that education
is of high quality and is suited to the needs and abilities of the
students.

Planning and promoting State program of Agricultural Education.
Planning, preparing and distributing instructional material.

Reimbursing Agricultural Education Programs, subject to availability
of funds, which meet the following requirements:

Program meete the needs of persons who have entered upon or are
preparing to enter upon the work of the farm or ranch or of an
agricultural business, and who have selected one of these occupa-
tions as an objective which is recorded by the local school.

- Instruction deals with practical agricultural problems and includes
subject matter and learning experiences necessary in the operation
of farm or ranch or of an agricultural business.

Programs of instruction shall provide for:

(1) Directed or supervised practice on a farm or ranch for those
persons who are engaged in or preparing to engage in farming
or ranching.

(2) Directed or supervised practice on a farm or in an agricultural
business for those training for other occupations involving
knowledge and skills in agricultural subjects.

Have at least fifteen students for a part-time Agricultural
Education teacher, thirty students for a full-time teacher, and
sixty students for two full-time teachers.

Facilities meet standards approved by the State Board.

Class meets time requirements.

School provides adequate supervision and instruction of farming
programs on farm, or work experience in an agricultural business.

Submits statistical report showing time to be spent on teaching
agricultural education courses, salary of teacher, including summer
salary, and budget for supplies, equipment and travel expenses of
teacher. '

Submits- preliminary farming or work experience report of students.

Submits final farming or work experience report of students.

Submits monthly report of agricultural education travel.

-2-
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1. Submits notarized claim for reimbursement.

m. Agricultural Education teacher meets qualifications.

by
. i

6. Services to local schools

}~ a. Assist in surveying and planning for new Agricultural Education
department.
), b. Assist with instructional problems in Agricultural Education.

- c. Assist in planning and preparing instructional material.

Assist in improving program of Agricultural Education.

éf e. Assist in evaluation of Agricultural Education Program.
f. Assist in securing qualified Agricultural Education teachers.
}; g. Assist in improving local programs of FFA.
. h. Assist in planning new facilities.
|

- 7. Evaluation of Agricultural Education Program
}? 8. Approval of certification of teachers

a. Persons planning to teach Agricultural Education in New Mexico must
T meet qualifications set up in the State Plan for Vocational Education
x and policies.

credits to the State Supervisor of -Agricultural Education and to the
State Director of Certification; the State Supervisor will recommend
to the State Certification Director whether the applicant is quali-
f{ fied to teach Agricultural Education in New Mexico. The State

} Certification Director will then issue a certificate, if applicant
meets other provisions of State Certification regulations.

[\ b. To secure a certificate, applicants must submit a transcript of college

T e+ i s g

1{ 9. Appointment of State Advisory Committee and/or Consultative Committees
for Agricultural Education Program. A State Advisory Committee for
Agricultural Education may be appdinted by the State Board for Voca-
tional Education upon recommendation by the State Supervisor of
Agricultural Education and the State Director of Vocational Education.
It shall be composed of:

\
i
I
i
i

a. three farmers or ranchers
b. two agricultural businessmen

¢, two local school administrators




10.

11.

12,

13.

14.

15.
16.
17.

18.

19.

B.

d., ex-officio members

(1) -State Director of Vocational Education

(2) Teacher Educator of Agricultural Education

(3) New Mexico Vocational Agriculture Teachers' Association President
The regular members will serve staggered terms of three years.

Approval of Agricultural Education Programs in local school when they
meet the requirements for a Department and enter into a contract with
the State Department of Agricultural Education. The contract shall
include the number of years of instruction in Agricultural Education
to be offered, time schedule, employment of qualified teacher and

term of employment, provisions for supervised practice or work
experience for students, travel of teacher for supervision of students
and other Agricultural Education travel, facilities, instructional
program, and operation and maintenance of a program.

Planning and promoting the New Mexico Future Farmers of America, in-
corporated as an Association under the laws of New Mexico. The
supervisory staff shall be State Advisors and be responsible for

the State Association of FFA.

Planning and conducting in~service training for Agricultural Education
teachers.

Making reports as requested by the State Board and the U. S. Office
of Education.

Planning and conducting state judging contests, conventions, exhibits,
and fairs for FFA on a state or district basis.

Cooperate with other agricultural agencies on agricultural programs.
Cooperate with other agencies on educational programs.
Planning and conducting research.

Planning and promoting teacher training programs in Agricultural
Education in cooperation with teacher training institution.

Establishing standards for Agricultural Education ﬁrogram, facilities,
classroom, equipment and supplies.

Local Administration

1,

The local board of education has the authority to determine whether
Agricultural Education Programs will be offered in the local school
and will make application to the State Board through the State

-
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Supervisor of Agricultural Education for a program. The local
board will determine policies for the operation and maintenance of
an Agricultural Education Program upon recommendations of the Agri-
cultural Education teacher, principal and superintendent, in con-
formity with the State Plan policies and regulations. The local
board will provide funds for buildings, equipment, supplies, facil-
ities, and for salary and travel of Agricultural Education teacher.

The employment of teachers of Agricultur i\l Education is the respon-
sibility of the local board of education. The local board shall
check with the State Supervisor in selecting a qualified Agricultural
Education teacher to be employed on an eleven or twelve-month contract
from July 1 or August’l to June 30. Salaries of Agricultural Educa-
tion teachers should be computed on the basis of eleven-ninths or
twelve-ninths of salaries of other faculty members with similar
experience and training. The local board will set up time for
vacations of the agriculture teacher in conformity with State Plan
and policies.

The local board and administration will request such plans and reports
from the Agricultural Education teacher, as necessary, to keep in-

formed on the operation of the Agricultural Education Program.

The local board, through the local administrators and Agricultural
Education teacher, is responsible for:

Leadership and direction of the Agricultural Education Program in
the community.

A written plan for a program of Agricultural Education, which 4
includes objectives, plan of operation, course of study, farming

or ranching programs, work experience,visitation, FFA and summer

activities.

Developing course of study to meet the needs of the community.

Planning instruction, providing instructional material, making
arrangements for resource people, and demonstrations and field trips.

Planning and developing students' farming programs or work experience
programs.

Supervising stucents' farming programs or work experience programs,
giving individual instruction during the supervision of these programs.

Planning and supervising the local FFA Chapter and activities.
Planning and conducting a summer program of instruction and supervision.

Preparing reports and submitting to the local board and the State
Office of Agricultural Education. !



Keeping records of students' farming programs, work. experience pro-
grams, placement and follow-up studies, FFA activities, and equipment
and supply inventories.

Guidance and counseling of Agricultural Education students.
Cooperation with other agricultural agencies in the community.
Assisting in improving agriculture in the community.

Providing facilities for Agricultural Education department, which
include classroom, agricultural mechanics shop, storage space, tools
and equipment, supplies, and necessary instructional materials and
equipment.,

Providing funds for transportation and travel expenses of teachers
for supervision of the Agricultural Education Program in conformity
with the State Plan and policies:

Selecting a local Advisory Committee composed of farmers, ranchers,
and businessmen to make recommendations to the Agricultural Education
teacher and administration and local board for improvement of the
Agricultural Education Program in the community.

IV, QUALIFICATIONS

A,

1.

Se

condary Teachers

Professional Education: Teacher shall have not less than 18 semester

hours of credit in Agricultural Education courses which include courses
in methods of agricultural instruciton, directed teaching, and methods
in farm mechanics instruction, and in addition, other subjects as
specified by law for certification of teachers in New Mexico. He shall
have at least six weeks of directed teaching in an approved directed
teaching center under the supervision of an Agricultural Education
teacher, who has had at least three years or more of experience teaching
Agricultural Education. ‘ :

Technical Education: Shall hold a Bachelor of Science degree in Agri—'

culture or Agricultural Education from a recognized four-year agricul-
tural college or university that meets New Mexico standards for train-
ing of teachers of Agricultural Education. Must have a minimum of 54
semester hours in technical agriculture, with not less than 12 semester
hours in each of the following fields: animal science, plant and soil
science, agricultural mechanics or agricultural engineering, and
agricultural economics and farm management, with six semester hours

of electives in technical agriculture. Teachers training to teach
Vocational Horticulture may substitute six hours of animal science or
agriculture economics for plant science.

{
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3. Agricultural Experience: Teachers must meet one of the following
j* requirements:

a. Two years experience on a farm after age 14
} b. Two years of supervised or directed Agricultural Farming Program

c. Two years of directed or supervised work experilence on a farm, ranch
? or in an agricultural business

d. Two summers of work experience in an agricultural business or on a
y‘ farm
RS

B. Post-Secondary Teachers

}f 1. Duties: Shall be the same as those for secondary vocational teachers
AR in 1.33 in State Plan.

}’ 2, Minimum Qualifications: Shall be the same as for secondary Vocational
{ Agriculture teachers in 1.33-1, A 1-2 in State Plan,

~ 3. Experience: Shall have had a minimum of three years of recent experi-
§ ence 1n the occupation or in a combination of occupations directly
related to the agricultural occupation for which training is offered.

C. Adult Teachers

1. Duties: Shall be the same as those for secondary vocational teachers
in 1.33 in State Plan.

2. Minimum Qualifications: Shall have a background of education adequate
1= to carry out, under supervision, the objectives of the training program
‘ as determined by the State Board of Education.

3. Experience: -Shall have a minimum of three years full-time experience
in the agriculture occupation or a combination of occupations for which
the training is being offered.

ocsmiiY
i

N
L

V. INSTRUCTIONAL PROGRAMS .

T e C e -
H. ‘! i

A. Secondary Programs in Vocational Agriculture

1. Production Agricultural Programs and Agricultural Business Programs:

a. The instructional program will consist of the following major areas:

g

(1) The instructional program in production of livestock, crops, soils
and the management and accounting necessary for efficient operation
[ of these areas.

(2) Agricultural mechanics to develop skills necessary to operate, main-

tain and repair equipment, machinery and facilities on a farm or
ranch or in agricultural business.

-7-
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(3) Supervised agricultural experience on a farm or ranch or in
agricultural business to develop responsibility, thrift and

economic development.,

(4) Leadership training through the activities and experience of the
Future Farmers of America, which is an integral part of the
curriculum of Vocational Agriculture.

(5) 1Instruction for agricultural business occupations will include
planning for occupational experience, agriculture salesmanship,
agriculture business procedures and programmed instruction by
areas for product information.

b. Secondary Schools will provide at least three years of Vocational
-Agriculture in which:

} (1) The first two years consist of study of basic agriculture in
animal science, plant science, soill science, agriculture mechan-
ics and leadership training through the FFA.

(2) 1In production agriculture, the third year class, and in those
schools that have four years, will be spent on agriculture
economics, the management of a farm business and the accounting
necessary to operate an efficient farm business:. The students
in Vocational Agriculture will be given an opportunity to
supplement classroom instruction by participation in laboratory
exercise, field trips, use of resource people, and other means
to develop competencies necessary to enter the occupation of
agriculture,

(3) In the third year.of agricultural business occupations, time
will be spent on career information, selection of occupations,
planning for occupational experience, agriculture salesmanship,
business procedures and programmed instruction in rhe occupa-

tional area selected.
2. Vocational Horticulture
a. Instructional program will consist of the following major areas:

(1) Career information, personal traits and relations, selection of
area leadership training, planning for occupational experience,
horticulture salesmanship and business procedures, horticulture
accounts and records and programmed instruction for occupational

areas.

‘
e o e e e

b. Secondary schools will provide at least three years of Vocational
Horticulture in which:

(1) The first two years will consist of study of basic horticulture
soils,.landscaping and decisions with horticulture iiechanics
and leadership training.,

-8-
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(2) The third year will consist of study of planning for occupational
experience, salesmanship, business procedure accounts, records
programming instruction and occupational experience.

3. Minimum time requirements - Local boards may meet minimum time require-
ments for: :

a. Production Agriculture
(1) Local schools may meet the minimum time requirement of 684 hours
of classroom instruction divided in any manner the school wishes
during the three years.
b. Agriculture Business Occupations
(1) The minimum time requirement in this area is 900 hours with one
hour for first and second years and a three-hour block for the
third year.
c. Vocational Horticulture
(1) The minimum time requirement is 900 hours for the three years
with one hour period for the first and second year and a three-

hour block for the third year.

VI. SUPERVISED AGRICULTURAL EXPERIENCE PROGRAMS

A, All students enrolled in Vocational Agriculture classes in secondary
schools are required to plan and conduct a supervised agricultural
experience .program:

1. Production Agriculture

a. Productive agricultural enterprises on home farms, school farm or
other farms, or

b. Work experience on farm or ranch of 100 hours first year, 200 hours
second year and 300 hours third year.

2. Agricultural Business Occupations
a. Work experience on farm or ranch for two years, 100 hours first year
and 200 hours second year, also work experience in a horticulture
business the third year of 300 hours.
3. Horticulture
a. Laboratory experience in horticulture after class period for two

years, 100 hours first year and 200 hours second year, also work
experience in a horticulture business the third year of 300 hours.




ViI. EMPLOYMENT OF TEACHERS FOR AGRICULTURAL EDUCATION -

Teachers shall be employed on an eleven or twelve-month basis. Teachers on

a twelve-month basis shall not have more than two weeks vacation. Two
additional weeks of educational leave may be approved every other year. 1If

an eleven or twelve-month teacher is away from the job more than four calendar
weeks during the summer, the school will make arrangements for a substitute

to take care of work experience programs and farming programs.

VIII. OFFICIAL TRAVEIL_OF AGRICULTURAL EDUCATION TEACHER

A. Reimbursement will be made, subject to availability of funds, on the
following types of official travel of the Agricultural Education teacher:

1. Transportation costs in service area for: (service area interpreted
as meaning the area from which schools enroll students)

a. Surveying the needs of the service area for further development of
the program.

b. Visiting prospective students.

c. Visiting farms and homes to advise on and evaluate supervised farming
or ranching programs of students, or visiting agricultural businesses
where work experience is given to students.

d. .Supervising activities of the Future Farmers of America in the service
area.

e. Other activities necessary in promoting and developing the Agricultural
Education Program in the service area,

2. The following travel expenses of teachers of Agricultural Education are
approved by the State Board for reimbursement,subject to availability
of funds, in addition to those listed above:

a. Attending district and State FFA meetings.

b. Attending county and State fairs and shows.

c. Attending district or State workshops or professional meetings on
Agricultural Education, when-called by the State Office of Agricultural
Education.

d. Any other travel for attending professional or other meetings or travel
other than that mentioned above must have prior approval from the

State Supervisor of Agricultural Education for reimbursement.

<. . .. _e. No reimbursement will be made for out-of-state travel from State or
Federal funds. R
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IX.

A,

c.

3. The local board may pay travel expenses of the Agricultural Education
department of the school for cther activities even though they will
not be reimbursed.

TEACHER EDUCATION IN AGRICULTURAL EDUCATION

Institution: New Mexico State University, University Park, New Mexico,
is designated as the approved institution for the training of teachers of
Agricultural Education. The State Board for Vocational Education main-
tains a cooperative agreement with New Mexico State University to pro-
vide the training of prospective and in-service teachers through approved
courses.

Teacher Training: Personnel will be selected by New Mexico State Uni-
versity, in cooperation with the State Board for Vocational Education,
who meet the qualifications as follows: :

Qualifications

a. Technical Training

Shall hold a Bachelor of Science Degree in Agriculture or Agricultural
Education from a recognized agricultural college or university that
meets the standards for training teachers of Agricultural Education.

b. Professional Training

Shall hold a minimum of a Master's Degree in Agriculture or Agricul-
tural Education.

¢. Shall have at least two calendar years of farm experience after the
age of 14 or preferably farm reared to age 16. Shall have three
years experience as a'teacher of Agricultural Education in an approved
department; however, five years experience is recommended. Shall have
at least three years experience as a supervising teacher or a member
of a State supervisory staff or teacher-training staff.

Curriculum of Teacher-Training Institution: The curriculum for training
teachers of Agricultural Education shall include a minimum of 54 semester
hours of credit in technical agriculture, with not less than 12 hours in
each of the four major fields of animal science, plant science, soil
science, agricultural mechanics or agricultural engineering and agricul-
tural economics, with six ‘semester hours of electives in technical
agriculture. Teachers training to teach Vocational Horticulture may
substitute six hours of animal science or agricultural eccuomics for
plant science. The curriculum for training teachers of Agricultural
Education shall also include not less that 18 semester hours of credit

in Agricultural Education courses, which include courses in methods- of
agricultural instruction, directed teaching, and methods in farm mechanics

certification of teachers in New Mexico. The curriculum shall also include

-11-
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at least six weeks of directed teaching in an off-campus approved directed
teaching center under the supervision of an Agricultural Education teacher
who has had at least three or more years of experience teaching Agricul-
tural Education.

Directed Teaching: New Mexico State University and the State Supervisor

of Agricultural Education will cooperatively select directed teaching
centers from New Mexico Agricultural Education Departments in high schools
for the training of prospective teachers of Agricultural Education. Super-
vising teachers in these directed teaching departments must have had at
least three years Agricultural Education teaching experience. Prospective
teachers will spend six weeks off campus in observation and teaching in

the directed teaching centers selected.

In-Service Training for Teachers: The teacher trainer of Agricultural
Education, in cooperation with the State Supervisor of Agricultural
Education, will cooperatively follow up Agricultural Education teachers
who have started their first year of teaching.

Instructional Materials. and Research: The teacher trainer of Agricultural
Education, in cooperation with the State Supervisor of Agricultural
Education, will help prepare teaching materials to be distributed.to the
Agricultural Education teachers. The teacher trainer, in cooperation

with the State Supervisor, will cooperatively prepare and do research

on the problems pertaining to Agricultural Education in New Mexico.
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APPENDIX A

INSTRUCTIONAL CODES AND TITLES

AGRICULTURE EDUCATION

01.00C000 AGRICULTURE

Ccl Agricultural Production
! 0101 Animal Science '

010z Pilant Science

0103 Frrm Mechanics

CL0L F4rm Business Management
Gige asgricultural Production, Other
02 Agricultural Supplies‘Services

018 Agricultural Chemicals

0262 Feeds

0203 Seeds .

0204 Fertilizers (Plant Food)

0299 Agricultural Supplies/Services, Gther

03 Agricultural Mechanics .
2301 Agricultural Power and Machinery
3302 Agricultural Structures and Conveniences

303 Soil Management

{304 Water Management

305 Agricultural Mechanics Skills

4306 Agricultural Construction and Maintenence

0307 Agricultural Electrification

03992 Agricultural Mechanics, Other

04 Agricultural Products

0401 Food Products

040102 Dairy Products

0402 Nonfood Products

04949 Agricultural Products, Other

05 Ornamental Horticulture (Production, Processing, Marketing,

and Services)

0501 Arboriculture

6502 Floriculture .

503 Greenhouse Operation and Management

0504 Landscaping

0505 Nursery Operation and Management

0506 Turf Management

0599 Ornamental Horticulture, Other

06 Agricultural Resources (Conservation, Utilization, and
: Services)

06ul Forests

0602 Recreation

0603 Soil

0F 04 wildlife (Including Game Parms and Hunting Areas)
0605 Water

0606 Alr

0607 Fish (Including Farms and Hatcheries)
0608 Range

0699 Agricultural Resources, Other

Qo7 Forestry (Production, Processing, Management, Marketinmg,
and Services)

0701 Forests

0702 Forest Protection .

0702 Logging (Harvesting and Transporting)

0704 Wood utilization

0705 Recreation

0706 Special Products 2
0799 Forestry, Other
99 Agriculture, Other

-14~
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APPENDIX B

EVALUATION RATING SCALE

The evaluation scale for the instrument provides a choice of eight rating
categories. Each item 1is scored by using an appraisal based on accepted
standards as they appear to the faculty, the administration and the visiting
evaluators.

Definition of Scale:

5 Approved with Commendation - a mark of five indicates this item is per-
formed or exists to the extent of going significantly beyond required )
standards. This reflects a consistantly high level of effectiveness.

4 Approved above Standards - a mark of four indicates this item is performed
or exists to the extent of exceeding requirements of the minimum standards
but may include some variability of quality. This reflects a generally
high level of effectiveness.

3 Approved - a mark of three indicates this item is performed or exists to
the extent of meeting minimum standards. It shows.a generally accepted
level »>f effectiveness.

2 Advised - a mark of two indicates this item is performed or exists in a
questionable manner at the level of effectiveness sufficient to require
action to improve the condition.

1l Conditional - a.mark of one indicates this item is performed or exists to
an extent so deficient that it needs to be corrected immediately.

0 _Disapproved - a mark of zero indicates this item fails to qualify for any
other classification and is unacceptable.

M A mark of M indicates this item is missing but is needed for an effective
program.

NA A mark of NA indicates this item does not apply. %
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APPENDIX C
NEW MEXICO STATE DEPARTMENT OF EDUCATION

EVALUATION INSTRUMENT

1.

A,

B.

(grade level) Vocational Agriculture

PHILOSOPHY AND OBJECTIVES

The underlying philosophy of the Vocational Agriculture program includes
the following principles:

Principal objectives of the Vocational Agriculture program are:

-16-
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II. PROGRAM ORGANIZATION

A,

BQ

1.

Textbooks and supplemental materials

Textbooks and
dupplemental Grade Copyright

materials - level Subject dates Rating

Le

Average rating this area:

arning/Teaching Activicties

Operation and Management of Program

Vocational Agriculture Teacher:

Has written plans for operation of the Vocational Agriculture
program which includes philosophy and objectives.

Has an up-to-date course of ztudy.

Prepares a departmental budget and list of equipment and
supplies needed.

Meets regularly with school administration to discuss pro-
gram.

Has a schedule for each week to carry out an effective
program. ‘

Prepares statistics and information on Vocational
Agriculture.

Maintains and reoairs department equipment.

Maintains an orderly filing system.

-i7-
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Rating

i. Punctual in submitting reports to the administration and
the State Office.

j+ Keeps shop, equipment, classroom and supplies in orderly
fashion. |

k. Cooperates with counselors and others in recruiting stu-
dents.

1. Has an orderly procedure for operating and\managing the
Vocational Agriculture program.

m. Confers with Advisory Committee.
- Average rating this area:

2. Instructional Program
Vocational Agriculture Teacher:

a. Eas and uses lesson plans and instructional materials for
each unit of instruction.

b, Reviews information and lesson plans before starting each
unit and secures the necessary supplies and instructional

materials to teach the unit.

c. Involves students in planning of lessons and in instruc-~
tional program.

d. Organizes a classroom atmosphere which is efficient.

i . e, Uses an instructional system which is effective for good
' learning.

f. Uses resource people for more effective learning.

g. Utilizes the community resources for field trips and
demonstrations as part of instructional program.

Average rating this area:

3. Agriculture Mechanics
Vocational Agriculture Teacher:

a. Arranges shop facilities into work areas for units of
instraction.

b. Organizes agricultural mechanics program so that it will
e develop desirable and usable skills,

c. Has specific or planned projects for each year of
N agricultural mechanics.

-18-
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4.

Records accomplishments of students on charts or other visible

means.
Includes all areas of agricultural mechanics.

Demonstrates the job or skill to be done and uses a job
breakdown which can be posted over each work area.

Uses an organized shop management system which includes
cleaning and storage of tools.

Stresses quality workmanship.

Arranges for challengipg individual projects.
Has safety instrﬁction and demonstration.
Keeps tools and equipment in repair.

Learns new skills and secures the necessary information
to teach skills.

Uses resource people in instructional program.

Average rating this area:

Supervised Agriculture Experience Programs
Vocational Agriculture Teacher:

Discusses with students the possibility for profit on
a variety of enterprises.

Cooperatively determines farming program or work ex-
perience goals for individual students.

Assists in making arrangements for securing enterprises.
Assists in making arrangements for securing finances.
Feels a personal responsibility for every boy in class,
Has excellent relationship with parents.

Averages four or more visits per student per year.

Formulates goals for average number of units and net income

per student.

Uses older students' farming programs and work experience
to motivate beginning students.

Has farming program tours.
-19-
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1. Promotes school, county and community shows.

? m. Develops a work experience program for boys who do not

have farming facilities.

g- n. Provides instruction in farm accounts with typical farming

programs used for practice.

}‘ 0. Checks farm acccunts when on farm visit to see that they

are kept up to date.

Average rating this area:

5. Future Farmers of America

a. Vocational Agriculture Teacher:

] -

(2)
(3)
(4)

(5)

(6)

{l (1)
“ (2)
) (3)

(4)

(55

[ l (6)

Believes in the Future Farmers of America, its leader-

ship potentialities, and uses it effectively to instill
competitive spirit in his students.

Gives students responsibility for operation of the FFA.

Provides continuous leadership training for all members.

Uses the FFA to motivate the total Vocational Agriculture

program.

Keeps members informed of available awards and scholar-

ships.

Motivates students to develop pride in the FFA organi-

zation.

b. The FFA Chapter:

Plans and carries out a program of activities which gives
responsibility to every member.

Board of Directors meets regularly to plan effective

meetings.

Plans and carries out impressive ceremonies for all

degrees and installations.

Submits one or mcre Foundation Agricultural Proficiency
Award applications per year.

Receives a Superior Chapter rating-.

Participates in local, district, State and national

activities.

Rating




(7) Meets all FFA report deadlines.
Average rating this area:

6. Summer Activities
Vocational Agriculture Teacher:

a. Outlines program for the summer and submits to the
administration.

b. Keeps a diary of activities of each week and keeps adminis~
tration informed of activities.

c. Makes at least two visits to each student during summer.

d. Makes at least two visits to prospective students during
Summer .

e. Secures and prepares instructional material.

f. Secures supplies and equipment.

g. Arranges for repair and improvement of facilities.

h. Learns new skills and abilities and keeps up to date.

i. Observes other Vocational Agriculture programs in the
area for new ideas.

Average rating this area:

C. Equipment and Materials

1. Equipment meets or exceeds standards set up for Vocational
Agriculture.

2. Has supplies and materials to give adequate instruction in
all phases of Vocational Agriculture.

Average rating this area:

D. Classroom and Facilities

l. Classroom and storage meets or exceeds the standards for Voca-
tional Agriculture.

2. Shop space meets or exceeds the standards for Vocational
Agriculture,

3. Storage and clean up facilities meet: or exceed: the standards
for Vocational Agriculture.

Average rating this area:
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l.

10.

o F L]

Evaluation
Vocational Agriculture Teacher:

The teacher maintains records of pupil progress.

Objective techniques are used to evaluate the work of the

pupils.

Pupil aptitude and abilities are considered in evaluations.
Evaluation is an integral part of the instructional program.

Records of progress are kept for each individual student

and are used as a basis for guidance and placement, job

assignments and grading.

Follow-up records of graduates are available.

Follow-up data of graduates is used to make necessary revisions

in the program.

Advisory committees are consulted for purposes of evaluating

and improving the program.

Administrative, supervisory and instructional staffs
periodically meet to examine and discuss the total Vocational

Agriculture program.

Recommendations from nrevious evaluations have been

implemented.

Average rating this area:

Public Relations

| p——
N
.

e

Vocational Agriculture Teacher:

Realizes that the most effective public relations is

effective teaching program.

Keeps parents and school administration informed.

Cooperates with other agricultural organizations.

Participates in community programs.

Cooperates and works with school and faculty on activities.

Motivates students to have pride in their school and

community.

an

Submits information to school administration concerning

program.

Rating




10.
11.
12.
13.

140

Publishes news stories, arranges for radio and television
programs.

Has a tour of farming programs for community and students.
Uses an agricultural advisory committee.

Has high professional ethics.

Has a parent and son banquet.

Uses resource people to assist in program.

Uses local teachers to assist in judging FFA Chapter
activities and members awards.

Average rating this area:

I11. CURRICULUM PLANNING AND DEVELOPMENT

AO

Vocational Agriculture Teacher:

1.

2‘

Surveys needs of area for planning changes or expansion
of curriculum.

Uses advisory committee in curriculum planning and
development.

Meets with school administration on curriculum changes
or expansion. :

Informs community on possible curriculum changes or
expansion,

Average rating this area:

1v. PROFESSIONAL IMPROVEMENT

A,

Vocational Agriculture Teacher:

Keeps up to date on technical agriculture.
Has or is pursuing a Master's Degree.

Observes other Vocational Agriculture programs for new
teaching procedures.

Attends in-service training sessions.

Participates in professional organizations.




V.

6. Participates with other agriculture teachers and agencies
to improve agriculture.

Average rating this area:

SELF-EVALUATOR'S COMMENTS (List Comments by Area)
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DISTRIBUTIVE EDUCATION PROGRAMS

PHILOSOPHY OF DISTRIBUTIVE EDUCATION

From acceptance of business education at the turn of the century as a phase

of public education, its reason for being has extended to include Distributive
Education, as a phase of curriculum in most comprehensive schools. Distri-
butive Education may be identified as an area of study that teaches free
enterprise and prepares individuals for the business aspects of family living,
as well as for earning a living in business.

The curriculum of Distributive Education prepares individuals for all levels
of employment and responsibility in distributive occupations or functions by
providing instruction in marketing, merchandising, and management for those
preparing for or engaged in retailing, wholesaling, and service businesses,
or activities..

For many students who seek early employment, education for Distributive Edu-
cation is an exploration to assess personal attributes with the demands of
distributive pursuits. For those students who have chosen an appropriate
occupational goal in Distributive Education work, it is a skilled and tech-
nical preparation required to enter upon and advance in a career via business
or higher education.

STATEMENT OF OBJECTIVES

A, Distributive Education in New Mexico can be either a program of Vocational
or Technical education in the field of marketing, merchandising, or man-
agement. It is composed of high school preparatory and cooperative
prcgrams, post-secondary programs, and adult education programs. It
prepares people for distributive occupations or those occupations followed
by proprietors, managers, or employees engaged primarily in the marketing
or merchandising of goods and services. Such occupations are found in
various business establishments including retailing, wholesaling, man-
ufacturing, storing, transporting, financing, and risk bearing.

B. New Mexico Distributive Education teachers and coordinators must work
with objectives which will explicitly formulate the ways in which the
students will be expected to change using the educational processes; that
is, the ways in which they will change in their thinking, their feelings,
and their actions. It is important that the major objectives of the
Distributive Education Program be clearly identified, if time and effort
are to be used effectively. 1In developing personal objectives the fol-
lowing checklist may be helpful:




What is the present level of the Distriburive Education students?
What are the needs of your Distributive Education students?

What are the interests of your Distributrive Education students?

What activities will the Distributive Education students be expected

to perform on the job?

What problems will your Disxributrive Education studenis likely en-
counter in their employment?

What opportunities will your Distributive Education students have
for service and self-realization in their training stations?

What types of learning can arise rrom the Distributive Education
Program?

The following are those objectives suggested for statewide use in de~
veloping and continuing a Distributive Education Program at the high
school, post-high school, or adult education level:

1.

ads

2.

GENERAL

Increase the educational level and occupational deficiency of
distributive courses through planned training.

To familiarize the distributive workers with needs and wants of
customers.
Through a knowledge of merchandise, be able to satisfy the needs
of customers.
To offer training and provide background for modern business
methods and skills in the distributive field.
To satisfy the local labor market in the distributive field with
as highly skilled workers as possible.

SPECIFIC
To treat each student as an individual and to place them where
their particular talents can be utilized to the fullest.:
Prove the value of the distributive field and its importance to
our ecocnomy.
To show how important and interesting the distributive field can

be for providing a livelihood:
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C.

To procure the greatest amount of past information possible ahout
the students and put it to use in the most advantageous manner on
their behalf.

To collect all of the available up-to-date material possible and
have it available for the students' immediate disposal in re-
lationship to thelr position.

To provide adequate counseling for the students and to be avail-
able for this purpose at a&ll times.

To favorably cement relationships between the schools and com-
munity as much as in the power of the coordinator and to show
the importance of the relationship of one to another.

To have classroom materials in use which will correlate directly
with on-the-job practices.

To keep a folder and information file at all times on the
students, with each folder being treated individually.

To conduct a follow-up study and record on the student's where-
abouts after high school termination.

To help in forming acceptable behavior patterns in the community.

Give every student a basis for leadership development and a
foundation in decision making.

Serve as liailison for the student, school, and merchant in a
manner satisfactory to all concerned.

Continuously and periodically, formally, and informally, carry
on a continuous evaluation of the program. .

Avail the coordinator's services at all times for a reasonable
and just cause.

To conform to the national and state pattern of a Distributive
Education Program.

To plan and implement a pure distributive program accepting only
those standards and conditions. truly in the interest of distri-
bution.

To provide, as an integral part of the curriculum, for a vo-
cational youth organization serving the Distributive Education
Program.
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ADMINISTRATION

1,

State Administration: The State Board, through the Director of Vocational

Education, and State'Supervisory Staff, is responsible for:

Leadership and direction of the Distributive Education Program in the
State.

Periodic program reviews to see that Federal funds and matching local
funds sre spent in accordance with the State Plan, and that Federal
funds do not supplant any State or local funds, and to check that
education is of high quality and is suited to the needs and abilities
of the students. (See Evaluation Rating Scale, Appendix B, and
Evaluation Instrument, Appendix C.)

Planning, preparing, and distributing instructional material.
Reimburzing Distributive Education Programs, subject to availability
of funds which meet the requirements of the State Plan and Policies
and Procedures-

Services to local schools

Assist in surveying and planning for new Distributive Education
departments.

Assist with instructionsal problems in Distributive Education-
Assist in planning and preparing instructional material.
Assist in improving program of Distributive Education-
Assist in evaluation of Distributive Education Program.
Assist in securing qualified Distributive Education teachers.
Assist in improving local programs of DECA.
Assist in planning new facilities.

Evaluation of Distributive Education Program-

Appointment of State Advisory Commitree and/or Consultative Committees
for Distributive Education Programs.

Approval of Distributive Educaticn Programs in local schools when rhey
meet the requirements of an approved program and enter into a contract
with the State Department of Fducation, Division of Vocational Ed-
ucation, and Distributive Education.

Planning and promoting the New Mexico Distributive Education Clubs of
America (DECA) Incorporated as an Association under the laws of New
Mexico.

=
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10.

11.

12,

13.

14,

B,

1.

Planning and conducting in-service training for Distributive Education
teachers and teacher-coordinators.

Making reports as requested by the State Board and the U. S. Office
of Education.

Planning and conducting State Leadership Conferences and Officer
Workshops for DECA.

Planning and promoting teacher training programs in Distributive
Education in cooperation with teacher training institutions.

Establishing standards for Distributive Education Programs, facilities,
classrooms, program enrollments, equipment, and supplies.

Local Administration

The local board of education has the authority to determine whether
Distributive Education Programs will be offered in the local school
and will make application to the State Board through the State
Supervisor of Distributive Education for a program. The local

board will determine policies for the operation and mailntenance of a
Distributive Education Program upon recommendations of the Distribu-
tive Education teacher, principal, and superintendent in conformity
with the State Plan, policies, and regulations. The local board
will provide funds for salary and travel of Distributive Education
teacher, buildings, equipment, supplies, and reference materials.

The employment of teachers of Distributive Education is the re-
sponsibility of the local board of education. The local board shall
check with the State Supervisor in selecting a qualified Distributive
Education teacher to be employed as outlined in the Policies and
Procedures.

The local board and administration will request such plans and
reports from the Distributive Education teacher as necessary to
keep informed on the operation of the Distributive Education Program.

The local board, through the local administrators and Distributive
Education personnel, is responsible for meeting program qualifica-
tions and all parts of the State Plan and Policles and Procedures
for Distributive Education.

Promoting, planning, and supervising the local DECA Chapter and
activities.

Preparing reports and submitting to the local board and the State
Office of Distributive Education.

Selecting a local advisory committee to make recommendations to the
Distributive Education personnel, the local administration, and local

board for improvement of the Distributive Education Program in that
community.

-5-
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INSTRUCTIONAL PROGRAMS

High School: A Distributive Education Program in the State of New
Mexico at the high school level will fall within the following guide-
lines:

1, Distributive Education I -. Preparatory

a. 10th or 1llth grades only-

b- Introductory course only. Training stations or work experience not
required.

c. Class meets one period or its equivalent each day for 9 months.
d. Scudents in school full time.

e. Minimum of 15 students p2r class and a maximum of 25 students per
class.

f. One unit of high school credit.
g. May be active members of local, state, and national DECA.
h. Must be in conjunction with a cooperative program.

(1) Distributive Education I - Preparatory:. A . basic course of study
which may, upon.receipt of special provision, use the project
method and will prepare students for eventual employment in mar-
keting, merchandising, or management positions. The class is a
one credit elective course in which the students are introduced
to the world of work. This class may serve as a required pre-
requisite to Distributive Education I - Cooperative, or Distri-
butive Educatrion II - Cooperative.

2. Distributive Educarion 1 - Cooperative

a, 1llth or 12th grade.

b. Training stations required for each student enrolled.

c. Class meets one period or its equivalent each day for 9 months.

d. Half of each day at school; remainder at training station.

e. Minimum.of 15 students per class with a maximum of 25 per class.
Total enrollment not tc exceed 60 per full-time coordinator and

40 per part-time coordinator.

f. Two or three units of credit for school, training station, and
participation in DECA youth organization.




3.

a.

f.

g,

hﬂ

Fifteen hours of weekly minimum work experience.

Total Distributive Education student involvement in school and on
the job not to exceed 40 hours per week.

Should be active members of local, State, and national DECA.

(1) Distributive Education I - Cooperative: .This course may also be

the first exposure that the student has been offered, may also
be the second year offering of a four year curriculum and might
be classified as Distributive Education III - Cooperative (see
progrem chart). In this course, the student attends classes,
including the one hour Distributive Education course, for half
a day, and then reports to his training station for the other
half day. 1In this Distributive Education Program, the student
will have correlated learning experience at the training station
and will work a minimum of fifteen (15) hours per week. Stu-
dents will receive either two or three credits for completion
of this course depending upon local policy, but shall not be
less than two credits.

Distributive Education II.- Cooperative

12th grade.

Training stations required for each student enrolled.

Class meets one period or its equivalent each day for 9 months.
Half of each day at school; remainder at training station.
Minimum of 15 students per class with a maximum of 25 per class.
Total enrollment not to exceed 60 per full-time coordinator and

40 per part-time coordinator.

Two or three units of credit for school, training station, and
participation in DECA youth organization.

Fifteen hours of weekly minimum work experience.

Total Distributive Education student involvement in school and on
the job, not to exceed 40 hours per week.

Should be active members of local, State, and national DECA.

(1) Distributive Education II -~ Cooperative: This course might be

offered completely by itself as a single year offering, but in
all cases it must be cooperative. Distributive Education II -
Cooperative may also be offered as the second course in a two-
year Distributive Education Program, as the third course in a
three-year program or the fourth offering of a four-year
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program and might be classified as Distributive Education IV -
Cooperative (see program chart). This course is considered to

be the advanced course usually requiring the successful comple-
tion of one or more prerequisite courses depending upon local
policy. Here the student progresses to more advanced learning

in the classroom and on the job in preparation for full-time
employment. Classroom instrucrtion will typically follow the
independent or individual study method. Students will receive
either two or three credits for completion of this course, de-
pending upon local policy, but shall not be less than two credits.

4. Expanded Programs: Distributive Education offerings at the high school
level could be expanded to include the ninth grade student and would
allow a four-year program for that student- Offerings could begin
at the 10th, 1llch, or 12th grades allowing a student to enter the pro-
gram at any level. Expanded programs of this nature must be in con-
junction with a cooperative program (see program chart).

5. Post-Secondary: In New Mexico a Distributive Education post-secondary
program may be offered by a Junior College, a Technical-Vocational
Institute, an Area Vocational School, or a Degree Institution under
certain conditions. The term applied to most post-secondary programs
will be ""Mid~Management' with specific courses of study such as
management, petroleum marketing, tourist industry, service people,
advertising specialists, food merchandising, and many others.

a. Mid-Management program will vary in length from a few weeks up to
two ful.i years of training at which time the student may be awarded
a speclial certificate of complet:on and procficiency or an associate
degree.

b. The program, depending upon its iantent, may Oor may not involve the
use of training stations with individual coordination by the
Distributive Educativn Mid-Management coordinatocr. All post-
secondary programs will be developed through the use of a local
Steering Committee and will continue a close relationship with an
officially appointed adviscry committee after it is once begun.

6. Adult Educaticn: In New Mexico the need for adult education in mer-
chandising, marksring, sales, and other related areas will be de-
termined for each community by agreement between the State Supervisor
of Distributive Education, the local school administration, and the
local Distriburive Educarion teachers or coordinators.

Adult Distributive Education Programs may be offered through the high
school as well as through institutions offering Mid-Management pro-
grams and will be developed through the use of a local Steering
Commitree and will continue a close relationship with an officially
‘appointed commirtee aft:zr it is cnce begun.
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V.

A,

PROGRAM QUALIFICATIONS

1.

The following items are those specifically mentioned things which the
Division of Vocational Education, Distributive Education Section of
the New Mexico State Department of Education will specifically look
for annually in approving all programs offered in the area of Distrai-
butive Education.

Instructors of preparatory classes shall be employed on a minimum
9%-month contract, one week of which shall be in attendance at rthe
Vocational Education Conierence. Instructors of cooperative prec-
grams shall be employed on a minimum 10-month conrract, cne week
of which zhall be in attendance at the Vocational Education Con-
ference-

Full-time teacher coordinarcrs shall be released a minimum of one
period for each cooperative class taught for coordinating and
supervising students in the training station, in addition to the
planning period. Part-time teacher-ccordinators shall be released

a minimum of 2 periods for courdinating and supervision in addition
to the planned pericd. Released time shall be szheduled for
effective coordination and supervision. For released coordinating
and supervision time, full-time teacher-coordinavors shall be so
identified as teaching a maximum of three cooperative classes with no
other teaching duties. Part-time teacher—coordinators shall be so
idenrified as teaching at least one cooperative class in addition to
teaching non-cocperative Distributive Education classes and,or other
classes. Care shall be taken concerning recommended zlsss loads-
(Identification of teacher-coordinators zhall not be confused with
identification of full-iime or parc—-time programs.)

Any approved Distriburive Education Program shail be a preparatory
in conjunction with a cocperative program or should be a coopsrative
program. Special cocoperative '"'project" programs can be offered with
permission of the State Supsrvisor of Distributive Education-

The Dist<ibutive Educatiocn teacher and teacher-coordinatcr musi be
allowed and encouraged tc sttend all professional meetings called by
the State Office and the State Supervisor of Distributive Education.

Provisions for testing, Zcunseling, and guidance shall be avadllable
to students previously enrolled and while enrclled in the Distributive
Education Program.

The Distributive Educstion ccordinator shall have each Distributive
Education cooperative student gainfully employed in an acceptable
training station & minimum of 15 hours per week under direct super-
vision.

Classroom should be so designed and equipped to create LCistributive
Education and business ztmesphere-

-10-




8. All persons employed as Distributive Education teachers or teacher-
coordinators shall meet minimum qualifications, as established by '
the New Mexico State Board of Education. Any deficiencies shall be >
removed at the minimum stated rate before additional one-year voca-
tional endorsements can be granted by the State Supervisor of Distri-
burive Education. S

9. The Distributive Education teacher and/or teacher-coordinator shall .
have the duty of supervising the local Chapter of DECA (Distributive }
Education Clubs of America) and shall encourage local, State, and i
national membership in such.

10. The Distributive Education teacher or teacher-coordinator shall or- {
ganize and work closely with a local advisory committee specifically
for the Distributive Education Program.

11. The Distributive Education coordinator should help develop programs
and classes needed by the local community and the school system
should offer those as adult education courses.

VI. QUALIFICATIONS OF TEACHERS

A. Secondary

1. Disrributive Education Teacher -

a. Shall have a Bachelor's Degree from a recognized college or univer- "=
sity with a major in Distributive Education, Business Administration,
Marketing or Economics, or some related phase of vocational education.

b. Shall have a minimum of 18 semester hours of technical courses.
For example: Retailing, Salesmanship, Marketing, Advertising,
Display, or other Distributive Education subjects.

o

Shall have a minimum of three semester hours of professicmal Dis~
tributive Education courses such as Organization and Administration
of Cooperative Programs, Coordination Tecliniques, or other approved
COourses.

d. Shall have 2,000 hours (1 year) of work experience in a distributilve
occupation which shall be approved by the State Supervisor of
Distributive Education. This work experience may have been
continuous or at different times.

e S e ey

e. Any Disrributive Education teacher having shortages in any of the
above items must remove semester hour shortages at a minimum rate
of three semester lours per year and/or 400 work experience hours
per year.

f. One year temporary vocational endorsement may be recommended until
all shortages have been removed.

-11-
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2. Distributive Education Teacher-Coordinator

a. Shall have a Bachelo:s's Degree from a recognized college or uni-
versity with a major in Distributive Education, Business
Adminisrration, Marketing, or Economics, or some related phase
of vocational education

b. Shall have a minimum of 18 semester hours of technical courses
(same as listed in 1-b) .

¢, Shall have a minimum or six semester hours of professional
Distriburive Education courses (same as listed in 1-¢).

d. Shall have 3,000 hours (i) years) of work experience in a
distributive occupation which shall be approved by the State
Supervisor of Distriburive Education.

e. Any Distributive Education teacher having shortages in any of
the abuve items must remcve semester hours shortages at a
minimum rate of three semester hours per year and/jor 400 work
experience hours per year.

f. One year temporary vocational endorsement may be recommended
- until all shortages have been removed.

B. Post-Secondary

1. Mid-Management Instructor

a. Shall have, as minimum qualifications, all items listed for
vocational certification as a secondary Distributive Education
teacher.

- b. A Master's Degree with previous secondary Distributive Education
’ teaching will be desirable.

2. Mid-Management Coordinator

a. Shall have, as minimum qualifications, all items listed for
vocational certification as a secondary Distributive Education
teacher-coordinator.

b. A Master's Degree with previous Distiibutive Education teacher-
1= coordinator experience will be desirable.

- 3. Adult Instructor
iﬂ a. Shall have an adequate background of education to carry out,
. under supervision, the specific adult Distributive Education

class or program being staffed-

Q
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b. Shall have had five years of recent and successful work experience
in the distributive field in which the training is to be offered
and,;or be recognized for his expertise in the field, as determined
by the State Board of Education.

All applications for vocational endorsements in Distributive Education must

be by completion of Form DE-10 (See Appendix D) in duplicate and must be sent
to the State Supervisor of Distributive Education along with copies of college
transcripts before such time as the endorsement is to take effect for the
beginning of any reimbursed course or Distributive Education Program.

VII. SPECIAL COOPERATIVE "PROJECT" PROGRAMS

A relatively new program allowing the small or rural high school to offer
training in Distributive Education can be offered with permission of the
State Supervisor of Distributive Education.

In commiunities where training stations are not sufficient to support a
regular Distributive Education cooperative program, special cooperative
"project" programs can be highly successful by rotating students at avail-
able training stations allowing flexible scheduling to permit students to
train in a nearby town or city for a few or several days at a time, during
special seasons, weekends, evenings, etc. In-school projects offering a
complete cycle of simulated store operation such as display construction,
advertising and ad layouts, personal selling, store management, cash
register operation, and proper stock keeping would be included. General
school projects associated with distributive experience, group projects,
field trips, and active participation in local, State, and national DECA
would also be included as part of a Special Cooperative "Project' Program.

VIII. OFFICIAL TRAVEL OF DISTRIBRUTIVE EDUCATION TEACHERS

Official travel designation and local funding shall rest with the local
school board, but shall include the travel necessary for proper supervision
of students at their training station and coordinating the Distributive
Education Program between the school and business community.

IX. TEACHER EDUCATION IN DISTRIBUTIVE EDUCATION

The teacher training shall be handled by an institution offering Bachelor's
and Master's Degrees with an emphasis in Distribuiive Education and shall
be under contract with the Distributive Education section to provide such
teacher education. This institution shall also be agreeable to offer cer-
tain vocational professional courses off campus in regional designated
regions of the State of New Mexico, thereby enabling employed Distributive
Education teachers and teacher-—coordinators to certify or recertify for

the required vocational endorsements to their regular New Mexico Secondary
Teaching Certificate.

The Business Education Department of Eastern New Mexico University in
Portales is desiznated as the official Distributive Education teacher

.
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training institution cffering a Bachelcr's and Master's Degree in Distri-
butive Education. Alsc, cff-camp:s graduate level courses are being
cffered as needed in the regional areas cf the State.

Other New Mexico institutions of higher learning may cffer courses to be
used in acquiring the required vocational endorsement i1n Distributive
Education if such courses have fulfilled the stated requirements of being
applied for appreoval tc the State Directer of Vocaticnal Educaticn and
have been, thusly, apprcved.

Any perscn graduated from the apprcved teacher~edicaticn institution for
Distributive Education shall qualitfy fer vocaticnal endursement in
Distributive Education. All cther people wishing tc become certified as a
Distributive Education teacher ¢r teacher~coordinatcr msst apply directly
to the State Superviscr of Distributive Educaticn ccmpleting a Form DE-10
(See Appendix D) available frcm the State Superviscr's cffice,

In-service educaticn in Distributive Educaticn fcr those pecple employed as
teacher and teacher-cccrdinatcr shall consist primarily cf a once-a-year
service to be conducted during the summer menths cr early in the fali after
each schecl year has begun. This vocaticnzl educaticn workshep shali be
called by the Departmert of Education, Vocational Educaticn oivision, and

the State Supervisor of Distributive Educaticn and shall be attended by all
persons designated as Distributive Educaticn teachers c¢r teacher-ccocrdinators
with mileage and per diem tc be paid directly tc the individuzal(s) attending
this annual wcrkshep,

In addition, the State Supervisor ¢f Distributive Education and,/cr the
Distributive Educaticn teacher-educator shall visit each Distributive
Education Program and will, at that time, work individually with the local
Distributive Education perscn in using up-tco-date methods and materials
and compieting local program evaluations as reguired by the State Plan for
Vocational Education (1970 Revised).

When possible, Distributive Educaticn persconnel frem regicns within the
State will be called together for short workshops as the need arises.
Specific attention, by the State Superviscr of Distributive Education, will
be given to using as few teaching days as pcssibie iIn conducting
Distributive Education in-service prcgrams,

DECA YOUTH ORGANIZATIUN - WHAT IT 1S - WHAT IT LOES

The Distribuizive Educaticn (lubs cf America, otherwise known as DECA, is

an organization whose program of leadership and develcpment is designed
specifically for students enrclled in Diszriburive Educaticn, Distributive
Education is a pregram cf instruction which teaches marketing, merchandising,
and management,

Any student enrclled in any DRistributive Education instructional prcgram in
the nation is eligible for membership in his local DECA chapter, his state
DECA organization, and naticmal DECA. Each chapter elects its own student




officers and the Distributive Education teacher-coordinator serves as the
chapter advisor. All chapters within a state comprise a state association
of DECA, which is under the leadership of the State DECA adviscr, Each
such unit elects student officers as leaders for that particular group.
National DECA is composed of state associations. Student delegates elected
by each state in turn elect their own national officers. DECA Inc., the
legal sponsoring unit of this national youth movement, elects a Bcard of
Directors which is the policy-making group of DECA.

DECA is a non-profit, non-political, non-sectarian, youth organization.
All chapters are self-supporting, with members paying local, State, and
national dues,

Distributive Educaiion students have common objectives and interests. Each
is studying for a specific career objective in marketing and distribution,
Club activities have a powerful psychological effect upon the attitudes of
students and for many, DECA is the only opportunity which they have to
participate in social activities of the school and to develop knowledge of
the respcnsibilities of citizenship.

DECA chapters are to Distributive Education class members what a civic cr
professional organization is to a group of businessmen. Chapter activities
are recognized as a part of the total educational program because of their
development of leadership ability, professional attitudes, better citizen~
ship characteristics, and social growth of the individual. DECA chapter
activities are always centered in the school. These chapter activities
serve the teacher-coordinator as a teaching tool by creating interest in
all phases of marketing and distribution study.

The DECA chapter is the showcase for student achievement and progress.,
Through its activities, students with an interest in marketing and
distribution are attracted to the Distributive Educaticn Prcgram, Nec
set pattern of operation is prescribed for any local chapter; “however,
the majority plan activities which include social, civic, professional,
and benevolent activities and adopt projects which provide for scheol
and community betterment.

DECA activities teach DECA members to serve as leaders and followers. This
organization gives them an opportunity for distvrict, State, and national
recugnition which they would not have otherwise,

The official name of the organization in New Mexico is "New Mexico
Distributive Education Clubs of America'" or New Mexico DECA, Each
chartered DECA chapter in New Mexico shall be so recognized as a

chapter of this crganization and shall have all the rigiits and privileges
offered under the State Constitution for New Mexico DECA.

The overall administration shall be composed of the Board of Governcrs
which shall be responsible for the general administration of the New
Mexico Distributive Education Clubs of America.




The State
the needs
workshops

An annual
year, for

of New Mexice is divided into appropropriate districts to meet
of the members of New Mexico DECA which allow fcr officer
and leadership conferences,

state leadership conference is held, usually in March of each
the purpose of leadership develcpment, state cfficer elections,

and competitive events for members of New Mexico DECA.

Following

the state leadership conference, the selected cutstanding members

of the New Mexico Association of DECA are allowed to attend and participate
during the anaual national leadership conference.
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APPENDIX A

INSTRUCTTONAL CODES AND TITLES

DISTRIBUTIVE EDUCATION

04.000000 DISTRIBUTIVE EDUCATION

01
© 02
03
04
05
06
07
08
09

10
11
12
13
14
15
16
17
18
19
20
31
99

Advertising Services
Apparel and Accessories
Automotive

Finance and Credit
Floristry

Food Diatribution

Food Services

General Merchandige

w3

Hardware, Building Materials, Parm and Garden Supplies

and Equipment
Home Furrishings
Hotel and Lodging
Industrial Marketing
Insurance
International Trade
Pergonal Services
Petroleum
Real Estate
Recreation and Tourism
Transportation
Retail Trade, Other
Wholesale Trade, Other

Distributive Education, Other
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APPENDIX B

EVALUATION RATING SCALE

The evaluation scale for the instrument provides a choice of eight rating
categories. Each item is scored by using an appraisal based on accepted
standards as they appear to the faculty, the administration and the visiting
evaluators,

Definition of Scale:

5 Approved with Commendation - A mark of five indicates this item is per-
formed or exists to the extent of going significantly beyond required
standards. This reflects a consistantly high level of effectiveness.

4 Approved above Standards - a mark of four indicates this item is performed
or exists to the extent of exceeding requirements of the minimum standards
but may include some variability of quality. This reflects a generally
high level of effectiveness.

3 _Approved ~ a mark of three indicates this item is performed or exists to
the extent of meeting minimum standards. It shows a generally accepted
level of effectiveness.

2 Advised -~ a mark of two indicates this item is performed or exists in a
questionable manner at the level of effectiveness sufficient to require
action to improve the condition.

1 Conditional - a mark of one indicates this item is performed or exists to
‘an extent so deficient that it needs to be corrected immediately.

0 Disapproved - a mark of zero indicates this item fails to qualify for any
other classification and is unacceptable.

M A mark of M indicates this item is missing but is needed for an effective
program.

NA A mark of NA indicates thir item does not apply.

-19-
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APPENDIX C
NEW MEXICO STATE DEPARTMENT OF EDUCATION

EVALUATION INSTRUMENI

(grade level) Vocational Distributive Education
To be used by S<:ondary, Pcst-Sewzndary, and Adult where applicable. Ad-
ditional commen:is may be mzde ar the ¢énd of this instrument.

I. PHILOSOPHY AND OBJECTIVES

A. The underlying philoscphy of the Vocational Disrributive Education
program includes the follewing principles:

B. Principal cobjectives of the Vocational Distributive Education program
may be stated below:




II. PROGRAM ORGANIZATION

A. Textbooks and supplemental materials

Textbosks and
supplemental Grade Copyraight
materials level Subject dates

B. Learning-teaching attivities

1. The instructicn contributes to the general objectives of the
Distributive Educsiion Program

. 2. Continuous surveys are made cf rhe available jobs in the
! community and ins:truction and placement .5 relaied to such.

3. Surveys made of present student: relative to the.r voca-
tional needs, interests, and abilitries, are used to aid
in improving the 1iustruction.

4. Foilow-up surveys made 5i graduated students are used to
improve the instruciion given-

! 5. There is evidence that an understanding oi the principles for
effective work in the marketing and distribution arez is
developed and opportunities are provided for the applicaticns
of these.,

6. Students are given an appreciatioa of work, atritudes, and
3 related areas before and during zheir school year and time
i of employment.

7. Instruction develops techniques in the areas of job appli-
cation, salesmanship, advertising, personality development,
display, marketing, business math, and other closely re-
lated areas-.
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10.

11.

12.

13.

14,

17.

18.

19.

20\

21.

22,

Knowledge, skills, concepts, and attitudes which will enable
the students to use sound judgment in mak.ng personal and bus-~
iness decisions are developed

The instructer aids the students 1n understanding the basics
of business ownership, managemeni, and procedures.

The Distributive Edutaticn Progrsm provides the opportunity

for enrichmen: by making ir possible for the students to
participate 1n the Distr:butive Education Clubs of America
which is the only youth organization devoted strictly for youth
planning to en:er the fisids =f marketing and distribution.
Also, other schooi c:inne:ted extra~curricular activities must
be considered.

Effective work habits are developed.

Insrruction develops an appreciation of proper dress, health,
and other habitz.

The plannicg and preparation for the imstruction is adequate.,

The instruction is adapted to the individual differences of
the students-

The teaching is effective as determined by the evaluator.

Employers, other successial businessmen, and iormer students
are invited into the class:oom to give talks and presenta-
tions to those presencly enrciled in the Distributive
Education Program.

The school prcvides the Distributive Education Cocrdinator
with sufficient zeleased rime for the aecessary coordination.

The Distributive Education Cocrdinator reports weekly on
his/her previous week's coordinarion activities and visi-
tations.

Coordinaricn time i3 used for coordination.

The Distributiwe Education Coordinator visits the students’
training stations regularly.

In visitations, the Dis:ributive Education Coordinator works
with the employer or supervisor to develop certain and defi-
nite training areas for the Distributive Eduvcation student.
The Distributive Education Coordinator works closely with the

emplcyer or superviscr to learn about each student's on-the-
job developmen:t and progress-

-22-

08




23.

24.

25.

26.

27.

30.

31'

32.

33.

34.

35(’

The Distributive Education Coordinator observes the
Distributive Education srtudent on the job,

The school administrotors sce and feel the need for an on-
going DECA Chaprer directly connected with the instruction-
al Distributive Education Program.

The classroom instruction encourages every student to become
a member of the local DECA Chapter while they are enrolled
in the Distributive Education Program.

One ~f the main functions of the local DECA Chapter is to
develop leadership in each of the Distributive Education
students-

A calendar cf DECA activiries is developed and made
available to those who wish a copy of it showing the
planned activities of each school year.

The school administration recognizes the importance of
the local DECA Chapter.

The local DECA Chapter is allowed and encouraged to
attend the distzricr, state, and national conferences set
up and arranged by the DECA Associations.

All students attending DECA conferences attend because
of some funcrion in which they are to participate-

Teacher preparation for the class work and coordination
is evident-

The business community appreciates and understands the
Distribuctive Education Prcgram

The parents of eligible students are o1 .ented annually
about the Distributive Educarion Program.

Individual students desiring such are counseled by the
Distributive Education Coordinator and/or guidance
counselor about his qualifications for and his interest
in the Distriburive Education Program-

The teaching staff, high schocl principal, and guid-
ance department cooperate in offering guidance to
students interested in enrolling in the Distributive
Education Program.
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36. The placement office, guidance department, and employment
security commissicn, along with the Distributive Education
Coordinator, are helpful 1n securing good trailning stations
before, during, and aiter students have completed the
Distriburaive Educaticn Program.

37. The Distributaive Education Coordinator is effective 1in
serving as a counselicy directly to those students en-
rolled in the Discraibutive Education Progrvam.

C. Equipment and mater:als

1. Students are taught the care and use of equipment and facilircies
nosrmally found 1n a wholesale, retail, or service estab-
lishment.

. 2. The available textbooks are appropriate for the subject
mactter that i1s to be tovered during the school year.

3. The textbooks are current in relztion to the classroom
; instruction being given or planned.

4, The recommendation before final selection of the text-
| books fo be purchased and used 1s made by the Distributive
! Education Coordinaroris).

f 5, Cursrent or up-to~date reierence marerials are accessible
i to the students .n the Distributive Education classroom
and in the school library.

! 6. A teacher's file of supplementary materials i1s maintained.
7. Up-to-date business, markerting, and other trade pubiica-
] tions are available and organized for use in the Distributive

Educarzon class:co

8. Enrichment resour:es and equipment from vhe local businesses
in the community zre available ior use,

e

- 9. Recent i1ssues of newspapers and periondicals concerning the
)‘ marketing and distriburion areas are available.

10. An over-head prcjz.tor, 1l6émm sound projector, snd 35mm
: slide projectur are permanently placed in the Distributive
1. Educatlon unit.

- 11. A spirit fluid duplizator i1s available for use by the
Distributive Education Pzogram

Ardbnaiaid

12, A minimum of two standard rypewriters are permanently
placed in the Distributive Education classroom or library.
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11.

12.

13.
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Classroom and facilicies

A telephone under the listing "D.stributive Education" is
located in the Distributive Education Coocrdinator's office.

The rooem 23 equipped wirh tables and chairs to accommodate
a maximum of 25 studeurs at any one cime

The Distciburive Education room is provided with a
sufficient number of grounded electrical outlets.

The aboratcry rocm is equipped with & sink and suitable
storage space.

The laboratory rocm is equipped with 2 suitable model
storeunit zontaining a cash register, cash wrap stand, multi-
display merchandiser, and & unit made up of a dressing

room, three--way mirror uanit, ga:men: hanging units, and
display unit.

The laboratcry room has @ display case arranged so that it
can be done irom wichin the laboratcry room but <¢an be
viewed from the hallway- It must be a full height window
with adjustabie lights and several electrical outlets.

The size and shape of the Disiributive Education classroom
and complex will permit the use of tables, chairs, and model
store unit with sufficient room for construction of projects.
The Distriburive Educartion Coordinator's office should be

a2 separafe attached snclosure.

The Distriburive Educition <cmplex iz not used for other
classes during the daytime.

Sufficient lighting is provided in at-ordance with State
minimum requirements.

Blackour shades are provided in each rcom so that audio-
visuai equipment <an be us:zd,

The rooms have a sufficient number of ~hzlkboards and
builetin boaxrdsz,

Proper ventilation and air facil:tczes musi be available
for use so that a comfcrtable armosphere can be acquired.

The rocm and all of its contents are in good repair.

The color scheme in the room 1s appropriate and conducive
for learning to take place.




15. There is a separate Distributive Education Coordinator's
office provided which can be used as a planning and conference
room. '

E. Evaluation

1. Merits of the Distributive Education Program are determined
by the use of regular follow~up procedures, .

2. Business surveys and evaluations are conducted and the
results of such are instrumental in producing changes in
the Distributive Education Program.

3. A semester and annual reporn is made to the principal,
local vocational education director, and school adminis-
trators. ‘

4., There is an evaluation instrument to be used by the em-
ployer in evaluating each Distributive Education student
while on the job.

5. Community job opportunities, determined through surveys,
are used as a criterion for planning instruction and
measuring growth and learning.

6., A variety of classroom tests are used to determine:

a. That basic needed skills are being developed.

b. That the students understand the principles of our free
enterprise system.

¢. That the students understand the basic organizational
structure of business.

d. That the students are gaining the necessary information
from each of the units of instruction given during the
school year.

7. Evaluation paralleling business-type supervision is an
integral part of the testing progcam.

8. Individual aptitudes, abilities, work habits, and attitudes,
are considered in the total evaluation of each student.

9. Follow~up studies are used as a means of evaluating the
effectiveness of instruction that was given.

10. The self-evaluation technique is used to aid the student in
determining his/her develcpment in the desired areas.
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11.

Evaluation procedures are reviewed periodically in the
light of zhanging community, changes in the job needs,
and 1a the student needs-

AEtlcude tests, grades, and other personal student
interviews were used as a basis .n grading and placing
students in the program and in their on-the-job training
stations.

III. CURRLICULUM PLANNING AND DEVELOPMENI

A.

The Distributive Educat.on Program provides the student with
oczupational knowledge, skills, and in-depth training so that
the initial placement or job sdvancement 1in the field of
marketing or distribution can be atcomplished.

The Distributive Education Program is based upon a careful
analysis of the particular needs of the students and the
communiry-

Skill development and 1integratica of related areas is pro-
vided fcxr in the Distributive Education Program oifered in the
eleventh and twelfth grades to those students who possess

the abiliry, interest, and personal qualities necessary for
entry~level positions.

Provisions are made for the incorporaticn of new ideas and
methods into the Distributive Education Program and cur-
riculum as the business industry makes such changes.

Program and curriculum changes are proposed, accepted, and
recommended to, by, and from the Distributrive Education Lay
Advisory Committee.

There is a readily availlable priated copy of the philcsophy
for the lcecal Vocatiznal Distributive Education Prcgram
which has been updated within the last five years-

Instruztion is such that the Distributive Education cur-
riculum has the same status as other curriculum offerings
have in the school and -ommunity.

A separate Distributive Education Advisory Committee is
used a3 a2 main instrumeat in rscommending curriculum
changes and other ideas.

The Vocational Diszributive Education Program is established
so that 7t will fit into the planning of any student de-
siring such.
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Octher faculty members and school administrators are cognizant
of the role of the Distributive Education Program and how it
fits into the total curriculum.

Credit(s) which can be earned by students enrolleu in the
Distributive Edu:zation Program are spelled out:

Credit allowed for the -lassroom.
Credit allowed ior on~the-jub training.
The student taking thte Distriburive Education Program may

logically proceed to an area vocational school, a community
junior college, or a four-year institution.

TEACHER QUALIFICATION AND PREPARATION

The Distributive Education Cocvrdinator works cooperatively with

other teachers and faculty members in the school to develop
rapporec.

The Distributive Educaftion Coordinator(s) can effectively
answer questions concerning the Distribucrive Education
Program :u regard to credit, aims, objectives, program
potentials, student placement, and other areas.

The Distributive Education Coordinator 1s prepared in terms
of schocling and necessary degrees-

The Distributive Educatiusa Coordinator keeps up to date
within his/her profession-

The Distributive Education Coordinator has recent work
experience in a marketing or distribution occupation.

The Distributive Education Cocrdinazor works cooperatively
with the lecal businessmen and attempts ro know the business
field.

The Distributive Educarion Coordinator is properly certified
and is also vocationally eadorsed to teach and coordinate a
Distributive Edu:etion Program-

The Distriburive Educarion Coordinator is vocationally know-
ledgeable and passes this on through his/her teaching and
supervision.

The Distributive Education Coordinator continually presents
an acceptabie and good personal appearance.

The Distributive Education Cocrdinator acttempts to keep up to
date and informed of new developments in the distributive and
marketing area.

-28-
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K. The Distributive Education Coordinator is a member of, and
participates in his/her professional organizationms.

V. SELF-EVALUATOR'S COMMENTS

oo
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APPENDIX D
DE-10
STATE OF NEW MEXICO
DIVISION OF VOCATIONAL EDUCATION
DISTRIBUTIVE EDUCATION

STATE CAPITOL BUILDING
SANTA FE, NEW MEXICO

APPLICATION FOR VOCATIONAL ENDORSEMENT

Name Age Sex Date

Address City State Zip

Date and Place of Birth

Are you a citizen of the U.S.? : Are you married? No. of Children

QUAL!FICATION

Exact position you wish to qualify for (be specific)

How many years experience have you had in any distributive occupation ?

Have you had practical experience as a supervisor, personnel manager, sales manager, other executive position?

If so, explain

_. No. of years? _

How many persons did you have under your supervision?

Give name of present employer or last employer and length of employment

If a member of a business, manufacturing, distributive, civic or other organization, indicate names

Have you ever had any experience with young people (as in clubs, Y.M.C.A., social affairs, church, etc.?)

Describe

Have you ever been discharged from any position? If so, give name and address and a statement of the

reason for discharge in each case b




EDUCATIONAL QUALIFIZATIONS

Colleges o~ Linrversiting attended:

{_l_‘_\‘i"l X_'l lf. ;Q".'-_._._." L e i .”_f}.'[l"lf‘..,'_\f’f,"'."".?".”,": D . DEGREE CONFERRED DATF
bt e e e+ e e . e e e e i ]
j
[
N S TR e

e o]
:w e R I R
Subject arcas qualified to teach: _ . _. . e e e e e e e e e

Related subject courses which help to qualify you for certification (such as marketing, salesmanship, advertising,

displuy, business administration, etc.)

INSTITUTION

. NAMES OF COURSES TAREN

DATE

__SEM. HR. CR.

e

Professional education courses (iacluding secondary education, adult education, vocational and distributive edu-

cation,)

INSTITUTION

NAMES OF COURSES TAKEN

DATE

SEM. HR. CR,

Teaching experience (If any):

NAME AND LOCATION OF BUSINESS
IN WHICH THE TEACHING WAS

OR SCHOOL
DONE

DATE

FROM

TO

NATURE OF TEACHING




IMPORTANT: The information given below will be used in evaluating experience,
Describe under the headings given below any employment or occupation vou have ever had which, in your opinion, tends to qualify

you for the position sought. Be careful to show definitely whether or not your training and experience meets the requirements as
=et up ir the New Mexico State Plan for Distributive Education.

DATES OF EMPLOYMENT l.ength Describe the nnture of the

of em- Names of the personnel work personally performed

. ploy- Naine, Address, & Business Monthly manager, sales manager, by you; state size of busi-
From To ment in of Employer compen- and store manager for ness or selling force han-
Month Yr. | Month Yr., inonths sution each position dled by you
- S _ B

RS

Total Months. . .. . ..

Kind of Certificates Held

) . Regular e )
- List all Certificates

. State Vocational .
’ f Date Izsued Temporary or Permanent Date Expires

References

’_ Give the names of three persons qualified to speak concerning your previous work exgperience:

»
1 Name : Occupation
) Address ) — .
; : Name Occupation —_——
- Address
Z: Name Occupation
- Address
N ~32-
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1.

REQUIREMENTS FOR A VOCATIOMAL EMDORSEMEMT TO TEACH
A REIMBURSABLE DISTRIBUTIVE EDUCATION PROGRAM

NEW MEXICO FEBRUARY, 1967

D. E. Teacher-Coordinators of Vocational Distributive Education Programs must have the fol-
lowing minimum requirements met for certification:

(a) Graduation from a College or University of recognized standing with a major in Distributive
Education, Business Administration, Marketing, or Economics, or some phase of Vocational
Education with emphasis in Distributive Education.

(b) 18 semester credits in technical subject courses such as retailing, salesmanship, market-
ing, advertising, display, economics, or other Distributive Education subjects.

(c) 18 semester hours in professional education subjects, including at least 6 in Distributive
Education such as Organization and Administration of Coop Programs, Employer-Employee
Relations, Coordination Techniques, Work Experience in the High School, Supervising
DECA Club Programs, and 12 in additional distributive or other related education courses
such as Secondary Education, Student Teaching, Psychology, Supervising Adult Programs.

(d) 3,000 hours of work experience in Distributive Occupations which shall be approved by
the State Supervisor of Distributive Education.

Teachers of Preparatory Distributive Education Programs must have the following minimum re-
quirements for certification: Same as in 1, except in (c) 3 hours of profcssional Distributive
Education courses and in (d) 2,000 hours of work experience in Distributive Occupations
which shall be approved by the State Supervisor of Distributive Education..

.

Coordinators having shortages in any of the items listed in 1 above, may be recommended fér
one year temporary endorsements only. Such shortages must be removed at the minimum rate
of 3 semester hours rer year. If no shortages are present, the person will be recommended for
a 5-year endorsement to run concurrent with his teaching certificate.

In applying for a vncational endorsement, it will be necessary for the applicant to have his
college(s) send an official transcript to the State Supervisor of Distributive Education, Santa
Fe, New Mexico, along with a completed Form DE—~10. The enZorsement is issued only by
the State Certification Office upon recommendation of the State Supervisor of Distributive Edu-
cation. There is no charge for the Vocational Endorsement.

Requirements for renewal of the 5-year endorsement are (a) completion of 8 semester hours of
credit in subjects approved by the local School District authorities and the State Supervisor
of Distributive Education. One year certificates may also be renewed upon approval of the
State Supervisor of Distributive Education.

Persons holding a continuing ten-year professional secondary school certificate must renew
each ten years by (a) certification by the local employing authority of five years of successful
teaching experience during that ten year period.
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POLICIES AND PROCEDURES FOR THE OPERATION
OF

VOCATIONAL HEALTH OCCUPATIONS PROGRAMS
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HEALTH OCCUPATIONS

I. PHILOSOPHY AND OBJECTIVES OF HEALTH OCCUPATIONS PROGRAMS

) With the present demand by people cf all ages for health services in hospitals,
nursing homes, health centers and specialized institutions, the need for
health personnel with various levels of competencies becomes quite apparent.
j” In the belief and recognition of these health needs, the Health Occupations
! programs in Vocational Education have the responstbility of:

A. Providing training opportunities to persons with potential, Interest
j and capabilities to becnrme gainfully employed in health service
occupations-

) B. Providing properly trained personnel to meet the demand i1n health
service facilities, to share in giving direct care to patients under
supervision of a professional nurse, doctor or dentist.

——

Toward these objectives, the Health Occupations division works and cooperates
with public schools, community colleges, area vocational schools, community

- health agencies and professional organizations in establishing Health
& Occupations programs and maintaining high standards oif health practices
related to the specific health occupation.

]f II. HEALTH OCCUPATIONS ~ EDUCATIONAL PROGRAMS
Educational programs in the Health Ozcupations are characterized by:

!z A. Organization in a program, correlated rheory and pracrices. Professional
standards for the Associate Degree in nursing and one-year practical

¢ nursing must conform to State Board of Nursing requirements. Other

}{ related health occupations conform to adopted standards set up by

o Parent Professional Organizations.

,} B. Located in different settings, the programs affiliate with a hospital
or health agency with teacher supervision from divisions of Vocational
Education in public schools.

P
(@]
.

Selection of students of widely ranging ages of 18-50 withoui discrim-—
ination as to sex, color or creci. Students must possess interest and
abilities that are needed to complete the program and become competent
enough to become gainfully employed.

o}

D. Provide opportuni:ties for developing knowledge, skills and attitudes
which are related to level of training.

-
H

. Development within the scope of the program of the potentials of the
student to become productive members in scciety.




FQ

Instruction throughout the training program is given by well-qualified
professional faculry; certification reguirements must be met.

I11. NURSING EDUCATION PROGRAMS

Nursing education is developed in ditrerent levels with proportionate
foundation for the Asszociate Degree in nursing and Practical Nursing
programs. Nursing Aszistant programs can be established in secondary and
post-secondary levels.

Aa

Assoclate Degiee in nursing i1s a technical two-year program in a college
setting designed to prepare studeats ty become registered nurses for
beginning positions in hospitals, physicians' offices, nursing homes

and other community health agencies.

Practical Nursing is a one-year program designed to prepare practical
nurses to give nursing care under direct supervision of a registered

nurse or physician.

Legal Control of Nursing Education - The New Mexico Nursing Practice

Act is under jurisdiction of the New Mexico Board of Nursing. Licensure:

to practice nursing is controlled through examination upon satisfactory
completion vf speciric nursing program- Schools of Nursing must meet
standards as outlined in the "Manual for Schools of Nursing in New
Mexico", which is available from tie New Mexico Board of Nursing, 505
Marquectez, N, W., Albuquerque, New Mexi.co.

IV. THE ROLE OF THE NURSING ASSiSTANT

AQ

11

The Nursing Assistant gives simple nursing care to patients under the

direction and supervision of & professional nurse and/or a practical nurse.

Course Objectives

a. To prepare the studeat with knowledge and basic nursing skills

necessary for empliloyment as a Nursing Assistant.

[ &

To provide the student with ample opportunity for skill performance
in a supervised clinical situation-

¢c. To assist the student in mainraining his cwn personal, mental and
prysical health and to understand conditions of illness and other
deviations from normal body functions and behavior.

d. To create and stimulate students' interest in additional preparation,
education and experience leading toward a health career.

V. PROGRAM ORGANIZATION

The Vocational Nursing Assistant Program should be administered within the
same framework and plans as other vocational programs. The school admin-~
istrator, or his desgignated person, is responsible for the development,
organization and "follow-up" of the program.
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B A, Post~High School can be developed 1in an area vocatisznal school, junior

) or community college, with the cooperating agency being a local hospital,
State hospital or public health agency and/or a combination of these

health centers. The posi-high schoois are generally full-time programs

for four months or more duration (480-500 hours), including clinical

experience.

B. Secondary Level - These are year round programs ofiered for senior boys
and girls and possibly for selected junior srudents meeting the pre-
requisites for the course - The zourse has approximately 480 hours
duration and consists of:

1. Orientation and relatcd thecry-communication skills; oral and technical
vocabulary and personal health and grooming; legal and ethical aspects
of patient care and professional relationships.

2, Family and community health, special problems of mental illness, mental
retardation, special diseases, firs: aid, emergency care and hospital
setting.

3. Nursing care of medical, surgical, infant, maternal, and the aged and
home nursing.

4, Clinicel Laboratory - skill demonstrations and practice, student ob-
¢ servation and field trips to special health and medical centers.

5. Clinical Experience - following required weeks oi formal class, students
are assigned to community hospitals for actual assignment of patient

Ia care under supervision cf instructors.

VI, ALLIED BEALTH OCCUPATIONS

i
I 5 The core program in Allied Health Occupations differs in relation to lievel
of performance inherent in the specific health profession or occupation.
» Materials on curriculum development may be obtained through the State
}i Supervisor of Health Occupations. Fcr example, two programs as follows:

A, Dental Assistant - The initial pianning of & Dental Assistant Training
program encompasses a nine to twelve menth length curriculum and
facilities design, as well as staffing, program evaluation, student
recruitment and placement. Program content may be divided into broad
areas in orientation and professional ethics, related dental theory and
dental assisting skills,

P )
‘

The Dental Assistant function is to assist the dentist at chairside,
perform specific laboratory assignments and ofiice duties.

1. Course Objectives

=
[

To provide the student with a knowledge of a denwval theory adequate
for understanding the significance and implications of the dental
procedures to be performed.

-3




b. To provide the student with working skills in chairside, clinical
and dental laboratory prccedures.

c. To provide the student with knowledge, understanding, and skills in
record keeping, office maintenance, communications and other business
procedures.

———ans

d. To assist the student in acquiring professional ethics -and conduct
and good public relations.

——

B. Medical Laboratory Assistant - The training program for Medical Laboratory .
Assistants should consist of at least twelve consecutive months under the /
direct supervision of a registered Medical Technologist (ASCP). It shall
include a minimum of 100 lectn:re hours emphasizing technical performance,
with the sources and detection of error stressed, rather than pure theory.

The Medical Laboratcry Assistant performs routine tests in medical
laboratories for use in treatment and diagnosis of diseases, prepares .
tissue samples and prepares vaccine, executes such laboratory tests as §
urinalysis, blood counts; using microscope, micrometers and similar in- ot
struments, makes quantitative and qualitative chemical and biological
analysis of body specimens.

1. Course Objectives

a. To assist the student to acquire limited medical, scientific knowledge
and related skills to laboratory techniques.

Yooy

b. To assist the student to gain an understanding of his specific role é
as a Medical Laboratory Assistant., -

VII. PROGRAM DEVELOPMENT -

1

A. Procedures in Establishing a Program

1. Determine the need for the specific Health Occupation program to be
established in terms of employment opportunities for students to be
trained.

2. Determine the availability of classroom and laboratory facilities and
equipment.

3. Determine the availability of clinical facilities in local hospitals,
nursing homes and other health agencies.

4, Determine the availability of qualified professional faculty for the
specific Health Occupation,

LW

5. Determine the cost and stability of financial resources for operation.

e ——

6. Establish an Advisory Committee or group which is representative of the
profession to be served. i
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7.

Become familiar and knowledgeable of State laws, standards and program
criteria for establishment of a program to meet licensure requirements
of the New Mexico Beard of Nursing and/cr other prcfessional organizations.

Use cof a Nursing Consultant Service of the State Supervisor to clarify
overall requiremencs fcr specific Health Occupaticns, and to assist in
the crganizaticn and development of related curricula.

Organization of Program

Use Advisory Committee tc¢ bring about mutial support for need of program,
outline program objectives and standards t¢ be met.

Employ a pregram director whose professioual background is in line with
qualification req:irements.

Contractual agreement should be drawn out with affiliating health agency.,
Program director shculd interview znd assist in selection of faculrcy.
Instructors for the Heslth Cccupaticn Educaticn should meet regquire-

ments for vocational cercification.

Curriculum planning should bte done jointly by faculty, health agencies,
professional representatives aud scheol representatives,

Policies concerning the cperation of program should be a cooperative
effort of faculty.

Good public relations is an essential part of program development.

VIII, REQUIREMENTS FOR HEALTH OCCUZATICNS TEACHING CERTIFICATE

A.

lﬂ

Five-Year Certificate

Professional Nurses cutrently registered in New Mexico holding a
Bachelcr of Science Degree (and/or Master‘s Degree) with three years
experience in Nursing Service and/or Nursing Education,

Dental Hygienist curreanly certified in New Mexico holding a Bachelor of
Science Degree from a college offering a Dental Hygiene program certified
by the American Dental Association and twc years experience.

Medical Laboratory Technologist currently licensed in New Mexico holding
a Bachelor of Science Degree and a graduate of a School of Medical
Technclogy approved by the American Medical Association and duly
certified by the registry of Medical Technologists of the American
Society of Clinical Pathologists and two years experience in clinical
laboratory.

Physical Therapists currently licensed and certified to practice in New

Mexico holding a Bachelor of Science Degree and a graduate of an
accredited program of Physical Therapy and two vears experience,
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B.

C,

IX.

AO

Temporary One-Year Certificate

Temporary One-Year Certificates are issued to currently registered pro-
fessional nurses and/or to certified health specialists having had a
minimum of two years' experience in their respective field and are assigned
to Allied Health Occupations Training programs.

Renewal Requirements

1. Temporary One-Year Certificate

Renewal on temporary certificates requires six semester hours on related
subjects, credit workshcps or institutes. Thirty hours over and above

on R, N. will qualify for a five-year certificate. Six credit hours must
be in Vocational Education courses, seminars or workshops,

2. Tive Year Certificate

Five-year vocational teaching certificates are renewable when due upon
submitting:

a. Eight semester hours in related subject matter, or in sequential order
of prerequisites toward earning a Bachelor of Science Degree and/or
a Master's Degree.

b. Written statement of Non-Credit Workshops attended such as those
offered in college by sponsorship of the U, S. Public Health Service,
to improve and/or give special skills in nursing, dental health,
physical therapy or medical technology.

STATEMENT OF QUALIFICATIONS

Applicants for positions in Health Occupations Education must fill out
an application form in duplicate. Statement of Qualifications is then
forwarded to the State Supervisor of Health Occupations. (See Appendix D)

Transcript of professional and educational preparation must be forwarded
to the Division of Certification, with a copy sent to the Division of
Health Occupations. (See Appendix E)

Instructors of Health Occupations are expected to hold current membership
in their respective professional organization and also should become

active members of the American Vocational Association through the New
Mexico Vocational Association,
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APPVND:X A

VISTRUCTIONAL CODES AND TITLIA

HEALTH QCCUPATIONS

77,000000 HEALTH OCCUPATTONS EDUCATION

o1
0101
0102
0103
0199
02
0201
0202
0203
0204
0259
03
02m
0302
0203
0304
0305
. 0106
; 0307
: 0305
L 0399
o4
. 04Nt
! 0402
I 0403
040%
= 0403
. (034]
I 0561
- oz
0303
0599
06
0601
0602
0603
i 0599
[ o
, 0701
0702
. o7
} ( 0799
. 08
0301
0e02
1 0899
g- o
X 0701
0902
0003

> ocon
0205
6nns
oy

a3
asns
0210

o9
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Aruitoxt provided by Eic:

Dental

Dental Aspisting

Dental Hygiene (Associate Degree)
Dental Laboratory Technology
Dental, Other

Mndical Labo-atecvy Technnlogy
Cytologv (Criotechnclogy)
Histology

Medical Laboratory Assisting
Hematology

Medical Laboratory Technology, Other
Nursing

N1 sing (Associate Dcxree)
Practical {vocatie.2l) Nursing
Nursing Assinrtance (4ide)
Psvchiatric Alde

Surgical Teshnicinn /Operating Room Techniciar)
Obsretrical Technician

Home MHealth Aide

School Nealth Aide

Nurging, Other

Rehat‘litatrion

CGreup-aticnal Therany

Phvsical Therapy

Proastbetics

Orthotice

Rehahilitation, 2ther

Rediologic

Radiolegie Technology (X-ray)
Radiation Therapy

Tuclea- M2dical Tecknalogy
RPadiolopic, Othar

Ophthalmic

Cohthalmic Dispensirg

Orthoptics

Optoratriast Assistant

Ophthalmic, Other

Environmental Health
Enrironmental Health Assistant
Radiological Health Technician
Sanitarian Assistant
Environmental Health, Other
Mental Health Technology

Mental Health Tactmician

Mental Retardation Aide

Mental Health Technology, Other
Miscellancous Health Occupations Education
Electroencephalograph Technician
Flectrocardiogreph Tochnician
Inhalation Therapy

Nadieal Assistant (Assistant in Physician's Office)
tontral Supplv Technician
Cormunity Bealth Alde

Medical Emergrney Technician

Fod Service Srpervisor

Martuary Seienne

Ci-thonadie Azsictine

Pealth Qceupaticne Edesation, Other

.
e
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Appendix B
EVALUATION RATING SCALE
The evaluation scale for the instrument provides a choice of eight rating
categories, FEach item is scored by using an appraisal based on accepted
standards as they appear to the faculty, the administration and the visiting

evaluator,

Definition of Scale:

5 Approved with Commendation - a mark of five indicates this item is performed
or exists to the extent of going significantly beyond required standards,
This reflects a consistently high level of effectiveness.

4. Approved above Standards - a mark of four indicates this item is per formed
or exists to the extent of exceeding requirements of the minimum standards
but may include some variability of quality, This reflects a generally
high level of effectiveness.

3 Approved - a mark of three indicates this item is performed or exists to
the extent of meeting minimum standards. It shows a generally accepted
level of effectiveness.

2 _Advised - a mark of two indicates this item is performed or exists in a
questionable manner at the level of effectiveness sufficient to require
action to improve the condition,

1 Conditional - a mark of one indicates this item is performed or exists to
an extent so deficient that it needs to be corrected immediately.

0 Disapproved - a mark of zero indicates this item fails to qualify for any
other classification and is unacceptable.

M A mark of M indicates this item is missing but is needed for an effective
program. '

NA A mark of NA indicates this item does not apply.

N — mr———
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Appendix C

NEW MEXICO STATE DEPARTMENT OF EDUCATION

EVALUATION INSTRUMENT

(Grade Level) Vocational Health Occupations

I, PHILOSOPHY AND OBJECTIVES

A. The underlying philoscphy of the Vocational Health Occupations

program includes the following principles:

B, Principal objectives of the Vocational Health Occupations
program may be stated below:

-10=
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II. PROGRAM ORGANIZATION

A, Textbooks and Supplemental Materials i

Textbooks and Grade Subject Copyright
Supplemental Level Dates
Materials

B. Learning-Teaching Activities

1. The course outline is readily accessible and in current use.

2. The instructor's class preparation is reflected in long~range
lesson planning.

3. The instructors utilize a variety of techniques in the in-
structional program,

4, The instructors utilize community resources as part of the
instructional program.

5. Laboratory practices and procedures provide for sequential
; development of skills.

6. The classroom instruction and laboratory practice is relevant
to clinical experience,

7. Classroom activities and student participation reflects
attitudes and motivation of students.

8. Students are allowed ample opportunity for participation in
direct patient care, observation in related health care
activities and field trips.

9. Students are reasonably conversant in health profession
terminology.

10. Safety measures are consistently adhered to by students,
staff and co-workers.

11. Health Career activities.

ERIC T




C. Equipment and Materials

1. Teaching aids (models, charts, pictures).

2, Teacher demcnstration materials (mock-ups, hospital equipment,
nvrsing utensils, linens, etc.).

3. A-V Equipment available (easy access for teaching).
4, Equipment for productioa of handor:t material.,

& 5. Library materials available to students (current, professional).

6. Student assignments in care cf equipment.

D. Classroom and Facilities

1, Classroom-laboratery

i a, Floor space (adequate for tne teacher load and subject
matter).

b, Lighting, ventilation, heating (propér amount and type).
- c., Appearance (cleaa and pleasant atmosphere).

- d. Teacher desk and/or workroom available.

e. Student desks, chairs (proper type and numbers).

f. Chalkboard available (adequate, good condition).

g. Storage for teaching supplies.

h. Storage for students' supplies, materials.

X i. Washing facilities with hot and cold running water, soap,
towels,

j» Fire protection (adequate, availability and good conditions).
2. Clinical Facilities

a. Cooperating agency(ies), name and locations,.
1
2)
3)
4)

 A—

b. Cooperating agency licensed and/or approved by appropriate
authorities.

im"""?:'l

§ c. Cooperating agency-staff oriented to program objectives.

-12-
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d. Cooperating agency provides essential and comparable learning
experience.,

e. Cocperating agency provides conference room, dining facilities,
etc.

f, Student transportation adequately provided to and from agency.
E. Evaluation
1, Test-Teacher made (Appropriate written oral).
2, Test-Professionally published type.
3. Test-State Board Examination for licensure.
4, Student achievement and performancg is systematically evaluated.
5. Teacher maintains pupil progress records.

6. Clinical facilities and resources are periodically evaluated
to determine needs of program.

7. Student self-evaluation of work performance of skills
development,

8. Student evaluation of tctal program to assess its effectiveness.

9. Periodic follow-up of graduates and on-going study of admissions
and withdrawals.

III. CURRICULUM PLANNING AND DEVELOPMENT

A, Administration

1. Direction and guidance given from administration unit.
2, Planned supervisory program is functional.

3. Actively provides, encourages and supports in-service education
teachers.

4. Supports surveys to determine employment potential, job
assessment, placement.

5. Planned program to promote good public relations.

6, Use of resource professional, and state supervisors for
program planning and improvement.

R R e reeeeamrere]

; 7. Advisory group available to instructional staff.
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B, Curriculum Planning and Development
1. 1s kept current by periodic revision of course of study.,
2. 1s organized and directed toward skills and knowledge required
for employment.
- 3. Adeguate provisions and planning for learning experience on
clinical practice.
4, Provides basis for career ladder oppertunities.
5. Periocdic faculty staff meetings are part of curriculum planning.
B 6. Direct supervision pcovided to students in clinical practice.
: C. Counseling Students
E 1, Criteria for selection of students (printed and accessible).
) 2, Students' personnel policies that provide safety, personal
? welfare, and define behavioral responsibilities.
; 3. Students are given pericdic vocational and personal guidance.
E 4, Progress reports are used as basis for counseling and guidance.
- IV, TEACHER QUALTFICATTONS AND PREPA i
-3 A, Professional Preparatiocn
[ L. A competent and adequate prcfessional staff is available.
| Number ___ b, Nursing ____ c¢. Dental _____ d. Medical
- e. Other ___ f. Consultant
|
b 2, Professional preparaticrn indicated as:
§ Vz Minimal ___ b, Average ____ c¢. Strong ____  d. Superior
N
i 3. One member of staff is designated as head teacher or director.

Staff is given opportunities te attend professional meetings,
conferences and/or workshcps,

Teaching staff demonstrates attitude towards meeting personal
needs for professional growth.

Vecational ly-qualified-and certificd by -State Beard.. - -

=14~
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c.

Professional Membership is evident among instructional staff,

a. NMNA (ANA) e. American Med., Assoc.
b, NMLN (NLN) f. American Dental Assoc.
c. NMEA (NEA) g. Allied Med. Prof.

d. NMVA (AVA) h. Other

i

SELF-EVALUATOR'S COMMENTS

Strengths of Program (course).
Weakness of Course,

Recommendations.

B .
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Appendix D

NEW MEXICO STATE DE! ARTMENT OF EDUCATION
DIVISION OF VOCAIIONAL EDUCATION
State Capitol Building - Santa Fe
STATEMENT OF QUALIFICATIONS FOR HEALTH OCCUPATIONS
TEACHING POSTTIONS

DATE

NAME : SEX:

ADDRESS: PLACE OF BIRTH:

DATE OF BIRTH: TELEPHONE NUMBER:

MARRIED: SINGLE: OTHER: ____ NUMBER OF CHILDREN:

POSITION FOR WHICH APPLYING:

NAME OF SCHOOL SYSTEM OR INSTITUTION:

TYPE OF VOCATIONAL TRAINING PROGRAM:

HIGH SCHOOL: POST HIGH SCHOOL:

MDTA OR ARA:

DO YOU HOLD A TEACHING CERTIFICATE? _ARE YOU CURRENTLY REGISTERED IN NEW
MEXICO? REGISTRATION NUMBER:

(STATE BOARD OF NURSE EXAMINERS, NAT'L BLDG, 5th & MARGUETTE N,W,, ALB., N.M.)
GENERAL EDUCATION: CIKCLE NUMBER OF YEAR COMPLETED 1,2,3,4,5,6,7,8,9,10,11,12
HIGH SCHOOL ATTENDED:

PROFESSICNAL EDUCATIiON
I. School of Nursing attended:

Name: Dates of Attendance:
Location: Diploma Program: or Degree
II. College or University preparaticn: Undergraduate Degree - Major
Credit Hours
Name;
Location:

Dates of Attendance:

Name

Location:

Dates of Attendance:

Name:

Location:

Dates of Attendance:

~16=
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Appendix E
REFERENCES

NAME : ALDRESS: BUSINESS OR OCCUPATION:

OCCUPATIONAI AND TEACHING EXPERIENCE
In the space below, record 211 employment since you first began work. Statrt

with the most recent position and work back to first position held, Attach

supplementary statement if necessary.

Name and Address Dates cf Beginning and Title of Positions

Employment Ending Monthly and Nature of Duties
Month and Year {Salary
From To
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I,

II.

VOCATIONAL HOME ECONOMICS PROGRAMS

PHILOSOPHY OF VOCATIONAL HOME ECONOMICS

A,

A,

It is the Home Economics teachers' belief that individuals are the strength
and the most important rescurce of the country, Home Economics Education

is designed to help individuals snd families improve the quality of personal
and family life within the home.

An effective Home Eccnomics Program helps youth and adults to clarify and
establish values, to select meaningful, individual and family goals, to
function as a family member, homemaker, parent, wage earner, consumer and
citizen in a democratic society and to prepare for gainful employment
through occupational training.

The program contributes to the self-development and establishment of inter-
personal relationships and the management of skills and resources which are
important to the individual in the home and on the job.

Home Economics has a contribution to mzke by helping individuals identify
and develop certain fundamental values and competencies that will be
effective in one's personal and family living which emphasizes social and
cultural conditions and economic needs.

OBJECTIVES OF VOCATIONAL HOME ECONOMICS

l\l

General
An effective Home Economics Education Program:

a. Improves the quality of family living and helps youth and adults
develop the abilities needed for the occupation of homemaking,
guidance of children, management of resources and the feeding,
clothing and housing of families

b. Encourages individuals tc identify and formulate values and
goals which give meaning :o personal, family and community living
and which helps them become responsible cvitizens and productive
workers .

c¢. Helps students create a home and community environment conducive to
healthy growth and deve;opment of all members of the famlly at all
stages of the family iife cyeke. — = - : Sl

d. <Contributes to students’' ability to think creatively and critically
in solving problems; relates ideas essential to cope with changes
and new situations.




e. Fosters a positive self-image through the development of respect,
discipline, analysis and improvement 1in oneself.

f. Motivates, recruits and prepares individuals for gainful employment
in occupations using home economics kncwledze and skills with em—
phasis on the development of a positive attitude towards work.

g. Stimulates interest i1n academically qualified students to enter
colleges and universities to become professional home economists.

h. Stimulates individuals to take an active part 1n legislative programs
which affect the well being of families.,

i. Helps individuals use leisure time constructively, broaden horizons
and interests and develop creative talents.

j+ Stimulates students' interest to cooperate with and appreclate
people of all culcures, emphasizing the worth and dignity of all
individuals.

B. Specific

1. An effective Home Economics Education Program assists students in the
accomplishment of the following cbjectives:

a. Achieving consumer responsibility in the selection, purchase and use
of goods and services for the home and individual.

b. Maintenance of satisfactory personal and family relationships.
c. Management of human and material resources.
d. Development, care and guidance of children.

e. Maintenance of health and safety in the home, including health and
home care of the sick.

f. Management, preparation and conservation of food for the family.

g. Selection, buying, care, renovation and construction of family clothing.
h. Selection, care, use and conservation of equipment.

i. Selection and care of the house, its furnishings and surroundings.

j+ Application of art principles and elements of design.

k. Selection and provision of educational and recreational facilites and
experiences for family members.

1. Recognition of employment potential in home economics related occupations.
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III. ADMINISTRATION

A, State

1. Program Eiigibility and Responsibilicy

(‘ Home Economics Education Programs organized in the local schools and
in the approved institutions ot higher learning, under the provisions
of the State Plan for Vocational Educarion, qualify for reimbursement
: from Federal vocational funds fcr developing, maintaining and expanding
(’ the program.- The State Plan for Vccational Education includes require-
ments, policies and other informarion and 1s in accordance with the
Federal laws under the Amendments of 1968, providing funds for in-
school and out-of-school classes in Home Economics Education, for
ancillary services and acrivities and for occuparional training using
the knowledge and skills of home economics.

All Home Economics Education shall be under the supervision oi public
school authorities, organized in accordance with pclicies, approved
by the State Board for Vocational Education and subject to conditions
described in the sections following:

a. Application and Azreement

If a local school board desires a vocational pregram in home economics,

they should direct request in writing to the State Supervisor of Home

o Economics Education or the State Director of Vocarional Education.

{ Upon receipt of request, the State Supervisor of Home Economics will
send a copy of the State Polices and Regulations Handbook with the

- Agreement and Applicarion for an Approved Home Economics Program.

l; She will visit the school tu discuss the program and other items

’ relevant to developing and maintaining the program. After the State

Supervisor's visit, if there 1¢ 1ndication that an adequate program

can be maintained and the reacher meets the standards for Vocational

Home Economics endorsement, the loccal board shall complete the appli-

cation and agreement and submit a proposal for a Home Economics Pro-

( ; ‘gram using the following vocational education forms:

———

VE 115-1 - Vecational Programs, Activities
and Services

" N

VE 115-2 - Work Sheet

VE 120 - Guide for Submitting Preoposals
for Vocatrional Education

4_,
’ A

VE 121 - Proposal for Consumer and Home-
making Education

Upon review of the agreement and the proposals for a Home Economics
I Education Program, the local board will be notified of program approval,
The department may be approved che first year with any qualifications

-3~
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for equipment agreed upon by the local school board and the State
Board, through the State Supervisor of Home Economics, providing
there are available vocational funds.

In some instances it may be advisable or necessary for a department
to operate provisionally a year or more under the supervision of the
State Supervisor of Home Economics before it can meet standards for
reimbursed departments. if the department is accepted provisionally
and the provisions are not met within two years, funding may be
withdrawn.

B. Local

1., Local Citizens Committee

A

group of three to five communiiy members who understand local needs

shall be arpointed cooperatively by the Home Economics teachers and
administrators to serve in a consultant capacity for the total Home
Economics Program. Appoilntments and reappointments shall be made at

el

=0

(1
(2
(3

(4

(5

(6
(7
b.
(1
(2

3

(4

ther the beginning or closing of the school year.

In selecting the Citizens Ccmmittee, representatives of groups such
as the following should be considered:

) Former students

) Parents of students

) Professional men and women

) Business and industry

) Welfare and health agencies

) Employment service

) Guidance counselors

The purposes of the Committee shall be to:

) Assist in determining individual and community needs.
) Act as consultants in planning curriculum content.

) Promote good public relations between Home Economics Education
and business, industry and other agencies in the community.

) Stimulate interest of the community in supporting the Home
Economics Program,

) Help in setting up standards for the Home Economics Program.

) Assist in evaluating the success of the program.

o



IV. INSTRUCTIONAL PROGRAMS

A. Secondary

l. Curriculum

The curriculum shaii give tvnsideraticn to the social and cultural
coaditicns and needs oi puplls, thus providing wosthwhile iearning
experiences which are designated to prepare youth and adults for the
role of homemaker or the dual role ¢f homemaker and wage earner.*

All major areas of Home Economiws: Chirid Development, Clothing and
Textlles, Consumer Edciazion and Management, Foods and Nutrition,
Family Health, Heousing, Fsmily Relationships, snd Related Art, must
be incorporated in the tcrat school curriculum to ansure a compre=-
hensive program.

A comprehensive program may be established in two ways:

a. Specialized Semester Course Program**- The begianing course in any
area will provide basic kncwledge necessary 1n that area. The begin-
ning course in each aree must be made available to the student during
grades 9 - 12. The advanced course in any area will emphasize gain-
ful employment.

b, Comprehensive Course Program -~ The w<imprehensive courses shall be
organized in sequence, with oaly one zcurse taught during a class
period. Home Economics [ 1s a prerequisite to Home Economics LI
and Home Economzcs Il 1& a preregquisite tvo Home Economics 111, etc.

A one-year basic course Ls recommended as a prerequisite for skill
courses,

Students enrolling in Howe Ecoancmizs at the seventh and eighth grade
levels shall preferably enroll for only one semester at each grade
level. Seventh Grade - Food Preparation, Family Relations and Family
Heaith. Eighth Grade - Clocthaing, Grooming, Child Development and
Career Exploracion.

* It is suggested that the teschers tentatively plan the year's work,
setting up objectives. A copy «f the New Mexico Home Eccnomics Curriculum
Guide is furnished to each Heme Econcmics teacher. The guide is to be
used as a resource unit, and the teacher will use her own initiative,
imagination and creativity in wctking cooperatively with pupils and
others in develcoping an effeccive Home Eceonomics Program

*% Subject matter areas may be taught on alternate years-
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2.

3.

4.

a.

b.

C.

In schools with low enrollments, Home Economics courses shall not be
combined into one class, but offered on alternate years.

The curriculum shall be coordinated between local junior and senior
high school and within a school.

New programs, experimental courses or classes are encouraged on a
semester and/or full-year basis 1f approved by State Supervisor prior
to establishment.

Home economics experiences may be an integral par:t of the Home Economics
Program. These supervised experienzes may be carried out through indi-

vidual conferences, group conferences, home visits or parent contacts,
in such a way that they promote growth and develop an understanding of
problems in home living based on the needs, interests and abilities of
the pupils.

Class Scheduling and Enrollment

Class scheduling and enrollment shall meet the following standards:

Enrollment shall be restricted in accordance with available facilities.
In schools with enrollments of less than ten srudents per class, prior

approval for scheduling such classes shall be secured from the State
Supervisor.

The minimum time allotted for each class shall not be less than that
required for a full unit of credit for single-period classes in all

laboratory courses, with one-half unit of credit for semester courses

and one and one-half units for double-period classes as established
by North Central.

The teacher's schedule will determine the percentage of the school

day that is reimbursable. One period or equivalent shall be scheduled

for teacher preparation and conference.
Advisory Committee
An Advisory Committee shall be selected and appointed by the local
board of education from recommendation of individuals made by the
teacher offering the class and the school administrators.

Budget

An adequate budget for the adminisctration of the total Home Economics
Program shall be provided for:

Supplies, instructional materials and teaching aids
Maintenance, repairs and additions and replacement of equipment

Books, magazines and reference materials

g6
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Necessary travel for making home visits, surveying needs in the
community, supervising home and on-the-job training work experiences,
sponsoring Future Homemakers of America, and attending in-service
training meetings

[N

. L
[a N
-

o}
- i

(1) Teacher travel from the school te State Conference and return to
- the school and per diem expenses are paid directly to the teacher
' by the State Department of Education, Division of Vocational Educa-
tion.

ﬂ e, Other activitiles necessary in promoting and developing the program
‘ are subject to approval cf local school authorities.

o 5. Term of Teacher Employment

The minimum term of employmen: for the Vocational Home Economics teacher
shall not be less than nine and one-half months. This includes the nine-
month school term plus two weeks preceding or following the year, exclud-
ing the time scheduled fcr general meetings and workshops called by school
administrators. One week of the two additional weeks shall be in atten-
dance at State Conference for Home Econowics teachers. The other week,
spent in the school and community, is to provide time for the teacher to
become acquainted with homes of students, to plan and initiate the various
phases of the instructional program, to interpret and promote the Home
Economics Program, and to actend the district FHA planning meetings or
State camp.

6., In-Service Training

Attendance at the annual Home Economics Teachers Conference and in-
service training meetings called by the Home Economics Section of the
Division of Vocational Education 1s part of the vocational agreement
lending itself to a constantly prepared instructional staff.

% 7. Vocational Youth Organization

A chapter of Future Homemakers of America shall be organized and main-
tained as an integral part of the Home Economics Program, providing

4 extended learning experiences. Time may be allowed in the school day
for participation in Future Homemakers of America activities.

B. Post Secondary

grade levels is to provide an educational program for persons who have
completed high school or its equivalency and who are available for full-
time study, which leads directly to employment in technical, semi-professional

%j
l: The purpose of the Vocational Home Economics Program at the 13th and l4th
l or semi-skilled occupations utilizing home economics knowledge and skills.,

1. Curriculum

' Home Economics courses which train for employment will:

-7-




a. Clarify the nature and scope of cccupations or cluster of occupations
and responsibiiities of the worker.

b. Develop an understanding of personal qualities and professional ethics
which will contribute to success.

c. Develop abilities and proficiencies required for success in the occu-
pation. This will include study, discussions and laboratory and work
experiences.

The program will be otffered in an area vocationali school, technical
school, a community or Jjunior college-

a. It may be offered by Vocational Home Economics, or jointly by Voca-
tional Home Economics and other divisions of Vocational Education.
It may be planned as a one or a two-year program, cooperatively with
administration and staff of the above type schools.

b. The curriculum will vary according to the needs for training in a
specific occupation and the educational background of the student.

Methods for determining curriculum oiferings and information needed as
a basis for developing a program will include:

‘ a. Identification of key occupations for which training in Home Economics
i is to be provided.

b. Information from employment service and other sources regarding reason-
able prospects of employment in the local community or elsewhere after
completion of training.

c. A job analysis which clearly defines skills, abilities, experiences
and aptitudes required to perform the duties of the job.

d. Identification of the in-service education needs of teachers who will
: be teaching such courses and outlining plans for providing this service.

e. The curriculum will vary according to the needs for training in a
specific occupation and the educarional background of the student.

f. The curriculum and the length of training shall be determined by job
analysis of the occupation developed through consultation with persons
involved with the specific occupation to be taught.

g. The objectives and methods of training shall be geared to develop
characteristics and specific skill{s) and/or ability(ies) which have
wage-earning value, and which enable trainees to acquire marketable
skills in the occupation.

h. Curriculum shall be specific and iimited in scope to the learnings
and skills related to the occupation, or a cluster of closely related
occupations.
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Ciassrocm instruction shall) be :ntegrated with supervised practical
experience ia labsoravory, home, 1ield, shop or such establishments
as will contribute to the individual's on-the~job training.

The insrructico and prastical experience shall be of suificient duration
to develop competenules Decessary tor the vecupation.

Class Schedul:ug and Enrollment
Thexre must be suflicilent number or persons who are lanterested in and
have aptitude for traloing in a speoific occupation to justify cost
of tralning.

The minimum size of ¢lass shatl be ten.

Students enrolled 1in an ccecupational training class shall meet for a
minimum of two consecutive class perijods daily.

A minimum of one class period shall be allowed ior teacher planning,
follow~up of studies and evaluaticn for each scheduled ceccupational
training claes, plus a second class period for preparation of other
classes taught.

Advisory Committee

An Advisory Commitrtee shall be selectrsd and appointed by the local board

of education from recommszndarion of individuals made by the teacher

offering the class and the school administrators.

Budget

See pages 6 and /7 - Secondary Pregrams

Term of Teacher Employment and In-5zcvice Training

The minimum term ~f employment for the post-secondary Vocational Home
Economics teacher shall be not less than ten months.

Time in excess of the regulzr sthczl zerm shall be in attendance at
the State Conference for Votaticnal Educators and in planning and
initiating the varicus phases ot the 1nstructional program.

Vocational Youch Organization
An organization of yzuth interested in Home Economics Related Occupations,

BERO, shall be developed and maintained as an integral part of the post-
secondary program providing extendsd learning experiences,




V.

C.

Adult

l.

2.

Home Economics Education may be offared to adults and out-of-school
youth when the demand warrants such education.

The purpose of the program will be ro:

Assist persons in developing sufficienr competency in homemaking to
enable them to improve the quality of family life.

Relate consumer education to the needs of the individual.

Provide an opportunity for training in a variety of major areas of
Home Economics Education.

The teacher shall submit preliminary plans (Form HE-102) to the State
Supervisor for prior approval.- A final report (Form HE-103) and a
claim for reimbursement (Form VE-105) to be submittzed at the completion
of the course.

The school administration shall be responsible for organization,
staffing and for furnishing equipment, teaching materials, and funds
to insure the practical realization of desirable standards of work.

Whenever practical, the school equipment for the Home Economics Depart-
ment shall be used. When this is not possible, the administrator is
asked to assist the teacher(s) in finding adequate quarters in the
community for the type of instruction to be given.

Salary of instructor of adult classes will be paid on an hourly basis
to the teacher, through the school, from the State Department of Edu-
cation upon proper claim (HE-104 and VE-105). Salary will be based
on total class instruction time.

To qualify for reimbursement, each organized class shall be in units
of not less than six lessons and a total enrollment of twelve, with
an average attendance of not less than eight persons.

QUALIFICATIONS OF TEACHERS

A.

Secondary

The teacher shall have a Bachelor of Science or Arts Degree with a

major in Home Economics Education from a State Board approved college

or university that meets standards for preparing Vocational Home
Economics teachers.

She shall meet the New Mexico requirements for State certification and
the Vocational Home Economics endorsement set up by the State Department
of Education, Vocational Education Division and the Division of Certifi-
cation.

1060
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3.

a.

b.

The Home Economics Education Program shall include credit hours in
General Education, Home Economics and Professional Education with the
following range in proportion of curriculum requirements.*

General Education 48 semester hours
Home Economics
Major (Plan III) 36 semester hours
Minor 24 semester hours
or
Major & Minor (Plan IV) 54 semester hours
Professional Education 18 semester hours

Teachers completing requircd semester hours of Home Economics subject
matter under either Plan III or Plan IV shall qualify to teach Home
Economics in an approved vocational program in secondary or post-
secondary schoolsg or community colleges.**

Renewal of Vocational Certification with Home Economics endorsement shall
be according to requirements of the Division of Certification, State
Department of Education.

Persons entering or reentering teaching more than ten years after
completion of requirements for the issuance of a Vocational Home
Economics type certificate shall complete a minimum of twelve semester
credits. At least six credits shall be completed before teaching the
first year and the remaining credits shall be completed before teaching
the sacond year.

Local Supervisor - The local supervisor of Home Economics shall assume

the responsibility for in-service training of teachers in the local
system.

The supervisor shall hold a Master's Degree with major or minor in Home
Economics Education from a State Board approved college or university,
Plus successful teaching experience as a supervising teacher. Training
shall include graduate courses in supervision, curriculum development,
methods and evaluation.

* Home Economics Curriculum Program as approved by the State Board of Education.

%% A one-year temporary certificate may be issued with only 30 semester credit
hours in Home Economics.

~11-
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B. Post Secondary

1. Shall hold a Bachelor's Degree, including preparation in the area(s)
of Home Economics to be taught and shall meet qualifications for |
Vocational Education endorsement in one of the home economics J
related occupational aveas.

2. Occupational experience as an employed or volunteer worker in the area 'i
for which training is offered.

3. Developed proficiencies in the techniques and skills required in the ‘
occupation to be taught.

4. Evidence of trade competence.

. t
[

C. Adult
1. Classes may be taught by the Home Economics teacher and/or other quali- :)
fied persons as determined by administrators and approved by the State '
Supervisor.
VI. SUPERVISED EXPERIENCE OR CCOPERATIVE PROGRAMS _l
A. When funds are available, students who qualify under work-study programs :
for Vocational Education Students - P.L. 90-576, Section 181, may be ;

employed to work in Home Economics Departments as teacher aides, labo-
ratory assistants, student aides and co-op students.

B. Teacher aides, laboratory assistants, student aides and co-op students -
may assist the Home Economics teacher in:

i

1. Preparation of illustrative and other teaching materials.

2. Setting up and clearing away of demonstration materials, laboratory
equipment and visual aids used by students and teachers.

3. Establishment of areas and interest centers within the department.

4. Routine tasks which will free the teacher for planning and implementing
the program.

i

1
L ]

VII. OFFICIAL TRAVEL OF VOCATIONAL HOME ECONOMICS TEACHERS

Provision shall be made by local school board for travel expenses of Home
Economics teachers for visits to home, the supervision of home, class and/or
community experiences and in the sponsorship of the vocational youth organi-
zation. The amount of travel shall be determined by the local board of
education. '!

[
o ®
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(‘ VIII. TEACHER EDUCATION IN HOME ECONOMICS
A. Institution

(" 1. The following are policies and regulations to be maintained in an
: institution approved for teacher education in Home Economics:

Ih a. Teacher education will be maintained through programs conducted by

! the State Division of Home Economics Education, designated institution
of high learning and programs conducted by approved local school for

- student teaching in cooperation with the State Department of Voca-

l tional Education.

- b. The State Board of Education shall provide and assume responsibility

ii for the maintenance, supervision and evaluation of teacher-training

s programs to insure that programs shall meet standards and require-
ments for teacher training as provided in the State Plan and as

{: prescribed in this Policies and Procedures Book.

c. The State Board may, at its discretion, inspect and approve Home
- Economics teacher-training institutions. The State Board will
{‘ select the personnel for evaluating the institution to determine
if it meets the standards prescribed for approval.

I; d. Arrangements will be made with the approved and reimbursed insti-

; tutions of high learning to provide for pre-service and in-service
education of Vocational Home Economics teachers, including the

P equipment, clerical assistance, teaching materials and supplies,

[! and teacher—education staff to assure a quality program of training
Home Economics teachers for secondary, post-secondary and adult

{& programs.

e. Cooperative relationships shall be maintained between the State
Supervisory Staff and the staff of the institution approved for

2 15 pre-service and in-service education in Home Economics Education.

| {

! .

r . .

P f. The planning of the teacher-training program shall be carried out

| [} through joint staff and commiitee meetings called by the State

Pl Supervisor of Home Economics Education, the Head of Home Economics
f Education and/or the teacher educator in the institution.
o

!f g. Members of the State Supervisory Staff shall meet periodically with

RS the teacher educators to plan for the development of the teacher-
: training program: planning and evaluating curriculum, revising
certification requirements, selecting supervising teaching centers
and determining standards for facilities.

(1) The recommendations of the above committee shall be directed to
I the appropriate administrators of the teacher-training institution
and the State Director of Vocational Education for consideration
l and implementation.




The evaluation of the teacher—education program and plans for further
development shall be made at least every five years by the State
Supervisory Staff, representatives of the teacher-training institution
and/or other qualified personnel selected by the State Supervisor and
the teacher-training instirution and approved by the State Board.

Institutions approved and reimbursed are: New Mexiczo State University,
University Park, New Mexizo 88070 and The Univerxsity of New Mexico,
Albuquerque, New Mexico 87106,

Institurions apprsved but not reimbursed are: Eastern New Mexico
University, Portales, New Mexico 88130, New Mexico Highlands University,
Las Vegas, New Mexico 87701, Western Nzw Mexico University, Silver City,
New Mexico 88061.

Institutions offering a graduate program 1n Home Economics Education
shall have a qualified teacher educator and at least one Home Economics
staff member with a Doctor's Degree and with experience and training in
research.

The graduate program, leading to a Master's Degree in Home Economics
Education, shall be ofiered only at the approved and reimbursed teacher-
training institutions.

Courses shall be made available during the academic year, in summer
sessions and at intervals that make it possible for a graduate student
to plan and carry out a graduate program leading to & Master's Degree.

Graduate courses in Home Economics Education and supporting courses
in Home Economics Education may be offered in designated approved
institutions-

Specisl, short-unit, intensive and refresher courses may be offered
by approved teacher-training institurions with or without credit.
The State Supervisor of Home Economics Educaticn, in cooperation
with institutions and local educational agencies, shall determine
the need, type of course and instructor.

The graduate program shall meet the requirements of a Master's Degree
to prepare candidate for position of leadership in Home Economics
Education.

Graduate assistantships may be offered on an annual basis for study
of Home Economics Education or related fields.

The institution shall provide adequate facilities for effective
teaching in all areas of Home Economics and Home Economics Education.

An adequate budget for maintainance of the Home Economics Education
Program shall be set up each year in the institution of higher
learning and the supervising center. Provision shall be made for
supplies, reference and teaching materials, equipment and travel.

14—
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t. Federal funds available for approved and reimbursed teacher-training
instituticns may be used as follows:

(1) Salaries of teacher educators for teaching of apptoved home
economics courses.

(2) Remuneration of the supervising teachers.

(3) Home Economics Methods and other Home Economics Education courses
offered at the undergraduate and graduate level,

(4) Travel expenses for teacher educators for pre-service training of
student teachers and in-service training of first-year teachers.
Attendance at State and national conferences and workshops to
further Home Economics Education.

(5) Transportation expenses of student teachers to training centers.

(6) Development of curriculum materials and other instructional guides
and teaching aids.

(7) Research, special demonstration and experimental programs.
(8) Equipment, teaching materials and supplies.

(9) Clerical assistance.

B. Teacher-Training Personnel

1. To be a State Board approved institution for training of vocational
teachers in Home Economics Education:

a. There shall be a minimum of four staff members representing each of
the following areas: foods, nutrition and health, clothing and textiles,
human development and the family, home management, housing and equipment,
family economics and consumer education. The teacher educator may be
included in the minimum of four staff members.

(1) Each instructor shall have a Master's Degree with a major or its
equivalent in the subject matter area for which she has a major

responsibility for instruction.

(2) The instructor must have had at least six semester hours of graduate
study in an area in which she assumes any responsibility for instruc-
tion.

b. There shalli be a minimum of one person in Home Economics Education who
assumes major responsibility for Home Economics teacher training. She
must meet the qualifications for head teacher educator.




2.

3'

Qualifications of Teacher Educator

The Home Economics teacher educator shall have a Bachelor's Degree in
Home Economics from a State Board approved college or university which
meets the standards for training Vocational Home Economics teachers.
She shall have a Master's Degree with a major or its equivalent in
Home Economics Education.

In addition, the teacher edutator shall hawve had successful teaching
and supervisory experlience.

Responsibilities of Teacher Educaror

The Home Economics teacher educatv: shail plan, ccordinate and exe-

cute a program of teacher education on the undergraduate level. 1In

the approved institutions she shall plan, coordinzte and execute the
graduate program in cooperatiocn with the Home E:onomics State Supervisor
and other Home Economics Staif. Other responsibilities shall include:

(1) Being responsible for the program c¢f supzrvision of student teachers
and special methods courses.

(2) The selection of student-teacher cenrers with approval of State
Supervisor of Home Economics.

(3) Working cooperatively with the Home Economics department and teacher
education staff in planning subject matter and education —ourses for
prospective teachers.

(4) Conducting regularly scheduled conferences with State Supervisory
Staff, supervising teachers and student teachers for the purpose
of planning and evaluating the teacher—~education program.

(5) Being responsible for the follow-up of first~year teacher graduate-.

(6) Being responsible for coordinating teacher education with State
policies, philosophy, needs and conditions in the field of Home
Economics.

(7) Teaching or arranging for courses for pre-service and in~service
training of teachers as requested and approved b; the State Super-
visos.

(8) Participating in local, State, regional and national conferences
and workshops leading to the development and improvement of teacher
education programs.

(9) Working cooperatively with State Supervisor and the college place-
ment bureau 1in the placement of teachers.
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(10) Preparing annual reports of development in the teacher~training
programs and submitting to the State Department of Vocational
Education.

(11) Conducting research, developing and evaluating teacher~education
curriculum.

(12) Assisting in the recruitment of qualified instructors

(13) Assisting with State, district and local conferences-

(14) Assisting teachers in keeping up to date to sources of materials,
subject matter, new techniques and results of special studies and
research.

Curriculum

The purpose of the teacher-training program 1s to prepare teachers with
competencies that will enable them ro assist individuals and families
with their consumer and homemaking responsibilities.

The undergraduate program for preparing secondary teachers in Home
Economics Education shall require a minimum of 128 semester credit hours
and/or 192 quarter credit hours leading tvo a Bachelor of Arts or a
Bachelor of Science Degree in Home Economics or Home Economics Education

in

an approved institutioen.

The program shall include credit hours in General Education, Home Eco-
nomics and Professional Education with the following range in proportion

of

¢

curriculum requirements:

General Education - 48 semester hours or 64 quarter hours - A minimum

of six semester hours in at least four of the following areas: Human-~
ities, Philosophy and Literarure, Social Science, Biological and/or
Physical Science, Foreign Language, Communicative Arts, Mathematics,
Fine and Practical Arts, Health, Physical Educarion and Recreation,
Electives.

Professional Education - 18 semester hours or 24 guarter hours -~ A

minimum of six semester hours of student teaching in an approved Home
Economics department and three semester hours in methods of teaching
Home Economics,

Home Economics Technical Educacion

Plan II1* -~ One composite teaching field of a minimum of 36 semester
hours in Home Economics distributed over each ¢f the following areas:

% One of four certification plans approved by State Board of Education for
teacher certification in New Mexico.

~17-
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(2)

(3)

Clothing and Textiles, Foods, Nutrition and Health, Home Management,

Family Economics and Consumer Education, Housing, Home Furnishings
and Equipment, Human Development and the Family.

AND

A second teaching fleld (minor) of 24 semester hours or 36 quarter
hours in a different subject macter field or in a specialized area
of Home Economics such as: Clothing and Textiles, Foods, Nutrition

and Health, Home Management, Family Economics and Consumer Education,

Housing, Home Furnishings and Equipment, Human Development and the
Family.

The second teaching field or 24 hours must be taken as a planned
program of study Such an individual would qualify to teach only
in those specialized areas for which cercvification has been com-
pleted.

OR
Plan IV - One composite teaching field of 54 semester hours or 81
quarter hours in Home Economics distributed over each of the above

areas as listed in (1) Plan 1l11.

Home Economics electives to allow for concentra“ion as needed by
the individual student in the above areas.

Each institution shall submit its Home Economics Program for approval
to the State Supervisor of Home Economics and a committee set up by
her to approve programs.

Teachers completing required semester hours of Home Economics subject
matter under either Plan 111 or Plan IV shall qualify to teach Home
Economics in an approved vocational program in secondary or post-
secondary schools or community colleges.

Student teachers shall have directed experiences in observing and
teaching in an approved Home Economics Program under the supervision
of a qualified teacher educator and supervising teacher.

(1) A home management house, field experience or equivalent, planned

(2)

(3)

and supervised by a gualified instructor.

Observing and working with children under the direction of a
qualified instructor.

Making community contacts which will enable her to be aware of

social, economic and cultural needs of families and other educa-
tional opportunities and agencies working for the well being of
individuals and families.

-18-
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(4) Work experience that wiil give insight into problems of wage
earners-

——d

(5) Plan and carry out home or personal experiences related to various
{ Home Economics areas

D. Directed Teaching

' 1. Responsibility for Supervision of Student Teaching

a. Standards for supervision will be deitermined jointly by the Stare
Supervisor of Home Economics Education, the teacher educator and
other professional stafi of the institution training student teachers-

e ot
T

o

The administration and supervision of student teaching shall be the
responsibility of the approved teacher-training institutions. The

institutions shall provide supervision of the supervising teachers

and student teachers by the Home Economics teacher educator.

2. Supervised Experiences of Student Teachers

)f a. The student-teaching centers shall be selected cooperatively by the

Home Economics teacher educator, the supervisor or director of student
) teachers, the State Home Economics Supervisory Staif and the adminis-
J trators and teachers in the designated school. Centers shall be in
schools that meet the standards of approved Home Economics Education
Programs.

b. The Home Economics Methods Course and other Home Economics Education
courses such as Philosophy of Home Economics Education, Trends in
{‘ Home Economics Education, Seminar and Evaluation are reimbursable
from vocational funds in the designated approved and reimbursed
teacher-training institutions.

I c. The teacher educator and the State Supervisory Staff shall be respon-

' sible for the follow-up of graduates. Reports made toc the State

: Department of Vocational Education and the teacher-trailning insti-

if tution shall be used to improve the in-service and pre-service training
' .of teachers.

j 3. Qualifications of Supervising Teacher
a. Supervising teachers in teaching ceaters shall have a Bachelor's

" Degree from a four-year college or university approved by a State
Board for Vocational Education.

o

b. She shall have completed graduate courses in supervision of student
; teaching, methods and evaluation and cur:iculum development,

c. She shall be a superior teacher who has had successful teaching in
Home Economics Education and who meets the approval of the school
principal, the teacher educator and the State Supervisor of Home
Economics.
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Responsibilities of Supervising Teacher

Execute and plan a program of participating experiences for student
teachers in cooperation with the teacher-training staff.

Assist and advise the student teachers in developing, executing and
evaluating learning experiences designed to meet the goals of Home
Economics Education.

Observe and evaluate teaching and make recommendations for further
growth and development of the student teachers.

Demonstrate superior leadership and teaching abiiicies.

Demonstrate professional attitude and action toward Vocational Education,

professional organizations and continulng education.

Consultants may be employed by the approved teacher~training institucrions
in cooperation with the State Supervisor of Home Economics and the teacher
educator to teach courses ot coanduct workshops in Home Economics Education
or approved technical courses

For courses carrying college credit, consultants shall meet qualifi-
cations for teaching staff of the institution.

In-Service Training

l'd

The Home Economics State Supervisory Staif shall provide the following
kinds of in-service training:

Provide leadership in promoting, developing and expanding zomprehensive

education, namely: Home Economics Education and Occupaticnal Training

classes for in-school and out-—of-scheol yeuth aud adults.”

Formulate and prepare policies for promoring, maintaining and expanding
Home Economics Education and Home Economics Occupational Training at
local, district and State levels.

Plan, arrange and conduct pre-serwvice and 1n-service training con-
ferences and workshops for teachers for improving the quality of Home
Economics Education in secondary, post-secondary and adult programs.

Provide supervisory visits and consultative service to administrators
and teachers for the development and improvement of Home Economics
FEducation classes and the establishment of new programs including
occupational training.

Work cooperatively with teacher-training staff tc plan and develop
programs for strengthening pre-service and in-service teacher—education
programs.

-20-
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f. Encourage teachers to cooperate with other State, Federal and private
agencies in programs that have definite value for well being of the
family.

g. Direct, promote and further the development and expansion of Future
Homemakers of America.

h. Provide consultative services to local school systems on instructional
and organizational matters, methods and techniques of teaching, facil-

ities and equipment needs.

i. Plan, direct and guide teacher participatiocn ia <uv:ryiculum development,
evaluation and preparation of other instructional materials.

j. Assist schools in evaluating the effectiveness of the Home Ecznomics
Programs and recommending changes for program improvemernt,

k. Assist local boards of education in securing vocaticnally qualified
teachers,

1. Consult with teachers, administrators and architects in planning new
facilities and improvement of existing conditions conducing to effective

teaching.

m. Encourage teachers in further proifessional study and membership, as well
as participation in professional organizations

n. - Assist in the organization and eifective use of advisory committee.

0. Compile statistical reports incorporating information supplilied by
the schools; analyze reports, and use data for improving programs.

F. Instructional Materials

1. The State Home Economics Supervisory Staff shall cocrdinate efforts to
improve existing, develop new, and disseminate curriculum and instruc-
tional materials as may be needed to attain the educational goals set
in the State Plan for Home Economics Education.

a. Contracts may be made with universities, colleges and public or zon-
profit private agencies for development of curriculum:. Curriculum
developed under contract must be made available for statewide use.

G. Research

1. Contracts may be made with local educational agencies or other public
or non-profit private agencies, organizations or imstitutions for
research to be conducted to determine efiective means for meeting the
goals for Home Economics Education.

£]<1(j AiZl—
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Grants or contracts to develop, establish and operate special demon~-
stration and experimental programs or projects which are designed to
serve as models for Home Economics Education, may be made to local
educational agencies or institutions. Such programs shall be designed
to provide guidelines for similar programs in the State.

Funds received under the Vocational Education Amendments of 1968 may
be used for the acquisition of instructional equipment for special
demonstration and experimental programs.

IX. YOUTH ORGANIZATION

A. Future Homemakers of America

1. The Future Homemakers of America shall be an integral part of the g
Vocational Home Economics Program unde¢ the guidance of the State
Supervisor of Home Economics, who shall serve as the State Advisor. _
The local chapter shall be under the direction of the Home Economics (
teacher(s). The name Future Homemakers of America shall be used only
by certified chapters in New Mexico. <Certified chapters of FHA pay
State and national dues and operate according to the State Constitution }
and Bylaws, as shown in the New Mexico FHA Guidebook.

* memnm
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APPENDIX A

INSTRUCTIONAL CODES AND TITLES

HOME LECONOMICS EDUCATION

09.000000 HOME ECONOMICS

0l

o101
0102
0103
0104
0105
0106
0107
0108
0109
0159
02

0201
0202
0203
0204
0205
0299

Homemaking: Preparation for Personal, Home, and
Family Living

Comprehensive Hcmemaking or Home Economics

Child Development

Clothing and Textiles

Consumer Education

Family Health

Family Relatfons

Foods and Nutrition

Home Managrment

Housing and Home Furnishings

'omemaking, Oth~r

Occupational Preparation

Ccare and Guidance of Children

Clothing Managenent, Production, and Services

Food Management. Production, and Services

Home Furnishirgs, Equipment, erd Serviccs

Inetituticnal and Home Management and Supporting Services

Occupational Preparation, Other

24~
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APPENDIX B

SELF-EVALUATION FORM

EVALUATION OF HOME ECONOMICS PROGRAM

The Home Economics program shall be continuously evaluated and adapted to

meet the social, economic and cultural needs of the individuals served. The
results shall be used as a basis for change in the local and statewide program.
The evaluation shall show growth and development as evidenced by progress
toward their immediate and long-term goals including records of pupil achieve-
ment, curriculum, supervised home and/or work experiences, classes for out-
of-school youth and adults, Future Homemakers of America chapter and class
enrollment.

PLANS FOR EVALUATION

1.

Home Economics teachers shall keep records of student achievement and
learning experiences as well as of successful entry and continued
employment.

Home Economics directed toward gainful employment shall be evaluated, as
the program develops, on the basis of successful entry into and continued
employment in the field of work for which the training is given as
evidenced by employment and follow-up records of trainees.

Teachers shall submit reports to the State Department of Vocational
Education,

Local school administrators shall work with teachers and State supervisory
staff in periodic evaluations of Home Economics Pregrams. Such evaluations
shall be the basis for program changes.




APPENDIX C

EVALUATION RATING SCALE

The evaluation scale for the instrument provides a choice of eight rating
categories. Each item is scored by using an appraisal based on accepted
standards as they appear to the faculty, the administration and the visiting

i evaluators.

Definition of Scale:

! 5 Approved with Commendation -~ a mark of five indicates this item is
performed or exists to the extent of going significantly beyond required
standards. This reflects a consistently high level of effectiveness.

4 Approved above Standards - a mark of four indicates this item is performed

o or exists to the extent of exceeding requirements of the minimum standards

] but may include some variability of quality. This reflects a generally
high level of effectiveness.

: 3 Approved - a mark of three indicates this item is performed or exists to
), the extent of meeting minimum standards. It shows a generally accepted
level of effectiveness.

] 2 Advised - a mark »f two indicates this item is performed or exists in a
¢ questionable manner at the level of effectiveness sufficient to require
action to improve the condition.

’: 1 Conditional ~ a mark of one indicates this item is performed or exists to
an extent so deficient that it needs to be corrected immediately.

| 0 Disapproved ~ a mark of zero indicates this item fails to qualify for any
‘ other classification and is unacceptable.

A mark of M indicates this item is missing but is needed for au effective
program,

=

NA A mark of NA iundicates this item does not apply.

N {ursaiy
- -




APPENDIX D

NEW MEXICO STATE DEPARTMENT OF EDUCATION

EVALUATION INSTRUMENT

(grade level) Vocational Home Economics

I. PHILOSOPHY AND OBJECTIVES

A. The underlying philoscphy of the Vocational Home Economics
program includes the following principles:

B. Principal objectives of the Vocational Home Economics program
may be stated below:

-27-
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IT., PROGRAM ORGANIZATION

A. Textbooks and Supplemental Materials

Textbooks and Grade Subject Copyright
supplemental level dates
materials

} A variety and sufficient number of up-to-date textbcoks and reference
books are:

a. Available and used by students for all areas of Home Economics._

b. Authentic and written within the understanding of students.

c, Illustrative materials, films and filmstrips are available
and readily accessible and used only when related to current

unit of work,

B. Learning Teaching Activities

1. Philosophy and Objectives

a, Consumer and Homemaking Education provides opportunity for
individuals to gain understanding and knowledge in the
development of abilities and skills needed for the occu-
pations of homemaking--including guidance of children,

. management of resources, the feeding, clothing and housing
; of families,

b. The program helps the individual to function as a family
1? member, homemaker, parent, citizen and wage earner by:
(1) Clarifying the establishing values and selecting
meaningful individual and family goals.

-28-
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(2)

(3)

(4)

Contributing to the self-development, establishment of
inter-personal relationships, and management of individual
skills,

Developing mutual understanding and appreciation of
differing cultures and ways of life, and giving
assistance to those whc are striving to raise their
level of living.

Aiding in identifying and developing certain fundamental
competencies that will be effective in personal and
family living regardless of the particular circumstances
of the individual or family.

c. Students are guided in fermulating concepts and general-
izations, as related to the occupations of homemaking and
family living.

d. Goals and/or objectives for variocus units are teacher-
pupil planned as are ways of reaching and evaluating progress
toward them.

e, The purposes and objectives for the occupation of home-
making and gainful employment are different, separate and
planned according to the class being taught.

C. Equipment and Materials

1. Equipment

a., Department is adequately equipped and conveniently and
attractively arranged for teaching all phases of Home
Economics.

(1)
(2)
(3)
(4)
(5)
(6)
(7)
(8)

Related art.

Child care and development.

Clothing and textiles.

Personal and family relationships.

Foods and nutrition.

Housing, home furnishings and equipment.
Health and home care of the sick.

Consumer education and management.

-29-
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Space used for discussion and study activities is equipped
with suitable and sufficient number of rables and comfortable
chairs for flexible room arrangement.,

¢. Equipment is maintained in good working condition and is
replaced frequently enough to make contewpcrary appliance
models available.

— e s

d. Audiovisuval equipment is provided through a variety of
projectors and other equipment assigned to the Hcme
Economics department and/or readily accessible,

2, Teaching Materials
a. The department has adequate supplies, well-organized
illustrative materials, up-to-date textbooks and cther
teaching aids in all areas of Home Economics,
(1) Related art.
(2) Child care and development.

(3) Clothing and textiles,

bt e e

(4) Personal and family relatiomnships.

(5) Foods and nutrition,

(6) Housing, home furnishings and equipment.
(7) Health and home care c¢f the sick.

(8) Consumer education and management.

D. Classroom and Facilities

1. The homemaking department reflects the needs, background and
economic resources and standards of the community.

2. Department sets an example in use, care and storage of
furnishings and equipment.

3. A teacher's work center is equipped wich a suitable desk,
comfortable chair, file and space for personal belongings.

4, Adequate lighting is provided at all times and in all
parts of the Laboratories and rooms.

5. Adequate storage space is provided for equipment, supplies,
and other teaching and FHA materials,

-30-
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III.

10.

11.

E.

A.

4.

Minimum tackboard (3 x 6) and a stationary chalkboard (3 x 6)
are in good condition, well lighted and centered in all
laboratory classrooms.

Adequate number of conveniently located outlets are provided
for all electrical and gas appliances.

Walls and ceilings are clean, attractive and good background
color. —

Floors are attractive, easy to clean, comfortable to stand
on and durable,

Provisions are made for health and sanitation through:
a. Refrigeration c¢f foods.
b. Washing and drying of tea towels.
¢, Hot and cold running water.
d. Screened windows and colors.
e. Facilities for washing hands.
f. Extermination and centrol of bugs and rcdents periodically.
g. Exhaust vent in rocms with gas appliances.

Regular janitorial services are prcvided for sweeping and
cleaning department.

Evaluation

Evaluation is an integral part of the program with students
participating in evaluating their own progress and achieve-
ment, checking their results against gewnerally accepted standards.

A variety of evaluating techniques are used as a basis for
planning prograns and measuring growth and learning of students.

Records and home experience repcorts are kept indicating
students' progress and the work covered each year including
summary of teacher-pupil conferences.

Organizational plans, records and State reports are Kept on
file and available for evaluation of the program.

CURRICULUM PLANNING AND DEVELOPMENT

1.

Organization and Administration of the Program

The Consumer and Homemaking curriculum is an integral part of
the total school prcgram.
31~
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2, Immediate and long-range plans are made cooperatively by:
a. All Home Economics teachers in system.
b. Advisory Committee.
c. Local administrators.
d, State supervisory staff.

e, Others.

3. Interests and abilities of individual students are ccnsidered
in selecting, planning, conducting and evaluating the curriculum.

4, The curriculum is planned as sequential lescrning experiences
based upon maturation of students,

5. Schedule is such that students may easily elect homemaking.

6. The curriculum is flexible and is revised in accordance with
the changing needs in the local community.

7. The classes are organized so students may complete at least
two years of instruction.

8. . The program is organized in sequence, with only one grade level
of homemaking taught during a class period. Students are not
enrolled in Homemaking II until after completing Homemaking 1
nor are beginning and advanced students enroiled in the same
class. e

9. C(Classes meet minimum time requirement acceptiable for accredi-
tation. Double periods are scheduled for periods less than
50 minutes in length.

10. Home Economics classes are scheduled as needed. Recommended
maximum enrollment is 24 per class.

11. Class interruptions are held to a minimum with advance
notification of changes in daily schedule,

12. The program provides a preparation period for teacher to
coordinate the in-school experiences wich the home and community
experiences of students,

13. The budget (current and long term) is set up for the department
and used as a basis for opzsration and provides for:

a. Suitable up-to-date facilities, equipment and materials
available to the consumer and Home Economics program.

-32- .
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15,

16.

BO

c.

16

20

1.

b. Adequate supplies, instructional materials and other
teaching aids.

c. Mileage for supervision of home experiences and for attending
in-service meetings.

d. Repairs of equipment, correcting deficiencies and expanding
facilities to meet needs.

Compensation and released time is provided for the Home
Economics teachers for the guidance and supervision of home and
community experiences, home visits and FHA activities.

Teacher maintains an up-to-date inventory of equipment and
textbooks and keeps a record of expenditures in the department.

Teacher interprets the program to others in school and
community through newspaper articles, radio programs, tele-
vision programs, exhibits and encourages others in school and
community to maintain professional regard for Home Economics.,

Counseling, Scheduling and Enrollment Procedures

Guidance Personnel
a, Supports the Home Economics program.
b. Cooperates with Home Economics teachers.
c. Assists students in vocational guidance through:
(1) Conferences.
(2) Self-analysis.
(3) Career orientation.

d. Counsels with Home Economics teacher on class schedules and
enrollments.

Home FEconomics Teacher Conference

a. Conference between student and teacher is an established
procedure during conference period and/or out-of-school time.

b. Conferences are scheduled without interference or conflict
with other regular classes.

In-school Learnings

The Learning Experiences:

RPN
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] a. Are based upon needs, interests and abilities of students with
1 emphasis on optimum development of the individual.

b. Develop basic knowledge and skills necessary for managing a
I home and seek to guide an individual in establishing attitudes,
’ values, and goals to function effectively in a democratic
society.

l c. Are planned to set standards attainable within the
majority of the homes in the community.

! d. Are well timed and completed during regular class period.
1- e. Are taught in an informal, friendly atmosphere.

2. Develop critical thinking of students in problem-solving and
decision-making techniques.

I! 3. A variety of appropriate and challenging methods of teaching
are used to help students in developing understandings, skills

. and abilities in the particular problem or project being
considered.

4. 1In-school learnings are extended with home and community ex-
: periences which reflect the effectiveness of the teaching and
R motivation of students through cooperative planning and home
visits.

5. Safety measures and practices are emphasized and practiced.

6. There is evidence of careful planning and preparaticn for
: instructional services.

: . 7. A Future Homemakers of America chapter is encouraged as an
! integral part of the program.

P IV, TEACHER QUALIFICATION AND PREPARATION

A. The Home Economics Teacher

R 1. Meets requirements for certification as outlined by the State
- ¥ Board of Education.

¢ " 2. Improves teaching through participation in State conferences
. i' and other in-service and professional activities and meetings.

3. 1Is knowledgeable about current developments in Home Economics
l: education.

4. 1Is a member of the following professional organizations:
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a. American Home Economics Association.
b. Anerican Vocational Association.
c. National Education Association.

d. And the respective State and local Home Economics Jivisions
of the above.

5. 1Is knowledgeable vocationally and demonstrates a vocational
philosophy in their teaching.

V. SELF-EVALUATION COMMENTS

-35-
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10.

11,

12,

13,

14,

GENERAL HOME ECONOMICS

The curriculum gives consideration to social and cultural needs of
students providing learning experiences which prepare individuals
for the role of homemaker.,

Written statements of clearly formulated loung and short-term goals
for all areas of Counsumer and Homemaking education are available
and are reflected in learning experiences provided in classrcom.

Pupils are guided in formulating concepts and generalizations in all
areas of Homemaking education.

Class problems and experiences devzlop critical thinking of students
in problem-solving and decision-making technigues.,

Methods of teaching are varied to help students in developing
understanding, skills and abilities in the particular problem
being considered.

In-school learnings are extended with home, community and FHA ex-
periences reflecting the effectiveness of teaching and mctivation
of students.

Continuous evaluation is an integral part of the program and based
on short and long-term goals of the program.

The program is organized in sequence with only one level of home-
making taught during one class period.

Budget is sufficient to provide suitable, up-to-date facilities,
supplies, instructional materials and equipment.

Plans exist for correcting deficiencies and expanding facilities
to meet changing needs,

A suitable selection and adequate supply of authentic textbooks and
reference materials are available to the program.

Authentic, readily accessible visual aids are available and used
only when related to current units of work.

The total program is coordinated between local junior, mid-high and
senior high and within a school.

Each member of the staff meets the minimum standards for certi-
fication.
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CONSUMER AND HOMEMAKLING EDUCATION

1. The curriculum gives consideration to sccial and cultural needs of
students providing worthwhile learning experiences, which prepare
individuals for the role of homemaker and/or wage earner.

e

2. Written statements of clearly formulated long and short-term goals
for all areas of Consumer and Homemaking educaticn are available
and are reflected in learning experiences provided in classroom.

3. Pupils are guided in formulating concepts and generalizations in }
all areas of Consumer and Homemaking education, '

4, Class problems and experiences develop critical thinking students
in problem-solving and decision-making techniques.

P

5. Methods of teaching are varied to help students in developing under- Z
standing, skills and abilities.

6. In-school learnings are extended with home, community and FHA ex-
periences reflecting the effectiveness of teaching and motivation
of students.,

: 2
oy

7. Continuous evaluation is an integral part of the program and based vi
on short and long-termed goals of the program.

8. Home and community experiences, home visits, and Future Homemakers
of America are an evident part of the total prwgram.

3
P

9. The program is organized in sequence with only one lovel of home-
making taught during one class period.

froeotm g

10, Budget is sufficient to provide suitable, up-to-date facilities,
supplies, instructional materials and equipment.

11. Plans exist for correcting deficiencies and expanding facilities to
meet changing needs.

12. A suitable selection and adequate supply of authentic textbooks and
reference materials are avialable. "

13. Authentic, readily accessible visual aids are available and used
only when related to current units of work.

14. The total program is coordinated between local junior, mid-high and .
senior high and within a school.

4.?

15. Local advisory committee assists in planning and develcping program. £

16. Each member of the staff meets the minimum stendards for Vocational .

Home Economics endorsement. %

Q '3Zl:3r?
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10.

11.

OCCUPATIONAL PREPARATION FOR GAINFUL EMPLOYMENT IN HOME ECONOMICS

The curriculum and the length cof training are determined by job
analysis with the objectives and metheds of training geared to de-
velop a specific skill(s) and/or ability.

Trainees are carefully selected through counseling and only those
with potentialities for success are enrolled.

Classes for pre-vocational training are organized fcr students who
meet the legal age for emplcyment upon completion of training.

Practical experiences are an integral part of the work-training
program.

Sufficient time during the workday is arranged to permit the
teacher to coordinate the program in the community, to supervise
work experience, to interview employers and to arrange for em-
ployment of students for on-the-job training.

The insructor is employed on an extended schcci contract to plan,
administer and evaluate the program.

Budget is sufficient to provide the devartment with space, supplies,
transportation, instructional materials, equipment and space to
meet standards for training in specific occupatiocn.

Sufficient numbers of trainees are enrolled to justify the cost of
training.

Instructor is occupationally competent, having experiences necessary

to teach class and supervise work experiences of trainees.

Continuous evaluation of the program with emphasis on the number of
students placed in jobs for which training is evidenced by employ-
ment and follow-up of trainees.

Local advisory committee gives assistance in planning, developing
and evaluating the program.

238-
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SPaRrr F—-Cnnsusprn anye HomeMaking Invesrion

CATHOR ZATION

“Kee, 161 (a) (1) There nre herohy authorized to be approprintoed
for the diseal venr ending June o 1970, $25,000,000, for the hseal
yenr ending June 30, 1071 885000000, and for the fiseal year endig
June 3o, 1972, 840000000, for the purposes of this part. From the
stims appropeinted pesiant o thas paegasph for sach fiseal yesr,
the Comnnssioner shall aliot 10 eneh Stare an amount wlieh shall
he computed in the same manner as abiotnents to States mder seetion
108 exeept that, for the purposes of this seetion, there shidl he no
reservation of 10 per contum of snch sins for research and training
progeatas and 100 pev centum of the wmount approprinted pursnant
to thissection shall he allotted among the States.

“(2) The smount of any State’s allotment under paragraph (1)
for any fiseal vear whicl the Commnssioner determmines will not he
required for such fiseni year for cserymg out the part of the State's
plan approved nnder subseetion (hy shadl be available for reatlotment,
from time to time, on such dates doring such vear as the Connds-
sioner may Hx. and on the basis of ~ueh factors as he determines to be
equitable and reasonabie, to other Stares wiieh, us determined by the
Connnissioner, are able 1o use without delay any amounts so realIntted
for the purposes set forth i =absection (h). Any amonut veallotted
to a State under thisx paragraph during suele year shall be deemed

art of its aliotinent for such year,

“(h) For purposes of this prret the State plan approved under vec-
tion 123 shall set forth a progrsni under which Federni funds paid to
a State from its allotment under subsection () will be expended
solely for (1) edncational programs which (A} encourage home ceco-
nomices to give greater consideration to soeinl and cultural conditions
and needs, especially in ceonomically depressed aveas, (R) enconrage
preparation for professional leadership, () are designed to prepare
youths and adults for the role of homemalker, or to contribute to the
employability of such youths and adults in the dual role of home-
maker and waze earner, (1)) inclnde consnmer edneation programs,
and (1) are designed for persons who Luve entered, or are preparing
to enter, the work of the honme, and (2} ancillary serviegs, activities
and other means of assuring quality in all homemaking edneation
programs, such as teacher training and snpervision, eurrienlum devel-
opment research, program evalisa’ jon, special demonstration and exper-
imental programs, development »f instructional materials, provision
of eqnipment, and State admimistration and leadership. '

“(¢y From a State’s allotment nnder this cection for the fiseal year
ending June 30, 1970, and for cach fiseal year thevenfter, the Commis-
sioner shall pay to such State an amount equal to 50 per centum of the
amonnt expended for the purposes set forth in subsection (b), except
that, for the fiseal year ending June 30, 1970, and the two succeeding
fisead years, the Commissioner shall pay an wmount equ=l to 90 per
centumn of the amount nsed in arcas deseribed in subsecuon (d). No
State shall receive payments undor this seetion for any fiseal year in
excess of its allotmient ander submection (a) for such fiseal year.

“(d) At least one-third of the Federal funds made available under
this section shall be used in economicilly depressed arens or areas with
high rates of unemployment for progriuns designed to assist consnim-
Ie_l? and to help improve hame environments and the quality of family
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INDUSTRIAL ARTS PROGRAMS

I. INTRODUCTION

A.

3.

Industrial Arts is a phase of general education and has not usually been
associated with voca:tional education. However, under the Vocational
Amendments Act of 1968, Industrial Arts can qualify for Federal funds if
it is scructured to meet the intent of the law (P. L. 90-576). This
would be to serve the purpose of pre-vocational education in the
industrial areas-

The primary purposes of these programs are:

Tc meet the needs of small schools where justification of & trade and
industrial education program in ons specific area is unrealistic and
cannot be justified, orx

To act as & feeder into a trade and indusrrial education program on
the secondary or post-secocndary level, or

To offer occupational information and a variety of laboratory
experiences regarding the world of work to elementary school students.,

II. PHILOSOPHY OF INDUSTRIAL ARTS

B by

ey GRS SN eEw

Industrial Arts is a study of industry and its technology for the purpose
of general and pre-vocatrional education. Through instrvuctional and
laboratory experiences, studesnis learn about the industrial and technical
aspects of iife. The instrucricnal content deals with the origins and
development of industry, and the tools, materials, processes, products,
energies, opportunities, organization, &nd problems involved in con-
verting the zarth's resources into material goods.,

Industrial Arts is a part ci the total educacional psogram, and as such,

is justr as important to the growth of the student as the areas of English, Y
mathematics, social studies, stience, foreign language, and other subjects

considered necessary to prepare our citizens for everyday life. In fact,

Industrial Arts finds itself in the unique position of actually being

able to apply much of the knowledge gained in these other courses to

practical, everyday aspects of living- We must remember that man has

always had to be able zo use hiz mind to study, to think, and to plan,

but he also has had to make 3 practical application of this knowledge

for progress to take place.




As a part of general education, Industrial Arts has an obligation to
operate a program that is designed to offer something to all students.
We must not draw a line on the sex, intelligence, and aptitudes cf those
students we are willing to accept. Actually, all education has this
same obligation or else we must redefine our position.

Industrial Arts, being a laboratory type course, should alwsays allow
for individual differences. The instructor should be flexible enough
in his presentation of material to provide for the gifted student and
the slow learner, as well as the student of average intelligence.

One method used for the presentation of material is the '"General Shop"
or "General Industrial Arts." This is usually found in the junior high
school. It is particularly adaptable to this level because it all:ws
for exploration in many areas. However, some small senior high schocis
should also utilize this method of imstruction rather than a unit shop
or laboratory in one area such as woodworking.

The "Unit Shops'" or laboratories are more for specialization and are
usually found in the larger high schools where they have lzboratories
to teach each specific area such as electricity-electronics, power
mechanics, drafting, metals, etc.,

A combination of these two programs is ideal: the Gemneral Shop or
General Industrial Arts on the junior high school level and z variety
of unit Industrial Arts shops or laboratories on the senior high
‘school level for further exploration.

OBJECTIVES

A. General

1. To develop an insight and understanding of industry and its place in
our culture.

2. To discover and develop talents, aptitudes, interest and potential
of students in technical fields and applied sciences.

3. To develop technical problem solving skills related to materials,
processes, and products.

4, To develop a measure of skill in the use of the common tocls,
machines and processes.

B. Specific Levels

1. High School

a. Provide adequately for basic instruction to meet the needs of szt
least three types of students:

(1) Those desiring to explore more deeply the avocational, cultural
understandings and consumer concepts of American industry,
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, (2) Those planning to pursue advanced study and careers in such
M areas as applied and technical science, ana

(3) Theose who will be entering the labor force before graduation or
immediately thereafter.

s

b. Provide practical situations dealing with the industrial world of
- work and understandings of the competitive nature of industry and
] business.

c. Provide basic skills which are useful in a variety of occupations
or for occupational adjustment.

2. Junior High School

a. Provide all students with the opportunity to explore industry and
the world of work.

b. Provide opportunities for attaining knowledge of industrial vocations
and related avocational pursuits and hobbies.

c. Improve the competency level of the students in regard to choosing,
buying and using the goods and services of industry.

5 3. Elementary School

a. Support, enrich and vitalize rhe academic curriculum and make
general education experiences more meaningful to students.

b. Develop cooperative attitudes and self-reliance through problem
solving situations.

c. Develop an understanding and appreciation for the dignity of honest
work.

(; d. Learn how to modify materials to meet students' needs by using basic
' tools and materials.*

i IV. ADMINISTRATION

A. State

. -
. o N
g

frrcnss

1. Provides leadership and consulting services to administrators in the
planning, interpretation, and articulation of Industrial Arts Programs.

*A Guide to Improving Instruction in Industrial Arts
American Vocational Association, Inc.

ey TN
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2, Promotes and coordinates Industrial Ar:s Programs at the varicus school
levels throughout the State.

3, Provides leadership in the incroduction of experimenrtal Industrizl Arcts
programs and <gurses-

4, Conducts research in Industrial Arts and seeks means of currizulum
enrichment based upon State and nati:nal t:ends and recommendatizns.

5. Provides Industrial Arts teachers wirh rhe latest information perzzining
to new and effective methods znd procedures of teaching Industr:al Arrs

6. Provides leadership in updzsting the Stare curriculum materiais fov
Indusceial Arrs, "

7. Plans workshops, seminars and institutes for the purpsse of upgradiag
teachers and Industrial Arrs Prcgrams,

8. Enccurages participation of Industrizl Arts teachers in State and i
naticnal proressional activicies.

9. Develops a planned visitation prcgram, making suggestions snd
recommendziions to the administratcrs and Industrial Arts :eachers
as nesded-

10. Mzintains up~tc-date information on industrial Arcs teachers and
programs in the State for infsrmarional and resear:h purposes.

11. Encourages & closer relaticnship wicn vicarional education at the
local and 3tate level.

12, Advises and assisns schools in planning new or remodeled facilities-

13. Assists teachers and administrators in procuring equipmen® cs&relegs
and specifications materials-.

14, Assists reachers and administrz-ors in interpreting legislaticn as
it applies to Industrial Arxcs.

15, Provides leadership and aszistance i preparing program propesais-
16. Assists in textbook studies prepararcry ro zdopticns-
17. Acts as a liaison between teacher-eduzation instiru

the needs of the Stare schools and the Industrial A
in the field.

icns regarding
r1s reachers

18, Evaluates programs of Industrial Arts as requested by local
adminiszrarors, teachers o5: Szate Department of Education.

19, Establishes and promotes a State Industrial Arts safety program-

'
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20.

21.

B"

Serves as a member of the Industrial Arts Advisory Committee
providing information and direction as needed.

Assists 1n the recruitment of Industrial Arts teachers.

The Industrial Arts Advisory Council is made up of:

a.

ba

C.

State Supervisor of Industrial Arts
State President of the New Mexico Industrial Arts Association

Two Industrial Arts teachers from each of the four quadrants of
the gtate

Two representatives from universities offering majors in Industrial
Arts

One representaktive from industry
One representative from administration
Ex-officio members:

State Superintendent of Public Instruction

State Director of Vocarional Education

Purpose of the Council:

D. Lo

Assist in keeping the public and all educators alerted to the needs
and importance of Industrial Arts education, and to promote good
public relations in all areas of the State and nation.

Promote the updating of curricula and facilities at all levels.

Assist in the review of instructional materials.

Assist in establishing statewide standards, policies, goals and
objectives.

Assist in program evaluations.

Act as a discussion group for the airing of problems relating to
Industrial Arts.

cal Responsibility:

lO

2@

Provide adequate facilities, equipment and supplies for program
operation.

Provide an adequate amount of appropriate instructional materials.

-5-
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3. Development of courses of study that are acceptable under State
standards for specific programs.

4, Provide follow-up on students, if required.

5. Provide a qualified instructor.

6. Encourage teachers co attend conferences and workshops sponsored .
by the State Department of Education. I

7. Complete and return forms as required by the State Department of
Education.

8. Develop local policies regarding programs. )

e ey

9, Operate within the guidelines set down by the State Department cf
Education.

10, Selection of the four or more industrial areas to be taught. (
11, Local advisory committees are required for approved pre-vocational

programs. The members should include people from industry, teazhers, {
counselors and school administrators.

V. INSTRUCTIONAL PROGRAMS - {

A, Course Content (Secondary)

1. This program should be a study of industry and its technology fcr the ‘
purpose of pre-vocational and general education. Through instructional
and laboratory experiences, students should learn about the industrial
and technical aspects of our society. I

2. A variety of industrial areas must be covered so as to allow the stu-
dents a basis for logically selecting an industrial or technical
vocation if they are so inclined. Four or more areas such as pcwer |
mechanics, electricity, metals, graphic arts, plastics, drafting o
or construction-production oriented woods must be offered.

B. Course Content (Elementary)

1. 1ndustrial Arts experiences in the elementary grades are closely
correlated with the basic units of the elementary schools so thart
the results will be an integrated program of education. Through the
use of easy to form materials, the children have an opportunity to
express themselves creatively in the construction of two and three
dimensional objects. From such endeavors, they not only benefit
from the sheer joy of working with materials, but also from the
many opportunities for self-expression and self-discovery. In {
addition, considerable insight and interest are developed in
manipulative activities which parallel those in their parents’

"world of work." Occupational information should be included in "
order to foster an understanding of and a respect for the world §

of work.
17 |




C.

1.

D.

Usually the children work in the classroom under the direction of
the elementary teacher. However, some schools provide a special
room for individual and gr-up projects. As a supplement to the
regularly assigned teacher, specially trained consultants or
resource teachers are employed tc assist and direct teachers and
pupils alike.

Since the curriculum in the elemenrtary school is not based on
ground to be covered sr separate subjects, but on child growth
and development, Industrial Arts at this level should be part of
a physical amalgamation of all subjects areas and should be con-
sidered perhaps as a method rather than & separate subject viewed
as its own entity.

Care should be taken ro see -hat these are not just manual training
or crafts programs.

Class Size
On the high school level where power equipment is used and the
supetvision of students becomes a safety factor, it is recommended
that the class size be limited to 24 studeits.
Under the same conditicn on the juniocr high school and elementary
school level, it is recommended that the class size be limited to

20 students.,

If size of the facility and the number of work stations are
inadequate, the class size should be lowered accordingly.

Scheduling of Classes (Secondary)

1(

The average class period should be %0-60 minutes in length. This
can vary in the case of moduiar scheduling if the minimum amount
of time is allotted to meet the Strate standard of 200 minutes per
week for a total of 120 clock hours for one unit of credit.

Equal time for each subject ma-ter area should be allotted on a
six-week, nine-week, semester or full-year basis. This can be
accomplished in a general shop or a unit shop according to the
school enrollment or size. The program should be coordinated
throughout the school or district and follow a sequence from
junior high school through senior high school:

QUALIFICATIONS OF TEACHERS

A.

The instructor must have « valid Industrial Arts teaching certificate
for the subject matter areas in which he will be teaching. This
requires a Bachelor's Degree with a majcr or minor in Industrial Arts.



The senior high school instructor must have a minimum of 24 semester
hours in Industrial Arts and at least one college course in each
subject matter area in which he will be teaching. For example:
power mechanics, metals, electricity.

The junior high school instructor must have 4 minimum of 24 semester
hours in Industrial Arts, but he 1s not required to have a college
course in each subject matter area in which he will be teaching.

For example: plastics, metals, electricity.

The elementary school instructor must have a valld elementary education
certificate and 24 hours in Industrial Arts.

Work experilence in one or a variety of industrial areas is highly
recommended but not required.

Recertification will follow the requirements as set by the division
of certification and the local school boards for regular teacher
certification.

VII. INDUSTRIAL ARTS TEACHER EDUCATION

A.

l.

2.

Teacher training is offered at many four-year colleges and universities
across the nation. Three universities in New Mexico award degrees in
Industrial Arts:
Eastern New Mexico University offers courses in:
a. Metals
b. Power-Auto Mechanics
c. Drafting
d. Graphic Arts - Photography
e. Electricity-Electronics
f. Woods
Highlands University offers courses in:
a. Metals
b. Drafting
c. Electricity-Electronics

d. Graphic Arts

e. Woods




3. University of New Mexico offers courses in:
Metals
b. Drafting
c. Electricity-Electronics
d. Power-Auto Mechanics
e. Woods
B. In-service education is not required; hliowever, it is recommended that
Industrial Arts teachers work to stay up to date on new teaching

procedures and industrial changes. Workshops are offered through the
three universities for the purpose of upgrading in technical areas.
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VIIL. YOUTH ORGANIZATIONS

U 4

A, 1t is recommended that Industrial Arts clubs be organized and
affiliated with the American Industrial Arts Association. However,
this is not a requirement for program approval.
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APPENDIX A

AN APPROVED PROGRAM FOR PRE-VOCATIONAL INDUSTRIAL EDUCATION

This progrem should be a study of industry and its technology for the purpose

of pre-vocational and general education. Through instructional and laboratory
experiences, students should learn about the industrial and technical aspects of
our society.

A variety of industrial areas must be covered so as to allow the students a basis
for logically selecting an industrial or technical vocation if they are so inclined.
Four or more areas such as: power mechanics, electricity, metals, graphic arts,
plastics, drafting or construction-production oriented woods must be offered.

Equal time must be allotted on a six-week, nine-week, semester or full-year basis.
This can be accomplished in a general shop or a unit shop according to the school
enrollment or size. The program should be coordinated throughout the school or

district and follow a sequence from junior high school through senior high school.

This program allows for flexibility in scheduling, subject to priox approval by
the state supervisor. A sample schedule plan is attached. (See Appendix B,
page 12).

To qualify for and receive funding, these programs must have and maintain the
following:

1. Student personnel and cleanup system.

2, Adequate safety program.

3. An adequate facility which is well lighted and ventilated.

4, Course of study and lesson plans.

5. An adequate operational budget for supplies and equipment.

6. Adequate equipment in all areas to be taught.

7. A well qualified instructor who is willing to teach this type of

programs.

[ 8. Provide for care and maintenance of equipment.

' 9. Orientation to the world of work, consisting of job opportunities,
qualifications, wages and working conditions in the industrial areas
being taught.

10. Supply information in regard to h'.gh school and post high school
trade and technical programs.

11. Support in~service teacher-training programs as recommended by
the state supervisor. )

[I e
| E—

A minimum number of these programs will be funded, and they will be high quality
programs if they continue to be funded and keep the equipment purchased by the
State Department.

-11-
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APPENDIX B

PRE~VOCATIONAL INDUSTRIAL EDUCATION

7th
6-9 weeks
4 or more areas

SAMPLE SCHEDULE PLAN

8th
18 weeks in
2 areas offered
in 7th grade

Power Mechanics
Baslc Electricity
General Metals

Power Mechanics
Basic Electricity
General Metals

9th
18 weeks in
2 areas offered
in 7th grade#*

Power Mechanics
Basic Electricity
General Metals

Drafting Drafting Drafting
Graphic Arts Graphic Arts Graphic Arts
Plastics Plastics Plastics
Woods Woods Woods
10th
36 weeks in

11th and/or 12th
36 weeks in 4 or more
areas 1 or 2 hr. block#*#%

4 or more areas¥®*

Power Mechanics
Basic Electricity
General Metals
Drafting

Graphic Arts
Plastics

Woods

11th and/or 12th

Power Mechanics

General Metals
Drafting
Graphic Arts
Plastics
Woods

Basic Electricity

Approved

T & I Program

1. High School

2. Area Voc. School

*Two different areas from 8th grade.
#%In small schools these may be scheduled on alternate years or by running two

areas simultaneously.
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APPENDIX C

EVALUATION RATING SCALE

The evaluation scale for the instrument provides a choilce of eight rating
categories. Lach item is scored by using an apprailsal based on accepted
standards as they appear to the faculty, the administration and the visiting

evaluators.

Definition of Scale:

5 Approved with Ccmmendation - a mark of five indicates this item is per-
formed or exists to the extent of going significantly beyond required
standards. This reflects a consistantly high level of effectiveness,

4 Approved above Standards - a mark of four indicates this item is performed
or exists to the extent of exceeding requirements of the minimum :ctandards
but may include some variability of quality. This reflects a generally
high level of effectiveness.

3 Approved - a mark of three indicates this item is performed or exists to
the extent of meetring minimum standards: It shows a generally accepted
level of effectiveness.

2 Advised - a mark of two iandicates this item is performed or exists in a
questionable manner at the level of effectiveness sufficient to require
action to improve the condition-

Conditional ~ a mark of one indicares this item is performed or exists to
an extent so deficient that it needs tc be corrected immediately.

—

O  Disapproved - a mark of zero indicates this item fails to qualify for any
other classification and is unacceptable.

M A mark of M indicates this item is missing but is needed for an effective
program.

NA A mark of NA indicates this item does nor apply.

-13-
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APPENDIX D

NEW MEXICO STATE DEPARTMENT OF EDUCATION

EVALUATION INSTRUMENT

Industrial Arts

(grade level)

I, PHILOSOPHY AND OBJECTIVES

A. The underlying philosophy of the Industrial Arts program includes the
following principles:

B. Principal objectives of the Industrial Arts program may be stated
below:
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I1. PROGRAM ORGANIZATION

A, Textbooks and supplemental materials

Title and Grade Copyright
author level Subject dates Rating

Average rating rhis area:

B. Learning/Teaching Activities

1. Philosophy as written !

a, 1is clearly stated and understood

b. 1s acceptable by current educational standards
2. Course objectives

a. are current

b, can be identified

c. are measurable in terms of student accomplishment
3. Planning and organization

a. of instructional material

b. laboratory activities

c. student personnel (organized clean up, tool check, etc.)

-15-
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4, Preparation of subject matter
a. classroom lectures
b. demonstrations

c. course outline (is it current, relevant and being
used)

5. Atmosphere (laboratory/classroom)

a. instructor's attitude toward students, course and
school

b. student's attitude toward instructor and course
6. Utilizaticon of teaching aids

a. audiovisual materials

b. mock-ups

c. teacher prepared materials (printed handouts)
7. Supervision of laboratory work

a. use of instructor's time

b. control of students
8. Motivation of students

a. competition and clubs

b. field trips

c. attractive displays of projects, exercises, etc.
9. Safety

a. classroom instruction

b. required tests

c. procedures (should fires or accidents occur)

Average rating this area:

Equipment and Materials

1. Machine and power tools

~16-

147

Rating




PRSI §

Rating

a. correct type, size and quantity

it}
o’

mechanical condition
i' c. appearance (painted and clean)
d. @guards (proper type and being used)
i e. arrangement or location
2. Hand tools
{. a. correct type, size and quantity
) ) b. condition
c. accessibility and arrangement of storage
17 d. accountability
3. Work stations
[{ a. proper type and adequate number
52 b. well located or arranged
c. proper utilization
(E 4, Fire protection equipment
a. correct type
{5 b. adequate amount

c. properly located and identified

p——,

d. ease of accessibility
lj e. <condition

5. Eye protection equipment

a. proper type (meets State requirements)
l b. adequate amount available

c. condition
‘ d. proper utilization

e. sanitation

-17-
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7.

a.

b.

8.

9.

a.

b.

Ce

d.

10.

C.

d.

11.

a.

b.

C.

First aid kit (State approved supplies)

Protective clothing (aprons, etc.)

proper type
cleanness

Course materials
tests

safety rules

teaching aids (mock-ups, charts, sample projects, etc.)

teacher prepared printed materials

audiovisual materials

proper tyre
availability
condition
utilization
Furniture (desks,

student (proper

Audiovisual equipment

lockers, etc.)

type and amount)

instructor (proper type and amount)

condition

arrangement or location

Supplies
adequate amount
proper storage

accountability

Average rating this area:

~18-
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Rating

D. C(Classroom and Facility

E.

1. Floor space
a. adequate amount
b. proper design or shape
c. utilization |
2. Lighting
a. correct type and amount
b. arrangement or location
3. Ventilation
a. proper type and amount
b. special areas (welding, finish, etc.)
4., Appearance
a. cleanness
b. color scheme followed
c. orderly, pleasant atmosphere
5. Restroom and wash facilities
a. accessibility
b. properly equipped
c. cleanness
Average rating this area:
Evaluation
1. Classroom
a. testing

b. nparticipation

2. Lazboratory eI

a. projects, exercises and experiments
b. attitude |

-19-
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3. Recordkeeping
a. grades
b. progress charts
Average rating this area:

III. CURRICULUM PLANNING AND DEVELOPMENT

A. Administration
1. provides supervision and leadership
2, works with the instructor
Average rating this area:
B. Instructor

1. provides assistance in selection and development of
instructional materials

2. provides technical knowledge in area of specialty
Average rating this area:
C. Allows for periodic evaluation and revision
D. Yrofessional materials available and utilized

E. Guidance Program

1. method of student selection
2. wvocational and personal counseling
3. teacher/counselor cooperation
Average rating this area:

Iv. TEACHER QUALIFICATION

A. Formal Education

1. certified
2. advanced degrees
3. workshops or institutes

Average rating this area:

-20-
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Rating

B. Supports Professional Organizations

1. 1local
2. State
3. national
Average rating this area:

C. Demonstrates Professional Attitude

1. attends educational meetings and conferences

2, ethical

3. interested in the improvement of self and education
é' Average rating this area:

V., SELF-EVALUATOR'S COMMENTS
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Cemiin iy

fasains
i




} ey amq B

POLICIES

| anD
PROCEDURES
| FOR |
| LocAL VOCATIONAL}»

| j,_DIRECTOR o

o« |nEw MEXICO

e — . r— ' ] sttt PP — S, gt PO
\ i ' i ' ; : . ' : . i .

STATE DEPARTMENT oF EDUCATION
SR ~EDUCATION BUILDING
.. SANTA FE NEW MEXICO




POLICIES AND PROCEDURES FOR THE

ESTABLISHMENT OF A LOCAL VOCATIONAL DIRECTOR

TABLE OF CONTENTS

Title

I. PHILOSOPHY OF LOCAL VOCATIONAL DIRECTOR.

II. DUTIES OF THE LOCAL DIRECTOR . . + + + 4 & o + s « o« o
III. ADMINISTRATION . « 4 4 & o + o o & & s & o &
Iv. INSTRUCTIONAL PROGRAMS . . . v +v v v v v ¢ o o o v &

V. QUALIFICATIONS FOR A LOCAL DIRECTOR.

VI. YOUTH ORGANIZATIONS.

APPENDIX A - Agreement for the Participation of an Approved Local
Vocational Director - Secondary/Post-Secondary .




POLICIES AND PROCEDURES

FOR _THE

ESTABLISHMENT OF A LOCAL VOrATIONAL DIRECTOR

PHILOSOPHY OF LOCAL VOCATIONAL DIRECTOR

This position will provide a liaison between the Division of Vocational
Education and the local school districr to better coordinate, supervise
and plan the total vocational program within that school district.

DUTIES OF THE LOCAL DIRECTOR

Fmimainy

Shall be responsible for the overall direction of all phases of voca-
tionzl education organized in the local district or region to which
assigned. These duties shall include the promotion, coordination and
supervision of all vocational educzation programs.

Shall be responsible for the development of the local plan for voca-
tional education for that school district or geographical service area.

Shall assist teachers in each vocational division with the development
of instructional materials, teaching methods and job analysis.,

Shall be responsible for seeing that proper records are kept and that
all reporting and reimbursement forms are filled out properly and sub-
mitted to the Division of Vocational Education as requested.

Shall be responsible tc the local sdministrator in charge of the total
education program for the foregoing duties and such other duties in
connection with vocational and other duties as he may be assigned by
the local board of education.

ADMINTSTRATION

PRy
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State Administration

The State Board, through the State Director of Vocational Education,
and State Supervisory staff is responsible for:

1. Providing leadership and direction for the Local Director,

Periodic review of the local program and the Local Director's
effectiveness in that program.




3.

‘B,

1.

Reimbursing the Local Director's position if money is available and
if he is carrying out the aforementioned duties effectively and
efficiently.

Local Administrarion

The local board ¢f education has the authority to determine if a
Local Director of Vocational programs is needed in this school
system. If they deem one necessary, they should make application
to the State Board through the Assistant State Director of Voca-
tional Education.,

The local board will determine the policies for the operation of a
Local Director in conformity with the State Plan and the Policies
and Procedures Manual.

IvV. INSTRUCTIONAL PROGRAMS

The Local Director shall provide leadership in the development of new
programs if they are needed.

The Local Direcror shall evaluate the ongoing program to determine
if it is meeting the needs and objectives as stated.

The Local Director shall be responsible for seeing that the in-service
training needs of the vocational teachers are being satisfied.

The Local Director shall be involved with the local vocational advisory
committees.

V. QUALIFICATIONS FOR A LOCAL DIRECTOR

Aﬂ

Minimum Qualifications

Shall have a Master's Degree and shall meet endorsement requirements
for a full-time vocational teacher in at least one of the vocational
areas to be supervised. Should have training and experience in school
administration. ‘

Experience

Shall have had a minimum of three years successful teaching experience
as an apprcved vocational educator in one or more of the recognized
vocational education fields and/or shall have had a minimum of three
years of supervisory experience over a recognized vocatiomal field.

The person to be hired as a Local Director must request vocational
endorsement for that position from the Director of Certification,
State Department of Education, Capitol Building, Santa Fe, New Mexico,
87501. This request must be referred to the Assistant State Director
of Vocational Education for approval.
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VI.

YOUTH ORGANIZATIONS

It will be the duty of the Local Director to provide leadership and direction
for all vocational teachers in the perforinance of their responsibilities
toward all vocational youth activities.
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APPENDIX A

STATE OF NEW MEXICO New Program
Department of Education
Division of Vocational Education
Santa Fe, New Mexico 87501
Continuing Program

School:

District:

AGREEMENT FOR THE PARTICIPATION OF AN APPROVED LOCAL
VOCATIONAL DIRECTOR
SECONDARY /POST-SECONDARY .

Agreement is hereby made between the State Board for Vocational Education,

area of Administration, and

(School Board)
for the participation of a Local

(Location)
Director of all Vocational Programs at .
(Name of School or District):
Subject. to all regulations of the State Plan, Policies and Procedures Manual,

and the availability of funds, the Division of Vocational Education will

reimburse the for the operation of
(Name of Specific School or District)
the vocational program stated above. The Division of Vocational Education.

will provide assistance, service and supervision as needed.

The . School agrees to establish the duties
(Name of School) :
as set forth in the State Plan and Policies and Procedures Manual for Voca-

tional Education in New Mexico.



Appendix A (con't)

State of New Mexico
Aereemant - Local Jirect:cr
Department of Education

The aforementioned duties include:

1.32-1 Local Director

Duties

A, Shall be responsible for the overall direction of all
phases of vocational education organized in the local
district or region to which assigned. These duties
shall include the promsciion, coordination &and super-
vision of all vocational education programs.

B. Shall be responsible for the development of the local
plan for vocational education for that school district
or geographical service area.

C. Shall assist teachers in each vocational division with
the development of instructional materials, teaching
methods and job analysis-

D. Shall be responsible to the local administrator in
charge of the total education program for the fore-
going duties and such other duties in connection with
vocational and other duties as he may be assigned by
the local boaird of education.

The local school shall be required to keep records and make reports as
requested by this Division.

This agreement will be continuing for this and succeeding fiscal years
unless termination is requested in writing by either party-.

Superincendent of Schools - Date
Assistant State Director of Vocational Ed. Date
State Director of Vocatrional Education " Date

(Submit Forms in Triplicate)

-6—
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VOCATIONAL OFFICE EDUCATION

I. PHILOSOPHY OF VOCATIONAL OFFICE EDUCATION

Office Education is a vocational program which prepares the student for a career
in an office occupation anywhere from entry level on through management or
supervision. 1In the Office Education Program, skills, knowledges and procedures
learned in class are fused with learning from an actual job or a simulated situ-
ation. Office Education may be terminal in nature or lead to further education
and training.

Programs are operated in Office Education at the high school, post high school
and college levels. In addition, special programs are offered for youth and
adults. Office Education is for the student who wants it, needs it, and is
able to profit by it.

The basic philosophy governing the criteria for approved programs in Vocational
Office Education is that of vocational competence of the student. Concomitant
outcomes of Vocational Office Education are development of office skills, com-
munication skills, job skills and students' attitudes and personality.

Preparation for work has always been an important part of education. Success
at work is essential for survival and for the development of a good life. To
; provide one's share of the goods and services as needed by mankind is a recog-
! nized attribute of citizenship. As public schools have been established,
Vocational Education increasingly has been included as a part of a total edu-
cational program.

Vocational Office Education, organized and taught in the classroom and on the
job in a systematic, business-like manner, contributes immeasurably to the

i development of a vocationally-competent student.

I1. OBJECTIVES OF VOCATIONAL OFFICE EDUCATION

{ A. General Objectives:

l. To provide youth with a gainful vocational competency in office occu-
pations.

2. To develop an understanding of business organization, office procedures,
i customs and techniques.

3. To bridge the gap from school to entry level office occupations.

%; 4. To provide an effective program integrating the school, students and
the business community.
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5.

To provide students with an opportunity for practical application of

theory and principles in cooperative training and simulated activities.

B. Specific Objectives

1.

a.

Related Knowledge Development:
Acquires the proper background
1) Information basic to pertormance of skills
2) Information basic to performance of office routines and procedures

3) Continue development of knowledge of business in general and our
economic system

Skill Development in Communication:
Acquire marketable skills

1) Build speed and accuracy in such skills as typing, shorthand,
and transcription

2) Build speed and accuracy in working with business forms

3) Practice common business procedures such as filing, telephoning
and oper ation of business machines

4) lmprove spelling
5) Improve penmanship
6) Improve computational skills
Attitude and Personality Development:
Acquire an employable personality
1) Dress appropriately for the office
2) Be dependable, punctual and exercise tact and courtesy
3) Learn to cooperate and work harmoniously with fellow workers

Practice critical self evaluation

1) Strive to continuously improve yourself
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III.

A.

4, Integration of Knowledge Ability:
a. Problem Solving
1) Situations in class
2) Situations that arise on the job
3) Combined use of learnings applied to the job
5., Vocational Competency Development:
a. Develop an appreciation for various types of employment
b. Discover the merits of various office jobs
c. Select an occupation and prepare to enter it
1) Consider information available on the particular job
2) Consider the value of your work experience
3) Consider present employment needs
4) Apply for an actual job before graduation
d. Evaluate the value of the coordinated activities of work experience
1) Immediate and present merits
2) Later effects
(a) Successful performance of duties
(b) Promotion and related job values

ADMINISTRATION

State Administration: The State Board, through the State Director
of Vocational Education and the State Supervisory Staff, is respon-
sible for:

1. Leadership and direction of the Office Education Program in the State
2. Periodic program reviews to see that Federal funds and matching local
funds are spent in accordance with the State Plan and that Federal
funds do not supplant any Scate or local funds and to check that
education is of high quality and is suited to the needs and abilities

of the student

3. Planning, preparing and distributing instructional materials

-3 -
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4. Planning and promoting State programs of Office Education

5. Reimbursing Vocational Office Education programs, subject to avail-
ability of funds, which meet the tollowing requirements:

a. Program meets the needs of persons who are preparing to enter office
occupations and who have signed a tentative career objective which is
recorded by the local school

b. Programs ot instruction shall provide for:

1) Sequential business education courses leadiug to the capstone co-
operative related class or intensive two-period block class

2) A minimum enrollment of 12 students and 2 maximum of 24 students

6. Services to Local Schools

a. Assist in surveying and planning for new Office Education programs

b. Assist with instructional problems in Oftice Education

c. Assist in planning and preparing instructional material

d. Assist in improving programs in Office Education

e. Assist in securing qualified teachers and teacher coordinators

f. Assist in improving local programs of youth activities

g. Assist in planning new facilities
7. Evaluation or Vocational Office Education Programs
8. Approval of Certification Endorsement of Teachers

a. Persons planning to teach Vocational Office Education in New Mexico

must meet qualifications outlined in the State Plan for Vocational
Education .

To secure certificate endorsement, applicants must submit an Appli-
cation for Certification Endorsement in Vocational Office Education
in duplicate and the Employer's Statement of Employee's Experience
in triplicate. The State Supervisor will then request vocational
endorsement trom the State Certification Director.

o

9. Appointment of State Advisory Committee for Vocational Office Education
Program: A State Advisory Committee for Vocational Office Education may
be appointed by the State Board of Vocational Education upon recommenda-
tion by the State Supervisor cf Vocational Office Education.




3
SO

£

o
q:
A

lol

11.

12.

13.

14,

15.

16.

17.

Approval of Vocational Office Education Programs in local schools, when
they meet the requirements for a cooperative or intensive office labora-
tory program, will enter into an agreement with the State Department of

- Vocational Education. The agreement shall include the type program offered

and the standards to be followed.

Planning and promoting the New Mexico Office Education Association as an
integral part of Vocational Office Education. The State Superwvisor of
Office Education shall be the State Advisor and will be responsible for
the State Association of OEA. Other youth organizations (such as FBLA,
FSA, FDPA) may affiliate with OEA if the students are enrolled in a
Vocational Office Education Program.

Planning and conducting in-service training for Vocational Office Edu-
cation teacher coordinators.

Making reports as requested by the State Board and the U. S. Office of
Education.

Cooperate with other agencies on educational programs.
Planning and conducting research.

Planning and promoting teacher-training programs in Vocational Office
Education in cooperation with the teacher-training institution.

Establishing standards for Vocational Office Education programs, facili-
ties, classroom, equipment and supplies.

B. Local Administration

The local board of education has the authority to determine whether Office
Education programs will be offered in the local school and will make ap-
plication to the State Board, through the State Supervisor of Office
Education, for a program. Upon recommendations of the teacher coordinator,
principal and superintendent, the local board will determine what Vocational
Office Education program will be offered. This program will be in confor-
mity with the State Plan and Policies and Procedures. The local board will
provide funds for salary and travel (for teacher coordinators), equipment,
supplies and facilities.

The emplyment of teacher coordinators for Vocational Office Education is
the responsibility of the local board of education. The local board shall
check with the State Supervisor concerning selection of a qualified Voca-
tional Office Education teacher coordinator (to be employed on a ten-month
contract for cooperative programs and nine and a half months for intensive
programs) .

The local board and administration will request such plans and reports
from the teacher coordinator as necessary to keep informed on the operation
of the Vocational Office Education Program.

' 2.5 -
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4, The local bonard, through the local administrators and teacher coordinators,
is responsible 1cor:

a. Leadership and development of the Vocational Orfice Education Program.
b. A written plan for a program of Vocational Office Education which in-
cludes objectives, plan of operation, ccucrse of study, werk experience,

coordinaticn and youth group activiries.

¢. Planning instrucrion, providing instructional material, making arrange-
ments for resource people and demonstrations and field trips.

d. Planning and developing training stations for the Cooperative Office
Education Program.

e. Planning and supervising the local chapter youth activities.

f. Preparing reports and submitting ro the local board and the State De-
partment of Oifice Education.

| g. Keeping records of students' cooperative training, placement and follow-
up studies, club activities, and equipment and supply inventories.

h. Guidance counseling of Vocational Office Educatieon students.

: i. Providing facilities for Office Education classroom, storage space,
' equipment, supplies and necessary instructional materials.

: j. Providing funds for transportaticn and travel expenses of teacher coor-—
dinators for supervision of the Office Education Program in conformity
with the State Pian and Policies and Procedures.

k. Selecting a locazl advisory committee composed of lay members to make
recommendations to the local board, administration and teacher coor-
dinator for improvement of the Vocational Office Education Program in
the community,

1V. INSTRUCTIONAL PROGRAMS

A. Secondary

1. The Vocaticnal Office Education Program (including data processing) in
secondary schools consists of two major areas:

-t a. Cooperative Office Education. A minimum of three sequential business
3 education courses leading to the "Capstone' two-period block class,
which is offered to students in the senior year that develops skills,
knowledges and understanding interrelated with actual work experience
in the preparation for job entry.
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Option: A minimum of four sequential business educatlon courses
leading to the ''Capstone' one-period related class which is offered
to students 1n the senior year that develops skills, knowledges and
understanding interrelated with actual work experience in the pre-
paration for job entry-

Intensive Office Education. A minimum of three sequential business
education courses leading to the 'Capstone" two-period block class
which is offered at the junior or senior year and provides simulated
office training in & realistic office setting.

l B. Post Secondary

{; 1.

The Vocational Office Education pregram (including data processing)
in the post-secondary schools consists of thiee major area:

Intensive Office Education. Programs of at least ten months may be
offered in secretarial and clerical careers. The program should in-
clude educational experiences at initial, refresher and/or upgrading
levels related to the students' career objectives. These programs
should simulate an office and be job oriented and have vocatlonal
competency of the student as the prime goal.

Comprehensive Office Education. Programs of this type, based on the
career objectives of the students, may be organized on a basis similar
to intensive or two-year program- Length of these programs will de-
pend upon the vocational ability of the student. These programs

shall be in secretarial, clerical, accounting or data processing occu-
pations.

¢c. Specialized Post-Secondary Vocational Office Education Programs
(Occupational careers: Medical Secretary, Legal Secretary, etc.).
Programs of this type, based on the career objective of the srtudent,
\ may be organized on a basis similar to the intensive or comprehensive
: program.
C. Adult

B Adult programs may be set up in schools or ccmmunities for initial, refresher
or upgrading experience where it is desirable. These programs may be com-
i: bined with practical on-the-job work experience, where possible.

D. Standards for a Quality Secondary Program

a.

bl

The secondary cooperative and intensive programs are designed for those
students who have indicated a tentative career objective for office
occupations and can be in the following four oiffice occupational areas:

Clerical Occupations OE 14.0300

Secretarial Occupations OE 14.0700

7 -
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2.

c. Bookkeeping and Accounting Occupations OE 14,0100

d., Data Processing Occupations OE 14.0200

An individual school may offer either or both the Cooperative or Intensive
Office Education Program. However, a school may not have more than one
reimbursable Intensive Office Education Program unless the school also has
a Cooperative Program; then, depending on school size, a school can have
additiopnal reimbursable Intensive Office Education Program.

The suggested basic curriculum sequence and units of instruction for
secondary schools are outlined in the New Mexico Guide fo: [=onerative
and Intensive Office Education.

In any adaptation of the aforementioned Office Education Programs, it is
recommended that:

a. The Cooperative and Intensive Programs must be directed by a qualified
vocationally-endorsed teacher coordinator.

b. The selection of the students must be carefully done. Only thouse
students with a signed tentative career objective must be admitted to
the Cooperative or Intensive Program. ‘

c., Participation in youth group activities should be a vital integral part
in office occupations instruction. The activities will serve the advisor
as a teaching tool by creating interest and a competitive spirit and will
create enthusiasm for learning, promote high standards of ethics, work-
manship and scholarship.

d. Teachers in both the Cooperative and Intensive capstone course must be
on extended contract time:

1) Minimum cooperative teacher coordinator contract--10 months

Duties on extended contract time:

(a)
(b)
(c)
(d)
(e)
(£)
(g)

Attend summer vocational conference
Secure training station

Student Placement

Evaluation of student trainees

Set up work evaluation

Follow up reports

Completion of semester reports
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(h) Advisory Committee Meetings

boatamsannd b
I

(i) Updating office experience
{h 2) Minimum intensive teacher coordinator contract--9 1/2 months
Duties on extended contract time:
(a) Attend summer vocational conference
(b) Develop rotation plan and materials for simulated projects
(¢) Follow up reports
(d) Completion of semester reports
(e) Advisory Committee Meetings
(f) Updating office experience
e. Advisory committee composed of laymen for the purpose of assisting the
school to determine what program area or areas will be offered in the
secondary or post-secondary schools.

f The responsibilities of the committee should also include the following:

_ 1) Aid in the development of standards for both school and work experience
| training.

2) Aid in developing course content.
; 3) Aid in developing training stations.

f. The following must be provided for all Cooperative Office Education Pro-
grams:

1) A training agreement and step-by-step training plan must be on file for
all Cooperative Office Education students.

H
I
1s
3

2) Provide a minimum of 1/2 hour per week per student for teacher coor-
dination.

3) Provide funds to compensate the coordinator for use of his automobile
for coordination and approved cooperative office education business.

l 4) A private office should be available to the coordinator with an outside
telephone line.
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E. Standards for a Quality Post-Secondary Program

1. The Post-Secondary Vocational Office Education Programs are designed for
students who have a career objective for office occupations and can be in
any one of the four occupational areas:

a, Clerical Occupations OE 14.0300
b. Secretarial Occupations OE 14.0700
c¢. Accounting Occupations OE 14,0100

d. Data Processing Occupations OE 14,0200
2, TFost-Secondary Vocational Office Education and Data Processing
.a. Employ a vocationally-endorsed teacher.

b. Teachers in reimbursed vocational programs should attend the annual
vocational teachers' conference.

c. Should provide for a Vocational Office Education youth activity club as
an integral part of the Office Education Program.

d. Must provide for an advisory committee composed laymen.

V. QUALIFICATIONS OF TEACHER

A, Secondary and Post-Secondary Teachzar Coordinator Qualifications (Teacher
coordinators operating either a related Cooperative class or a secondary
two-reriod block Intensive class)

1. Teacher coordinators ot Cooperative and Intensive Office Education Pro-
grams must have the following minimum requirements for certificate en-
dorsement:

a. Graduation from a college or university with a major or minor in Voca-
tional Office Education or business education.

b b. Eighteen semester credits in technical subject matter courses such as
Typing, Shorrthand, Office Machines, Office Practice, Accounting or
other business education subjects.

c. A minimum of six semester credits in Vocational Office Education subjects
such as Foundations for Office Education, Coordinating Techniques, Or-
ganization of Cooperative Programs, Supervising Youth Organizations in
Vocational Education, etc. (A teacher coordinator in a Cooperative Office
Education Program must have at least one class in coordinating techniques.)

d. At least two years or 3,000 clock hours of work experience in any office
occupation certified by the employer or employers.

- 10 -
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2. Teacher Coordinators of Secondary Data Processing Programs

Post-Secondary Teacher Qualifications

It is recommended that persons planning to be Office Education teachers
coordinators choose several Vocational Office Education courses to
strengthen their vocational background.

Graduation from a college or university with a major or minor in Business
Education, Business Administration or Data Processing.

A minimum of nine semester credits in technical subject matter courses
such as Introduction to Data Processing, Computer Operations, Cobol
Programming, or other data processing courses.

At least three-fourths year or 1,500 clock hours of work experience in
any Data Processing occupation.

It is recommended that persons planning to be Data Processing teacher
coordinators choose several Data Processing courses to strengthen their
background.

1. Teachers of post-secondary Vocational Office Education must have the fol-
lowing minimum requirements for certificate endorsement.

Business and Office Education teachers shall have a baccalaureate

degree with a major or minor in Business Education and three-fourths

year or 1,500 hours as a paid worker in an office occupation certified 1
by employer or employers on the form provided.

Additionally, these teachers will have at least three semester hours in
professional Vocational Office Education courses such as, but not limited
to, the following: TFoundation for Office Education, Organization and
Administration of Vocational Education, Supervision of Youth Organiza-
tions in Vocational Education, Philosophy of Vocational Education, etc.

It is recommended that persons planning to be Office Education teachers
choose several vocational courses for electives to strengthen their
vocational background.

2. Post-Secondary Data Processing Teacher Qualifications

a.

D

2)

Teachers of post-secondary Data Processing Programs must have one of
the following minimum qualifications for certificate endorsement.

Baccalaureate degree with a major in Data Processing or Computer
Science.

Baccalaureate degree and one year data processing experience with
six months of programming or system analysis.

- ll.—;
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3) Associate degree in Data Processing with minimum of two years' data
processing experience in the area to be taught.

4) No degree but a minimum of five years' data processing experience in
the area to be taught.

A person with any deficiency in the above requirements will be given a one-
year temporary endorsement and will not be eligible for re-endorsement until

minimum requirements are met.

C. Adult Teachers and Coordinators Qualifications

Shall have a background of education adequate to carry out, under supervisioir.
the objectives of the traininy program as determined by the State Board of
Education. Shall have had successful experience in the area in which training
is offered and/or be recognized for his expertise in the field as determined
by the State Board of Education. Shall have 1,500 hours of work experience in
an office occupation.

D. Recommendations for Temporary Certification: (All areas of instruction--
Secondary, Post Secondary and Adult.)

1. Teacher coordinators or vocational teachers having shortages in any of the
items listed in the previous paragraphs may be recommended for one-year
temporary vocational endorsement.

2. Shortages must be removed at the minimum rate of three semester hours per
year and/or 300 clock hours of work experience in an office occupation.
If no shortages are present, the person will be recommended for a five-year

vocational endorsement.

E. Procedure for Application for Vocational Office Education Endorsement

1. Forms to be submitted to the State Supervisor of Office Education, State
Department of Education, Santa Fe, New Mexico 87501.

a. The form, Employer's Statement of Employee's Experience, providing
signed evidence by each employer of applicant's work hours must be sent
to the State Supervisor of Office Education. (See Appendix)

b. Form OE-6, Application for Vocational Office Education Teacher or Teacher
Coordinator Endorsement, must be completed and returned to the State

Supervisor of Office Education. (Se« Appendix)

2. All Vocational Office Education endorsements are completed by the Certifi-
cation Office, State Department of Education.

F. Requirements for a Renewal of the Five-Year Certificate

1. The completion of eight semester hours of credit in subjects approved by
the State Supervisor of Cffice Education and other necessary local authori-

ties.
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2. Certification by the employing authority of five years of successful
teaching experience during the ten-year period.

3. It is recommended that teacher coordinators update their work experience
in an office occupation.

G. Persons Holding a Life Certificate or a Continuing Ten-Year Professional
{ Secondary Certificate Must Renew Each Ten Years by:

1. Completion of eight semester hours of credit and/or certification by the
employing authority of five years of successful teaching experience during
l the ten-year period.

2., It is recommended that teacher coordinators update their vocational credit
hours and work experience in an office occupation.

VI. SUPERVISED EXPERIENCE OR COOPERATIVE PROGRAMS. (See Instructional Programs IV)

VII. OFFICIAL TRAVEL OF VOCATIONAL OFFICE EDUCATION TEACHERS AND TEACHER COORDINATORS

1. Teachers and teacher coordinators will be reimbursed for travel, lodging
and meals for attendance at the State Vocational Teachers' Annual Conference.

2. The local board will reimburse the teacher coordinator for all coordination,
travel and any other activities that they must attend.

VIII. TEACHER EDUCATION IN OFFICE EDUCATION

l‘ l. Eastern New Mexico University, Portales, New Mexico, has been designated by
' the State Department of Vocational Education as the teacher education in-
stitution for Vocational Office Education.

1 2. Teacher-training personnel will be selected by Eastern New Mexico University
in cooperation with the State Board for Vocational Education, which is in
{ accordance with the outline specifications in the State Plan.

3. The teacher-education institution along with the State Supervisor of Office
| Education will design an undergraduate and graduate program which includes
{} work experience as an integral part of the program.

T 4. Extension courses and workshops will be arranged and conducted ty the
- %; teacher educator as deemed necessary by the State Supervisor of Office
L Education.

5. In-service training for teachers as needs occur will be worked cooperatively
by the teacher educator and the State Supervisor in Vocational Office Edu-
cation teacher program training.




1X.

Instructional Materials and Research: The teacher educator of Office Edu-
cation, in cooperation with the State Supervisor of Office Education, will
help prepare teaching materials to be distributed to the teacher coordinators.
The teacher educator, in cooperation with the State Supervisor, will prepare
and do research ior Vocational Office Education Programs in New Mexico.

YOUTH ORGANIZATIONS

The Office Education Association is a vital integral part of the Office
Education Program designed for ''Developing Vocational Competency in Office
Oczupations.'

Participation in the Office Education Association is encouraged for both
secondary and post-secondary students enrolled i1n reimbursed Office Edu--
cation programs. Provisions are also made for other youth organizations
through a federated umbrella approach.

- 14 -
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APPENDIX A

INSTRUCTIONAL CODES AND TITLES

OFFICE EDUCATION

14.000000 OFFICE OCCUPATIONS

01
o101
0102
0103
0104
o1c5
0199
02
0201
0202
020201
0203
0204
0299
03

0301
0302
0303
0399

04
0401
0402
0403
0404
0405
0406
0499
05

0501
0502
0503
0504
0505
0599

06

0601
0602
0603
0799
07

0701
0702
0703
0799
08

0801
0802
0803
0804
0805
0899

09
0901
0902
0999
99

Accounting and Computing Occupations

Accountants

Bookkeepers

Cashiers

Machine Operators: Billing, Bookkeeping, and Computing

Tellers

Accounting and Computing Occupations, Other

Business Data Processing Systems Occupations

Computer and Console Operators

Peripheral Equipment Operators

Key Punch and Coding Equipment Operators

Programmers

Systems Analysts

Business Data Processing Systems Occupations, Other

Filing, Office Machines, end General Office Clerical
Occupations

Duplicating Machine Operators

File Clerks

General Office Clerks

Filing, Office Machines, and General
Office Clerical Occupations, Other

Information Communication Occupations

Commnication Systems Clerks and Operators

Correspondence Clerks

Mail and Postal Clerks

Mail Preparing and Mail Handling Machine Operators

Messengers and Office Boys and Girls

Receptionists and Information Clerks

Information Communication Occupations, Other

Materiszls Support Occupations (Transporting, Storing,
and Recording)

Planning and Production Clerks

Quality cControl Clerks

Shipping and Receiving Clerks

Stock and Inventory Clerks

Traffic, Rate, and Tranaportation Clerks

Material Support Occupations (Tranmsporting, Storing,
and Recording), Other

Personnel, Training, and Related Occupations

il{ducational Assistants and Training Specialists

Interviewers and Test Technicians

Personnel Assistants

Personnel, Training, and Related Occupations, Other

Stenographic, Secretarial, and Related Occupations

Executive Secretary

Secretaries

Stenographers

Stenographic, Secretarial, and Relsted Occupations, Other

Supervisory snd Administrative Management Occupations

Adninistrative Assistants

Budget Management Analysts

Clerical and Office Superviaors

Data-Methods and Systems Procedures Analysts

Office Managers and Chief Clerks

Supervisory and Administrative Management Occupations,
Other

Typing and Related Occupations

Clerk-Typists

Typists

Typing and Related Occupations, Other

Office Occupations, Other
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APPENDIX B

EvALUATION RATING SCALE o

The evalust.on scale foz the instrumear provides a choice of eight rating
categorles Each 1tem 1s scored by usiag sn appraisal based on accepted
standards &= they appear to the faculty, the administration and the visiting
evaluators.

Deiiniczizn oI Scale:

un

Appeoved with Commendation — & mark of five indicates this item 1s performed
ot exists to the extent of going significantly beyond required standards.
This reilecrs a ceonsistent:iy high level of effectiveness-

4 Approved zbove Standards - z mark of four indicates this item is performed
or existe o the extent ¢r exteeding rsquirements of the minimum standards
but may inciude some variability of quality. This reflects a generally
high ievel of efiectiveness.- '

3 Appeoved - = mark of theee indicates this item iz perfcrmed cr exists to
the exrenr of meeting minimum staudards. It shows a generally accepted
levei of e¢frfzcriveness.

2 advised - a mark of iwo indicates this ivem is periormed oy existis 1n a
quesilonable manner st rhe level of efifecviveness sufficient to reguire
action to improve the conditiom., '

. Conditional - 3 mark of on: indicates this item is performed or exists to
an extent so deficient tha: :x nesds to be corrected immediately.

0  Disapproved - a mark of zero indicates this item fails to qualiiy for any
scher -lassification and is unacceptablie..

V. .

M A matk of M indicates this 'item is missing but is reeded for an effective
ptsgram. T O

SRS P AR L £ vi

“icem does Mot apply:

NA A mark

W'
<
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APPENDIX C

NEW MEXICO STATE DEPARTMENT OF EDUCATION

EVALUATION INSTRUMENT

I.

(grade level) Vocational Office Education

PHILOSOPHY AND OBJECTIVES

A,

B.

The underlying philosophy of the Vocational Office Education

program includes the following principles:

Principal objectives of the Vocational Office Education

may be stated below:

program




II.

A.

B,

PROGRAM ORGANIZATION

Textbooks and Supplemental Materials

Textbooks and Grade Subject Copyright
supplemental level dates
materials

Learning Teaching Activities

l.

a.

Philosophy and Objectives of Vocational Office Education

Coordinators or teachers have a good thorough written
philosophy and objectives.

The philosophy and objectives are carried out in their
teaching.

The prime objective of the coordinators and teachers is
teaching toward vocational competence of the students.

Skill development is one of the objectives.

Development of social abilities, human relations and better
citizenship are part of the philosophy and objectives of the
program.

The philosophy involves students, teachers, parents, the
business community and the general public.

The coordinator and teachers in the program know local
and national job needs and employment standards.

Follow-up studies of the students are conducted and
records maintained.

Placement opportunities and assistance are conveyed to the
students.

~19~
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2.

3.

J» Work experience or suitable simulated experience 1s provided
for the student.

k. Students, parents, administrators, other teac-ers, business-
men and the general public are cognizant of tne philosophy
and the objectives of Vocational Office Education.

Activities to Extend the Competence and Motivation of Students

a. Instruction contributes to the general objectives of the
vocational programs.

b. Students develop a high degree of standards in office
production.

c. The program has an active 0.E.A. club program.

d. Activities of the 0.E.A. club involve students, school and
business community.

e. The O.E.A. club program serves as an educational and
motivational device for students.

f. Students are allowed to help plan activities and develop
leadership ability.

g. The coordinator and teachers are enthusiastic in carrying
out the various activities.

h. The teacher or coordinator uses a variety of teaching
methods.

i. The teacher or coordinator uses audiovisual aids effectively.

j: The teacher uses field trips and other outside classroom
activities to stimulate student interest.

k. A high degree of student participation is encouraged in
all learning activities.

Operation and Effectiveness of the Vocational Office Education Program
(Public Relations)

a. The student body is well informed concerning the program.
b. The faculty is well informed concerning the program.
c. The guidance staff is well informed concerning the program.

d. The administrative staff is well informed concerning the
program.

e. The parents are well irfcviced concerning the program.

-20-
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h.

b

5.

a.

Community surveys are made to determine needs.
The program is respected in the community.
The program has an informational brochure.

The coordinator uses news media to spread the news of the
program and the club program.

Promotion of the program is a vital part of the program.

Coordination

The coordinator plans his coordination time wisely.

The coordinator visits and observes the student regularly
on the job.

The coordinator confers regularly with the managers and
job sponsors concerning the students.

The coordinator, with the help of the job sponsors, prepares
a training plan for each student employed.

The coordinator has an evaluative device for use by the
employerc.

An annual report is made to the school administration.

Administrators are kept up to date and well informed on the
program.

Coordination time is used for coordination.

The coordinator and his class participate in business
activities.

The coordinator brings businessmen and employers together
with the students in such events as employer-employee
banquets, service club gatherings and other such events.

The coordinator has good rapport with the businessmen in
the training stations.

Work Stations

The students work a minimum of 15 hours per week on a job
for pay during school time.

All students enrolled in the cooperative program are
employed.

Cooperative students are rotated on the job and allowed to

get the most complete picture of the operation of the business.

-21-
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6.

gu

h.

There is a variety of work stations and jobs.

Employers understand, appreclate and  support the program.

Frequent visits are made to non-cooperating businesses for
the purpose of gaining new trailning statioms.

Work stations are selected on the basis of their ability
to provide well-rounded experiences and learning situations.

Employers understand that they have a responsibility in
training the students.

The coordinator places students according to State and
Federal labor laws and regulationms.

Selection of Students

The coordinator has the privilege and final authority in the
selection of students for the office class.

Parent conferences are held.

Guidance personnel assist in selection of students.
Administrators, parents, students, faculty, advisory
committees, employers and others are kept informed of

selection criteria.

The coordinator has each student fill out an application
form for the office program.

The coordinator has a personal conference with each
applicant of merit.

The coordinator attempts to match the student with the job.

The coordinator consults with fellow faculty members regarding

student selection and placement.

Students are selected who meet the necessary criteria to
make competent workers in the world of work.

C. Egquipment and Materials

1.

Instructional Materials aad Resources

Coordinators have a written course of study fc the program.
Coordinators have prepared and use supplemental units.

Coordinators remain current and know the materials in their
field and implement it in their teaching.

-292-
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d. Textbooks are current and appropriate for the subjects
taught. —_—

A}

e. Coordinators selecttheir own teaching materials.
f. Adequate reference books are provided in the classroom.
g. Adequate business periodicals are provided in the classroom.

h. Business pamphlets, brochures and other publications are
organized and available for use and are current.

i. The coordinator maintains a file of instructional materials.

j. Individual instruction materials are used wisely and
extensively.

k. Local business resources are utilized.

1. Appropriate audiovisual aids are available.

m. Appropriate audiovisual aids are used by the coordinator.
n. Local businessmen are utilized for classroom aids.

o. Former students are utilized.

p. The needs of the individual students are considered
foremost.

q. Programmed materials and other such aids are used.

r. Adequate reference books are provided in the library
relative to Office Education.

s. Adequate periodicals and other reference materials are
provided in the library relative to Office Education.

t. Sufficient funds are available for new materials and
replacement of old materials.

D. Classroom and Facilities

1. Physical Facilities and Equipment

a, The office and business education classrooms are located
together in the same general area.

b. Rooms assigned for business machines and typewriters are
soundproof or located in such a manner as not to interfere
with other classrooms.

c. The color scheme in each room is appropriate and conducive
to a good learning atmosphere.

o ~23~
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d. Facilities and equipment are comparable to those found in
present day business offices,

e. The teacher is provided with adequate and appropriate
office space, equipment, and working facilities, and a

private area is provided for counseling with students.

f. The number and size of rooms assigned to Office Education
are adequate in size and number for students and equipment.

g. The teacher has at least two four-drawer file cabinets
for his use,

h. The students are provided with at least one four-drawer
file.

i, There is sufficient storage space for student materials,

j. There is sufficient storage space for books, supplies,
audiovisual equipment and other teaching supplies.

k. Adequate lighting is provided throughout the facility,

1., There are sufficient electrical outlets, and they are
located in such a manner that they are not a safety hazard.

m. Each room has an ample number of chalkboards.
n. The bulletin boards are ample in size and number.

o, Equipment is up to date according to the ne=ds of the
comaunity and the students.

p. Sufficjent machines and other equipment are provided so
students may be taught on a rotation schedule and these

machines are of a type being used in modern offices.

q. Audiovisual equipment appropriate for Office Education
is available.

r. All equipment s replaced on a systematic basis.

S, All equipment is serviced regularly.

t. Chairs and desks are designed to encourage correct posture,

u. Some manner of office simulation is followed with the
equipment.

v. The room arrangements are modern and satisfactory.

w. Demonstration stands are provided for use in skill subjects.

-24-
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Each room, where electrical equipment is used, 1s provided
with a master control switch.

Washing facilities are readily available to all business
classrooms and a wash basin is provided in the office and
typing classrooms.

Heating, cooling and ventilation are satisfactory.

E. Evaluation

1.

jo

Student Testing and Program Evaluation

Follow-up studies are used as a means of evaluating the
effectiveness of instruction.

A variety of tests and evaluation procedures are used.
Student conferences are part of the evaluation procedure.

Evaluation of office occupations knowledges, skills and
understandings is made in terms of occupational competency.

Students working on the job are rated by their employers
and after conferences with the coordinator, a grade is
assigned by the coordinator.

Evaluation procedures are reviewed periodically in light
of changing student and community needs.

The individual student is given the first consideration in
evaluation in regard to aptitudes, abilities, work habits,
attitudes and character traits.,

Evaluation is used as a basis for planning instruction
and measuring growth and learning.

Evaluation procedures use the standards of business and
the office.

Examination of specific job competencies and opportunities
is used for vocational guidance.

ITI. CURRICULUM PLANNING AND DEVELOPMENT

A. Organization and Administration of Vocational Office Education Programs

1.

a.

Evaluating Program Organization

The program is organized according to the state plan and the
directives of the State Supervisor of Office Education.

Qualified Vocational Education personnel, both administrative
and supervisory, are responsible for the program.

-25-
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A1l administracive schocl cfficials are familiar with the
program and give it their undivided support.

Supervision of irnstriction is provided by the Office
Education departmer.t,

The schocl schedule is designed so that as many students
as possible can benefit from the program,

The school schedule is arranged to give the teacher
sufficient preparaticr and/or supervision time.

Provisions are made for appropriate in-service education
cf teachers.,

The program is based or the reeds of the students and the
community.

Ciass size is determined by factors, such as type of
instriucticn, availabie work areas, and state recommendations.
It is not excessive.

An advisory committee, representative of local business,
assists in an advisory capacity cnly, in planning and
operating the prcgram,

A two-hour block of time is previded feor the office class,

The coordinator is on an extended contract of at least
nine and a half months duration.

The program supports an active O,E.A, ciub program.

The ccontent of the pregram is develcped by the Cffice
Education department of the schcol with the help cof the
administration and the advisory committee.,

The school and its administration suppcrt the teachers iz
their attendance st professicnial meetings, workshops and
student participation gatherings,

1r B. Course Offering-Curriculem Plarming and Development

1.

PP
7l
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Evaluating Course Planning

The program is planned according tc the needs of the
stizdents and the community.

Typewriting is required of all students enrolled in

Office Edvcation,

~26-
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Follow-up studies are used in curriculum planning and
development.

The course offering in business and Office Education is
complete,

The office and business departments provide for continuity
and articulation between its program and the business and
office programs of the junior high school and post high
school education institutions in the community.

The office and business departments provide for continuity
and articulation between its program and the programs of
other departments in the school.

The office and business departments provide for continuity
and articulation between the 0,E,A. club program and the

other curricular and extra curricular programs of the school.

The school has a well-developed course of study.

The teacher has a well-developed course of study and course
outlines for each course taught.

Periodic surveys, conferences and evaluations are made for
curriculum planning and development and change.

Sufficient prerequisites are required of students enrolling
in the Office Education program.

The administration, teachers, counselors, advisory committees,
businessmen and others participate in curriculum planning and

development.

The coordinator plans, develops and teaches adult Office
Education classes.

C. Counseling and Guidance

1.

aﬂ

Evaluating Counseling and Guidance

Guidance counselors assist in procuring qualified students
for Office Education classes.

Periodic conferences are held between teachers, coordinators

and counselors.

Aptitudes, interests, character and needs of the students
are considered foremost.

Opportunities to learn about the program are made available
to anyone who is interested.
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The vccational Office Education program is supported by the
g:idance and administrative staffs.

Students, parents, administrators, other teachers and the
general public are kept informed on the Office Educaticn
program,

The entire business community appreciates the existence
and aims of the vocational Office Education program.

Opportunities to learn about the program are made available
to anyone who is interested.

Guidance personnel are competent to counsel vocational
students.

Guidance personnel render assistance in providing the
student with job information and job placement.

IV, TEACHER QUALTIFICATION AND PREPARATION

5 A, Teacher Training

1.

Personal, Professional and Vocational Competence

Teacher preparation in terms of schooling and degrees.

Teacher is a member of and participates in professional
organizations.

Teacher keeps up to date professionally.
Teacher presents a good personal appearance,
Teacher uses acceptable grammar in speaking and writing.

Teacher has work experience in an office and it is recent.

Teachers confer with businessmen and know the business field.

Teachers keep informed of new developments in Office Education.

Teachers are certified and vocationally endorsed to teach
Office Education.

Teachers are knowledgeable vocationally and have a
vocational philo.ophy in their teaching.

V., SELF~EVALUATION COMMENTS




NEW MEXICO STATE DEPARIMENT OF EDUCATION

EVALUATION INSTRUMENT

(grade level) Business Education

I. PHILOSOPHY AND OBJECTIVES

A. The underlying philosophy of the Business Education
program includes the following principles?

B, Principal objectives of the Business Education program
may be stated below:
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II.

Au

PROGRAM ORGANIZATION

Textbooks and Supplemental Materials

Textbooks and Grade Subject Copyright
supplemental level dates
materials

Learning-Teaching Activities

1. Philosophy and Cbjectives of Business Education Programs.

a, The philosophy is based upon careful analysis of the
particular needs of the student and the community.

b. Provision is made for the incorporation of new technological
developments and for the changing needs of students as
business conditions change.

c. The programs provide the opportunity for enrichment by
making it possible for the student to participate in extra-

curricular activities, including fine and applied arts.

d. Periodic business surveys and evaluations are an integral
part of such programs.

e. The staff is aware of local, State and national
occupational opportunities.

f. Communication skills are soundly built.

g. Computational skills are satisfacterily developed.

-30-
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h. Effcrts are made to:

(1) Help students grow in understanding basic economic
and legal concepts.

(2) Aid the students to become conversant with advanced
technology. ——

(3) Develop desirable personal qualities in the students.

(4) Help the students cultivate an appreciation of the
importance of effective human relations.

(5) Integrate skills and procedures.

i. The business department actively sponsors a business club.

(List appropriate ones)

' j. The business department provides opportunities for student
plarnned, all school assembly.programs, schcol exhibits,
bulletin board displays, demonstrations, tests, and similar
activities, other . (Underscore those applicable)

k. The Instruction aids students in understanding the basics of
business ownership, crganization, management and procedures.

1, Effective work habits are stressed.
m, Instruction is such that business and Office Education
carriculum has the szame status in school and community as

do other subjects,

C. Equipment and Materials

1. 1Instructional Equipment

a. Teaching aids, such as timers, stop watches, staplers and
other small equipment are supplied.

b. The individual student desks and chairs satisfy the needs
of the particular classes (adjustability, work space, etc.).

i c. A demonstration stand is provided in each skill area
classroom,

; d. Both manual and electric typewriters are provided.
e, Equipment is in good repair.

: f. Equipment is systematically replaced.
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2.

Equipment is of a type commonly in use in business,

Equipment purchases for specific purposes is utilized for

for those purposes.

There is suitable and adequate equipment either in a separate
room or incorporated within the typewriting, shorthand or
office practice rooms to enable the students to schedule
practice on their shorthand from taped material during any

of several periods during the day and/or after scho.l.

Instructional Materials

Textbooks are current and appropriate for the subject matter.

Textbooks are selected by the business and Office Education
staff.

Adequate, standard dictionaries and handbooks for
secretaries are availabe in sufficient number in each
classroom.

Current reference materials are accessible to _he student
within the department. Unabridged dictionaries, postal
guide, telephone directory, city directory, atlases,
selected pamphlets and charts, posters and clippings,

other . (Underscore appropriate ones.)

Teacher-prepared materials, such as study and curriculum
guides, specialized drills, methods books, and courses of
study are available. Preferably, these are located

within the department.

Up-to-date business publications, newspapers, pamphlets,
handbooks and instructional manuals are available and

efficiently used.

Appropriate types of audiovisual aids are available.

(1)
(2)
(3)

(4)
(3)

(6)

The material is correlated with the course.
The material is accurate in content.

Age and experience of students are considered in
selection of audiovisual aids.,

Audiovisual aids, materials and equipment are readily
available when the teacher needs them.

Provision for the purchase of equipment and materials
is included in the school budget.

Programmed listening devices and materialg are
available in the appropriate classrooms.
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h, Pupils visit business offices and industries to discover
job qualifications, working conditions and problems.

i, ~Former students and businessmen from the community come to
the classrooms to give jeb informational talks.

j. Teacher demonstrations are generously used to clacify
learning techniques and procedures.

k. The teacher makes recommendations to the school librarian
for the purchasing of supplementary books, magazines, and
periodicals of a business and eccnomic nature for the
scheol library.

1. The teachers preview and evaluate films and filmstrips
before showing them to students,

D. Classroom and Facilities

1., Classroom
a, Rooms used for business education programs are adjoining.

b. Rooms containing business machines and typewriters are
soundproof or located in such a manner as not to interfere
with other classes.

c. The number of rooms assigned to the business education
program is adequate for the enrollment.

» d. The size and shape of the business and Office Educaticn
rooms permit layouts suitable to the purposes of the
program.

j e. The c¢clor scheme and general appearance of the rooms are
coriducive to a good learning enviroument.

R f., The shorthand and transcription classes have immediate
i rocm arrangement to handle teachers to work with individual
: students.

i 2, Facilities

a. There are ample electrical outlets to meet the needs of
i the room,

b. A master control switch is provided in rooms containing
electrical equipment.

c, Sufficient lighting is provided.

: d. Allowance has been made to insure proper visibility when
: using audiovisual equipment.
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2 e. There is a separate teacher office area for use as a
planring and conference room.

f. Facilities and equipment are comparable to those found
in present day business offices.,

| g. Each room has an ample number of chalkboards.
E. Evaluation
’ 1. Student and Program Evaluation
a. A variety of tests is used to determine to what extent:
(1) Basic communication skills are being developed.
(2) Dictation and transcription activities are adequate.

(3) The student understands the basic organizational
structure of business.

(4) A knowledge of frequently used business records is
- incorporated into the learning process,

(5) Satisfactory typewriting proficiency is being developed.
(6) Good bookkeeping or accounting knowledge is acquired.

b. Evaluation paralleling business-type supervision is an
integral part of the testing program so long as the
learning processes are not jeopardized.

c. Evaluation is used as a basis for planning instruction and
measuring growth and learning with attainable but adequate
and challenging standards.

: d. Individual aptitudes, abilities, work habits and attitudes
: and character traits are factors considered in evaluation
of students.

i e. The interval timer and stopwatch are used wisely to
measure student progress.

f. The results of tests which are given to the graduates of
the program by local hiring agencies, businesses and

_ governmental units, such as Civil Service and the State

i/ Employment Service are regularly reviewed.

2. There is agreement between .the teachers and outside groups
(hiring agencies, businesses, governmental units, State
employment services, etc.) relative to the evaluative
techniques and methods and the school achievement.

1 h. Follow-up studies are used as a means of evaluating the

effectiveness of instruction.
34—
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I, CURRICULUM PLANNING AND DEVELOPMENT

A, Organization and Administraction of Business Courses

1.

Business Program Organizations

The business cfferings include sequences of business subjects
designed to prepare high scheel youth for entrance into and
progress in both specific and general business occupational
areas, such as clerical, stenographic, secretarial, record-
keeping, bookkeeping, retail selliag, etc.

The planrned sequences ¢f business s:ubjects are effective
in developing those abilities and skills necessary for
entrance into and progress in the business occupations,

The business department, through its program of studies,
offers such general courses as business mathematics, business
English, economic geography, business law, general business,
advanced business, consumer economics, other

(Underscore those appliczble).

In both aspects of the busiress educaticn program,
cognizance is taken that cecllege~bound students and neon-
business career students have a need for and can benefit
from business education through such ccurses as those listed
in "c" above.

The business department keeps the administration informed
as to nature, purpose and pregress of the evaluation and
presents and sells a defensible plan for program improve-
ment to the administration.

The business department determines its program of studies and
subject matter content in terms of:

(1) The philosophy and objectives of the schecol and the

department,

(2) The changing needs of students and community as revealed

by guidance activities aad studies conducted by the
general guidance services office,

(3) Follow-up studies, surveys and experimentation conducted

by members of the department.

(4) A sound analysis of changing educational philosophy and

cbjectives, current problems and situations, and current
changes in busiress ard economic pelicies and practices,

(5) Suggesticns and recommendation of the administration,

teachers, patrons, businessmen, and graduates,
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(6) Enrollment trends in trhe business subjects, employment

trends in the area and education cpportunities available
to graduates.,

The business department prcvides for continuity and
articulation:

(1) Between its program and the business programs of the

junior high school and post-high school education
institutions in the community.

(2) Between its program and the pregrams of the social

studies, home economics, mathematics and English
departments.

(3) Between the extra class activities program and the

curricular programs of the department,

The business department is flexible encugh to provide for
a dual-track program with other departments,

The business department provides fcr continuity in its
program of studies (a planned sequence of courses is pre-
scribed for and followed by business majors and minors;
however, fiexibility is maintained to provide for individual
student interests arnd nseds).

The business department utilizes periodic staff meetings
to consider, evaluate and plan courses of action to be
taken on all matters pertaining tc curriculum, staff and
instructional activities.

The business department selects teachers for the general
business and economics ccurses on the basis of their
course work background and interest in this area rather
than on administrative expediency.

The parents of eligible students are oriented annually
about the business subjects.

Opportunities to learn about the business education program
are made available to anycne whe is interested.

The student body at large is kept informed about the
business education program, its requirements, its changes.

The business education staff of the school can answer
questions concerning the programs in regard to credit, what

its aims are, potential in the programs, etc.

The general teaching staff of the school is informed about
the existence and purpose of the business education programs.
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The teaching staff and the guidance staff cooperate in offering
guidance to qualified students interested in the program.

The programs are supported by the administrative and guidance

Appropriate measures (tests, records, reports, prognos-
ticative and instructor interviews) are used in the selection

Results of prognostic tests are considered in advising

Provision is made for helping in the placement of graduates.

There is an employment follow-up made of each graduate of
Community and business organizaticns are kept informed
The selection of students in relation to occupational

Guidance persomnel are competent to counsel business education

Teacher preparaticn in terms of schooling and degrees.

Teacher is a member c¢f and participrtes in professional

Teacher uses acceptable grammar in speaking and writing.
Teachers confer with businessmen and know the business field.

Teachers keep informed of new developments in Office

Teachers are knowledgeable vocationally and have a vocational

q,
r,
staffs.
s,
of students for the vocational programs.
t,
students who wish to pursue a vocational program,
u&
Vﬂ
the programs,
w.
regarding the piograms.
X.
objectives is effective.
y.
students.
V. TEACHER QUALIFICATION AND PREPARATION
A, Teacher Training
1. Personal and Prcfessinnal Competency
a.
bﬂ
organizations.
c, Teacher keeps up to date professionally.
d. Teacher presents a gocd personal appearance.
e.
f,
g
Education.
h.
philosophy in their teaching.
V. SELF-EVALUATION COMMENTS




N2

1
R §

PO
\

ok it

. APPENDIX D FORM O. E. 6 (Rev.)

STATE OF NEW MEXICO
DEPARTMENT OF EDUCATION

DIVISION OF VOCATIONAL OFFICE EDUCATION
SANTA FE. NEW MEXICO

APFLICATION FOR CERTIFICATION IN VOCATIONAL OFFICE EDUCATION

TO BE JUBMITTED IN DUPLICATE IN FULFILLMENT OF THE MINIMUM REQUIREMENTS FOR VOCATIONAL OFFICE EDUCATION

NAME DATE
ADDRESS ciTY
SCHOOL SYSTEM DATE OF BIRTH
TYPE OF CERTIFICATE APPLIED FOR: [_] High School Vocationa! Intensive [ ] High School Vocational Office ] Post-High
Oftice Teacher Teacher Coordinator
TERM OF CERTIFICATE: {_|One Year [_JFive Year [ Ten Yeor
EDUCATION

HIGH SCHOOL: Date of graduation

(1) College, University or Technical School (Please include Summer School Attendance)

LOCATION No. Months Year Of
NAME OF SCHOOL City State Attended Dates Course Graduation Degree

————d e e e

OCCUPATIONAL EXPERIENCE

RECORD non-school employment in the office field. Begin with earliest position; end with most recent. Military experience related to the office field

should be included. Fumish signed copies of Employer’s Statement Form Yor each experience.

Dates Of Length Of
NAME AND ADDRESS OF EMPLOYER Employment Employment TITLE OF POSITION AND NATURE OF WORK
From To Yenrs anthsa




SPECIFIC EDUCATIONAL REQUIREMENTS

PROFESSIONAL COURSES

* CREDIT HOURS

iN VOCATIONAL Qtr. ¢ ) INSTITUTION
OFFICE EDUCATION Sem. ( )
TECHNICAL COURSES &« CREDIT HOURS
IN Qtr.  ( ) INSTITUTION

BUSINESS EDUCATION

Sem. ( )

# CHECK ONE

TEACHING EXPERIENCE

NAME AND ADDRESS OF SCHOOL

DATES OF EMPLOYMENT

FROM TO

Types of classes you will teach or supervise:

COURSE NAME

PERIODS PER DAY

MINUTES
PER PERIOD COOPERATIVE

INTENSIVE

SINGLE [_]

DOUBLE [__J

SINGLE [_]

poUBLE [_]

SINGLE [_]

pouvsLE [_]

SINGLE [_]

pouBLE [_]

SINGLE [_]

poUBLE [_|

SINGLE [_]

OO0 o00ooo

DOUBLE [_]

000D Ooo

I hereby certify that the information contained on this form is correct to the best of my knowledge.

Elk‘l'c (DATE)

Aruitoxt provided by Eic:

-39~
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| White (State dupervisor ot Uttice Education Copy)
| APPENDIX E ite 1 P Py

EMPLOYER'S STATEMENT OF EMPLOYEE'S EXPERIENCE

(This is not intended us a tecommendation; it is merely a record of work experience)

) Date of Report: Name of Employvee: _
z Name of Employer or Fimm: — — e

Address of Employer or Firm:

] What is the general nature of the business conducted by this firm or employer?

{

' Duties Performed by this Employec: In this space give a relatively complete statement of all duties performed.
What is the name of the Job?

)‘ ' Major Duties: (Give Details)

S» : Minor Duties:

‘ ) Approximate date of first employment: Approximate ending date:

Was this work done for pay? Yes No

The typical number of hours worked per week was

. . N N N . .
. The approximate total number of hours employed during this entire perod: —

EMPLOYER’S STATEMENT: My signature below is to indicate that, in my opinion, the information given is
substantially correct. :

(This report is requested by the TITLE OR POSITION
New Mexico Department of Vocational Education.)

EXPLANATION AND INSTRUCTIONS

Many school officials and some state certification laws require that teachers shall have adequate business experi-
ence of designated kinds and qualities. This form is provided to assist teachers and students preparing to become
teachers in securing evidence of business experience they have completed.

In most cases the employee will find it advisable to complete the information on the blank and then present it to
the emplover for his signature.  Mail the completed forms to the State Supervisor of Office Education, Santa Fe,
New Mexico.

A sepavate blank may be used for cach period of employment which involves a distinetly different type of work as
well as for cach employer or firm.
'
It is requested that three copies be signed: One for the student or teacher to retain, one to be permanently filed
with the State Supervisor in the respoctive teaching arca, and a third to be filed with the certification bureau in
the New Mexico State Department of Education. -40-
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NEW MEXICO RESCARCH COORDINATING UNIT
I. BACKGROUND AND PURPOSE
A. The Vocational Educarion Act of 1963, as amended in 1968, recognized the
need to improve research capability and its application to the overall
planning and operational aspecis of the vocational education program.
Under Section 4(c), ten percent of all money appropriated by the act was
allocated for research. TN
B. The purpose of the New Mexico State Research Coordinating Unit (RCU) is to
stimulate, coordinate and disseminate research and davelopment activities
in vocational-technical education in and for the State of New Mexico.
II. THE OBJECTIVES OF THE RESEARCH COORDINATING UNIT ARE:
A. To create State atmosphere that is conclusive to research, especially with
the State Staff, school leaders and the legislature. -
B. To identify issues and problems related to vocational education and deter-
mine what contributions vocational education research can make in resolving
them.
C. To stimulate, enc~urage, coordinate and conduct occupational education
research and development activities.
D. To disseminate research findings so others may use these findings:
E. To develop a continuing plan of research and development in vocational
education.
III. PRINCIPLES OF FUNDING
Funds for research and research-related activities are awarded to colleges and
universities, local school districts, and other public or non-profit educational
: agencies on the basis of application in the form of a written plan or proposal.
| There is no prior allocation of cthese funds to specific agencies. The amount
of funds which may be approved for a single agency depends on the priority of
) the problem, the specific plan of expenditure, and the total amount of funds
‘ available.
- . In addition to unsolicited proposals, the RCU and the New Mexico Vocational
{ Technical and Adult Education Division, from time to time, issue an invitation
ER for submission of proposals on a specific topic. This means that this topic
is considered to be of high priority at the present time and research in this
iz area is needed. This invitation would be directed to one or more agenciles




considered to have the resource capzbilities to adequately research the problem.
Selection and approval then would be made from among the responses.

In all cases, funding is made under the principle of reimbursement for previously
.approved budget items and may be funded with yearly approval. "

IV. RESEARCH COORDINATING UNIT ADVISORY COMMITTEE

The Research Coordinating Unit Advisory Committee was created for the specific
purpose of identifying and evaluating research needs, and approving and making
recommendations for research proposals to be funded.

. s
poom—

V. SERVICES

The following services are available to agencies and individuals planning or
conducting research in vocational education,.

——

A. To provide consultation services for research studies and proposals re-
lated to vocational-technical education. -

B. To establish a State depository for research findings and information in
vocational-technical education to prevent duplication of projects.

C. To coordinate vocational-technical education research in the State to
prevent duplication of projects.

D. To coordinate the occupational surveys of employment opportunities and
requirements with trends and needs for occupational education.

E. To identify State priorities and conduct vocational research in these areas.

F. To review progress reports of approved vocational-technical educarion re-
search projects being conducted in the State.

L TR

G. To summarize research findings and disseminate rthe information to interested
agencies within the State and out of the State.

H. To assist in obtaining funds to conduct research in vocational education.
I. To award contracts and grants for research.

VI. KINDS OF PROJECTS THAT QUALIFY

A brief description of the categories of research and iesearch-related projects
that may qualify for reimbursement f£ollows. This description may assist the
prospective applicant with the planning and a self-evaluation of whether or not
the particular idea in mind may be fundable under these provisions of the act.
Under some circumstances, a given project may possess the elements of more than
a single category. In any event, the procedures for submitting, with the excep-
tion of the mini-grant projects, remain the same.

foamy  Pwmy e pEEy AR e

-2

206

)




J

A. Research Projects

Research projects may involve new untried problems or techniques or may be

a replication of previous research efforts at the local level. The degree
of sophistication expected will depend on the particular problem and the
applying agency. Research projects can generally be divided into the followu-
ing categories:

1. Experimental. An experimental research project 1s concerned with testing
the relationship between two or more variables according to a previously
stated hypothesis(es) or question(s). An experimental des:gn is formu-

; lated, data gathered and analyzed, and conclusions or recommendations
! reached on the basis of the data,

2. Developmental. A developmental project is distinguished by the emphasis
! upon a product as a major outcome of the projec: The product may be in
the form of materials, techniques or instructional processes. Objectives
then may be stated in terms of the parameters of the product to be devel-
oped.-

3. Pilot. A pilot project is an exploratory or feasibility study- Lt may
‘ be employed to test new materials or previously tested materials under
1 a new setting. A pilot program may also be used as a ''trial run' in
t planning a more extensive experimental study, or for estimating cost,
personnel, or other needs. A pilot project 1s not used to test formal
g hypotheses.

B. Research—-Related Projects

{ 1. Exemplary. 4n exemplary project is one that can serve as an example,

' pattern or model. This is not original research but should be based on
and reflect the results of previous research and be practical enough to
invite imitation. The purpose of these projects 1s Lo assist young
people (whether in school or not) to new and better ways of earning a
living and to promote cooperation between public education and potential
i? employers.

U,

C. Mini-Grant Proijects

A mini-grant project, as the name implies, is an abbreviated project de-
signed for spccific purposes. There are two types of mini-grants; but,
in both cases, funding is for one year only.

]

. 1. Type A. A type-A grant is designed to assist graduate students working
toward an advanced degree in vocational education. Funds must be used
to offset expenses which are in addition to those expected in the normal
course of graduate research. A maximum amount for this grant will be set
by the Research Coordinating Unit and will be funded through the school
where the researcher is employed or to the college granting the degree.
Approval of the student's major advisor is required.




VII.

VIII,

IX.

2. Type B. type-B grant is designed tc support a vocational teacher who
would like to try a new idea in the classroom that requires a small
amount of funding. This project may be either research or research-
related. Maximum funding is $500.

NOTIFICATION TO COMMISSIONER

The State loard shall forward one copy of the approved proposal to the U. S.
Commissioner of Education within 15 days after the State RBoard's approval.

A. Waiver of Standards

1. Standards and Requirements in State Plan - In special cases, as part of
program development, the State Board may waive any standards and require-
ments in its State Plan if such standards and requirements are not spe-
cifically prescribed by the Acts and the Federal regulations. In such
cases, the State Board, upon approval of such program, will submit to
the U. S. Office of Education information regarding the purpose and
duration of the program and the provision in the Srate Plan to be waived.
The State Board agrees that it will use no Federal funds to support such
a program until receipt of the proposal is acknowledged by the U. S.
Commissioner of Education.

2. Standards and Requirements in Federal Regulations - In special cases, as
part of program development, the State Board will submit to the U. S.
Commissioner of Education a request for approval of a research, demon-
stration or experimental program which requires a waiver of standards
and requirements prescribed by the Federal regulations. Such request
will include information regarding the purpose and duration of the pro-
gram and the provision in the Federal regulations (and corresponding
provision in the State Plan, if any) to be waived. The State Board
agrees that it will use no Federal funds to support such a program
until it has received notice of approval by the U. S. Commissiouer of
Education, and then only to the extent of such approval.

NON-COMMINGLING OF FUNDS

Federal funds made available will not be commingled with State or local funds
so as to lose their identity as Federal funds. It shall not be necessary to
establish separate bank accounts for Federal funds, so long as accounting

methods will be used which assure that each expenditure of Federal funds made
available under Part C and D of the Act can be separately identified as such.

JSE _OF PROJECT FUNDS

Though the merits of each proposil must be weighed separately, the committee
has established policy with respect to approval or disapproval of some specific
items which would guide the applicant in planning the project budget.

Items which normally are reimbursable include:

A. Extra salaries necessary for instruction and administration of the project

—b—
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B. Clerical salaries and supplies

C. Employee benefits for above salaries

D. 1Instructional materials and supplies

E. Modest equipment purchase (directly related to project)
F. Consultants

G. Travel

H., Rentals for equipment and space

1. Utilities

'J. Printing

Item expenses which normally are not reimbursable include:
A, Stipends for institutes or workshops

B. Salaries, testing and other elements which should be a part of the
regular school program

C. Excessive equipment purchase
D. Tuition (mini-grants only)
E. Salaries to applicant (mini-grants only)

X. ©PLANNING A RESEARCH PROJECT

The key to a successful rescarch project is thorough planning toward solving

a worthwhile problem. Sinca a listing of topics which are currently considered
to be high priority problems could become obsoleie almost overnight, no attempt
will be made in this publication to itemize specific topics. Rather, attention
is directed to the New Mexico Vocational Newsletter, a regular publication which
contains articles of current interest to vocational educators.

) A first step after 'identification of a problem is to find out what has already
f? been done in this area and what authorities in the field see as the next obsta-
cle(s) to solving the problem. This involves a search of related literature

to assist the investigator in refining the objectives of his project and help
- him avoid duplicating already accepted conclusions. During this review the
investigator may well find solutions to the proposed problem.

- In some situations, the author may encounter difficulty locating information
3; on specific topics. The RCU may be able to provide consultant assistance as
R .

well as recommend outside consultants.




XI.

XII.

XIII.

Finally with a judicious selection of the related research, authority opinion,
and lccal competencies, a logical rationale should be developed for the proposed
project. The purpose (otjectives) of the project should then direct the re-
maining procedure.

SUBMITTING A PRELIMINARY STATEMENT

An applicant may elect to submit a preliminary statement to the RCU prior to
the development of a formal proposal. This step is completely cptional with
the applicant; however, it may prove to be worthwhile.

If the topic is not one with high priority and the funds limited, the appli-
cant may be discouraged from pursuing the proposal any further. This could
save the applicant the time consuming effort of developing a proposal that
stands little chance of funding. Alternatively, the applicant may be guided
toward a refinement or a related topic which is of mere current widespread
interest. If no funds or State priority exist, the RCU might be helpful in
guiding the applicant to another appropriate funding source such as private
foundations, USOE or other Federal agencies.

In addition, this brief starement of activities would be especially helpful

if consulting assistance is desired from the RCU or the New Mexico Vocational—
Technical and Adult Education staff. The applicant should take the responsi-
bility of following up or preceding the preliminary statement with a telephone
call or personal contact if consuliant assistance is desired. No financial
commitment can be made in any event withour a formal proposal and committee
action.

WRITING THE PROPOSAL

The proposal is more than a request for funds. It should describe in a com-
plete and concise manner precisely how the author expects the project to be
conducted. The author should bear in mind in the description of the project
that, even though the project may have been discussed at length with one or
more of the State Staff, the proposal will be reviewed by others who will be
unfamiliar with the verbal description and assurances. The proposal must then
stand alone as a fair representation of the plans and commitments.

It is impractical to try to specify an expected length of the proposal document.
This will depend un the scope of the project in terms of objectives and invest-
ment. The larger more involved projects will need more description: An explo-
ration project on the other hand may of necessity be less specific in certain
sections.

A uniform proposal format 1s outlined in Appendix A. This may be used with
whatever adaptations are necessary for each individual project.

SELF-EVALUATION OF THE PROPOSAL

When the proposal document is completed and before it is submitted for apprais-
al by the review committee, it should be critically-analyzed for defects by the

-6-
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XIV.

writer and local administrators. This analysis could save time consuming
negotiation or rejection. Several questions, if considered during the
writing, should be ancwered affirmatively by the completed proposal.

A. Does the proposal alone adequately explain the project? Remember that the
proposal will be reviewed by readers who have nothing more than the written
document upon which to base their recommendation. Moreover, the proposal,
as written, is the agreement upon which the funding is made.

B. Are reasonable research procedures and requirements followed? The tech-
niques for sampling and analyzing the data should appropriately reflect
the questions posed by the problem and the generalizations expected to
be made from the results.

C. Will the results of this study be of generzl interest?! In genzral, ques-—
tions which have statewide or national importancte and applicability are
regarded as higher priority than strictly local matters. This does not
exclude locally oriented projects from consideration, but the overall
investment will of necessity be smaller,

D. Does the outcome stand a reasonable chance for success? This would be
particularly applicable to the product of developmental projects  Pro-
jects which are '"long shots' involve the use of high risk funds and
therefore must be limited.

E. Is a project necessary to answer the questions asked? 1f a literature
search or resource person{s) can provide the necessary information or the
product suggested is already available from another source, the proposed
project probably should be abandoned.

F. Are the requirements for this project (space, cost, personnel, etc.) such
that, if found successful during the trial period, there would be reason-
able chance for continuation in your school or duplication elsewhere? The
rate of projects which are dropped after the funding period, even though
supposedly operating successfully, is discouraging. Programs which have
prohibitive per pupil costs, for example, need special justification.

SUBMITTING THE PROPOSAL FOR FUNDING

Proposals for projects for any school year (July 1 to Juce 30) should be pre-
pared and submitted to the RCU Director. Five copies of the proposal, complete
with budget forms (NM RCU-1), and ten copies of an abstract of the prcposal
should be forwarded to the: Research Coordinating Unit, State Department of
Education, State Capitol Building, Santa Fe, New Mexico 87501.

Proposals will be evaluated, recc.n:endations made and announcements consistent
with available funds will be forthcoming. The path followed by all research
and research-related project proposals 1s charted on the following page.
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XV. CONDUCTING THE PROJECT

During the operational phase of the project, a member of the RCU staff will be
assigned to monitor the activities of the project. Any proposed procedural
changes or questions should be directed to this person.

The project director should also be in contact with the stacte supervisor in
matters relating to the project. The RCU staff will assist in this contact.
The nature, scope, and investment of the project will dictate the frequency
and involvement of these specialists. Developmental projects will require
more involvement of subject specialists whereas experimental projects will
probably require research consultation more frequently.

Minor changes may be permitted in the budget categories by transfer of funds
between items (excluding salaries). Requests of this nature, with justification,
must be directed to the Vocational-Technical and Adult Education Division. The
purpose of this is to improve the eificiency of operation of the project not to
reduce the planning necessary to make up the budget. 1In no case, may the total
funds approved be increased.

XVI. REPORTING

The true value and success of a research project is the ultimate effect it has
on the educational enterprise. Supporting or rejecting hypotheses, development
of methods or materials, or the successful completion of a feasibility study

-8—
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are of little value if the information is available only from the memory and
notes of the principal investigator. Therefore, inherent in the acceptance of
support for a project is the obligation to make knowan the results~-whatever
the outcome.

A,

Frequency o*f Reporting

The general procedure 1s to submit to the RCU a quarterly progress report
on the activities of each project. For practical reasons the requirement
is waived for projects of only a few days or a few weeks durations. In
these instances, a single progress report after the planning phase should
suffice. All projects must have a final report completed within a reason-
able time after the completion of the activities.

Writing the Final Report

The purposes of the final report are to communicate to others in the
profession the significant features of the program and to complete and

give evidence of the completion of the funded project. The form of the
report will depend largely on the type of project. A developmental pro-
ject involving the preparation of a product will contain that product as

a major portion of the report. This alone, however, is normally insuf-
ficient. The processes, trials and finalized product warrant explanation.
In any event, the report should contain sufficient information that a
reader could reconstruct substantially the sazme situation and fully realize
the assumptions and conditions upon which the conclusions or recommendations
are based. An outline for rescearch reports is included in Appandix B. This
outline with adaptation will apply to most final reports.

A photo~ready final report must be submitted to the RCU.




It is requested that three copies be signed: One [or the student or teacher fo retain, one to be permanently filed
with the State Supervisor in the resrective teaching avea, and a third to he filed with the certitication burcau in
the New Moexico State Department of 1dueation. 40
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APPENDIX A

OUTLINE FOR PROPOSAL PREPARATION

The Proposal Document

A uniform proposal format has been developed. The applicant is expected to make
judicious adaptations of this format to accommodate the kind of research or
research-related activity he proposes to undertake.
I. COVER PAGE

A. A concise, descriptive title

B. The applicant's name, address and telephone number

C. The institution

D. Beginning and ending dates of the project

E. Estimated budget figure

*F. The major advisor's name and title

*G, Statement to be signed by faculty advisor which should read:

1 have
FACULTY ADVISOR"S SIGNATURE

read this proposal and have given it my tentative
approval.

II1. ABSTRACT. This is the second page of a proposal. (Ten copies should be
provided separately.) On a single page, present a summary of the proposal
using the following headings:

A. Title of project

B. Submitted by

C. Total funds raquested

D. Proposed beginning and ending dates

E. A three part summary including: (1) a statement of the purposes, objectives
or nature of the project, (2) an indication of the expected contribution to
education, and (3) an explanation of procedures or description of what is to

be done.

* Required on Type-A mini-g.ants only.




AP

III. BODY. The Body of the proposal communicates the investigator's plan and its -
probable effectiveness. Use the following hzadings to identify the various l
aspects of the proposed project, '

A. Problem. Give a brief statement of the problem, explaining its importance
and relationship to vocational education,

B. Related Research or Background Information. Cite or summarize pertinent
research related to the proposed study. Present the rationale upon which
the proposai is based and when appropriate, its uniqueness in relation to
other res=arch.

C. Objectives. State the objectives to be achieved in the proje:zt, the
hypotheses to be tested, or the specific questions to bz answered. They
should be clear and capable of being attained by the proposed procedures.

D. Procedures. Describe the procedures in detail including the steps to be
followed in the orderly progress of the project. When appropriate, provide
specific information about each c¢f the following:

1. General Design. Describe the general design of the study and indicate
why this design appears particularly appropriate for achieving the stated
objectives. In experimental research, for example, the independent and
dependent variables should be stated with the rationale for their selec-
tion.

-

2. Population and Sample. Describe the group of subjects from which the
sample is to be drawn, the sampling method and the number of subje:ts
to be chosen. 1Indicate how experimental and control groups will be
selected.

3. Data and Instrumentation. Indicate the data to be gathered and the
collection method to be used. Describe the questionnaire, interview
guides, tests and other instruments to be employed.

4, Analysis. Indicate the specific methods of analysis to be used in
achieving the objectives, answering the questions, or testing the hy-
potheses. When several hypotheses are to be tested, or several questions
are to be answered, it is usually helpful to specify the analysis in
relation to each hypotheses or question.

5. Time Schedule. In chronological order, indicate the approximate length
of time required for each major aspect of the study. A PERY chart or
other diagram may be used.

E. Dissemination. Describe how the results of the activity may be disseminated
and/or implemented, and what contribution to education cam be expected.

F. Personnel. Personnel will include the name of the investigator and a brief
statement of his pertinent experience and unique qualifications. Other
required personnel should be deszribed.
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G. Facllities. Describe the method and criteria to be used in selection of
facilities. 1Indicate any special facilities and similar advantages avail-
able to your institution or agency which will aid in the conduct of the
project. When the cooperation of other schools or agencies 1s essential
to the conduct of the study, indicate the extent and the nature of such
assurance and cooperation.

IV. BUDGET. Use Form NM RCU-1. (Appendix C)
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APPENDIX B

GUIDELINES FOR FINAL REPORTS

The purpose of this Appendix is to establish basic guidelines for the preparation
and submission of a final report for research and research-related projects.
These projects were funded with appropriations from the Vocational Education
Amendment of 1968 through the Vocational-Tezhnical and Adult Education Division
of the New Mexico State Department of Education. A final report must be sub-
mitted for each research and research-related project at the eund of the completed
project for fiscal year in which funded.

The purpose of the final report is to communicate the results of the research
findings clearly and accurately to interested educaztors and appropriate agencies.
The final report may also be distributed to a technical clearinghouse such as

the ERIC Center for Vocational-Technical Education at The Ohio State University.
The final report also provides a basis for the Vocational-Technical and Adult
Education Division to determine whether the conditions of the grant were com-
pleted satisfactorily. '

Since the responsibility for the content of the report rests with the principal
investigator (s) or author(s), he should be cognizant of the fact that well written
reports enhance the value of good research. Thus, the highest professional stan-
dards of report writing should be maintained throughout.
Each report should be prepared according to its own unique requirements. For
example, reports on training and research developments are different from those
on basic research. However, most reports can be organized intn the following
topics:
I, Preliminary Pages

II. Introductory Section

III. Findings and Analysis

IV. Conclusions and Recommendations

V. Supplementary and Appendix Materials

I. PRELIMINARY PAGES

- The front and back cover should be of heavier paper and the same size of that
used for the textual material. The words "Final Report" should not be included
as a part of the title. (The front cover should contain information shown on
the next page of this book -- a sample of cover page).
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(Sample of Cover Page)

TITLE OF PROJECT
(Project No. __)

Name of Author(s)

INSTITUTION

CITY AND STATE

'Date

NEW MEXICO STATE DEPARTMENT OF EDUCATION
VOCATIONAL-TECHNICAL AND ADULT EDUCATION

RESEARCH COORDINATING UNIT

*,




Content Page(s)

A separate page(s) showing the major sections of the report should be in-
cluded since a good content page will show how the report is organized and
save time for the readers.

Preface or Acknowledgements

Investigators may wish to prepare a simple preface with a statement about
the field investigation or the major problems facing them. Significant
professional contributions by individuals or groups with their proper
identification should be acknowledged.

INTRODUCTORY SECTION

Abstract

An abstract is prepared for those who desire a condensed report of the study.
It gives a brief description of the problem investigated, the scope of the
study, the objectives pursued, or the hypotheses tested, the methods used,
the results obtained, the highlights of the findings and their significance
znd implications, and any recommendations for further action. The abstract
should be limited to 800 words.

Methcds

This section should describe how the research was performed. It may de-
scribe experimental and control groups (if any), preparation of forms for
collecting data and techniques for evaluation. Include significant infor-
mation that'might help the reader understand the research design or pro-
cedures,.

I1I. FINDINGS AND ANALYSIS

A. Results and Findings

Much of the value of any good research report depends on how this section
is organized and presented and how carefully the findings are described.
For the more comprehensive reports, results and findings may be presented
in several sections each with descriptive titles.

IV. CONCLUSIONS AND RECOMMENDATIONS

A section on conclusions is needed to complete a final research report. It
should outline what was or was not accomplished in the study. Recommendations,
if any, may follow. They should be written clearly and should explain the
possible uses to which the results are applicable, either for educational prac-
tices or further research. Some investigators may want to suggest certain
implications that could relate to new educational development or innovations.




V. SUPPLEMENTARY AND APPENDIX MATERIALS

A, References

All references should be numbered and keyed to the appropriate section of
the text., Some authors may prefer a separate section for references while
others may list the references at the end of each section or at the bottom
of the page where each citation was made. '

B, Bibliography

If used, a bibliographic section should list documents that supplemni:nt
information given in the report.

C. Glossary

A glossary may be included when terms used are unfamiliar to most readers
or when definitions given in the body are not considered appropriate.

D. Appendix

An appendix can be used for information that,if presented in the text,
would only delay the reader with the details that he may prefer to study
separately., References throughout the text should guide the reader to
- the Appendix. The following is a suggested list of materials that may

| be presented in the Appendix:

1. Course outlines or units
2, Long or detailed equations

- 3. Extensive tables or charts

4, Questionnaires

;
; 5. Methodological details

Realizing the various formats a final report could take, it is imperative
( that the RCU Project Officer be informed as to the nature of the final
[} report as well as the number of reports required. As a general guide, the
preceding guidelines may be used to submit five copies of a final report at
P no later than 30 days following the completion of the study to the Research
N Coordinating Unit, State Department of Education, Capitol Building, Santa
Fe, New Mexico 87501,

The original must be submitted in a photo-ready copy, typed on mimeograph
- paper. Pictures, if included, must be high quality black and white glossy
prints. Poloroid pictures are not acceptable.
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APPENDIX

New Mexico — Department of Education — Vocational Division

Fiscal YearJ School Unit I Project Number | Detail Code

VOCATIONAL EDUCATION APPLICATION FOR
] Consumer and Homemaking Education (Part F)

[] Research and Related Activities
[J Cooperative Education (Part G)

DEBE (1/70)

] Other

EXPENDITURE BY LOCATION

Check the one box that closely Identifies
the area served,

D Urban
D innercity

D Suburban
D Rural

INSTRUCTIONS: Submit orlginal and four copies.

1. PROGRAM

2. EDUCATIONAL AGENCY

3. ADDRESS

4, COUNTY 5. DURATION OF PROGRAM 6. TELEPHONE 7. PROJECT NO. {IF THIS IS A CON.
TROM To TINUATION OF A PREVIOUSLY
APPROVED PROJECT)
8. 9. PER CENT 10. TYPE RESEARCH (CHECK ONE) [it, TOTAL PROPOSED PROJECT
VOCATIONAL FIELD (CHECK ONE) |PROGRAM LEVEL|  OF USE cosT
Trade & Industriei Secandary $
Agrlculture Post-Secandary Exparimental PDF USE ONLY
Business Disodvantaged Developmental LOCAL FEDERAL
Distributive Hondicopped Pilat
Haome Ecanomics Mixed Group (Exp.} Exemplary
Health Adult Supplemen’y Mini-gront A $ $
" P o . 8
Tachr:icul Education gd:l' :pclra. y A\:imkg;‘um REIMBURSEMENT
All Fields ther (Explain) arkshaps APPROVED
TOTAL 100 Other $ S

12. SUMMARY

The Assurance of Compliance with Title VI of the Civil Rights Act dated

appl

ies to this application.

LOCAL APPROVALS

Person Responsibie for Project (Signature and Date)

Chief School Administrator (Signature and Date)

Review Committee (Signature and Date)

State Director of Vocational Education

(Signature and Date)

-18-

ERI

Aruitoxt provided by Eic:




TEM ESTIMATED AMOUNT TO BE EXPENDED PDE USE ONLY

TOTAL AMOUNT
LOCAL FEDERAL APPROVED

- . Instructional Services

A, Instructional Sofaries Only

- B, Instructional Supplies -

C. Rentol of Instructional Equipment

o D, Locol Supervision (Where Applicable)
1 £, Guidonce and Counseling Salories
F. Clerical Salories
G, Trgvel e
o Ha Other Allowable Items {Identify Below)

Instructional Services Total

2. Fixed Charges (ldentify below)

R A. Rento) of Nonpublic Space

B. Employer Shore of Employe Benefits

' C. Other Fixed Charges
Fixed Charges Total

% 3. Minor Remodeling of School Plans
i

4. Equipment Purchase

A. Instructional Equipment

B, Other Copital Expanditures

Equipment Purchase Total

5. Other Costs

A. Utilities (Including Telephane}

B. Custadial or Jonitorial Services

\) C. Tuition, Fees or Other Incidental Student Charges

D. Trainee Transportation

! X } E. Equipment Maintenance and Repair

3 E. Other Misceiloneaus Casts (Identify below)

Other Costs Total

6. Proposed Cost (Total of items | through §)

s T

i
i
i
!

i
|

¥
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SPECTAL NEFEDS

I. PHILOSOPHY

The State Department of Education (Vocational Division) is concerned over the
tremendous voids in vocational counseling, guidance and human resource
development services available to youth and adults in New Mexico. The
following premises must be taken into consideration in effectively planning
and programming such services.

A. New Mexico will continue to undergo technological and social changes.

B. Education is the most effective means we have for adjusting to increasing
change, especially so in New Mexico tri-cultural situation.

C. Occupational preparation is becoming increasingly recognized as a major
objective of education.

D. Vocational Education must be made an integral part of the total education
! system.

E. We must provide more clear-cut ways for young people to move from child-
hood through ‘adolescence to contributing roles as adults in our''society.

F. Effective Vocational Education must include provisions for intensive
career counseling.

G. Vocational Education is a responsibility to be reckoned with, and inte-~
grated into the public educational system at all levels--elementary,
secondary and post-~secondary.

I1I. OBJECTIVES
A. GENERAL
1. To provide vocational guidance services to youth and adults that need,
want and could use these services in meeting their occupation needs as
prescribed in the State Plan.
2. To provide vocational guidance services that are relevant to youth and
~adult needs in moving from childhood through adolescence to contributing
roles as adults, as they relate to current and projected labor market
needs.

B. SPECIFIC: (Secondary)

1, To prépare youth to cope with continued change in the world of work.

2. To acquaint students with the major occupational fields.
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10.

11.

12.

14’

].5-
16l

17.

13. .

To develop understanding of the need for continuing education or
training in the various career areas.

To acquaint students with information concerning schools, colleges,
and other training programs.

To develop a realistic attitude towards the dignity of all work and
workers,

To develop attitudes of respect for cooperation with employers and
fellow employees.

To develop a realistic understanding of one's celf regarding decision-
making relative to career choice.

To point out the relationship between specific high school courses and
the jobs for which they can prepare the student.

To provide information to students regarding employment.

To provide an opportunity for the student to become acquainted with
occupational and educational opportunities in the community.

To assist the students who may not finish high school in learning

“proper ways of seeking-employment and finding continued satisfaction

from their work.

To present information on broad fields of work which will assist the
individual in making 1ong—range vocational plans.

To develop means for aiding the studeént to study a few selected
occupations intensively.

To help the student explore his ability, interests and aptitudes.

To assist the student in selecting a curriculum that will best satisfy
his needs.

To provide an opportunity for the student to match what he has dis-
covered about himself with facts discovered about the worker in the
occupational areas which he has studied.

To aid puplls in developlng proper attltudes toward all types of so-

cially useful work.

III. PROGRAM DESCRIPTION

Vocational guidance will include the follow1ng services as approved by the
.. State Department of Education:

-2-
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Occupational information services which will provide selected materials
and resources that are pertinent to the students and to current labor
market projections.

Individual counseling services which will help students understand
themselves in relation to the world of work.

Inventory Service which will provide adequate information to the student
about himself in relation to his ability, interest and training oppor-
tunities for employment.

D. Group Guidance Service which will help students become familiar with
local industry, employment opportunities and future labor projections.

E. Follow-up and evaluation service which will provide information about
the status of students.

F. Materials, equipment and counselor's time will be used to carry out the
above services to meet the vocational needs of students, and not nec-

essarily academically oriented.

IV, QUALIFICATIONS OF TEACHERS

A. Local Vocational Guidance Supervisor

1. Duties

Shall be responsible to the local school administration for the promotion,
supervision, development and improvement of the vocational guidance and
counseling program, including local implementation of the State Board's
agreement with the State Employment Security Commission.

-

2. Minimum Qualifications

Shall hold, or be eligible to hold, a valid New Mexico counselor's
certification and shall have earned a minimum of three semester hours
in Philosophy or Principles of Vocational Education plus six quarter
hours of other applicable Vocational Education courses, as approved by
the State Board.

3. Experience

a. A minimum of two years of occupational experience at wage-earning
pursuits other than the professions.

b. A minimum of three years of successful experience as a vocational
counselor or teacher, or a combination thereof.

B. Vocational Counselors

1. Duties

a. Shall provide the individual student with information necessary for
realistic vocational planning; help to identify, and, where applicable,

-3-
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enroll in a pertinent Vocational Education program; assist hiir during
pursuit of his plan; aid him in vocational placement; and conduct
follow-up procedures to determine the effectiveness of the vocational
instruction and of the vocational guidance and placement program.

b. To aid teachers in securing and using occupational information re-
lated to their subject field.

c. To assist with the implementation of the State Board's agreement with the
State Employment Security Commission at the local level.

d. May perform the functions of vocational guidance teacher,

Minimum Qualifications
Shall hold a valid New Mexico counselor's certificate and shall have
earned a minimum of three semester hours in Philosophy or Principals of
Vocational Education plus six quarter hours of other applicable Vocational
Education courses, as approved by the State Board.

Experience

A minimum of two years of occupational experience at wage-earning
pursuits other than the professions.

Vocational Guidance Teachers
Duties

a, Through classroom instruction, shall provide significant assistance
to individuals to aid them toward making an informed and meaningful
occupaticnal choice. Such assistance shall include development of
constructive attitudes and concepts about the world of work, the
dignity of work and the vast opportunities for satisfying employment.

b, Shall collect, organize and interpret to students general information
regarding abilities, aptitudes, interests, skills, training and
education and the use of occupational information and career pattern
studies necessary for realistic vocational planning.

c. Shall provide, or shall see that the individual student is provided
with cumulative evidence about his abilities, interests and aptitudes,
and shall arrange for necessary testing services where such evidence
is lacking.

d. Shall identify and encourage the enrollment of individuals into
vocational courses pertinent to their needs and abilities.

Minimum Qualifications

Shall be a certified teacher and shall have completed a minimum of 18
semester hours of guidance-related courses, vocational courses, or an
acceptable combination of both, which are determined by the State Board,
to enable him to carry out his assignment effectively.




3. Experience

A minimum of two years of occupational experience at wage-earning
pursuits other than the professions.

V. IN~SERVICE EDUCATION

Vocational counselors will be expected to participate in in-service training
when available.

VI. PROGRAM QUALIFICATIONS

A. Vocational coumnselors must be certified and approved by the State
Department of Education.

B. Each program must include all guidance services previously stated under
Program Description. (Roman Numeral III)

C. Contract teams will vary depending on program and approval by the State
Department of Education.
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TRADE AND INDUSTRIAL EDUCATION PROGRAMS

I. TPHILOSOPHY OF VI CATIONAL TRADE AND INDUSTRY

e

A, Vocauional Trade and Industrial Education recognizes its responsibility
toward providing occupatioral training for both persons in schecol and
those out of school.

B, VYocaticnal Trade and Industrial training should contribute to the total
general education program ky bteing designed to meet the needs of all
individuals with ar interest in develcoment of desirable work habits,
attitudes, skills and related knowledge to successfully enter the world
of work.

C. Instruction shouid be current to the training needs for both persons in
schocl and cut of schiool, and should recognize econcmic and industrial
needs in providing vocational education trzining.,

IX. OBJECTIVES

A, The objectives of Trade and Industrial Education at the State level is
to provide service and support to schocls planning, developing and oper-
ating approved Trade and Industrial Programns for in-~schcol and out-of-
school youths and adults requesting training, retraining or upgrading
industrial occupatioral skills.

IIT. ADMINISTRATION

1-9

. 2.
':1?
i
4.!" 30
{
5 4.

e

Aruitoxt provided by Eic

I A, State

The State Department provides, as a part of its responsibilities to
local administrators, consultant szrvices in program planning and
cperaticn, shop planting ard equipment selection,

I+ provides pre~service and in-service training of instructional
pergonael, teacher-training, teacher certification, sources of in-
structional personnel for the Trade and Irdustrial areas and program
evaluation,

Leadarship and direction of the Trade and Industrial Education in
the state.

Pericdic program reviews to see that federal funds and matching
funds are spernt in accordance with the State Plan and that Federal
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funds do not supplant any State or local funds, and to check that
education is of high quality and is suited to the needs and abilities
of the students,

Planning and promoting State programs of Trade and Industrial Edu-~
cation,

Reimbursing Trade and Industrial Education programs, sublject to
availability of funds which meet the requirements of the Policies
and Procedures,

Local

1.

Approved and certified Vocational Trade and Industrial teachers
should be contracted for not less than 10 months (200 days) of which
one week shall be in attendance at the Vocational Workshop. The
school shall require the instructor of any approved Vocational Trade
and Industrial program to have a valid Trade and Industrial certi-
ficate. The local Board shall check with the State Supervisor in
the selection of a qualified Trade and Industrial Education instruc-
tor.

Each Vocational Trade and Industrial program shall follow a written
and available course outline and objective, Changes to the course

outline or objectives will be submitted to the State Supervisor of

Trade and Industrial Education for approval,

Program approval will not be given where student job assignments are
not identified with the course outline and progress chart. (Students
are not to be permitted involvement of instructional time in busy
work or personal benefits which cannot be applied to meeting course
outline intent,)

Students should be given or provided with an opportunity to choose
their occupational careesr based on as many useful facts and informa-
tion as can be obtained from the counseling and guidance services
available,

Student enrollment in Vocational Trade and Industrial classes should
be limited or based on the vocational intent of the student.

It is recommended to have the approval of the instructor when planning
to assign a student who has been a problem to placing in regular
classes., The student is more likely to benefit, knowing the instruc~
tor approves of the assignment and if certain conditions are stated

in their acceptance.

Beginning and advanced students are to be enrolled in separate
classes for related instruction or where instruction exposure




10.

11.

iz,

13.
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Aruitoxt provided by Eic:

wotld be a repeat to the advanced student,

Current and up~to-date records are to be kept, progress charts used,
and daily assignments made to each individcal student records, based
oni the course outline for the program.

Suitable facilities and eguipment should be provided to properly
prepare the student for employment.

Housekeepirg and care of eqQuipment shall ke a part of the total
program,

It is required that a trade advisory comirittee be selected and used;
that minutes of meetrings be kepr, and copies provided for the State
Department of Trade and Industrial Edication. The comrittee should
be corposed of at least two ewployers of the occupational area, two
employees, one school representative, one lay persor from the communi-
ty.

A corrent equipment inventory is te be provided ky the State Depart~
ment of Trade and Industrial Education annially.

Forms for such inventory are provided by the State office. Equipmer.t
which has been purchased totally or in part with Federal monies will
be appropriately tagged and identified in the inventory.

Administration should see that time, travel ard opporturity are
provided vocatioral personnel to attend conferences, workshops and
other self~improvement functions.

Vocational class enrollment should be limited (recomrend 2G) and
never should exceed suitable identified work stations.

Shop activities are individval activities invoiving irdividual
learning skills., (For example, divide total class time in minutes

by the number of students, and you rave the approximate time available
for the instructor to assign, check, advise, inspect arnd evaluate a
student assigned to an occupational skiil.)

Reimbursement funds have, as a first okiective, the operation and
improvement of a vocational program. FPrograms, to be effective, must
ke capable of training persons *o meet employment standards. Equip-~
ment must be edqual to current indistrial standards and instructional
material must be available.

Fuli~time instructors of Industrial Cooperative Training programs
shall be provided three periods daily for visitation and coordina-
tion of students in work stations. There shall be a minimum of one
visit biweekly with the trainee's employer or sugpervisor,
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15,

16,

17.

18.

There shall be a written agreement (Training Plan) between the
school, student, parent, and employer providing the training
station (see Cooperative Training Plan, Appendix).

The teacher-coordinators of I.C.T. are to keep records that
include, but are not limited to, time on the job, progress on the
job, advancement on the job and employer evaluation of the student
or trainee,

Provide funds for transportation and travel expenses of instructors
for supervising the Vocational Trade and Industrial Education
programs in accordance with the State Plan and Policies and Pro-
cedures,

The local Board is responsible for preparing and submitting reports
requested by the State Office of Trade and Industrial Education.

IV, INSTRUCTIONAL PROGRAMS

A, Vocational Trade and Industrial Education - Day Trade

1.

Objectives of Programs =~ Vocational Trade and Industrial Education
for students includes any subject designed to develop manipulative
skills, technical knowledge and related information necessary for
employment in any crafts, skilled trade, or single-skill occupation
which directly functions in designing, producing, processing, fabri-
cating, assembling, testing, maintaining, servicing or repairing any
product or commodity. Also included is training for service and
certain semi-professional occupations considered to be trade and
industrial in nature.

Equipment, Tools and Supplies = Items of equipment, tools and supplies
must be comparable in type, size and quality to those used in commer-
cial establishments. It is the school’s obligation to keep equipment
up to date and in a state of good repair. The teacher should maintain
an inventory of all equipment and should submit a list of needed
equipment and supplies to the administrator at the end of each term.

Instruction = Instruction is based upon an analysis of the trades or
occupations taught and is centered around the performance of useful
or productive jobs or operations done by students in accordance with
the accepted procedures and standards which prevail in the occupation
taught., After the student has gained sufficient skill and knowledge
of various operations through laboratory experiences, he should be
assigned real or "live" jobs provided by patrons of the school. No
charges other than for parts, supplies and materials should be made
for such work,

Instructional Materials - The school will need to provide a technical
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library for the occupations taught, In addition, shop manuals,
equipment catalogs, trads Jjournals and a variety of wisual aids are
needed for effective instruction.

State—adopted textbooks are available for most types of shop prograws.
The superintendent or local administrator should determine if the
textbook has been adopted on the textbook lists.,

Youth Leadarship Organization ~ All students enrclled in Trade and
Industrial courses have opportunities to develop leadership abilities
through participation in the Vocational Industrial Clubs of America,
Leadership activities include planning and carrying out approved
social and civic projects, experience in group leadership, and state-

wide competition as individuals and teams in leadership skills and
craftsmanship,

High School Credits - Preparatory shop programs are fully accredited
high school subjeckts which carry two or threes units of credit for
each year of instruction. Not fewer than two credikts may be earned.

Selection of Students = Regular high school students enrolled in
grades ten, eleven and twelve are eligibie for entrance into shop
classes, The age of entrance upon a vocational training program
should be reculated locally at such peint: as will insure that those
completing training will be sufficiently mature to be accepted as
workers, will complete the course at the same time they ccmplete
high school and be availahle for employment. Admissicn must be
restricted to those who are physically and mentally compstent to do
the work required in the program and who possess qualificaticns
necessary for employment in the occupatior. for which the training is )
offered, As a rule, mentally or physically handicapped persons dc
not profit from the instruction and are a sericus source of danger
to themselves and other students in working with machines and tools.

Facilities - The operating school has the responsibility of providing
adequate shop space, auxiliary recoms, equipment and supplies for each
instructional program. The shcp area must be sufficiently large to
permit a comfortable and safe work area around sach item of machinery
or equipment, For effective instruction and supervision, no more than
20 students should be ernrolled in amy one shop class. Technical
information related tc the cccupation is taught with shop instruction
and preferably in an adjoining classroom, However, an area within the
shop where students may assemble for group instruction, demonstra-—
tions and other activities is acceptable. The shop building itself
should be located on the school campus, although not necessarily
attached to the main building., It should ke comparabls to other
buildings in design and censtructicon,

Lighting must be adequate throughout the shops; areas where precision
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work is done must be provided with auxiliary lighting, Heating and
ventilation must be adequate. (Shops in which there is normally
considerable physical activity should be six to eight degrees cooler
than conventional classrooms.) Hazardous machines must be equipped
with guards. Safety aisles or areas should be clearly indicated and
fire extinguishers, first—aid kits and other protective devices must
be readily available,
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An organized system is required for housing and issuing necessary
tools, small parts and supplies to pupils,.

9. Class Schedules - Students are scheduled for shop instruction two or
three consecutive hours each school day for a two-year or three-~year
period and are enrolled in non-vocational courses during the remain-
ing portion of the school day. (See Appendix for sample class
schedule)

10. Local Advisory Committees ~ The success of any occupational training
program depends upon the close relationship and cooperation between
~the school and industries of the community, It is obvious then that
there is a definite need for a committee, composed of representa-
tive persons from business and industry, to guide the school in
inaugurating and maintaining a program of instruction which will
best meet the training needs of the community.

Advisory committee members are appointed by the superintendent of
schools and serve for one year, subject to reappointment, The commit-
tee should be composed of equal representation from employer and
employee groups and one representative each of the general public

and schools, and one person representative cf organized labor if
appropriate. Advisory committees have no administrative authority,
but assist the school through recommendations on such matters as
general training policies, approval of training stations, program
promotion and development, program evaluation and other important
areas of training,

1ll. Teacher Employment and Certification ~ A teacher who meets the certi-
© fication requirements of the State Plan muct be employed for a
minimum of ten months, of which one week is to be in attendance at
the Vocational Education'Conference.

Adequate guidance and counseling of students, prior to entering the
program and throughout its duration, must be provided enrollees by
the teacher, and with assistance of school counselors, regarding
adjustments students may need in regard to the total school program,
in relation to employment problems and in achieving job placement in
occupations best suited to the interests, aptitudes and ability of
students.
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Industrial Cooperative Training

Cooperative Part-time Industrial Training -

1.

Objectives - In many communities it is not practical to offer
in-school vocational Trade and Industrial training in many of the
trades offering employment in the community because of the com-
paratively small numbers of persons employed in each occupation.
In such communities, use of the Industrial Cooperative Training
plan makes possible real trade training for small numbers of
students in several different occupations without necessitating
an extensive financial outlay for equipment, tools, and materials
in the school plant.

General Plan of Operation - Training is conducted through coopera-
tion of local schools with local businesses and industrial estab-
lishments. Students receive practical, supervised on-the-job
training in their chosen occupation by working each school
afternoon. Each school morning the school provides individual
instruction directly related to the job of each student in a
regularly scheduled class conducted by a teacher-coordinator

who also has the responsibility of selecting student:s for
training, placing them in employment according to threir interests
and abilities, and correlating their work experiences and

related studies,

Instructional Programs - The following items are those speci-
fically mentioned, which the Department of Education, Vocational
Division, Trade and Industrial Education section will specifi-
cally look for annually, in approving all programs offered in
the area of Industrial Cooperative Training:

a) [ Full time teacher-coordinators of Industrial Cooperative
Training programs shall be employed on a minimum of 10
months' contract, one week of which shall be in attendance
at the Vocational Education Conference.

b) The Industrial Cooperative Training teacher-coordinator must
be allowed and encouraged to attend all professional meetings
called by the State Office,

c) The Industrial Cooperative Training teacher-coordinator
shall have each Industrial Cooperative Training student
gainfully employed in an approved training station for a mini-
mum of 15 hours per week under direct supervision of the
teacher~coordinator., It is not advisable for students to Le
employed for longer than 20 hours as a maximum during school
afternoons each week, or four hours each school afternoon.
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d)

e)

£)

9)

h)

Employment on Saturdays and hclidays is optional with students
and employers, but only employment on schcol days will be eligi-
ble as supervised work experience.

The local school is expected to furnish adequate facilities for
conducting the related studies of cooperative students. The
classroom should contain study tables and chairs, bookcases,
chalkboard, bulletin boards, filing cabinets, telephone, and
office desk for the teacher-coordinator. A library of instruc-
tional material, such as reference books, manuals, bulletins,
charts, course material, and the like, for each occupation in
which training is offered must be furnished by the school.

The Industrial Cooperative Training teacher-coordinator shall have
the duty of supervising the local chapter of the Vocational
Industrial Cluks of America and encourage local, state and
national membership in such.

'All Industrial Cocperative Training teachsr-coordinators employed

shall meet the minimum qualification as established by the

State Plan for Vocational Education. Any deficiencies shall

be removed at the minimum of six semester hours of Trade and
Industrial approved courses for the year prior to requesting
renewal of the certificate.

Full-time Industrial Cooperative Training teacher-coordinators
shall be released for a minimum of threz hours for coordination
and supervision of students in the training station with one
period for planning and two for related classes. Released time
shall be scheduled. for effective coordination and supervision,
A full-time teacher coordinator shall be identified as teaching
all courses relative to Industrial Cooperative Training with no
other teaching duties.

Part~-time teacher-~coordinators shall have a minimum of two hours
coordination of students in a training station with a one hour

~relatéd c¢lass. Part-time teacher-coordinators shall be identi-

fied as teaching one period related class in addition to teaching
non~Industrial Cooperative Training classes and for other classes.

To be approved for Industrial Cocperative Training, an occupa-
tion must be (1) classified as "skilled" in the standard
Dictionary of Occupational Titles, and (2) require at ieast
2,000 hours of training, Many occupations meet these require—
ments, but those most frequently selected by students are:

oy
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3)

k)

Automocbile body repairman Machinist

Automobile mechanic Machinist, automobile

Automobile parts man Medical technician

Automotive electrician Meat cutter

Baker Nurse aide {hospital)

Cabinetmaker Office machine serviceman

Carpenter Offset-pressman

Chef Painter

Cosmetology Photographer

Commercial artist Plumber

Dental technician Printer

Diesel mechanics Radio repairman

Draftsman Refrigeration/Air Condi-

Dry cleaner tioning mechanic

Electrical appliance Sheet metal worker
serviceman Television repairman

Electric motor repairman Watchmaker

Electrician Welder

Furniture repairman

Occupations which are not approvable for Industrial Coopera-
tive Training include: (1) those which come within the defini-
tion of programs for agriculture, home economics, distribu-
tive, technical and vocational office education; (2) those

for which a legally authorized State examining board prescribes
the curriculum, training period and licensing procedures
(barbering, undertaking and the like); and (3) occupations
generally considered professional or requiring the baccalau-
reate or higher degree,

Students earn & minimum of three credits for 180 hours of
related instruction ccmbined with 540 hours of supervised work
experience per school year, Work during Saturdays and holidays
is not considered supervised work experience.

Students sixteen years of age or older who are of junior or
senior classification are eligible to enter the program.
Applicants who are not employed at the time they are admitted
to the class must be employed within two weeks. If they have
secured their own job and wish to receive further training in
their present work, the occupation must be an occupation
approved for this program,

Students must be placed in part-time employment by the teacher-
coordinator. This calls for careful student selection, based
upon the teacher—~coordinator®s knowledge of the occupational
requirements of the various fields in which cooperative training
is offered.

In teaching students with different occupational objectives,
it is impossible to teach the technical information surrounding




, .
e

1)

several different occupations in the traditional manner of
group instruction, The only feasible plan of instruction for
such a group is the supervised study plan in which each
student works on his individual course of study independent
of the group.

Supervised study necessitates individual daily study assign~
ments. It is the sole responsibility of the teacher-coordina-~
tor to see that each student in his related subjects classes
has » definite study assignment each day. Assignment sheets

in several of the most prevalent occupations have been written,
printed and made available for use. However, course material
of this type requires constant revision and supplementing by
teacher-coordinators in order to keep it up to date. When a
student is placed in an ozcupation for which material is not
already available, assignments must be written without delay and,
in order that the coordinator may produce the best material
possible, he must have a thorough knowledge of techniques and
standards for production in instructional material. Instruc-
tional materials needed £for each occupation taught include:
student study guidesz, vocational textbooks, technical reference
library, trade journals, equipment and supplies catalogues and,
when available, films and filmstrips.

During the five hours scheduled for classroom instruction each
school week, students will engage in two types of activities
described as follows:

1) Occupationally related instruction - each student devotes
from fifty to sixty per cent of the instructional time to
supervised study of content directly related to his occupa-
tional objective, His course of study is tailored to the
job requirements of his employer, as determined by a job
analysis made by the employer and teacher-coordinator, and
is coordinated with the practical work experience he is to
receive., Each student works independently and progresses
in accordance with his own ability.

2) Group instruction - Approximately forty to fifty per
cent of the total instructional time is devoted to group
instruction and activities designed :‘to orient and adjust
students to employment conditions and to develop proper
-attitudes toward the school, employment, social, and civic
relationships.

A minimum of two one~hour related studies classes, maximum
of 20 students per class, are scheduled each school day
morning, one for first-year students and one for second-
yvear students. In addition, students are enrolled in two to
three non-wvocational classes leading to high school gradu-
ation. After the noon period, students report to their
respective places of employment for three to four hours of
supervised job experience,

-10~-
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m) A training station is defined as the industrial establish~

n)

o)

ment or place of business which employs an industrial
cooperative training student and provides him supervised
work experience in accordance with a written training
agrzement or plan, It is not necessarily true that all
establishments engaging in the samz: type of work can
proyide the same quality of work experience. For this
reason, appropriate criteria should be fcliowed in placing
students in various places of employment. Such criteria
include: (1) the respectability and reputation of the
employer, (2) competence of employees, (3) standards of
workmanship, (4) adequacy and appropriateness of equip-
ment, (5) volume of business, (6} policies of the company
toward cccupational training, including agreement of
employer to employ students part~time throughout the
school year and (7) employer-employee relationships existing.

The training of each student, both in the classroom and
on the job, is conducted in accordance with a written
training plan developed cooperatively by the teacher-
coordinator and the employer. The training plan includes
such pertinent points of agreement as:

1. Skills to be learned through job training.
2. Technical information to be taught in the classroom.
3. Length of training.

4, Hours of employment (a minimum of fifteen per school
week throughout the school year is required).

5. Wages to be paid (trainees should receiwe the same
hourly wages as other beginners in the occupation).

A student is not considered an eligible student until his
approved training plan is on file in the Office of Trade
and Industrial Education, not. later than three weeks after
job placement, Individual training plans must bear the
approval of the student, his parents, his employer, the
school's teacher-coordinator and chairman of the local
advisory committee. A sample plan is contained in the
Appendix of this Guide.

Each school day afternoon the teacher-coordinator engages
in numerous activities essential to the operation of a
successful program., Such activities include the following:
(1) make supervisory visits to the training station of each
student at least once bi-weekly and more often as neces-
sary, (2) confer with employers on student progress and
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p)

q)

r)

‘which they are enrolled in terms of acquiring the know-

needs, (3) secure employer's periodic evaluations of
students! performance, (4) counsel with prospective students,
(5) confer with parents of students and prospective students,
(6) confer with advisory committees, (7) prepare program
records and reports, and (8) confer with prospective em-
ployers.

Adequate guidance and counseling of students, prior to
entering the program and throughout its duration, must be
provided enrollees by the teacher, and with assistance of
school counrselors, regarding adjustments students may
need in regard to the total school program, in relation
to employment problems and in achieving job placement in
occupations best suited to the interests, aptitudes and
ability of students.

Local Advigory Committee - Committees composed of equal
numbers of local employers and employees representing the
occupation for which training is being offered should be
appointed by the superintendent to assist in determining
student entrance standards, scope of the training program,
equipment, program standards, and to provide other advisory
assistance. Such advisory committees have no administra-
tive authority but are helpful in assuring an-efficient
training program which produces graduates who are employ-
able in the fields for which training is offered.,

Evaluation of Program -~ Schools are required to evaluate

the quality and effectiveness of each program being con-
ducted and to make revisions and improvement as needed to
result in programs being realistic in the light of actual

or anticipated opportunities for gainful employment in the
area served by the school and suited to the needs, interests
and ability of students to benefit from the program in

ledge and skills necessary for entry upon and success in
employment in the occupations for which they are trained

As a phase of evaluation of the quality and affectiveness
of programs, schools are required to maintain follow-up
records regarding the placement and employment of students
after completion of programs in the occupations for which
they are trained, in other occupations, numbers entering
college instead of employment, and other follow-up informa-
tion,

Members of the staff for Vocational Trade and Industrial
Education cooperating with public schools, will make periodic
evaluations to determine the quality and effectiveness of

programs,




V. CERTIFICATION REQUIREMENTS FOR TRADE AND INDUSTRIAL EDUCATION

A, Secondary and Post-Secondary

The State Board shall request a person to submit evidence of trade
competence when requesting certification to teach vocational education
courses at either the secondary or post-secondary level.

1. Industrial Cooperative Training Coordinator

Minimum Qualifications

Ao

Education

Shall hold not less than a bachelor's degree in vocational educa-
tion, or

shall hold a bachelor's degree in industrial education and shall
have completed six semester hours of approved vocational trade
and industrial education courses, or

shall hold not less than a bachelor’s degree and shall have
completed 12 semester hours of approved vocational trade and
industrial education courses.

A person deficient in any of the required courses may be recom-
mended for a one (1) year provisional vocational certificate
with an option for renewal upon the recommendation of the local
school authority and the State Supervisor of Trade and Indus~
trial Education.

Experience

Shall have two (2) years full-time work experience in one or
more trade and industrial occupational areas.

2. Regular Full-Time Trade and Industrial Instructors

Minimum Qualifications

Ao

Education

A person may meet vocational certification requirements under
one of the following:

(1) a bachelor's degree in vocational education, or

(2) a bachelor's degree in industrial education plus a minimum

of six semester hours approved vocational trade and industrial

education courses, or
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(3)

(4)

(5)

a bhachelor's degree plus a minimum of 12 semester hours
approved vocational trade and industrial education courses, or

an associate degree or its equivalent in the area to be

taught - graduate of two~year technical institute, two~-

year post-secondary vocational~technical school, or two=year
collegiate technical program - plus 12 semester hours approved
vocational trade and industrial education courses, or

upon the request of the local school authority and approval
of the State Supervisor of Trade and Industrial Education, a
person may be accepted on a provisional basis with twelfth
grade education or its equivalent, plus satisfactorily
completing a minimum of 12 semester hours of approved voca-
tional trade and industrial education courses.

Prospective instructors with less than the required hours in
vocational education may be recommended for a one~year pro-
visional vocational certificate upon the recommendation of the
local school authority and the State Supervisor of Trade and
Industrial Education if they:

(a) complete six semester hours approved vocational trade
and industrial education courses prior to employment, or.

(b) participate in pre~employment approved vocational trade
and industrial teacher preparation workshop, or

(c) agree to participate in intensified on-the-job teacher
training during the first month of employment.

When a person desires to receive credit for courses
other than those listed on the approved list, he shall
have prior approval of the State Supervisor of Trade
and Industrial Education.

b. Experience

(1)

(2)

(3)

A person with a bachelor's degree in vocational education in
the specific occupational area of instruction to be provided
may meet certification requirements with two years of occu-
pational experience in the area in which instruction is to be
provided.

‘A person with a bachelor's degree in industrial education

may meet certification requirements with two years of occu-

‘pational experience in the area in which instruction is to

be provided.

A person with a bachelor's degree may meet certification
requirements with three years of occupational experience in
the area in which instruction is to be provided.

=14~
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E (4) A person completing a two-year post-secondary technical

} vocational program in the specific occupational area in which
instruction is to be provided may meet certification require-

, ‘ments with two years of occupational trade experience in the

| area in which instruction is to be provided.

(5) A person not qualifying under (1), {(2), (3) or (4) shall have
no less than three years full-time recent occupational
experience in the area in which instruction is to be provided.

(6) A person teaching an occupational cluster of two or more
trade areas may be recommended for certification with three
years experience in any combination of the trade areas in
which instruction is to be provided,

(7) A person teaching in a new or emerging occupational area may
be recommended for certification with less than the required
amount of occupational experience upon the approval of the
State Supervisor of Trade & Industrial Education,

B. Recertification Requirement

1. After one year of successful teaching an instructor may be re~-
commended for a second one=-year provisional vocational certificate
upon completion of six semester hours approved vocational trade
and industrial education courses.

. 2, After the second year of successful teaching an instructor may be

: ‘recommended for a five-year certificate upca completion of a total
of 12 semester hours approved vocational trade and industrial
education courses, (Six semester hours may have been completed
prior to initial employment or they may be taken after the second
year of teaching.)

3. Instructors possessing the five-year certificate may be recommended
for five-~year renewal upon the request of the local administrator
and the approval of the State Supervisor of Trade and Industrial
Education, .and satisfactory completion of not less than six semestex
hours of approved vocational trade and industrial education courses
during the valid period of certification. Approval by the State
Supervisor shall be governed by the extent to which the instructor
has participated in workshops, conferences, seminars, and special
schools sponsored and/or recommended by the Division of Vocational
Education,

4. Regular full-time trade and industrial instructors who complete the
associate ‘of arts in vocational~indusgtrial education may be recom-

17 mended for a five-year renewal upon the request of the local admini-

i -strator and the approval of the State Supervisor of Trade and

- Industrial Education based on satisfactory teaching experience and
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participation in workshops, conferences, seminars, meetings, and
special schools sponsored and/or recommended by the Division of
Vocational Education.

5. Instructors possessing a baccalaureate degree may request renewal
on the same basi, as academic teachers.

C. Adult
Duties
Shall provide instruction in a specific trade and industrial area for
less than full-time., Instruction shall be for those enrolled in
regular evening extension, improvement or other such courses as pro—

vided on a part-~time basis,

Minimum Qualifications

a. Education

A person may be recommended for a one (l) year trade and industrial
teaching certificate who has completed not less than the twelfth
grade or its equivalent. The certificate is renewable on request

‘'of local school authority provided he participates in such in-service
teacher training that is made available by the designated trade and
industrial teacher education institution. On completion of sixty
clock hours of approved teacher training, the certificate is auto-
matically renewable on the recommendation of the local school
authority and the State Supervisor of Trade and Industrial Education.,

Any full-time trade and industrial instructors may teach on a

part-time basis in their specialty without complying with the sixty
clock hour requirement.

Waiver of the above requirements in teacher education may be granted
upon the approval of the local school authority and the State
Supervisor of Trade and Industrial Education..

b. Experience

Shall be classified as a journeyman or specialist with no less than
three years full-time recent work experience in the occupational
area instruction is to be provided. Such identified work experience
as required shall meet with the approval of the local school
authority and the State Supervisor of Trade and Industrial Education.

VI. QOFFICIAL TRAVEL OF THE VOCATIONAL TRADE AND INDUSTRIAL INSTRUCTOR

A, Reimbursements relative to official travel will be made, subject to the
availability of funds, on the following types of official travel for
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VIiI,

A.

‘the Vocational Trade and Industrial instructor:

1. Transportation cost in the sexrvice areas for (service areas inter-
preted as meaning the area from which schools enroll students):

a. Visiting industrial sites related to the occupational area,
b. Visiting students, both enrolled and prospective.

Cc. Surveying the manpower needs of the occupational area for future
expansion or program revision.,

d. Supervising students in cooperative training programs.

e. Conducting activities of the Vocational Industrial Clubs of
America. '

f. Other activities necessary in promoting and developing the Trade
and Industrial Education program.,

TEACHER EDUCATION IN TRADE AND INDUSTRIAL EDUCATION

Institution - Eastern New Mexico University, Portales, is designated
as the approved institution for training of Trade and Industrial
teachers. The Statec Board of Education maintains a cooperative agree-
ment with Eastern New Mexico University to provide the training of
teachers through approved courses.

Teacher Training Personnel

1. Personnel will be selected by Eastern New Mexico University in
cooperation with the State Board of Education. They must meet the
gqualifications as follows: '

a. Shall have a Master's degree from a teacher education institu-

tion approved by the State Board of Education, in the field
of Trade and Industrial Education.

b. shall have had a minimum of three vears of successful teaching
in the Trade and Industrial Education area, and shall meet the

State Plan requirements for a Vocational Trade and Industrial
teacher.
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APPENDIX A

INSTRUCTIONAL CODES AND TITLES

TRADE AND INDUSTRIAL EDUCATION

01

o101
0102
0103
0199
02

0201
0202
03

9301
302
0303
0399
04

0401

040101
040102
040199

0402
0403
0499
05

06

07

0701
0702
0703
0799
08

0801
0802
0899
09

0901
0999
10

1001
1002
1003

100301
100302

1004
1005
1006
1007
1008
1009
1910
1099
11
12
13
14
1401
1462
1403
1499

1501
1502

IENT
avad

1599

17.000000 TRADE AND INDUSTRIAL OCCUPATIONS

Alr Conditioning

Cooling

Heating

Ventilating (Filtering and Humidification)
Air Conditioning, Other

Appliance Repair

Electrical Appliances

Gas Appliances

Automotive Services

Body and Fender

Mechanics

Specialization, Other

Automotive Services, Other
Aviation Occupations

Aircraft Maintenance

Airframe

Power Plant '
Aircraft Maintenance, Other
Alrcraft Operations

Ground Operations

Aviation Occupations, Other
Blueprint Reading

Business Machine Maintenance
Commercial Art Occupations

Interior Decorating

Window Display

Product Design

Commercial Art Occupations, Other
Commercial Fishery Occupations
Seamanship

Ship and Boat Operation and Maintenance
Commercial Fishery Occupations, Other
Commercial Photography Occupations
Photographic Laboratory and Darkroom Occupations
Commercial Photography Occupations, Other
Construction and Maintenance Trades
Carpentry

Electricity

Heavy Equipment (Construction)
Maintenance, Heavy Equipment
Operation, Heavy Equipmen*

Masonry

Painting and Decorating

Plastering

Plumbing and Pipefitting

Dry Wall Installation

Glazing

Roofing

Cozacruction snd Maintenance Trades, Other
Custodial Services

Diesel Mechanic

Drafting

Electrical Occupations

Industrial Electrician

Lineman

Motor Repairman

Electrical Occupationy, Other
Electronics Occupations
Communications

Industrial ®lzciicaics
Radio/Television

Electronics Occupations, Other
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16

1601
1602
1699

ERIC

Aruitoxt provided by Eic:

R EEEEEEEEEEEE———

Fabric Maintenance Services
Drycleaning

Laundering

Fabric Maintenance Services, Other
Foremanship, Supervision, and Management Development
General Continuation

Graphic Arts Occupations
Composition, Makeup and Typeasetting
Printing Press Occupations
Lithography, Photography, and Platemaking
Photoengreving

Silk Screen Making and Printing
Bookbinding

Graphic Artsa, Other

Industrial Atomic Energy
Installation, Operation, and Maintenance of Reactors
Radiography

Industrial Uses of Radioisotopes
Industrial Atomic Energy, Other
Instrument Maintenance and Repair
Instruments (Other than Watches and Clocks)
Watchmaking and Repair

Maritime Occupations

Metalworking

Foundry

Machine Shop

Machine Tool Operation

Metal Trades, Combined

Sheet Metal

Welding and Cutting

Gas Welding

Electric Welding

Combination Welding

Brazimg and Soldering

Welding and Cutting, Other

Tool and Die Making

Die Sinking

Metal Patternmaking

Metalworking, Other

Vetallurgy

Pargsonal Services

Barbering

Cosmethology

Personal Services, Other

Plastics Occupations .

Public Service Occupations

Fireman Training

1Law Enforcement Training

Public Service Occupations, Other
Quantity Food Occupations

Baker

Cook/Chef

Meat Cutter

Waiter/Waitress

Quantity Food Occupations, Other
Refrigeration

Small Engine Repair, Internal Combustion
Stationary Energy Sources Occupations
Electric Power Generating Plants
Pumping Plants

Stationary Emergy Sources Occupations, Other
Textile Production and Fabrication
Dregsmaking

Tailoring

Textile Production and Fabrication, Other
Leatherworking

Skoe Manufacturing

Shoe Repair

Leatherworking, Other

Upholstering

Woodworking Occupations

Millwork and Cabinet Making
Woodworking, Other

Trade and Industrial Occupations, Other
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16.000000

01
0101
0102
010201
010202
010203
010299
0103
0104
0105
0106
010601
010602
010603
010599
0107
0108
0109
0110
011001
011002
011003
011099
o111
o112
0113
011301
011307
011303
011399
0114
0115
0116
0117
0199
02
0201
0202
0203
0204
0299
03
0301
0302
0303
0304
0305
0399
04
0401
0402
0499
05
0501
0502
0503
0504
0505
0506
0599
06
0651
0602
0603
0604

SN peeeas

0605

0699
Q

!E RIC

Aruitoxt provided by Eic:
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APPENDIX B

INSTRUCTIONAL CODES AND TITLES

TECHNICAL EDUCATION

TECHNICAL EDUCATIOR

Engineering Relsted Technology
Aeronautical Technology
Agricultural Technology
Agricultural Electrification Technology
Agricultural Machinery and Equipment Technology
Agricultural Structures and Conveniences
Agricultural Technology, Other
Architectural Technology (Building Construction)
Automotive Technology
Chemicsl Technology
Civil Technology
Roadway Technology
Sanitation Technology
Structural Technology
Civil Technology, Other
Electrical Technology
Electronic Technology
Electromechanical Technology
Environmental Control Technology
Cooling
Heating
Refrigeration
Environmental Control Technology, Other
Industrial Technology
Instrumentation Technology
Mechanical Technology
Energy Conversion
Machine and Tool Design
Production
Mechanical Technology, Other
Metallurgical Technolugy
Ruclear Technology
Petroleum Technology
Scientific Data Processing
Engineering Related Technology, Other
Agricultural Related Technology
Animal Science
Dairy Technology
Food Processing Technology
Plant Science
Agricultural Related Technology, Other
Health Related Technology
Dental Hygiene (Associate Degree)
Electroencephalograph Technician
Medical Laboratory Assisting
Radiologic Technology (X-ray)
Nursing (Associate Degree)
Health Related Technology, Other
O0ffice Related Technology
Computer Programmer
Systems Analyst Technology
Office Related Technology, Other
Home Economics Relat :d Technology
Child Care Center Assistant
Hospital Children’'s Division Assistart
Teacher's Assistant st the Preprimary Level
Food Service Supervisor
- Interior Decorator Assistant
Home Equipment Demonstrator
Home Economics lelated Technology, Other
Miscellaneous Technical Education
Commercial Pilot Training
Fire and pire Safety Technology
Forestry Technology
Oceanographic Technology (Phyaical, Biologicel, and
Fisheries)
Police (Law Enforcement &n¢ Correctiocns) Science
Technology
Miscellaneous Technical Educztion, Other
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APEENDIX C

EVALUATION RATING SCALE

The evaluation scale for the instrument provides a choice of five rating
categories. FEach item is scored by using an appraisal based on accepted
standards as they appear to the faculty, the administration and the
visiting evaluator.

Definition of Scale:

1

Conditional -~ a mark of one indicates this item is performed or exists

to an extent so deficient that it needs to be corrected.

Approved - a mark of two indicates this item is performed or exists

to the extent of meeting minimum standards. It shows an accepted
level of effectiveness.

Approved above Standards - a mark of three indicates this item is

M

performed or exists to the extent of exceeding requirements of the
minimum standards. This reflects a high level of effectiveness.

A mark of M indicates this item is missing but is needed for an
effective program.

NA A mark of NA indicates this item does not apply.
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APPENDIX D

NEW MEXICO STATE DEPARTMENT OF EDUCATION
DIVISION OF VOCATIONAL~TECHNICAL EDUCATION

EVALUATION INSTRUMENT

(grade level) Vocational Trade and

Industrial Education

I. PHILOSOPHY AND OBJECTIVES

A, The underlying philosophy of the

program includes the following principles:

Principal objectives of the

rrogram
may be stated below:
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Philosophy and Objectives

1. Both the philosophy and objectives of Technical and Vocational
Industrial Education are clearly defined and understood by
the instructor and the student,

2. A statement of objectives exists in written form for
each shop~laboratory.

3. The instruction is planned and directed towards
achieving defined objectives.

4, The instruction contributes to the overall
objectives of the school.

5. Periodic evaluations of the programs are made in
terms of the stated objectives.

6. Objectives are adjusted as changes occur in the
community, the school, and educational theory.

7. Local advisory committees serve to assist in the
planning of programs and objectives.

IT. PROGRAM ORGANIZATION

A.

B.

Textbooks and supplemental materials

Textbooks and
supplemental Grade Copvright
materials level Subject dates

Learning-teaching activities
l. Provisiors are made for instructional experimentation.

2., Work from outside the department is not accepted
unless it contributes to the learning experience
of the student, and does not disrupt the organi-
zation of the curriculum.
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10.

11.

12.

The course outline provides for a sSequential
development of skills.

Assignments are made on the basis of students' past

experiences in the subject area.

Attention is given to the special needs of indi~

vidual students,

Classroom instruction is adjusted to individual

rates of learning.,

Individual and remedial instruction is given
as necessary.

Classes in theory are conducted as a regular

part of the total instructional program as the

need arises.

Standards of performance acceptable in industry
are required of the student whenever feasible.

The instructor utilizes a variety of technigues

in his instruction.

Student notebooks are required and checked
periodically,

Adequate instructional materials and equipment

are avalilable and utilized, and may include:

Qe

Current trade and industrial journals and
newspapers.

Business firm publications.
Instructional manuals.

Pamphlets and handbooks.

Study guides.

Specialized drills.

Courses of study.

Bulletin board display materials,

Basic texts and supplemental rzferences.
Audiovisual miterials,

Occupational monographs.




13. Typical samples of both school and industrial i
production are exhibited.

1l4. An effort is made to provide instruction T
directly related to each student's work
experience.

15, Students are reasonably conversant in the
terminology of the trade,

16, The instructor attempts to develop in the
student a working knowledge of related
occupations,

17. Shop arrangement and personal organization
approximates conditions found in industry.

18. Instruction is conducted at all times with
regard for both student health and safety.

19, The instructor utilizes the community resources
as a part of his instructional program. 4

20. The instructor carefully plans and prepares F
both his daily and long range lessons.

21, Instructional sheets are used regularly.

22, Students show an active and sustained interest
in their work.

23. Student conduct is orderly and self-disciplired. .
24, All students are occupied at a definite assignment,
C. Equipment and materials

1. A reference library of special reference materials
is provided in each shop-laboratory.

2. Moving parts of machines are finished in a
vivid color to attract attentiom.

Ry pmme e owe

3. Quiet operating machines have red operating
indicator lights.

 —

4. Noisy equipment is muffled and mounted on shock
absorption materials.,

5. Non-portable equipment is secure to the floor or
bench,

by by

6. Egi'oment is maintained in good working order.

7. Obsolete equipment is replaced on a definite
scheduie.
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10.

11.

12.

13.

14,

15.

16.

The shop~laboratory is suitably equipped with
the necessary tools, machines and equipment to
educate students in the trade or occupation

in which the training is given.

Industrial type hand tools are utilized.
Industrial machine tools are utilized.

Provisions are made for the use of visual aids.

Instructional supplies are adequate, and
necessary supplies are obtained when needed.

Adequate facilities are available in the shop-
laboratory for the program of instruction.

Machines are equipped with proper safety
devices.,

All switches and electrical controls are clearly
marked.

Models, mock-ups, exploded views, and other
teaching aids are utilized.

D. Classroom and facilities

1,

Lavatory, fountain, and common waste units are
provided in each shop with adequate space.

Washing facilities are supplied with both hot and
cold water, soap and towels.

A master power control panel with lock is

located in each shop. There are additional emer-
gency stop buttons, if necessary, controlling

all power in the shop.

The instructor consider:s the size of the shop-
laboratory, the facilities, and equipment adequate
for the program of instruction.

The shop-laboratory is orderly, attractive, and
provides an example of good housekeeping to the
students,

Machines and equipment are logically arranged, with
consideration given to such factors as function,
class control, and safety.

Th2 arrangement of equipment allows for a logical
flow of work.

The arrangeﬁent of equipment proviues for adequate
aisle space.

Illumination is satisfactory throughout the shop, at
individual machines, and other work svations.
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10.

11.

12,

13.

14,

15.

16.

17.

18.

19,

20.

21.

22,

23, .

24,

25,

26,

27.

Hand tools, equipment and supplies are stored in
a systematic, orderly manner, based upon frequency
of usage.

Adequate washing facilities are available within
the shop=laboratory area.

Storage is provided for student's books, clothing,
and work,

Methods of shop management are based upon sound
educational principles, and wherever possible,
upon those methods most frequently found in
industrial situations,

The shop is well-planned and arranged for instruc-
tional purposes, The instructional arrangement
simulates industrial practices.

Where applicable assembly areas for large jobs
are provided with clear working space.

Suitable student project storage facilities are
provided for work in progress,

Tool panels are located near the work stations for
regularly used tools and instruments.

Tool cribs or cabinets are provided for storage of
tools &#nd small supplies.

Ample storage is provided for those shop-
laboratories that maintain a reserve or seasonal
supply of materials.

Approved, periodically checked fire extinguishers
and other fire safety dewvices are provided as
required.

Appropriate first aid facilities and services
are available.

Visual control and supervision of all auxiliary
instructional areas are possible for the shop-

laboratory instructor.

An adequate clear floor space is providzd in front
of entrances, exits, tool panels, and wash fountains.

Instruction is adapted to new advances in methods
of teaching and changing technology.

Machines, work stations, and tool panels are
arranged for efficient operations.

Aisles permit the free flow of traffic.

Spacing between machines, benches, and aisles is
adequate.
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28.

29,

30.

31l.

32.

33.

34.

Machines are adequately guarded.

Suitable space is allotted for the instructor's
headquarters.

The instructor has an adequate view of all shop
areas under his jurisdiction during periods of
machine operation,

Refuse receptacles of appropriate size and type
are in strategic locations.

Adequate facilities are provided for storage
and disposal of flammable & non-flammable
materials.

Eye safety equipment, in accordance with the
eye safety regulations for New Mexico, is pro-
vided for students.

Protective uniforms that are compatible with
industry standards should be worn by students.

E. Evaluation

1.

10.

Students participate in self-evaluation of their
own work.

Objective techniques based upon industrial
standards are used to evaluate the work of the
students,

An analysis of test results to measure under-
standing and actual performance is utilized to plan
future instruction.,

Student aptitude and abilities are considered in
evaluations.

Evaluation is an integral part of the instructional
program,

Student and program evaluation is a continuous
process,

Records of progress are kept for each individual
student, and are used as a basis for guidance and
placement, job assignments, and grading.

Advigory committees are consulted for purposes of
evaluating and improving the program.

Administrative, supervisory, and instructional
staffs meet periodically to examine and discuss
the tokal Vocational-Technical Education Program.

Recommendations from previous evaluations have
been implemented.
-29-
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11.

12,

13.

14.

15.

Complete reports of supervisory visits are
available for review.

A regular testing program is an integral part
of the program and covers both theory and
laboratory experience.

Student progress records are kept current.,

Periodic program reviews of Industrial Education
offerings are made by the professional staff,

The administrator, supervisor, or department
head sees that:

a. A continuous follow-up is made of the graduates
of the Vocational ‘Trade & Industrial program.

b. Periodic employment surveys are made to determine
opportunities in industrial occupations.

c. Periodic industry surveys are made to determine
practices and equipment most appropriate for
vocational education.

IIT. CURRICULUM PLANNING AND DEVELOPMENT

A, Teacher and administrative planning:

l.

The teaching load is commensurate with the number
of work stations.

Classroom practices and procedures reflect the
philosophy of Vocational-Technical Education,

The course outline is available and utilized by
both the instructor and the students.

The course outline includes a complete trade
analysis.

The course outline includes job skills and
related jobs, operations to be covered, and tne
theory and instructional methods to be used.

The administrator communicates with the instructor
regarding State and Federal regulations, pertaining
to Vocational~-Technical Education.

There is a director or department head who helps
in the supervising and coordinating activities.

The subject areas are adequate enough to provide
a wide range of activities.

Is kept up to date by periodic revision of course
outline.

-30-

253




e 2amn,

10,

11.

12,

13.

14.

15,

le.

17.
18.

19.

20.

21,

22,

Does the course outline allow for cxperimentation by
both the student and the instructor?

Is organized around the skills and knowledge
required for successful beginning employment.

Shows evidence of adaptability to changing
technological advances.,

In addition to skill development, the curriculum
emphasizes the development of:

a. Socially desirable traits

b. Socially acceptable attitudes

Cc. Social competencies

d. Good work habits

e. Pride in workmanship

£. Competence in employer-employee relationships
g. Competence in employee-employer relationships

Emphasizes the safety practices necessitated by
working conditions in the vocation being studied,

Provides a basis for post-high school study.
Course outline reflects modification based upon
studies of previous students, job opporxtunities,
and trade conditions,

Is reviewed with craft or advisory committees?

Provides opportunities for occupational cluster.

Includes plans for a career conference or some
other desirable career guidance activity at least
once a year.

Provides an opportunity to participate in extra-~
curricular activities of the school.

Provides for a co-curricular club program,
Emphasizes a club program that enhances the
development of leadership abilities and a sense
of individual responsibility.

Vocational Trade and Industrial Education is

available to all students who need and cen profit
by it.
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24,

25,

26,

27,

28,

If two or more instructors are in the department, one
is appointed as department chairman,

A department head of more than five instructors
has at least two periods a day to devote to adminis-
trative and supervisory duties.

The department meets periodically to discuss
problems of Vocational Trade and Industrial Educa-
tion.

The professional staff and the administration
function couperatively in selecting instructional
materials, equipment, and furniture.

The department has a planned program to promote
good public relations.

IV, TEACHER QUALIFICATION AND PREPARATION

A,

The Vocational Trade and Industrial Education
instructor:

1.

10.

11.

12,

The instructor has had successful and recent work
experience,

The instructor has received training in current
teaching methods.,

The instructor has exhibited continued professional
growth,

The instructor is sensitive to the need for good
community and school relations.

The instructor supports his professional organi-
zations (N,M.,V.,A,, A.V.,A,, N.M.,T.&T.)

The instructor is active in the in-service
training program,

The instructor is properly groomed and appropriately
dressed for the instruction given.

The instructor demonstrates professional attitude
toward the need for ccntinuous improvement.

The administration actively encourages and supports
in-service improvement of teachers, :

There are opportunities Ffor instructors to visit
other schools and participate in professional
meetings,

A competent and adequate instructor staff is
available,

The instructor is properly certified for the subject
area, ,
-32- [\(T




; V. SELF-EVALUATOR'S COMMENTS

A. What do you feel are the strongest aspects of your particular
program?

B. What aspects of your program are in need of improvement?

o~ e
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APPENDIX E
STATE OF NEW MEXICO

DEPARTMENT OF VOCATIONAL EDUCATION
TRADE & INDUSTRIAL DIVISION
SANTA FE

STATEMENT OF QUALIFICATIONS FOR TRADE AND INDUSTRIAL TEACHING POSITION

Name. Age = Sex — Date

Street - City State

Date of Birth Place of Birth Social Security No.

Are vou a citizen of the U. 8.2 Married No. of Children—____ Other Dependents
Trade and Technical Qualifications

Exact position you wish to qualify for (be specific)

Name of yvour specific trade or industrial occupation

Did vou serve a regular apprenticship or learning period?

How many vears did you serve as a journeymsn at the trade you desire to teach?

Have vou had practical experience as a supervisor, foreman, or superintendent?

If so, explain . . Noof years ____

How many men did you have under your supervision? How mary apprentices

Can you read working drawings? —_ For what trades

Have vou ever had any experiences with young people outside of the shop (as in clubs, YMCA, Social Affairs,

Church,etc.?y . Describe

Are vou willing to take a practical and/or written examination on your specific trade or industrial occupation?

References
Give the names of three persons qualified to speak concerning your trade or teachnical experience:
Name

Address

Occupation

Name ___

Address

Occupation

Name

Do |
EMC Address

IToxt Provided by ERI

Occupation e ———— -
ey g a4




IMPORTANT: The information given below will be used in rating trade experience.
It is, therefore, important that it be complete.

Please begin with your presont job and list In reverse order!

Nome.of Emplayer

Address of Employer

Name of Superintendent or Foreman

Dates of Employmentt From To Total Months

Type of Assignment (Dutles)

Salaryt Beginning Ending

State reason for leaving |ob

Name of Employer -

Address of Employer

Name of Superintendent or Foreman

Dates of Employment: From To Total Months

Type of Assignment (Duties)

Salary: Beginning Ending

State reason for leaving job

Name of Employar

Address of Employer

Name of Superintendent or Foreman

Dates of Employment: From To Total Months

Type of Assignment (Duties)

Salary: Beginning Ending

State reason for leaving job

Name of Employer

Address of Employer

Name of Superintendent or Foreman

Dates of Employment: From To Total Months i

Type of Assignment (Duties)

Salary: Beginning Ending

State reason for leaving job

- Name of Employer

3 Address of Employer

Name of Superintendent or Foreman

! Dates of Employment: From To Total Months

Type of Assignment (Duties)

Salary: Beginning Ending

State reason for leaving job

lf necessary, attach sheet listing additional employers.

o -35-
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1. Circle the highest grade in elementary or secondary education you completed.
1, 2, 3, 4, 5, 6, 7, 8 9, 10, i1, 12, GED

2. Name and location of last school attended

EDUCATIONAL QUALIFICATIONS

3 Last date of attendance (month, year)

COLLEGE OR UNIVERSITY

NAME AND LOCATION

OF INSTITUTION DATES OF ATTENDANCE MAJOR FIELD CREDITS
PECIAL COURSES OR TRAINING COMPLETED
NAME OF COURSE COURSE LENGTH COURSE OFFERED BY DATES
TEACHING EXPERIENCE .
NAME AND LOCATION OF SCHOOL SUBJECT TAUGHT DATES

If necessary, attach sheet listing educational qualifications,

I hereby certify that the foregoing information is correct and compi~te to the best of my knowledge, a:d | recogize
and accept that my teaching certificate will be cancelled if any . ¢ the given information or statements are talse.

ATTENTION
The School Superintendent

T should sign when cettifi-
cation of applicant is re-

APPLICANT’'S SIGNATURE

3 quested, DA" E T
SCHOOL SUPERINTENDENT OR LOCAL DIRECTOR DATE
STATE SUPERVISOR. INDUSTRIAL EDUCATION DATE

Swom {o before me this

day of

19

RIC

Aruitoxt provided by Eic:

e EEE——

. ~36~
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d 3 APPENDIX J cortificat
-0 —— STATE OF NEW_MEXICO vardeds

v : l
nce DEPARTMENT OF_EDUCATION Auardeds 19
4., VOCATIONAL Division Time Class
Tk M__F SANTA FE, NEW MEXIcO 87501 Meets:

. COOPERATIVE TRAINING PLAN
PROGRAM

This training plan is to (1) define the conditions and schedule of training whereby student

is to receive training as a (an)

A (occupation)
and (2) serve as a guide to the cooperating parties: the
. (company)
g..d the High School, in providing the student with opportunities

for training in the basic skills of the occupation and the technical information related to it. .
5"t order that a systematic plan which provides for well-rounded training can be followed, a

gl hedule of work experiences and a course of study paralleling it have been worked out and agreed
upon by the employer and representative of the school, They are listed on the reverse side of

this page,
g

Tie student agrees to perform diligently the work experiences assigned by the-employer according

to the same company policies and regulations as apply to regular employees. The student also

& rees to pursue faithfully the prescribed course of study and to take advantage of every oppor-
_aity to improve his efficiency, knowledge, and personal traits so that he may enter his chosen

occupation as a desirable employee at the termination nf the training period.

I ﬁaddition to providing practical instruction, the employer agrees to pay the student for the
useful work done while undergoing training according to the following plan:

{ . 1. The beginning wage will be $ per N
! for hours per week.

{ 2, A review of the wages paid the student will be
‘ made at the discretion of the coordinator with
the employer for the purpose of determining a
- fair and equitable wage adjustment consistent
s with the student's increased ability and pre~
vailing economic conditions.
T} o training period begins the day of ¢ 19
- , 19 .

, and extends through

iﬁs plan has been reviewed and recommendca by the Local Advisory Committee. It may be terminated
iz just cause by either party.

R &
thoH

A APPROVALS

(student) o (name of employer)
(parent or guardian) (teacher-cooxdinator)
(chairman, local advisory committee) (state director)

274
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Work Experiences to be Provided

Record of

Regord of
Studies

Work Outline of Study Asiignments

L I

2

P

N
i‘ "y P} .

J

e T

Please'fill out completely and mail the original, duplicate, and triplicate copies-to the Trade
“={ "ndustrial Education Supervisor immediately after each class is organized. The Supervisor
:[ERJ!:return the duplicate and triplicate copies: one copy for the school and one copy for the

mmyer. -42-‘275
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APPENDIX K

SUPERVISORS

THOMAS M. TRUJILLO., ADULT BASIC EDUCATION
L. C. DALTON, AORICULTURAL EDUCATION
BILLY BELL, DISTRIBUTIVE EDUCATION

MARIAN THOMAS, HEALTH OCCUPATIONS

‘I VOCATIONAL—TECHNICAL EDUCATION DIVISION

STATE OF NEW b’IE X1CO WILMA LUDWIG, HOME ECONOMICS EDUCATION

DAVID M. GOIN, INDUSTRIAL ARTS
DON MILLIGAN, MDTA

- LEONARD J. DE LAYO DEPARTMENT OF EDUCATION ROBERT K. GORDON, OFFICE EDUCATION

i J0NALD J. REA, PRIVATE & POST-SECONDARY

i SUPERINTENDENT OF PuBLIC INSTRUCTION HILDA MAJORS, RESEARCH COORDINATING UNIT

k CAPITOL BUILDING JAMES B. WEST, SPECIAL NEEDS

’ BILL JACKSON, TRADE & (NDUSTRIAL EDUCATION

oTaTe DIRECTOR i SANTA FE

-—— - E
I VOCATIONAL-TECHNICAL & ADULT DUCATION 87501
3 ' WADE FREDRICKSON

° ASSISTANT DIRECTOR

VOCATIONAL~TECHNICAL 8 ADU.T EDUCATION

MEMORANDUM

. TO: Secondary School Administrators of Vocational Trade & Industrial
i Education Programs

N FROM: State Department of Vocational Education, T & I Division,

{ Bill Jackson, State Supervisor

_ SUBJECT: Vocational Student Enxollment - Use of "Student Intent" Forms,

VE-108

{

- Reimbursement and support by the State Department of Vocational Education
gg is based upon the supposition that students enrolled in any vocational
i program have indicated an intent to follow the course offering as an
occupation upon completion of the training.

L , As evidence to support justification of reimbursement to each program,

we are asking that each student enrolling for next school year in a voca~
'} tional program fill out a "Student Intent" Form (VE-108) and that it be
3 placed in his individual folder for referral purposes.

V} A supply of these forms is enclosed. You may duplicate these if the supply
: is insufficient, or you may develop your own form if this is not satisfactory.

~43-
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Student Application of Intent For
Vocational Training

Name of Student Age

Pate request submitted Grade Level

Type of vocational program student requests admittance to enroll

Name and address of parents

Is this request with without the parents' consent.

Below the student is to state his or her objectives to enrolling in this
particular vocational program.

Student's Signature

_Approval to énroll

is given by Title

Date approved

VE-108

by

277
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APPENDIX L
POSSIBLE SCHEDULE PLANS TO
MEET THE 900 HR. REQUIREMENTS
PLAN I
Auto Mechanics I (20 students) 2 hours, llth grade.
Auto Mechanics II (15-18 students) 3 hours, 1l2th grade, students selected
from the 2 hour block at the llth grade
level.

PLAN II

Power Mechanics (25 students) 1 hour, 10th grade, students selected from
an I.A. program.

Auto Mechanics I - II (15-18 students) llth - 12th grade students att~nd
an area vocational school ¥ day.

PLAN III
First Year (20 students) 3 hours, llth grade level.
Second Year (15~18 students) 3 hours, 12th grade level.
PLAN IV
First Year - 2 hour or 3 hour Blocks, llth grade level.
Second Year - Industrial Cooperative Training, 12th grade ievel.
PLAN 7V
Auto Mechanics I (25 students) 1 hour 10th grade Basic Introduction taught
by a certified Trade & Industrial Education
instructor of the specific occupational

area.

Auto Mechanics II (20 students) 2 hour llth grade students selected from
the 1 hour Basic Introductory block.

Auto Mechanics III (15-18 students) 2 hour 12th grade students selected
from the llth grade 2 hour block.

45
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APPENDIX M
INSTRUCTIONS FOR USE OF INVENTORY FORM

Equipment Invoice - Give invoice number concerning the item or
equipment received.

Date of Purchase - self explanatory.
Quantity - self explanatory.

Supplier and Address - Name of vendor and address sufficient
for identification.

Item Description and Manufacturer - Give proper name of icem and
brand name or manufacturer.

School Inventory Number - Give the number used for school inventory
purposes,

Unit Cost ~ Give individual cost as bid.

Total Cost - Use where like items are listed which are equal
in cost.

Percentage of Local Funds - applied to total cost of purchase.

Percentage of State Funds - Give the amount of state and federal
funds that was contributed toward purchase of this icem.

State Use Only - This space is reserved for adding the state
voucher number which was issued as partial payment of the total
cost of the item.

46
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Policies and Procedures
Manual For
Organization, Operation and Supervision
Of

APPRENTICESHIP

In Trade and Industrial Education
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APPRENTICESHIP TRAINING PROGRAM

INTRODUCTION:

Apprenticeship is training for those occupations commonly known as skilled
crafts or trades that require a wide and diverse range of skills and knowl-

edge, as well as maturity and independence of judgment.

It is an organized, formalized system of on~the job-training supplemented by
related technical instruction in which the apprentice learns by doing and

ecarns while he learns.

It is the life blood of industry, as it gives assurance that the skills of the
craft will be carried on. The apprentice is started on a "career", whereby
he will become the future journeyman, foreman, superintendent, or employer,

industry is so in need of.

Industrial education means more in today's modern and changing world. It is
not the mere transferring of skills and technical knowledge; it reclates

industries' needs and contributes to the social, the economical and industrial

progress; as it facilitates man's efforts in developing better and more efficient

productive methods in industrial endeavors.

Industrial education is the successful relation of man's increasing knowledge

and ability to guide and use the forces and materials of our industrial society.

This results in the improved design of equipment and products to advance civil-

ization. Soclety's greatest resource for industrial advancement in its skilled

manpower.

The objective of the Apprenticeship Training Program is to provide such instruc-

tion of an extension or supplemental nature for technical knowledge, related
industrial information, safety and job judgment for persohs already employed
in a trade or industrial occupation.

49~

282




APPRENTICESHIT ACT: .1

The Apprenticeship Act of 1945 - Declaration of Policy. It is declared to '{
be the policy of this act to encourage the development of an apprenticeship
system through the voluntary cooperation of management and labor and interested l

state agencies, and in cooperation with other states, and the federal govern-

€ —rT—)

ment to provide for the establishment and furtherance of standards of apprentice- -
ship to safeguard the welfare of apprentices, and to aid in the maintenance of

an adequate skilled labor force.

The term "apprentice" means a person at least sixteen (16) years old who is .~

covered by a written agreement with an employer, or with an association of "E
employers or employees acting as agent for an employer, and approved by the

State Apprenticeship Council, which apprentice agreement provides for not

&

less than four thousand (4,000) hours required for any given trade by reason-

{

ably continuous employment for such person, for his participation in an ap-

proved schedule of work experience through employment and for at least one

p—

hundred forty four (144) hours per year of related supplemental instruction.

e}

THE OBJECTIVE:

The primary ohjective of the apprenticeship program is to train efficiently

R

to the degree of competence ordinarily expected of journeymen, the proper

4 3

number of youths to meet the needs of industry for workers in skilled occupa-

tions.

beommy

PARTICIPATING AGENCIES: State Labor and Industrial Commission

5

¢

1. New Mexico State Apprenticeship Council

An "apprenticeship council" hereinafter referred to as the
council, shall be appointed By the commissioner of labor
without regard to any other provisions of law regarding
the appoilntment and compensation of employees of the State.
It shall consist of three (3) persons known to represent
employers, three (3) persons known to represent employees,
two (2) public representatives, and shall includc as ex-
officio members without vote the Commissioner of ILabor and
the State Supervisor of Trade and Industrial Education.

i cpig

R

TaBne

i

- !m“\{)( B
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III.

Iv.

A, Duties of the Council

The council shall formulate standards to safeguard the
welfare of apprentices, giving consideration to standards
advocated by the bureau of apprenticeship of the United
States Department of Labor, and shall formulate such ad-
ditional policies as may be necessary o carry out the
intent and purposes of the act. The council shall
prescribe its own rules of procedure.

In order to administer the Apprenticeship Act the State
Labor Commissioner, shall appoint a Director or Appren=~
ticeship to be responsible for effectuating the policies
of the Act. Such appointment shall be subject to con-
firmation by a majority vote of the apprenticeship council.
Present Director of Apprenticeship is Mr. Wendell Boswell,
1010 National Building, 505 Marquette, N. W., Albuquerque,
New Mexico.

Burcau _of Apprenticeship and Training

This is @ federal bureau under the Depaxrtment of ILabor. A representa-
tive of this region, Mr. Jack Sampson is located at 303 Federal
Building, 421 Gold, S. E., Albuquergue, New Mexico.

It is the council policy to cooperate with the B.A.T. in working
for better and more effective apprenticeship in the state. This
cooperation specifically includes the ready exchange of ideas,
joint effort in gathering statistical and research information,
the development of better public relations, coordination of

field work, and the review of apprenticeship programs.

New Mexico State Employment Service

This agency acts as a consultant to the State Appranticeship Council.

New Mexico State Department of Education - Trade & Industrial
Division of the Department of Vocational Education

The State Supervisor of Trade & Industrial is an ex-officio member
of the Apprenticeship Council, without voting privileges.

The State Department of Vocational Fducation through the Trade &
Industrial nivision has the responsihilitv of carrying out the
policies, and directives relative to the use of State and Federal
funds for wvocational training and the maintenance of proper
records as evidence of compliance with these requirements. This
includes verification of such matters as matching funds, adequate
instructional facilities, appropriate course of study, endorse-
ment of teachers and provision for pre-service and in-~service
teacher training.

~51~
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V. Joint Apprenticeship Committee

A joint apprenticeship committee derives its authority from the
joint agreement of Labor and Management. Its functions are
determined by the decisions of the respective parties as indi-
cated in the apprenticeship program. Joint committees may be
advisory in character, they may be policy making, or they may
have certain operational responsibilities in conducting the
program.

STAFFING:

One person is assigned to coordinate the State Apprenticeship program that is
conducted by the State Department of Education. Address all correspondence

in care of the T & I Division, State Department of Education, éapitol Building,
Santa Fe, New Mexico 87501.

FUNDING:

The State Office will continue to coordinate the apprenticeship program with

the secondary schools.

The State Office will continue to coordinate the apprenticeship program with

the Post-Secondary institutions.

Under certain conditions the State Office may make reimbursement of salary direct

from the State Office to the instructor (s).

"he State Office may make reimbursement directly to the various crafts train-

ing funds, under contract with the State Department of Vocational Education.

Funding of programs will be approved only on approval of an application for

each craft or program (Form VE-120-1).

RECORDS AND REPORY'S:

1. Enrollments (by name) beginning of class. Form T-4 (Appendix).
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2. Enrollments (by name) final report. Form T-4 (Appendix).

3. Attendance (monthly). Form T-5 (Appendix).

4., VE-lOO to be completed by school and forwarded to State Office, or
5. VE-100 to be complefed by instructor, then to the craft coordinator,

then to the State Office.

6. VE-105 to be completed by school, craft, or coordinator, then
forwarded to State Office.

e

CERTIFICATION:
All proégams receiving fﬁnds from the State Department of Vocational Education
~'shall ble requi;ed to have all instructors certified by the State Certification

;Division of the State Department of Education.

Adult Certification Requiremen*s

Duties

S .

Shall provide instruction in a specific Trade & Industrial area for less than

full-time. Instruction shall be for these enrolled ifi regular Evening Exten-

sion, improvement or other such courses as provided on a part-~time basis.

Minimum: Qualifications

a. Education

A person may be recommended for a one (l) year Trade & Industrial teaching
certificate who has completed not less than the twelfth grade or its
equivalent. The certificate .is renewable on request of local school. au-
thority provided he participates in such in-service teacher training that
is made available by the designated trade & industrial teacher education
institution. On completion of sixty clock hours of approved teacher
training, the certificate is automatically renewable on the recommendation
of the local school authority and the State Supervisor of Trade & Indus-
trial Education. Any full-time trade & industrial instructors may teach
on a part-time basis in their specialty without complying with the sixty
clock hour requirement.

Waiver of the abOvexreqd{fements in teacher education may be granted
upon the approval of the local school authority and the State Supervisor
of Trade & Industrial Education. :
b. Experience
shall be classified as a journeyman or.Specialist with no less than three

(3) years full-time recent work experience in the occupational area in-
struction is to be provided.. Such identified work experience as required
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shall meet with the approval of the local school authoritv and the
State Supervisor of Trade & Industrial Education.

MAXIMUM AND MINIMUM ENROLLMENT:

The maximum enrollment in a class may vary with the type of class and facilities

available, but in no case should the number exceed sound educational practice.

The minimum number should be sufficient to maintain an average class attendance
of at least eight (8) students. If under exceptional circumstances it seems
desirable to offer training for smaller classes, an explanation of such con-
dition should be attached to Form VE-~120--1 for approval.

COURSE OF STUDY:

Instruction shall proceed from a selected series of courses designed to
provide the knowledge of related technical subjects essential to the craft,
also to create a sense of responsibility, pride of workmanship, work habits
and attitude acceptable to fellow workers and employers. The courses should
be reviewed frequently and revised when necessary to meet the current needs
; of industry. Courses must be approved by the sponsoring committee or ap-

prenticeship coordinators and the S_Late Supervisor of Vocational Education.

LOCAL SCHOOL AUTHORITY:

The local schools who elect to provide this community service are authorized
by the State Department of Vocational Education to exercise the necessary
supervision to insure that the opération of the classes is consistent with
good educational practice.

To receive and submit statements of qualifications for instructors
- (Form VE-107).

See that proper records are kept and reports submitted to the State
Department of Vocational Education.

Pay instructors salaries according to arrangements previously agreed
upon with the State Department of Vocational Education.

Accept funds from local sources for matching purposes.

Submit claims for reimbursement (Form VE~105).
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l
CLASSES: - f
All classes shall be in session as reported on the VE-100 except for holidays,
; if the héliday falls on a class night the hours sﬁall be made up during the
school year. Example - Apprentice Carpentry 144 hours per year, then 144

Héurs of related instruction shall be held during the school year. ]

ESTABLISHING A NEW PROGRAM:

when a new program is anticipated by a coordinator, the coordinator will

contact the State Vocational Department, Trade & Industrial Division.

An appointment will then be made with the local school administration and
the State Supervisor and Craft Coordinator will go as a team to explain the
program and work out the details for the supervision and operation of the

program with that particular school district.




APPENDIX N - 1

State Department of Vocational Education
Capitol Building
Santa Fe, New Mexico 87501

VE=120-1
Submit 3 copies

GUIDE FOR SUBMITTING PROPOSALS FFOR VOCATIONAL APPRENTICE
AND ADULT SKILL IMPROVEMENT PROGRAMS

The following outline constitutes the minimum information necessary to review the
appropriateness of training proposed. Use the Code below in preparing the training
proposal. Prepare and submit a separate proposal for each program by occupational
title,

l‘

General Information

1.1 1Identify program by cccupational title.

1.2 Identify type of certificate to be issued; if none, please indicate.
1.3 1Indicate how the need for this program was determined: employment
opportunities, Joint Apprenticeship Committee, advisory committee,
current and projected trends, etc.

1.4 Give names of advisory committee members, their occupations.

1.5 1Indicate extent of supervision: by whom, amount, frequency.

1.6 Give name, lccation of facilities to be utilized.

1.7 Give proposed starting and ending dates.

Course Information

2,1 Include a topical outline of major units or divisions in the vocaticnal
course (s); clock hours devoted to each.

2,2 1Iist instructional materials, major texts and references to be used.
2.3 Course length. ‘

2.4 Proposed class meeting days (Monday, Tuesday, etc.)

2,5 Time of day meeting(s) held.

Budget

3.1 Proposed budget.
3.2 Hourly pay rate.

Administration

4.1 1Indicate proposed fiscal agent: Craft, Secondary School, Area Vocational
School, state Office, etc. '

Attachments

In the case of a group of classes within a craft, one proposal with an
attached schedule will be sufficient. '
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INSTRUCTIONS FOR_FORM_VE-100

General Instructions

A,  This form VE-100 must be prepared and submitted (all 3 sheets) to the cooperating division of the State
Department of Vocational Education, Secondary Public Schools by October Ist and all others two (2) weeks
after the beginning of course or program. Upon execution by the division supervisor, the last two (2) copies
will be returned to the local school administrator.

B.  When the program is completed and final reimbursement is requested, the last two (2) sheets will be completed
and the sheet marked “State Final” will be sent to the division supervisor who approved the program. The
sheet marked “School” will be retained by the local school administrator for school records.

C.  One set (3 sheets) Form VE-100 must be completed and submitted for each program, instructor or supervisor
for which reimbursement is requested.

SPECIFIC INSTRUCTIONS FOR COMPLETING SECTIONS

Section 1.
Section 2.
Section 3.
Section 4,
Section® 5.

Section 6.

Section 7.

Section 8.

Section 9,

Section 10.
Section 11.

Section 12.

Section 13.

Complete as indicated; school, city, county, district,

Check type of program,

Check special (if applicable).

Give percentage of involvement in level of program. IF OTHER, specify.

Check kind of instruction.

Check type of school. IF OTHER, specify.

Give name of instructor, supervisor, type of vocational certificate; such as: provisional, one year, five
year; expiration date. Fiscal year, total salary of instructor, total benefits, supplies for program,

-amount budgeted for equipment, total budget, tuition or fees charged student (not including text

books, work books, etc.)

Class Schedule includes: periods, time of classes, total course hours, course titles and OF code
numbers; check days of week classes are in session. Note: School using modular scheduling please
attach instructor’s daily schedule.

This section to be completed at the end of the school year or at end of program.

FOR STATE USE ONLY.

Give starting date and ending date of course or program.

Give number of students, male and female, enrolled for this course or program. The first column is
for students under the ninth grade level; the last column is for Adult students.

To be completed at end of school year or prograim.
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APPENDIX N - 4

State of New Mexico

Department of Yocational Education
Division of Trade & Industrial Education
139 So0. Castillo, Harvey Bldg., Suite *'H*

‘Santo Fe

ENROLLMENT REPORT FOR EVENING TRADE EXTENSION CLASSES

On Completion of closs enroliment, Instructor is to fill out this report In triplicote, including only those students w=o expect to ottend regu-

lorly; white copyis to be sent to this office, ond pink cop

first.

y for school files, ond yellow copy for the instructor. Lisr olphobetically lost nome

School

Date Class Opens

Building
Address

Date Class Closes

Instructor

Trade or Course

Dot No.

No. Weeks in Course

No. Hrs. p/night

Doys p/week

Totol Hours in Course

STUDENT'S NAME AND ADDRESS SEX

REG. | NON-REG.
AGE | APPR.| APPR.

JOURNEY-
MAN

EMPLOYER "AND STUDENT'S JOB

4,

5.

CONTINUE ENROLLMENT ON REVERSE SIDE IF NEGESSARY

IKTC Form T-4, Revised 7/66

293,
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1
i
I
|

O
ER

STUDENT'S NAME AND ADDRESS

SEX

AGE

REG.,
APPR.

NON-REG.
APPR.

JOURNEY-
MAN

EMPLOYER AND STUDENT'S JOB

9.

10.

1.

12,

13.

14.

15,

16.

17.

18.

19.

20.

21.

22,

23.

24.
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10.
11,
12,
13.
14,
15.
16.
17.
18.
19.

20.

State of New Mexico T Form 5
Department of Vocational Education Rev. 6/70
' Santa Fe, New Mexico

MONTHLY ATTENDANCE REPOPT FOR APPRENTICE AND ADULT T & I CLASSES ‘

NOTE: Submit at end of each month. BLUE COPY for T & I Office, WHITE COPY for school file,
School Month 19, j
Location Class No. N
!
STUDENT'S NAME 12 345 678910111213 ¥ 1516 1718 19 202122 23 % 252627 28293031 | |
°f
L 4
“p
v
Signature . , Signature _' |
' Local School Official Instructor |
Date Date j
P - Present T - Tardy -62- '
A - Absent _[
: e 295




