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ABSTRACT
The handbook on work-study programs for educable

mentally retarded (EMR) students in California public-schools
explains the nature and scope.of educational-vocational programs.
Information and guidelines offered are intended-to belp schools
prepare EMR-students more-effectively and realistically for work,
constructive citizenship, and active community participation.
Educational and occupational needs of the students are identified and
curricular patterns and sequences, including program objectives, in a
wtmk-study.program are discussed. Suggestions are made for the
administrative structure of the school district in conducting
work-study operations.:Responsibilities of both the district and the
community in providing services are identified.-Also discussed are-
job-simulation centers and areas Of skill training; work-station
selection and steps in job training, and the Placement process.
Relevant statelegislation, graphic illustrations of job-simulation
centers; forms; and other information are appended. (RW.
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FOREWORD

Mentally exceptional children and youth deserve the best education and training that can
be provided, as do all young persons across the land. We should have no trouble
understanding that in California this concept has the force of law. The State Constitution
looks at widely diffused education as "essential to the preservation of the rights and liherties
of the people." -

Mentally retarded boys and girls are to be treated with equal humanity. Those who are
educable must have the opportunity, like anyone else, to find their place in society. They
must be helped to develop the academic, social, and vocational abilities they need to be
happy, successful members of the Community in which they live and work. The student who
graduates from a public school program that has these objectives and who finds fulfillment
in his community is the only reliable measure of the success of such a program.

This Work-Study Handbook explains how educational-vocational programs for mentally
retarded minors at the high school level can be planned and put to good use. Its emphases
include the combining of academic knowledge with skill training, the nature and scope of
the work-study curriculum, and the student's real need to develop emotional stability and
self-confidence.

I urge educators, parents, and all other citizens who want to upgrade the total educational
process to give attention to this book. The most critical priority in this or any age is the
formation of our youth a job that demands both wisdom and compassion.

.14.
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Superintindent of Public Instruction

41.



PREFACE .

The continuous upgrading of educational offerings for exceptional children and
youth a task that has engaged the_ intensive cooperation of the California State
Department of Education, school-administrators, teachers, coordinators, parents, and other
public and private personnel and agencies makes it possible to provide improved, services
for mentally retarded persons within thestatewide community.

This document, Work-Study Handbook for Educable Mentally Retarded Minors Enrolled
in High Schoo! Programs in California Public Schools, is the sixth in a series of published
materials intended to upgrade school and community services for mentally retarded
individual. The fiAte previous documents, which were recently prepared and distributed by
the State Department of Education, carried the following titles: "Guidelines for Developing
a Course of Study and Curriculum for Mentally Retarded Minors in California Pnblic
Schools"; "Work-Study Programs: A Socioeconomic Must"; "Preliminary- Report of
California's Rehabilitation Cooperative School Proiram"; Behavior Modification Through-
Inservice: Orientation and Inservice Education for _High 'School Administrators Operating
Programs for Mentally _Retarded Minors; and Inslitute Prociedings: Productive Program
Planning (Proceedings of the Special Study Institute for Teachers of Mentally Retarded
Minors at the High School Level). In iddition, staff members of the State Department of
Educition prepared the content for sections 184 through 186, Section 188, and Section 196
kof the California Administritive Code, Title 5, Education (now sections 3405 through 3409
and Section 3412). These rules and regulations of the State Board of Education, along with
each of the five pubiications cited, have helped greatly in the work of advancing, expanding,
and improving California programs for the education and training of educable mentally
retarded young people.

Now, after at least five years of coordinated effort on the part of petsonnel in the
Department's Bureau for ,Mentally Exmptional Children, representatives of other public
agencies, staff petsons from private agencies, members of groups and associations, and
educators throughout the state, the development of this handbook for work-study programs
in California public schools has been completed, and copies are available. The main objective
of the book is to meet a long-standing need for a manual of information and guidelines that
will help California schools and communities to prepare mentally retarded students more
effectively and more realistically for (1) the world of occupations and_ vocations; and (2)
constructive citizenship arld active participation in the life of the community.

The haadbook concentrates on the educational and occupational needs of the students
enrolled in work-study programs; discusses curricular patterns and sequences within this
type of program; gives attention to the needs of young enrollees for guidance and
encouragement; offers suggestions for the administrative structure of the school district in
conducting work-study operations; and identifies responsibilities of both the district and the
community in providing appropriate and necessary services for the education of the
mentally retarded.

This publication is recommended not only to those school districts and communities that
have outstanding programs for the mentally retarded but also to those districts and
communities that are in the process of developing more adequate programs in this area of
special education. The compilers hope that the use of this handbook will contribute toward
achieving the hest total school-community program possible for these handicapped students.

LESLIE BRINEGAR
Associate Superintendent of
Mlle Instruction; and Chief,
Ilaision of Special Education

JOSEPH P. RICE, JR.
Chief, Bureau for

Mentally Exceptional Ofildren
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PART I

Aims and Background
This Work-Study Handbook is the result of

about rive years of intensive effort and leadership
rendered by staff members of the California State
Department of Education, in cooperation with
hundreds of experienced professional persons
throughout the state. The handbook was planned
and prepared for the benefit of educable mentally
retarded students enrolled in special education
programs operated by California public schools. It
contains general information, useful suggestions,
and statements of laws, rules, and regulations for
the use of school and school district personnel
administrators, teachers, and others who are
ch;.:ged by the California Legislature with the
responsibility of providing meaningful educational
programs for these handicapped students. The
handbook should prove helpful, also, to parent
groups, employers, public and private community
agencies, and organizations providing services to
mentally retarded individuals.

Included in this publication are suggestions and
guidelines for an adminictrative, organizational,
and program format based on the principles of
individualizing the students' learning experiences
and emphasizing flexibility and ;ultidisciplinary
cooperation. The ultimate aim of the programs in
this specialized area of schooling is to prepare
educable mentally retarded students to become (1)
productive workers in the world of work; and (2)
actively participating members of the community.

Researcfi and practical experience have demon-
strated that, with special training, the vast majority
of educable mentally retarded individuals can and
do become successful employees and homemakers.
Without special training, many fall casualty to the
complex demands of society; they become depen-
dent upon correctional or custodial institutiong or
become attached to social welfate rolls.

For more than 20 years, California citizens,
aware of the potential capabilities of retarded
people, have provided public school programs for

mentally retarded minors under legislative man-
date. The elementary schools have developed a
reasonably adequate structure of necessary educa-
tional services. Emphasis on behalf of the high
school program began approximately a decade ago,
with intensified planning and program building
directed, about 1964, at the student of high school
age. Many professional and lay persons have
applied their knowledge and devoted their energy
and time to the development of these special
education progams. The several phases in the
development -of the programs are delineated in the
pages that follow.

State Advisory Committee on Programs
for Mentally Retarded .

Under authorization of the 1065 session of the
California Legislature, the Superintendent of
Public Instruction appointed, and the State Bc%ard
of Education approved, a State Advisory Commh.-
tee on programs for mentally retarded minors in
California Public schools.'

All the activities leading up to the preparation of
the Work-Study Handbook have been coordinated
through this valuable advisory committee. The rust
activity consisted of a survey of the pertinent
curriculum programs for all,the educable mentally
retarded in California. This was followed by a
study of the cuniculum format and content of
programs in other states and an intensive study of
the literature on the learning characteristics and
behavior of mentally retarded boys and girls, as
well as on program content in the education of
these young people. From these studies a general
summary was prepared. The summary served as a
foundation for (1) the development of guidelines

'Popularly known as the State Advisory Committee, this group
au officially named the California State Advisory Comniittee on
Programs for Educable Mentally Retarded Minors. A list of yersons
serving on this committee appears in Appendix A.
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for curriculum design and construction; (2) courses
of study for the educable mentally retarded popu-
lation of California public schools; and (3) the
work of organizing and writing this handbook.

Special Study Institute on Curriculum

A statewide special study institute on curricu-
lum development for the education of mentally
retarded minors was held in San Diego, October
11-14, 1966. This important meeting had been
planned and organized along the theme "Oppor-
tunity for Creative Programming." Key adminis-
trators, direAors of special education, experienced
and successful special class teachers, school psychol-
ogists, specialists in learning and curriculum, and
vocational rehabilitation counselors attended the
institute upon invitation. Recognized leadDrs ia the
field of special education from other states were
involved as group leaders and keynote speakers.

Persons attending the institute were provided a
tentative draft of the guidelines that had been
developed, and they were given opportunities
during the institute to contribute their reactions to
this draft. The final evaluation at the meeting
confirmed the intent of the institute planning and
operation, in that the participants appreciated
opportunities to contribute to the development of
the guidelines.

New Laws and Regulations

Following the institute, the guidelines on the
education of mentally retarded minors were revised
and condensed. They were presented by the State
Advisory Committee to the California State Board
of Education and adopted by the Board on March
9, 1967.2

In order to carry out the intent and content of
the guidelines, certain additions, deletions, and
alterations had to be made in California laws and
regulations concerning the education of mentally
retarded children and youth. These were identified,
and drafts of proposed new laws, rules, and
regulations were prepared and presented to the
appropriate governing bodies. After enactment of
the necessary legislation and adoption of the new
rules and regulations had taken place, the State

2"Guidelines for Developing a Course of Study and Curriculum
for Mentally Retarded Minors in California Public Schools."
Adopted by the Cafifornia State Board of Education, March 9,
1967. Sacramento: California State Department of Education, 1968
(processed).

10

Department of Education's master plan for dis-
seminating the guidelines and disseminating infor-
mation about the laws, rules, and regulations was
developed and implemented.

Regional Conferences for Administrators
According to the Department's master plan, the

dissimination phase was organized in two parts.
The first part consisted of a concentrated inservice
education program for high school principals,
school district superintendents, county superin-
tendents of schools, assistant superintendents,
directors of special education, guidance counselors,
psychologists, and other specially trained person-
nel. A contract was developed and negotiated with
the California Association of Secondary School
Administrators to conduct ten regional conferences
throughout the state. A team of former high school
administrators was selected to present information
at the ten conferences. An applicable set of visual
aids was designed and prepared to assist each
"presenter" with his assigned task. Prior to speak-
ing at the conferences, the team members attended
an inservice education session regarding their
assigned presentations.

A local director was appointed for each of the
ten regional meetings. These inservice conferences
were held during the last two weeks of April, 1968,
and continued througl, May of that year.

The following pattern was observed by the
presentation team at each conference: One admin-
istrator presented the historical background of
programs for the mentally retarded and cited the
recent action of the Legislature regarding such
programs. Another administrator discussed the
guidelines adopted by the State Board in 1967 and
the new regulations subsequent to the adoption.
Another team member discussed the special study
institute which was tieing planned for the benefit
of high school teachers of mentally retarded
students and which was scheduled to follow the
conferences for administrators. This person out-
lined the responsibilities that each school district
superintendent and each county superintendent of
schools would have for selecting key persons to
attend the instittite and the follow-up inservice
conferences that would be organized regionally to
invoke all teachers and supervisors. The project
director then presented long-range goals and plans
for 1969 and 1970.

The following documents were distributed to all
the participants in each of these ten regional
meetings:
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I. "Guidelines for Developing a Course of Study and
Curriculum for Mentally Retarded Minors in Cali-
fornia Public Schools," adopted by the California
State Board of Education

2. Copies of the new regulations of the California State
Board of Education3 pertaining to the education of
mentally retarded young persons

3. Preliminary programs for the special study institute
scheduled for high school teachers in late August,
1968

4. Information on the socioeconomic importance of the
work-study concept (as preser4n1 in the paper
entitled "Work-Study Programs A Socioeconomic
Must")

5. A preliminary report concerning California's Rehabili-
tation Cooperative School Program

Evaluations of these conferences were made by
the participants in each of the ten regions. In the
summer of 1968, the proceedings of the regional
conferences were published by the State Depart-
ment of Education.4 The publication included the
team speeches; information on the conference
sites, dates, and attendance; a summary of evalua-
tions of the meetings; and the names of the key
personnel involved in the conference project. This
document also included an extensive list of the
questions that had been asked by the participants
and the answers to those questions. A copy of the
proceedings document was mailed to every person
who had attended the conferences, to every county
Superintendent of schools ane school district super-
intendent operating programs for the education of
mentally retarded minors, and to every high school
principal in California.

SpeCial Study Institute for High School Teachers

The second part of the divemination phase
consisted of a special study institute for high
school teachers of mentally retarded students.
Using the theme "Productive Program Planning,"
this meeting was held at Weyburn Hall, near the
campus of the University of California, Los
Angeles, August 26-30, 1968. The program of the
institute was based on the results of a 1967 survey
that had been conducted to ascertain the salient
needs of California high school teachers of special

3Effective July 1, 1968.
4Behavior Modification Through Inservice: Orientation and

Insen,ice Education for High School Administrators Operating
Programs for Mentally Retarded Minors. Proceedings of Regional
Institutes. Prepared by L. Wayne Campbell and Everett V.
O'Rourke. Sacramento: California State Department of Education,
1968.

3

dasses for the educable mentally retarded; this
information had been deemed necessary in order to
implement the emphasis on the work-study con-
cept and approach as contained in the legislation,
the adopted guidelines, and the new regulations.

The 1968 Los Angeles institute was so organized
that one-third of the time was devoted to general
presentations and two-thirds of the time to small-
group discussions and work sessions. The discus-
sions and the work activities revolved around the
general session and the specific topics and tasks
suggested by the presentation staff.

The small groups were balanced by assignment
so that teachers from large and small districts and
from urban a,ad rural areas could take part in all of
the working groups. Each group was assigned a
group leaeer who had attended inservice education
seminars for conducting small-group work sessions.
These sessions were planned to broaden and
deepen the participant's knowledge, to identify
effective techniques, and to recommend and
demonstrate skills in the following areas, which
were designated by the high school teachers as
containing their primary needs:

I. Techniques and skills in analyzing specific employ-
ment situations and identifying jobs that could be
performed by retarded youths, making job break-
downs, preparing job descriptions, and transforming
job requirements into an educational program

2. Skills and techniques in surveying communities for
potential training stations, making contact with
employers, and persuading employers to cooperate
with the schools in work-study training programs

3. Skills and techniques in working with persons coordi-
nating the federal civil service programs for placement
of mentally retarded young adults

4. Techniques and knowledge in working with industrial
welfare to coordinate on-campus, off-campus, and
work-study acsignments wherein less than the mini-
mum wage-is being paid to the student

S. Techniques and skills in making evaluations for
occupational potential and evaluating the trainee's
progress once he has been placed in a training
situation

6. Techniques and skills in conducting ongoing "follow-
up" studies in each phase of the work-study program
and feeding this information back into program
evaluation and revision as it refers to the curriculum
and to program modifications

The following state agencies cooperated in plan-
ning, in making general presentations, and in
directing the follow-up work sessions:

I. State Department of Human Resources Development
(formerly State P.s.partment of Employment)

rtet
it-do.'
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quzstions that had been asked by the participants
and the answers to those questions. A copy of the
proceedings document was mailed to every person
who had attended the conferences, to every county
superintendent of schools and school district super-
intendent operating programs for the education of
mentally retarded minors, and to every high school
principal in California.

SpeCial Study Institute for High School Teachers

The second part of the dissemination phase
consisted of a special study institute for high
school teachers of mentally retarded students.
Using the theme "Productive Program Planning,"
this meeting was held at Weyburn Hall, near the
campus of the University of California, Los
Angeles, August 26-30, 1968. The program of the
institute was based on the results of a 1967 survey
that had been conducted to ascertain the salient
needs of California high school teachers of special

3Effective July 1, 1968.

4Behavior Modification Through Insenice: Orientation and
&service Education for High School Administraton Opending
Programs for Mentally Retarded Minors. Proceedings of Regional
Institutes. Prepared by L Wayne Campbell and Everett V.
O'Rourke. Sacramento: California State Department of Education,
1968.
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classes for the educable mentally retarded; this
information had been deemed necessary in order to
implement the emphasis on the work-study con-
cept and approach as contained in the legislation,
the adopted guidelines, and the new regulations.

The 1968 Los Angeles institute was so organized
that one-third of the time was devoted to general
presentations and two-thirds of the time to small-
group discussions and work sessions. The discus-
sions and the work activities revolved around the
general session and the specific topics and tasks
suggested by the presentation itaff.

The small groups were balanced by assigument
so that teachers from large and small districts and
from urban add rural areas could take part in all of
the working groups. Each group was assigned a
group leader who had attended inservice education
seminars for conducting small-group work sessions.
These sessions were planned to broaden and
deepen the participant's knowledge, to identify
effective techniquzs, and to recommend and
demonstrate skills in the following areas, which
were designated by the high school teachers as
containing their primary needs:

I. Techniques and skills in analyzing specific employ-
ment situations and identifying jobs that could be
performed by retarded youths, making job break-
downs, preparing job descriptions, and transforming
job requirements into an educational program

2. Skills and techniques in surveying communities for
potential taming stations, making contact with
employers, and persuading employers to cooperate
with the schools in work-audy training programs

3. Skgls and techniques in working with persons coordi-
nating the federal civil service programs for placement
of mentally retarded young adults

4. Techniques and knowledge in working with industrial
welfare to 000rdinate on-campus, off-campus, and
work-study assignments wherein less than the mini-
mum wage is being paid to the student

5. Techniques and skills in making evaluations for
occupational potential and evaluating the trainee's
progress once he has been placed in a training
situation

6. Techniques and skills in conducting ongoing "follow-
up" studies in each phase of the work-study program
and feeding this information back into program
evaluation and revision as it refers to the curriculum
and to program modifications

The following state agencies cooperated in plan-
ning, in making general presentations, and in
directing the follow-up work sessions:

1. State Department of Human Resources Development
(formerly State Pvartment of Employment)
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2, State Department of Rehabilitation
3. Rehabilitation Training Center in Mental Retardation,

California State College, Los Angeles
4. Interagency Board of US. Civil Service Examiners
5. Division of Industrial Welfare, State Department of

Employment (now the State Department of Human
Resources Development)

6. Special Education Department, California State Col-
lege, Los Angeles

The proceedings of this special study institute,
published in October, 1968, included all of the
presentations made, the material and assignments
with which the small work groups were provided,
an evaltiation and a summary of each task, and
information on the general organizational structure
of the institute.5 Copies of this publication were
mailed to all persons attending and participating in
the institute and to all school district adminis-
trators and county superintendents of schools
operating high school programs for educable men-
tally retarded minors,

Regional Follow-up of Special Study Institute
for Teachers

The administrators and high school teachers
attending the Los Angeles institute were informed
that they would be involved in planning and
conducting the inservice educa ion sessions for all
of the additional persons within their regions who
were unable to attend the institute and who held
responsibility within these regions for programs in
the education of mentally _retarded minors.
Accordingly , for each of the ten regions in Cali-
fornia,' a regional coordir.ator was selected and a
planning conunittee was identified from those
people within the region wF3 had attended the
special study institute. These groups met with the
State Department of Education staff and helped to
plan, organize, and conduct the regional follow-up
confeiences. Held during the fall of 1968, these
regional conferences involved the local representa-
tion of the state agencies supplying services for the

%agate Proceedings: froductive Program Pknning. Proceed-
ings of the Special Study histiaste for Teachers of Mentally
Retarded Minors at the _High School Level. Prepared by L. Wayne
Campbell and Everett V. O'Rourlce. Sacramento: California State
Department of Education, 1968.

6This pattern of ten regions, developed by State Department of
Education staff, is basically similar to- the regional pattern used));
the California Association of Secondary School -Administrators.
Certain adjustments relating to boundmies, area coverage, and
representation have had to be made from time to -time in order to
meet the needs of the statewide effort described in this chapter.

mentally retarded, other local resources supplying
such services, and the teachers in the same locali-
ties who could use these services. A copy of the
institute proceedings publication was made avail-
able to each of the participants attending the
regional follow-up n.Jetings.

Development and Preparation of the
Work-Study Handbook

The following subsectkins describe briefly the
plans that were made, the meetings that were held,
and the tasks that were carried out in the develop-
ment and preparation of this work-study publica-
tion for the education of mentally retarded minors.

Appointment of Regional Field Committees

A major 3tep in the ongoing process of dissemi-
nation, trainbig, and program improvement was the
appointment of field committees to formulate and
develop plans for the Work-Study Handbook So as
to provide a balanced input for the content of the
handt3ok, representatives of small and large school
districts and of rural, urban, and metropolitan
areas were selected early in 1969. Ten separate
committees, representing the ten regions through-
out the state,' were formed from the ranks of
these persons.

The personnel of each committee complied as
nearly as possible with the following representative
pattern: three high school teachers, one junior high
school teacher, one elementary school teacher, one
special education administrator, one regular educa-
tion administrator, one school psychologist, one
vocational rehabilitation counselor, and one special
classroom supervisor. The individuals chosen to
serve on the committees were all nominated and
selected because of their experience, capabilities,
and general attitude. Every effort was made to
enlist the most capable and progressive persons in
each of the ten regions.

Each committee was organized under a group
leader (teacher trainer), who had been selected
from a teacher training institution. Five teacher
trainers were each assigned two groups with which
to work. A special inservice orientation was
designed and conducted with the trainers to ensure
the uniform operation of each of the ten commit-
tees with respect, to input and output.

71lete again, tbe Department's adaptation of the CASSA regional
pattern is meant. (See footnote 6.)



4

2. State Department of Rehabilitation
3. Rehabilitation Training Center in Mental Retardation,

California State College, Los Angeles
4. Interagency Board of US. Civil Service Examiners
5. Division of Industrial Welfare, State Department of

Employment (now the State Department of Human
..

Resources Development)
6. Special Education Department, California State Col-

lege, Los Angeles

The proceedings of this special study institute,
published in October, 1968, included all of the
presentations made, the material and assignments
with which the small work groups were provided,
an evaluation and a summary of each task, and
information on the general organizational structure
of the institute.s Copies of this publication were
mailed to all persons attending and participating in
the institute and to all school district adminis-
trators and county superintendents of schools
operating high school programs for educable men-
tally retarded minors.

Regional Follow-up of Special Study Institute
for Teachets

The administrators and high school teachers
attending the Los Angeles institute were informed
that they would be involved in planning and
conducting the inservice educa ion sessions for all
of the additional persons within their regions who
were unable to attend the institute and who held
responsibility within these regions for programs in
the education of mentally retarded minors.
Accordingly, for each of the ten regions in Cali-
fornia,6 a regional coordkator was selected and a
planning committee was identified from those
people within the region wl' 3 had attended the
special study institute. These groups met with the
State Department of Education staff and helped to
plan, organize, and conduct the regional follow-up
conferences. Held during the fall of 1968, these
regional' conferences involved the local representa-
tion of the state agencies supplying services for the

,
s .Inststute Proceedings: Productive Program Planning. Proceed-

ings of the Special Study Institute for Teachers of Mentally
Retarded Ninon at the _High School Level. Prepared by L.. Wayne
Campbell and Everett V. O'Rourke. 'Sacramento: California State
Department of Education, 1968.

6Th1s pattern of ten regions, developed by State DePartment of
Education staff, is basically similar to the regional pattern used));
the California Association of Secondary School Administrators.
Certain adjustments relating to boundaries, area coverage, and
representation have had to be made from time to time in order to
meet tt,e needs of the statewide effort described in this chapter.

mentally retarded, other local resources supplying
such services, and the teachers in the same locali-
ties who could use these services. A copy of the
institute proceedings publication was made avail-
able to each of the participants attending the
regional follow-up n.zetings.

Development and Preparation of the
Work-Study Handbook

The following subsections describe briefly the
plans that were made, the meetings that were held,
and the tasks that were carried out in the develop-
ment and preparation of this work-study publica-
tion for the education of mentally retarded minors.

Appointment of Regional Field Committees

A major step in the ongoing process of dissemi-
nation, trainhig, and program improvement was the
appointment of field committees to formulate and
develop plans for the Work-Study Handbook. So as
to provide a balanced input for the content of the
handhlok, representatives of small and large school
districts and of rural, urban, and metropolitan
areas were selected early in 1969. Ten separate
committees, representing the ten regions through-
out the state,' were formed from the ranks of
these persons.

The personnel of each committee complied as
nearly as possible with the following representative
pattern: three high school teachers, one junior high
school teacher, one elementary school teacher, one
special education administrator, one regular educa-
tion administrator, one school psychologist, one
vocational rehabilitation counselor, and one special
classroom supervisor. The individuals chosen to
serve on the committees were all nominated and
selected because of their experience, capabilities,
and general attitude. Every effort was made to
enlist the most capable and progressive persons in
each of the ten regions.

Each committee was , organized under a group
leader (teacher trainer), who had been selected
from a teacher training institution. Five teacher
trainers were each assigued two groups with which
to work. A special inservice orientation was
designed and conducted with the trainers to ensure
the uniform operation of each of the ten commit-
tees with respect to input and output.

. .,

7Heve again, the Department's adaptation of the CASSA regional
pattern is meant. (See footnote 6.)



The Work of the Regional Committees

Ten separate, two-day committee meetings were
conducted during the spring of 1969, with
emphasis on input. They were highiy task-oriented
and strictly time-loaded. The following steps were
take n :

I. The nature of each task was explained as clearly and
simply as possible to elicit specific outcomes.

2. A timed input session was prescribed for each task.
Gathering ideas was the goal. No debate or discussion
was permitted. Two recorders were employed to
record the ideas, expressed by members of each
committee, on 24" x 36" pads. The participants were
blindfolded and instructed to "turn their minds
loose" and state their ideas in short phrases.

3. While the members made their statements, the leaders
ruled on relevancy of the ideas consistent with the
defined task, prevented interaction and discussion,
and made sure that all verbalized ideas were recorded
on the large pads.

4. Following the input session, each person was pro-
vided with an individual work sheet and was
instructed to organize the ideas recorded on the pads
during the input session into major group classifica-
tions, with appropriate subgroup classifications. This
step was also time-loaded. Each person was then
instructed to rank the major group classifications in
order of priority and then the subgroups under each
of the major group headings in the serne way. A time
limit was allotted for this task.

5. Following the individual organization and ranking of
ideas, one work sheet was provided for the total
group. The members thereof were instructed to reach
a consensus on the malor group classifications and the
appropriate subgroup classifications. The group was
then instructed to arrive at a consensus regarding the
priority ranking of the major groups and the sub-
groups, A time limit was set for this task also.

The same five steps or operational procedures
were utilized for each task performed. The follow-
ing tasks were assigned, with a time limit desig-
nated for each one. The "brainstorming" technique
was used for most of these tasks.

Task One: From your experience, your ingenuity,
your objective appraisal, your honest feelings, what
would you identify as the mrior characteristics of pupils
who should be served in the program for the educable
mentally retarded? Be descriptive; c' a as broad a
descriptive range as possible; use short phrases; make
your responses individual, creative, and spontaneous.

Task Two A: What should the initructional program
include for the pupils enrolled at the primary level, the
chronological age being approximately five years
through eight years? Be descriptive and creative; use
short phrases.

5

Task Two B: What should the instructional program
include for pupils enrolled at the intermediate level, the
chronological age being approximately nine years
through twelve years? Be descriptive and creative; use
short phrases.

Task Two C: What should the instructional program
include for the students enrolled at the junior high
school level, the chronological age being approximately
thirteen years through fourteen and nine-tenths years?
Be descriptive and creative; use short phrases..

Task Two D: What should the instructional program
include for students enrolled at the high school level, the
chronological age being approximately fourteen and
nine-tenths years through nineteen years? Be descriptive
and creative; use short phrases.

Task Three A: Identify the minimum standawls for
the general program that must be present before the
district or the county superintendent of schools can
receive the special money for the operation of these
programs. Be specific, objective, honest, creative, ideal-
istic, and spontaneous; use short phrases.

Task Three B: Identify the minimum standards for
the selection, placement , reevaluation, reassignment, and
the !Ore, of pupils into special programs for the educable
mentally retarded. Be specific, objective, honest, ideal-
istic, creative, and spontaneous; use short phrases.

Task Three C: Identify the minimum standards for
the assignment of professional and paraprofessional staff
personnel to perform the necestary services which their
pupils will need to profit reasonably from a special
program. Be specific, objective, honest, creative, ideal-
istic, and spontaneous; use short phrases.

Task -Four: What would be the components of an
administrative structure for the operation of an ideal-
istic, total work-study program for educable mentally
retarded minors? Be creative, specific, objective, and
spontaneous; use short phrases. ("Administrative struc-
ture" refers to the general framework and the line and
staff operation that establish and maintain the operation
of the total program.)

Task Five: What would be the idealistic professional
and paraprofessional staff assignment, the ratio of pupils
per assignment , and so forth, to serve an idealistic, total
work-study program for the educable mentally retarded
pupils? Be creative, specific, objective, and spontaneous;
use short phrases.

Task Six: What would be the necessary additions,
deletions, revisions hi laws, rules, regulations, and
policies for the operation of an idealistic, total work-
study pmgram for the educable mentally retarded? Be
creative, specific, objective, and spontaneous; use short
phrases.

Integration of Output by Group Leaders

Following the completion of the ten regional
committees' two-day work sessions, each teacher
trainer -took-- his two sets of work sheets and
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merged them .into a single work sheet depicting a
combined grouping and ranking for each task.
Then, in September, 1969, the five teacher trainers
met and combined the five work sheets for each
task into a single work sheet. This final sheet
represented the refined summary of all the groups.

The "Single Committee of Ten"

After the tasks assigned to the ten regional
committees had been completed, one key repre-
sentative from each of the ten regional committees
was invited on the basis of his contributions,
capabilities, and imagination to be a member of
what was sometimes ceed the "Single Committee
of Ten." One teacher trainer was selected to serve
as leader of the committee, in addition to the ten
members. This single committee was assigned the
task of organizing the output of the ten regional
committees into one operational framewerk that
could be integrated into a functional program for
California public schools. The group's work began
in October, 1969.

The committee's output material on learning
experiences was broken down inw sequences for
the various school-age groupings and defhted in
such a way as to permit adoption into the school
curriculum. A balance betwevi the idealistic cur-
riculum and the realistic curiculum was reached
for each level of the school program.

Field Testing and Evaluation

Following the working sessions of the single
committee, each membei of the group chose or
assumed responsibility for one part of the total
proposed program to take back to his district for a
field-testing study. Each person discussed the
entire program format with his district colleagues,
tested the plan for strengths and weaknesses, and
evaluated the feasibility of the total plan. Then
each committee mmber and his colleagues focused
on the specific part of the program which they had
selected for intensive work. A State Department of
Educadon project specialist made periodic visita-
tions to each cf the districts involved in the process
to work with the staff for the purpose of evalu-
ating the effectiveness and feasibility of the sug-
gested program format and content. Revisions were
made as nceded and wherever needed.

After approximately six months of field testing
and mar.y meetings between the State Department
staff and school district staffs during the 1969-70
school, year, a preliminary draft of the Work-Study
Hand'000k was formulated. On May 25, 1970, this

draft was submitted to the California State Advi-
sory Committee on Programs for Educable Men-
tally Retarded Minors, to special education staffs
in selected school districts, and to professional
staff personnel in the State Department of Educa-
tion. Feedback from these key resources was
thoroughly discussed, and needed revisions were
made for the final draft of the handbook.

A Continuing Program of In depth Education
and Training

Following the publication of the Work-Study
Handbook, a team of specialists will be employed
to develop a training program to instruct special
class teachers and work-study coordinators (1) how
to perform the functions and initial tasks set forth
at the special study institute for teachers of the
mentally retarded; and (2) how to use the hand-
book effectively.

Ten regional training conferences will be orga-
nized and conducted one in each of the
designated regions. Efforts will be made to involve
all areas of educating the handicapped, since the
same procedures and the same organizational struc-
ture can effectively serve other handicapped indivi-
duals as well as the mentally retarded. Training will
be given in the following:

1. How to meet and relate to employers
2. How to sell emploors and the general public on the

advantages of hiring the handicapped
3. How to survey business and industrial situations for

the identification of specific training stations and
employment opportunities for the handicapped

4. How to identify the functional skill requirements for
job performance and how to break these down into
specific task requirements

5. How to translate job-skill requirements and task
requirements into an instructional program

6. How to develop a training plan, evaluation instru-
ments and procedures, and criteria for successful
performance ,

7. How to articulate and coordinate the services pro-
vided by other public and private agencies for the
benefit of the handicapped ,

The team of specialists will spend two or three
days in each of the ten regions designated on the
master schedule developed by the State Depart-
ment of Education staff. The same training will be
provided in each region and will utilize the local
resources within that region.

The persons selected in each region will then
draw up a plan and establish procedures for
providing a regional training program for those
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special class teachers and work-study coordinators
who did not have the opportunity to receive the
initial training. it is anticipated that several exem-
plary programs will be developed and established in
each region to serve as home-base guides for this
continuing inservice education program. Staff per-
sonnel in the Division of Special Education, State
Department of Education, will assist each region in
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orglinizing, conducting, and expanding the ongoing
program. The paramount goal is to prepare handi-
capped person§ more adequately so that they can
receive the kind of vocational education and
training which will enable them (1) to secure
permanent placement in the world of work and in
the community as successful citizens; and (2) to
maintain that status during their lifetimes.

g



PART Il

Work-Study Programs in California Schools
The work-study program for educable mentally

retarded minors in California is different from that
of work experience education for regular minors
and different from the federally financed work-
study program under vocational education and
compensatory education for minors who qualify in
the national antipoverty effort. It is a functionally
organized program that integrates work and study
as a balanced process of education.

The Work-Study Program:
Demition and Description

Work-study programs for the lower and upper
levels of California high schools consist of all those
learning experiences organized under, and coordi-
nated and supervised by, the special class teacher.
These programs are to be designed to assist ali
educable mentally retaided students in developing
self-confidence and vocational competencies which
can be used to seek, locate, secure, and retain
employment and to become participating members
of the community. Thb programs must include a
balance between individual instruction and group
instruction, both directed toward developing the
basic skills for literacy and vocational competen-
cies necessary to attain the program objectives. The
curriculum must-include sufficient flexibility and
latitude AO Iliovide fol. the iiidCringe of differen-
tial abilities that exist among the students in every
class and in every classroom. Repeated opportunk
ties must be provided for mentally retarded minors
to apply to their daily living the academic language
thei acquire in the classrooms.

The work-study program must be designed to
enable students to move through all phases of work
programs at the high school level. Their classwork
must be coordinated with their experience on the
job-training stations. These job-training stations
must be organized to provide for the sequential
acquisition of skills and behaviors and for move-

ment from on-campus job training to off-campus
job training and eventual full-time employment.

The student population eligible for the work-
study program consists of all the educable mentally
retarded minors for whom the public schools have
responsibility, as dermed by Education Code sec-
tions 6901 and 6902 (see Appendix B).

Philosophy of Special Education Programs
for Mentally Retarded Minors

Public schools must provide the fullest possible
opportunities to meet the educational needs of
citizens without regard to economic condition,
social status, race, religion, or abilities. The founda-
tion-for our public schoOl provam is the inherent
right of every child to a public-supported educa-
tion to the maximum of his ability to profit from
such education.

The special- education program for mentally
retarded minors in California has developed and
must continue on the basis of the following
principles:

I. Mentally retwded minors have the same rights to
educational opportunities from which they can profit
as do all other minors of the school-age population.

2. Mentally retarded minors must be idenfified with
treat care, and due consideration must be given to all
factors that -may lead to a minor's substandard
performance and to the educational implications of
such findings.

3. Mentally retarded minors, once identified, must have
a program designed specifically for their intellectual,
emotional, social, and vocational needs.

4. Mentally retarded minors must have an education
that is comprehensive. Attention and efforts must be
directed toward the fullest development of all the
potentialities for personal, social, and emotional
development leading, if at all possible, to indepen-
dent, productive living.

5. Mentally retarded minors must be educated toward
making an effective transition and integration into

-



the social, political, and economic structures of their
community to the highest degree possible.

6. Mentally retarded minors must be educated in situa-
tions that permit them to develop skills necessary for
daily living so that the educational outcomes will
make a significant contribution to their adult life.

7. Mentally retarded minors shall be educated in the
locally developed programs organized as a part of the
total educational program and, if at all possible,
located in conjunction with programs for "the normal
minors."1

General Objectives of the California Program

The general primary role of the curriculum for
mentally retarded minors in California public
schools is to assist these minors to progress as far as
poisible toward becoming responsible, prrxluctivc,
and participating members of their community. In
order to achieve this general goal, basic objectives
are designed to assist these minors to develop
attitudes and skills which will:

1. Lead to the formation of habits enabling them to
understand themselves and to get along with
others.

Adapted from "Guidelines for Developing a Course of Study
and Cturitidum for Mentally Retarded Minors in California Public
Schools." Adopted by the California State "Board of Education,
March 9, 1967. Sacramento: Californk State Department of
Education, 1968 (proceued), p. 1.
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2. Lead to the formation of habits promoting emo-
tional security and moving them toward indepen-
dence.

3. Lead to the formation of sound habits in physical
development, health, safety, and sanitation.

4. Enable them to become adequate members of a
family and to become future homemakers.

5. Enable all students to develop their maximum
capabilities in the basic tool subjects through
individualized instruction that helps them to apply
the communication and computational skills in the
solution of problems encountered in evetyday
living situations.

6. Enable them to participate and work in a produc-
tive way of life so that they can earn their own
living to the limits of their ability and can also
strengthen their self-image.

7. Enable them to express themselves through music,
art, and drama and to appreciate and enjoy these
and other arts.

8. Assist them in selecting and participating in
wholesome leisure-time activities.

9. Lead to the acceptance of civic responsibility as
participating, productive members of their com-
munities.

10. Enable them to participate in occupational and
vocational experience within the school environ-
ment and within the community in developing
toward economic self-sufficiency.'

2 p. 4.
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PART 111

Administrative Responsibility and Suggested
Administrative Structure

As designated by the California Legislature, the
chief administrator of a school district has the
responsibility for effective operation of the total
educational program for all minors residing in the
district. The following suggestions are set forth to
assist him in providing an appropriate program
foundation and organizational framework for
work-study programs for the educable mentally
rctarded.

Schcol-Community Advisory Committees

A work-study program at the high school level is
an educational activity that must be shared jointly
by the school and the total community. An
advisory committee that represents the school and
the community can contribute greatly to develop-
ing and implementing the program plan. The
committee should be composed of leaders in
business and industry, in labor organizations, and
in public agencies other than the school system;
one certificated employee and one classified
employee from the school district; a community
leader who has rendered particularly outstanding
service to the people in the area; and other selected
individuals closely associated with the educational
process (for example, a member of the local board
of education). Such a group, duly appointed and
organized, can be most helpful in establishing good
will, understanding, and cooperation amOng all the
components of school and community in sup-
porting a viable work-study program for mentally
retarded students. This con :Mate can provide
valuable service by reviewing the plans made for
the program, by identifying ways in which each
segment of the community can possibly contribute
to-the-program, and by developing evaluation and
follow-up techniques and designs_ as the program
expands. It is extremely important that Ill mem-

bers of the committee have an understanding of
and an interest in the total educational enterprise
of the community.

Membership in the advisory committee should
be suggested by the work-study coordinator or the
director of special education, approved by the
administrative staff of the school district, and
officially appointed by the district board of educa-
tion. The number of members can vary with each
district but should range from five to twelve.
Members should be appointed for a three- or
four-year term. Original appointments should be
handled in such a way that reappointments can be
made on a staggered basis.

All those who are selected for this committee
will probably be very active, busy persons. The
meetings, therefore, should be scheduled as infre-
quently as feasible, should follow a specific agenda
provided well in advance of each meeting, and
should be held generally in the evening and be
limited to approximately two to two and one-half
hours in duration. Since the committee is an
advisory body, each member must be informed
that only when meeting as a committee does it
have the power to offer advice and recommend
policy for consideration and action by the district
board of education.

With strong leadership from the school district's
staff representative assigned to work with the
advisory committee, this body advises, counsels,
and assists in the following ways:

1. Publicizes the entire work-study program through-
out the community.

2. DeveloplKand maintains good community rela-
tions, including community acceptance of the
work-study program. -

3. Makes surveys , of the community for training
stations and possible employment positions.
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4. Develops standard practices and policies for the
employment of students.

5. Assists in solving problems that involve employers
and labor groups.

6. Develops and maintains transportation facilities
and schedules.

1. Secures needed equipment and supplies.
8. Serves as arbitrators on wage and labor difficulties.
9. Provides information relevant to- employment

trends; for example, supply and demand.
10. Serves as evaluator of (a) new ideas; and (b)

expansions of program offerings.

The Needs of the Work-Study Program:
Identification and Definition

Even though all work-study programs for men-
tally retarded students must follow the same
general format throughout the state, each school
district's program must be designed and organized
to meet the unique needs of the boys and girls
enrolled in that program. Moreover, the local
resources available to or obtainable by the district
and the community should be utilized to the best
possible advantage of that program.

Each school district must carefully evaluate the
needs of the students enrolled in its work-study
piogram as these needs relate to the characteristics,
capabilities, and potentialities of the enrollees. In
addition, district personnel must diligently seek to
locate and develop, in the total organization of the
school district operation and in the community
itself, suitable tiaining stations that will meet the
needs of the students enrolled in the piogram.

Research and experience have demonstrated that
it is highly beneficial for the school to provide
well-structured on-campus work-study experiences
in conjunction with classroom experiences. These
on-campus training experiences form the basis for
the off-campus phase of the piogram.

Development of the General iram Plan

Each school district's program plan should be
developed by the school staff personnel designated
by the district administrator to work with the
students in the program. The plan should clearly
show how the students will progress through the
total work-study piogram and should describe the
following:

1. Training stations
2. Job training supervisors
3. Supervision and evaluations
4. Amount of time students are to spend in training

ok4
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5. Criteria used for evaluation and progression
6. Relationship between classroom activities and job

training
7. Personnel responsible for planning students' programs
8. Data used and methods of gathering data upon which

the students' programs are developed.

The district's work-study plan should be
designed in such a way that each student will be
stimulated to develop his capabilities to the maxi-
mum. No student should be locked into any one of
the sequential steps for a given period of time if he
has demonstrated that he is 'ready to progress to
the next developmental step. Increased emphasis
must be given to the work-training part of the
program as the student neais his last year in the
program. The major goal is to have all students,
upon graduating from high school, ready (1) to
enter a full-time program of continued training in a
junior college, a vocational or trade school, or
on-the-job training in private industry or business;
or (2) to take on fmal placement in a full-time job
in competitive employment.

In order to assure attainment of this end goal,
exploration of job capabilities in several of the
.on-campus training -stations must be provided. At
first, experiences in each of these training stations
should be limited to a given time, perhaps one
month at the most. Each placement should be in
the general area of the vocational interests and
capabilities of the particular student, and the work
entailed should be progressively more complex at
each step. The student should be permitted to try
some things he is unable to perform so that he can
be in a better position to realize his limitations as
well as hi: capabilities.

Approval of the General Program Plan

When the general program plan has been devel-
oped by the responsible school staff, it should be
reviewed and approved by the district adminis-
trators and then referred to the advisory commit-
tee for the reactions and recommendations of that
body to the district board of education. In its fmal
form, the plan should be approved by the district
board of education and drafted into the operating
policy and procedures of the district.

Parts of the general plan may need to be
approved by the State Department of Education,
on the basis of the requirements of the California
Administrative Code, Title 5, Education, Section
3407. Since this work-training experience will

19
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involve time during the instructional day, a flexible
plan has been permitted whereby it is possible to
reduce the number of minutes generally required
for the students to be under the immediate
supervision of a special class teacher. (See Cali-
fornia Administrative Code, Title 5, Education,
Section 3407.) Approval of this part of the plan
must be obtained from the Bureau for Mentally
Exceptional Children, Division of Special Educa-
tion, State Department of Education. Copies of the
approval form are made available to school districts
upon request.

This approval form requires a listing of all the
potential job-training locations, the position title
of the person who will be the job trainer, and the
amount of time per day the student will receive
such training. It is necessary to record, also, the
position of the special education person (such as
the work-study teacher or the work-study coordi-
nator) who will be providing general supervision
for the student. The purpose is not to grant
approval for each student but to grant approval
only for the program structure within which each
student can be scheduled according to his indivi-
dual needs and capabilities. The report must also
include information on the following: off-campus
training stations; apncies, businesses, industries,
and the like, which provide training within the
community; and the scope and potential of full-
time employment opportunities.

End-of-the-Year Report to the State
Department of Education

A school district that has a program for educable
mentally retarded children and youth is required to
send an end-of-the-year report to the Division of
Special Education, State Department of Education.
Forms for this report are made available to school
districts by the Department of Education. The
report must be received not more than 60 days
following the end of the schOol year. The Depart-
ment of Education needs these district reports in
order to compile local and statewide statistics for
the Legislature, business and industrial concerns,
the Governor's Committee as well as the Presi-
dent's Committee on Employment of the Handi-
capped, the state departments of Rehabilitation,
Industrial Relations, and Humin -= -resources
Development. Also many other agencies and
groups request such information from the Depart-
ment of Education.

The Financing of Work-Study Programs

Certain costs relating to the operation of work-
study programs are legitimate charges that can be
made a part of the budget for the operation of
these programs.

General Intonation

Income is available for meeting the budgeted
costs of the work-study program from local
taxes general and specific; from state income
basic and special grant; from certain federal
allowances general and specific. Funds are avail-
able for the following:

1. Full- or part-time work-study Coordinator
2. Community work-study teachers
3. Part-tkne job trainers
4. Special coordinator (Education Code Section 69123)
5. Mileage allowance for work-study coordinators and

community teachers
6. Transportation of students to work stations
7. Field trips for prevocational programs
8. Extra equipment and service: telephone and capital

outlay
9. Pay for students, on campus and in community

except for private employers (Education Code Sec-
tion 5991.5)

Sources for Federal and State Funds

There are several sources of federal and state
funds for short-term work-study projects available
through many of the funding acts. Detailed infor-
mation, application forms, and instruction manuals
must be obtained directly from the agency assigned
the resPonsibility of administering each separate
act. The following references indicate sources for
funds. (The appendix letters in brackets refer to
the appendix material at the back of this
handbook.)

Elementary and Secondary Education Act of 196.5 (P.L.
89-10), as amended by P.L. 89-750, Title VI, Educa-
tion of Handicapped Cluldren [Appendix .11

Elementary and Secondary Education Act of 1965 (P.L.
89-10), Title 111, Supplementary Educational Centers
and Services [Appendix 3]

The Vocational Education- Act of 1968 (P.L. 90-576),
which became effective on October 16, 1968, and
which replaced the George-Barden Act, the Voca-
tional Education Act of 1963, and all provisions of
the Smith-Hughes Act except its appropriation
feature [Appendix .11

1



State Funds: Public Law 85-926, as amended, makes
money available to the State Department of Educa-
tion and selected teacher training institutions. State
money is available to provide fmancial support to
inservice teachers for attendance at summer school to
improve their qualifications as teachers of exceptional
children (Appendix IA

Facilities for Operating the Program

The administrative head of the school district
must concern himself with providing adequate
facilities for the operation of the work-study
program. The facilities must be designed to meet
the educational and vocational needs M the stu-
dents enrolled in the program. The chief adminis-
trator also has the responsibility -of assuring
cooperation of the several divisions of the school
district in providing work-training stations through-
out the district for the job-training part of the
work-study program. In addition to the special
classrooms, job-training stations, space and equip-
ment for the development of specialind instruc-
tional material, and the like, space and equipment
for a program-coordinating center should be pro-
vided. The facilities for the program-coordinating
center should provide telephone access to the
general community, space for small-group and
individual counseling and testing, individualized
program planning, and recordkeeping. In general,
this center will also serve as headquarters for the
work-study coordinator and his staff.

Selection and Training of Qualified Personnel

Qualified personnel should be selected to imple-
ment and carry out the program objectives as
defined by the State of California and the local
school district. These personnel should be trained
and provided with all the educational and func-
tional tools that are necessary to implement and
operate the work-study program. (For discussion
of specific personnel, see Part IV.)

Importance of Adequate Supervision

The administrative head of the school district
shall assign persons holding appropriate credentials
to provide adequate supervision of the program.
On the basis of the district's size, it may be feasible
to appoint a work-study coordinator to perform
this function at the secondary school level. As
described in the California Administrative Code,
Title 5, Education, Section 3409, supervision
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includes "all those activities having as their basic
purpose the actual improvement of the special
instructional program."

Students assigned to the program shall be under
the direct or general supervision of a special class
teacher for the entire program day (California
Administrative Code, Title 5, Education, sections
3405, 3-408, 3409). Direct supervision refers to
face-to-face or immediate presence of the super-visor.and the student. General supervision refers to
general responsibility for a student who may be
under the immediate supervision of someone else.

The building principals and -the special super-
visors shall cooperate to provide adequate super-
vision both for the program and foithe students
enrolled in the program.

Community Resources

A number of public and private resources within
each community cart be helpful to the work-study
staff in one or more aspects of the total program.
Each school district should carefully survey its
community to identify these resources, establish
communications With the key persons within the
pertinent agencies and 'organizations, and utilize
the services available through these resources. Each
resource has unique capabilities for providing
consultative roles and some direct services to the
development :and maintenance of the work-study
program. Once these organizations are knowledge-
able about the goals, objectives, mechanics of
operation, and the students being served; it is
found that a large majority of them are eager to
assist and to cooperate. Both the school system
and the community need to understand that
involvement of these organizations early in the
program can prevent many problems from occur-
ring, whereas if the case-by-case method is fol-
lowed with little or no community help, a number
of probleps inevitably come to the fore.

Resources within each community can generally
be classified under two headings: private and
public.

Private Resources

Typical examples of private community
resources are the following:

1. Responsible, influential leaders in business, indus-
try, and commerce

2. Chambers of commerce
3. Service clubs, such as Civitan International, Lions,

Optimists, Kiwanis, Rotary
4. Labor unions and other labor otganizations
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5. Private workshops
6. Employment councils and agencies
7. Private technical and vocational schools
8. Large, individual business and industrial com-

panies, corporations, or associations (airerpft
fkms, brain companies, department store systems,
communications and transportation firms, plants
and factories of various kinds, science laboratories,
technological centers, banking and business firms,
and so forth)

9. Private medical facilities of ztnters
10. Private or semiprivate utilities local or regional
11. Other resources in some communities

Public Resources

Some of the public resources that are often
found within communities are listed as follows:

1. State of California:
a. Department of Human Resources Development

(formerly Department of Employment)
b. Department of Rehabgitation
e. Department of Industrial Relations, Division of

Industrial Welfare
2. Other public service agencies at the state or federal

level
3. Public medical facilities or centers
4. Public utilities
5. Other resources

Insurance and Work Permits

School districts and county offices of super-
intendents of schools operating work-study pro-
grams must provide certain insurance coverage and
must issue work permits. The following informa-
tion is important:

1. Although the provision of accident insurance
is not a legal requirement for the public schools,
distriets and county offices operating work-study
plograms should either provide this protection or
assist the students' parents or gnardians in obtain-
ing it. Authority for school districts to provide this
protection is set forth in Education Code Section
11711.

2. General liability insurance coverage is manda-
tory for the school district, according to Education
Code Section 1017. The majority of businesses and
industries are covered by- liability iniurance.
Persons charged with the responsibility of admiais-
tering the work-study plogram should make certain
that students in the program are properly pro-
tected against accidents.

3. Workmen's compensation insurance is re-
quired of all employers in California. The school

Pei

district is the employer if it pays cash wages to
students. According to Education Code Section
8358, the school district is also the einployer of
students engaged in the on-campus phase of the
work-study plograms whether or not they are
receivhg a cash wage. A list of all students involved
in the on-campus training phase of the program
should be provided to the administrator who has
been assigned the responsibility of business admin-
istration. These students should be carried by the
school district as trainees and and should be listed
with the other district employees for coverage
under workman's compensation insurance. This list
should be kept up-to-date. Those students who are
not receiving any wage whatsoever should be listed
separately from the students who are being paid.
All students who receive any wage regardless of the
amount should be carried as employee-trainees
since they qualify as both employees and trainees. -

4. A work permit must be issued by the school
district to each student participating in` the work-
training phase- of the work-study program. Each
student participating in this program at the on-
campus level should be certified to the business
manager of the district as a "student trainee."

Assessment, Evaluation, and Follow-up
in Relation to the Work-Study Program

A sequentially developed evaluation and follow-
up procedure should be an integral part of the total
program. The follow-up studies must be available
to determine program strengths and weaknesses; to
form the basis for program development; and to
validate the program outcomes, or the achievement
of the goals and objectives of the program. The
administrative head should ensure that the person-
nel in the total ,fork-study staff understand their
responsibilities in this process.

Suggested Structures for Administrative
Organization of the Program

The organizational structure for the administra-
tion of the work-study program will vary depend-
ing upon the particular needs within a given school
district and upon the staff personnel available to
meet those needs. It is important that an orderly,
workable system be established and that each
member of that system know what he is supposed
tO do and to whom.he is responsible. The following
ch3it-5 are examples of some existent line and staff
patterns.

' '1*
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Chart 1
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Chart 2

ORGANIZATIONAL PATTERN FOR WORKFTUDY PROGRAMS
IN SCHOOL DISTRICIS OF MEDIUM SIZE
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Chart 3

ORGANIZATIONAL PATTERN FOR WORK-STUDY PROGRAMS
IN SMALL SCHOOL DISTRICTS
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PART IV

Initiation of Work-Study Programs
The administrative responsibility for initiating

work-study programs for mentally retarded stu-
dents begins with the development of the profes-
sional staff. This staff will include a work-study
coordinator, a community work-study teacher;
job-site trainers, and the special education adminis-
trator. Duties that must -be assigned and coor-
dinated are those of (1) surveying the total school
operation and the community for training and
employment possibilities; and (2) developing
schedules and transportation for the work-study
staff and for the students. Creating trainee evalua-
tion forms, methods, and techniques and deciding
on credits and grades for the work-study expe-
rience are also necessary during the planning qf this
program.

Suggested Staff for the Program

Descriptions of suggested staff personnel for the
conduct of the work-study program, including
information on their qualifications and responsi-
bilities, follow.

Wodc-Study Ctiordinator

Care must be taken in identifying and employing
the work-study coordinator. He is largely respon-
sible for the success of _the program.

1. Qnalifications
a. Possession of appropriate credential
b. Two or more years of teaching experience in the

field of special education
c. Some occupational experience other than in

education
d. Ability to relate favorably to adults as well as to

educable mentally retarded students
e. Capability of functbning effectively in a relatively

nonstructured situation
f. Knowledge of jobs in the community, conversa-

tional skills, and understanding ofpeople
2. Work load

The supervision of at least five but not more than
_ ten community work-study teachers, plus general

-

-
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supervision of students under the direct super-
vision of the work.study teachers

3. Duties and responsibilities
a. Being charged with the_ overall supervision of the

work-study_program-
b. Serving as coordinator for other special class and_

community work-study teachers
c. Providing inservice education and an exchange of

infonnation about current developments. (The
development of inservice education must concen-
trate on program improvement as well as on staff
development. Curriculum revisions, program plan-
ning, case studies, and other important prcjects for
the program can be facilitated through inservice
education.)

d. Explaining program needs, goals, and purposes to
students, parents, teachers, nonprofessional staff,
and employers

e. Developing brochures and fliers that aid in public
relations contacts

f. Tasking to teacher organizations, [vent groups,
and civic oiganizations in order to promote better
understanding of the work-study program

g. Personally and in cooperation with the work-study
teacher, locating and screening potential place-
ment stations within the school and the COM-
munity for desirable use as training stations

h. Helping the work-study teacher in the placement
of students and assisting job trainers and employ-
ers with the orientation of students during training

-periods

i. Developing a supervision schedule so that all wait
stations are contacted regularly by a member of
the work-study team

j. Developing one-, three-, and twe-year follew-up
studies of graduates

k. Azisting administiators in the determinadon of
policies related to high school credits that are
earned toward graduation for participation in the
work-study program

I. Maintaining liaison and making refernis to other
local agencies is the need arises; e.., the State
Department of Rehabilitation

/
I
/
I,
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Community Work-Study Teacher

The community work-study teacher is respon-
sible for the supervision of students placed in
off-campus training and employment.

I. Qualifications
a. Possession of appropriate credential
b. Successful experience in job counseling with stu-

dents
c. Ability to relate to 'administrators, employers, and

job-site trainers
d. Ability to function within a flexible time schedule

2. Work load
a. At least 10 hours per week to supervise students

on the job if also assigned to special class teaching
duties

b. Some teachers assigned full time in the com-
munity, while other special class teachers assigned
full time to special classes

c. No teacher permitted to have more than 18
students under his supervision at one time

?. Duties and responsibilities
a. Having students fill out work permits to be kept in

a central file
b. Placing students on work stations and assisting

trainers and employers with orientation
c. Working out general supervision plans with trainers

and employers and being responsible for the
students under the direct supervision of the
job-site trainer

d. Orienting each student as to the means and
schedules of transportation to and frorn his job

e. Making an evaluation of students at the close of
the third, sixth, ninth, and eighteenth _weeks of
sthool, respectively

f. Maintaining records that would include data
relative to wodc achievement, work permits, stu-
dent strengths and weabiesses iegaidinremploy-
ment potential, social and emotional limitations
and comeetencies related to job situations,
anecdotal nuIts, and other pertinent information

JobSite Trainer

Job-site trainers are responsible for the direct
supervision and job training -of the work-study
participants while they are on the job. A job-site
trainer is an important key to the success of a
student's experience. Therefore, careful considera-
tion must be given in_ the selection process.
Provision should be mide, too, for necessary
inservice orientation and training.

A special or regular vocational education creden-
tial is not required for the job-site trainer since
general supervision of the students involved in the
training must be provided by the work-study
teacher or the work-study coordinator. However,
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for prestige purposes, each district may wish to
check through the vocational educational creden-
tialing process to ascertain if the trainer is eligible
for a credential or if it is feasible to get him
credentialed. Desirably, and if it is possible to do
so, some released time from regular duties might be
arranged to provide vocational instruction. The.
expense of such instruction is a legitimate expendi-
ture of the vocational education funds available for
the handicapped.

1. Qualifications
a. Personal

(1) Willingness to participate in the woik-
s t udy program and to attend an
orientation and inservice education ses-
sion regarding the overall purpose and
structure of the program

(2) Willingness and ability twunderstand the
problems that the mentally retarded have
and to build up their capabilities

(3) Responsiveness to the emotional and
vocational needs of the student trainees
and the ability to communicate with them

(4) Willingness to communicate and cooper-
ate with the woik-study teacher or
coordinator

b. Vocational
(1) Being a competent anti dependable

woiker
(2) 'Being able to relaw the scope and

sequence of the vocational taskt to be
accomplished to the trainee and to pro-
vide adequate and appropriate initruc-
tions for task accomplishments

(3) Being able to direct the progress of the
trainee and to ithist in the evaluation of
his Progress

(4) Being able to describe and enforce mini,
mum standards of woik output and to
provide supervisory guidance to the
trainee in performing the assigned task

(5) Being able to describe strengths and
weaknesses of the trainee regarding the
performance of his task and to make
suggestions for learning experiences out-
side the task which can be translated into
the educational or training program

2. Duties
a. Assisting the woiktstudy coordinator in defin-

ing the tasks to be learned in the woik-
training station and developing the training
manuals, woikbooks, and other instructional
materials

b. Assisting the wodc-study coordinator in the
selection of potential trainees and in providing
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orientation to the job-site situation and train-
ing program

c. Assisting the work-study COOK lator in the
evaluation of the trainees progre .

d. Providing general and specific ii itructions to
the trainee when hc is on he job and
supervising his work

e. Preparing necessary reports, evaluations, and
recommendations regarding the trainee's work

f. Maintaining a safe working environment and
an atmosphere conducive to successild per-
formance
Making immediate contact with the work-
study coordinator in any emergencies or crises
involving the trainee

8-

Techniques of Surveying the Community
and Making Contact with Employers

The following sources of information can be
used in identifying the types of jobs performed in a
given community, learning of potential job open-
ings, and making contacts svjth employers.

1. Apprenticeship councils
2. Local chamber of commerce
3. Civil service systems federal, state, county, city
4. Local branch of the California State Department

of Human Resources Development
5. Employer advisory committee
6. Local employer association
7. Local committee on the handicapped
8. Yellow pages of local telephone directory and the

local manufacturer's directory
9. Newspapers. =advertisements; business pages, and

fmancial pages
10. Organizations for the disadvantaged
11. Local personnel managers association
12. Service clubs, civic-group% fraternal organizations

(An example of a service club that can be first
helpful is the Civitan Club; each such dub belongs
to an international service organization dediated
to developing good citizenship. The major project
of this organization is wo*Ing with and for the
mentally retarded. There are many of grese clubs
in California. A list showing their locations appears
in Appendix E.)

13. Sheltered workshops
14. Trade journals
15. Labor union organizations

The cultivation of personal ralationships with
members of community organizations over a
period of time often enlists special interest in the
work-study program and results in opening
employers' doors or in a!erting the coordinator
and/or teacher to openings suitable to the students.

Parents and/or guardians must give their written
permission for any student to participate in the
on-campus or off-campus phase of the work-study
program. Early parental involVement and cooper-
ation, therefore, assists greatly in better training
and placement of mentally retarded students.
Parents and guardians can render valuable service
to the program by canvassing the community for
on-the-job training stations and for full-time jobs.

Employers are the customers. The products are
the special education students. Good salesmanship
requires that potential customers who can use the
product be located and familiarized with the value
of the student as an asset in their businesses.
Knowing prospective employers and visiting their
places of business will frighten awareness of job
opportunities for the students and will also make it
increasingly possible to determine which boys and
girls can handle certain jobs. It is at this point of
familiarity that the teacher as a salesman can
acquaint prospective employers with the feasibility
of employing some of the students for specific
jobs.

Employers can be invitedlo give speeches to the
special class regarding how to seek and fmd work,
or what an employer looks for in a new employee.
In so doing, visiting employers not only enrich the
classroom atmosphere but also become acquainted
with the students and with their. needs, character-
istics, problems, and assets.

Field trips are another means _ of providing
instructional enrichment and of familiarizing
employers with the students. In addition, the
teacher learns about the employer's business and
about various types of potential job opportunities.

The Scheduling of Staff and Students

The scheduling of the duties and functions of
the professional staff and of the learning and
training activities of the students is essential to the
work-study program. Any scheduling that is done
should be realistic, workable, and appropriate to
existing needs.

Work-Study Coordinator

It will be difficult for the full-time coordinator
to anticipate how his daily or weekly schedule will
evolve. However, he should be encouraged to think
through a master schedule relative to an antici-
pated time breakdown that is realistic in terms of
his various responsibilities. An important facet of



scheduling is to keep the office secretary informed
as to where the coordinator may be reached when
he is not in the office. The job of a work-study
coordinator in a large district program (serving five
or more classes) is varied and demanding; the scope
and nature of this type of job are described earlier
in Part IV, in the section regarding work-study
coordinators.

Since most full-time coordinators will need to
put in more hours than are contained in an average
teaching day, it might be feasible to adjust the
full-time coordinator's schedule to a starting time
that is more in line with the opening time for
businesses with which he will be working. It is also
desirable to arrange compensatory time allowances
and/or additional money whenever possible.

Community Work-Study Teachers

For those high school programs which have only
one or two special classes or happen to be in the
initial stages of development, a special class teacher
is often assigned as a community work-study
teacher.

The community work-study teacher should be
assigned to teach special classes for part of the
school day, and the remainder of the day should be
scheduled for work-study supervision responsi-
bilities. In launching such a program, the adminis-
tration should anticipate that it is quite possible
that not all of the work-study teacher's students
will be involved in -on-the-job training situations.
Proper scheduling, therefore, should allow time for
this teacher (1) to assist students who are enrolled
in regular classes; and (2) to assist the regular
teacher(s) who is (are) providing instruction to
those students.

Students in the Program

It is generally desirable for the work-study
coordinator to assist in- the annual administrative
responsibility of establishing individual curriculum
schedules since he is aware of the academic status,
the nonacademic status, and the work-study levels
of the students enrolled in the program. It must be
anticipated in scheduling that, because of work
layoffs, unavailability of specific types of work
stations, or other uncontrollable variables, not all
high school students of junior and senior status will
be involved in job-training situations. These stu-
dents are expe,cted to attend special classes in
school, and/or attend regular nonacademic classes,
and/or engage in work-study experiences on the
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school premises until replacement on a community
work-training station is available or desirable.

It should also be noted that the school's
schedules for students in the work-study program
must be sufficiently flexible to meet the varying
time needs of some employers of part-time work-
ing students.

Transportation of Trainees

Student transportation problems in getting to
and from the training station should be the
concern of the school work-study teacher. He must
assume the responsibility for assisting the students
in finding a solution to such problems. In securing
job-training situations for students, one must
remember that work training is an integral part of
the curriculum; therefore, the coordinator and the
work-study teacher should ask themselves, "Is this
work situation that is under consideration so
located geographically that I will be able to offer
adequate supervision and arrange a satisfactory
transportation schedule for the student?"

Theefollowing are some suggested approaches to
the transportation of program trainees:

1. Chedc oat the school bus schedules.
2. Develop a parent car pool.
3. Lease a small bus or a station wagon for the teacher

to drive, to:be paid for out of work-study funds. If
the district is participating in a cooperative program
with the State Department of Rehabilitation or uses
the available st,rvices of a general rehabilitation
counselor, it mignt be possible to arrange funds for
transportation from this departmental source.

4. Hire an adult with a chauffeur's license to deliver and
pick up students daily.

5. Utilize a car donated by an auto dealer. This could be
driven by a school board member or by a person on
the school staff.

6. In a law city, provide bus tickets for the students
from work-study money.

7. Make use of a student-driven car. (If this approach
involves a policy of your district, you should clear the
matter with your legal office at the district level.)

8. Do not overlook the possibility or feasibility of
walking or of riding a bicycle.

Work-Study Trainee Evaluation

The work-study coordinator has overall responsi-
bility to the school for the conduct of the program
and specific responsibility for student supervision.
After placement in training stations has taken
place, continuing supervision and evaluation by the



1

t
I

I

22

-

school work-study teacher will be necessary to
assist the trainee and the trainer in making what-
ever adjustments to this new situation are heeded.
The work-study coordinator should visit program
trainees at their places of. employment at least ouce
every week, and more often if the needs of one or
more particular individuals dictate.

Student Attendance

The attendance of students enrolled in the
program should be recorded each day at school and
on the job. Attendance procedures should be
established by the work-study teacher so that the
school and the employer will know when and
where the student will be working. The daily job
attendance record should- be checked by the
work-study coordinator each week.

Counseling of Students

After collecting data from a studenes work-
study progress report (see Appendix D), a counsel-
ing session should be held with the student. At this
time the student himself should fill out a progress
report, and a process of self-evaluation should take
place, with the counselor assisting the student to
interpret the items on the report A comparison
should be made of the rating of the student by the
job supervisor and the rating reached by the
student himself, with a look at the studenes strong

in
4.1

points and weak points as others see him at work
and as the student sees himself.

Rating Scales

The studenes progress report is an example of
the type of form that has been used with good
effect. It provides a means of rating many aspects
of the worker; these aspects are ranked from 1 to
5. The scores are then transferred to the studenes
work history record (see Appendix D).

The Awarding of Credits and Grades

Policies regarding the establishment of credits to
be awarded for work-study experience should be
realistic and must be directly related to the amount
of time involved in actual training experiences.
Students should be given the same number of units
per period or, per hour when they are participating
in work-study activities as they would be given if
they were in a regular class. Credits for a student in
the work-study program should be comparable to
the total number of credits any other student is
able to earn per year for the same number of
instructional hours of attendance.

Grades for in-school and community work-study
training should be based upon the written evalu-
ations of work perfonnances and adjusted by the
work-study teacher in cooperation with the job-
area trainer.

'

-
,

-



PART V

The Work-Study Curriculum
This section, one of the most important compo-

nents of the Work-Study Handbook, is concerned
with general emphases, specific objectives, curricu-
lum content, learning activities, instructidnal
approaches, counseling, work training, and other
curriculum-related factors in the educational-
vocational program for mentally retarded minors.

Building the Continuum of the
Instructional Progr lif.

The curriculum for special education programs
must consist of a clearly defined, well-balanced
instructional program that is planned in sequence,
beginning at the lower elementary level and con-
tinuing through the senior high schooL

General suggestions for developing a balanced
curriculum are set forth in Chart 4.1

Curriculum that is thoroughly organized, consis-
tent with the plan set forth in the chart shown
here, and conducted by a competent staff should
assure, during early, middle, and later childhood,
development of the habits afl(F Skills that aie
essential for eventual occupational and social
adequacy.

Overall Program Objectives

Current practice suggests that the work-study
concept is the most effective approach to program-
ming for the educable mentally retarded at the
high school level. The focus of the objectives of the
programs should be on the needs of the students
enrolled and the environment of the community
where the program functions. Objectives should be
formulated by the special education staff and must

-

1 ..__Auapted from "Guidelines for Developing a Course of Study
and Cuniculum for Mentally Retarded Minors in California Public
Schools." Adopted by the California State Board of Education,
March 9, 1967. Saramento: California State Department of
Education, 1968 (processed), p.S.

guide the planning and operating of the program
throughout the school year.

The work-study program objectives must be
student-oriented rather than teacher-oriented.
While overall objectives may appear to be rather
rigid, it should be borne in mind that enabling or
working objectives (1) must allow for reevaluation
and realignment; and (2) must allow for each
student to move through the program at his own
Pace and in a manner consistent with his acquisi-
fion of skills, attitudes, and knowledges that are
necessary to his development of occupational
adequacy, social adequacy, and emotional stability.

Specific Program Objectives

Specific program objectives for the preparation
of mentally retarded minors are listed here accord-
ing to the four levels of learning primary, inter-
mediate, junior high school; and senior high
school.2

-

Specific Propam ObjectUas for the Prima.-y Level

For pupils in the primary grades, specific pro-
gram objectives, in order of importance, should
include the development of the following:

1. Habits enabling the pupils to understand themselves
and to get along with others

2. Habits promoting communication and building emo-
tional security, which can lead toward a positive
seltimage and a sense of independence

3. Habits leading toward the cultivation of physical
fitness and dexterity, good health, and safety and
sanitation practices

4. Habitt leading toward the pupils' becoming contribut-
ing members of their families

5. Habits promoting readiness for growth in the use of
language and readiness for number concepts

6. Habits that will enable the pupils to participate in
work as a productive way of life

2/bid, pp. 64.
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Chart 4

GENERAL SUGGESTED CURRICULUM EMPHASIS FOR
EDUCABLE MENTALLY RETARDED MINORS

APPROX.
LEVEL

APPROx.
CA.

YOUNG
ELEMENTARY INTERMEDIATE JUNZOR HIGH SENIOR HIGH

AGE
6

AGE
10

AGE
10

AGE
13

AGE
13

AGE
15

AGE
15

AGE
18

BASIC SCHOOL SUBJECTS

READINESS
Communication
Computational

ORAL LANGUAGE
DEVELOPMENT

.1. 1.

GROUP MEMBERSHIP
DRESS
MANNERS
SELF-CARE
HEALTH
PLAY

1
CONSUMER BUYING mums

NEWS MEDIA PRACIICAL LAW DRIVER
QUANTITATIVE

I JOB DESCRIPTIONS gi INSURANCE
ED.

--.4 ---. -.......
QUALITATIVE I BUDGETING .....-

CONCEPTS .....P
I

IPRACI1CAL .....P

SCIENCE 0.. I
ADULT SOCIAL.. ____....- .011141.- 1

COMMUNITY ROLES
SOCIAL OW 1

ORIENTATION

COMMUNITY
SERVICES

LEISURE T1MEP.E.

FAMILY
MEMBERSHIP

I SOCIAL
I ROLES 00P SIA591

!Itioik*PITiSICAL DEV.

-ocswi

FOLLOWING
DIRECTIONS

COMPLETING TASKS
MANIPULATION I

VOCATIONAL
INFORMATION

FIELD TRIPS
TO INDUSTRY

1

WORK
STUDY

INTROD. TO
PRACTICAL
WORLD OF
WORK

LABOR
LAWS

JOB
'TRAINING

PLACEMENT

Specific Prop.:km Objectiies for the
Intermediate Level

The content of the curriculum for pupils in the
intermediate grades should provide continuation of
the experiences presented during the primary
years.

Specific objectives for the inteimediate years, in
order of importance, should include the develop-
ment of the following:

I. Competencies that promote personal, social, and
vocational development

2. Habits that promote personal health, physical fitness
and dexterity, and safety practices

3. Skills that promote practical application of the bark
school subjects

4. Habits that will enable the students to begin to
appreciate and express themselves through music, aft,
and drama

*eerie Program Objectives for the
Junior High School Level

The content of the cuniculum for students at
the lower high school level should provide a
continuation of the experience presented at the
intermediate level.

The specific program objectives for the junior
high school years, in order of importance, should
include the development of the following:

1. Competencies that promote personal and social
growth and development

2. Activities that lead to emotional security and
independence

3. Ability in the owtic.11 application of the basic school
subjects--

4, Habits that promote personal health, physical fitness
and dexterity, and safetY practices

S. Understanding of the family and the roles of its
members



6. Skills for participating in recreational and leisure-time
activities

7. Readiness for acceptance of civic responsibility as a
productive, participating member of the community

Specific Program Objectives for the
Senior High School Level

The purpose of the program at the upper high
school level is to refine the skills and develop the
abilities of the students so that they can make a
satisfactory transition from the school to adult
society. The content of the curriculum for the
senior high school program should provide continu-
ation of the experiences made possible during the
lower secondary school years.

The specific objectives for this level should
include the development of the following:

1. Skills and attitudes for personal and social
competence

2. Skills and attitudes for vocational competence
3. Emotional security and the ability to function inde.

pende ntly
4. Understanding of the roles of members of the family

and skills necessary for successful family living
S. Activities that help students to become contauting

members of the community
6. Skills for continued promotion and advancement of

physical fitness and dexterity, as well as recreational
and leisure-time activities

7. Ability to apply the skills learned in basic school
subjects to the demands of the local community

Secondary-Level Program Offerings

General suggested curriculum emphases for
educable mentally retarded students in junior and
senior high schools appear in Chart 5.

All of the suggestions for courses and content
material cannot be worked into every student's
program. Teachers must develop a program that
fits the needs of the students in the community in
which the learners reside. Some of .the courses
might be taught for one semester, or, depending
upon the learners' needs, they could be combined.
Recommendations have been made for emphases at
each of the six grade levels; these are shown in
Chart 5. There is also the possibility of team-
teaching the core subject-matter areas, along with
noncore special education electives and regular
education electives.

in the pages that follow, each subject area
represented on the chart is discussed, and a
sequence of outlines showing suggested course
coverage and content is presented. Even though the
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general areas are identified by suggested course
titles, each Area must be developed and taught in a
series of units, and each of the- units must be
organized to support the general area title.

Communication Skills (OW and Written)

Basic communication skills for grades seven
through twelve are listed in the detailed outline
that follows. At the junior high school level, the
emphasis should be on writing, speaking, listening,
nonverbal observations, and fundamentals of
thinking.

At the senior high school level, the stress should
be on practical application of all basic skills,
beginning with mass-media communication in the
tenth grade and continuing with communication
experiences in the eleventh and twelfth grades.

ovisions must be made for opportunities through
which the student can develop the ability to ask
appropriate questions and to find proper answers
to these questions within the school and the
commu nity.

SEVENTH GRADE

Cornmunkation Skills

1 . Writing:
a. Cursive and manuscript styles
b. Spelling
c. Basic sentence and paragraph structure
d. Punctuation, capitalization, terminal punctuation

2. Speaking:
a. Correct usage
b. Vocabulary development
c. Courtesy in speaking
d. Pronunciation and enunciation
e. Clear expression of ideas

EIGHTH GRADE

Cornmunkation Skills-
(Coned.)

3. Listening:
a. Following directions and instructions
b. Courtesy in listening habits
c. Attention to speech
d. Aural comprehension and interpretation
e. Listening vocabulary
f Critical listening

4. Nonverbal observation:
a. Social cues
b. Comparisons
c. Purpose observation

S. Fundasientals of thinking:
a. Problem solving
b. Classification
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c, Comparison
d. Cetical linking

NINTH GRADE

Functional Communication

Content coverage for seventh and eighth grades, plus the
following:

Chart

6. Functional application of basic ace:
a. Cataloft orders
b. Letters
c. Recordkeeping
d. Forms
e. Graphic representation
f. Social conversation

GENERAL SUGGESTED CURRICULUM EMPHASIS FOR EDUCABLE MENTALLY RETARDED MINORS
IN SECONDARY SCHOOLS

Approximate
level JUNIOR HIGH SCHOOL SENIOR HIGH SCHOOL

Year of
school

Basic
skills

.11.

Social
competencies
and
leisure-time
activities

Vocational
workitudy

7

l*Basic
mathematics

*Basic reading
skills

8 9

*General *Functional
mathematics mathematics
(application) (vocational,

homemaking)

*Reacting
laboratory

*Basic *Functional
communication communication

*Communication
skills

*Science *Communit, *Cultural and
studies social patterns. Mose

*Personal
development

Fme arts
Recreation
P.E.

*Consumer and
homemaking
education
Vocational arts

Fine arts
Recreation
P.E.

*Vocational arts
Consumer and
homemaking
education

Fine arts
Recreation
P.E.

*Vocational
orkntation

Work-study,
on-campus/

on-site-

10 11 12

*Health and safety *Consumer
Practical science education

*Practical
mathcmatics
(application)

(Reading will be incorporated into
communications sequence.)

*Mass media
communication

*Driver education
mobility series

Finc arts
Recreation
P.E. .

_ *Vocational
exploration

*Work-study,
on;campus/on-site

Homemaking
Industrial arts

Applied
mathematics

*Adult roles

*Communications *Communications
laboratory laboratory

American studies

PfE
Recreation

.

= .a
P.E.
Recreation

7.^

*Vocational *Vocational
guidance laboratory

Work-study, Work-study,
on-campus/on-site; on-campus

*owcampus/off-site on-site;
on-campus/

off-site

Work-study, *Work-study,
off-campus off-alnpus

*Recommended emphasis.



TENTH GRADE

Mass-Media Communication

I. For use in triching all the basic skills:
a. Radio
b. Phonograph records and tape recordings
c. Television
d. Telephone
e. Bus schedules
f. Time seiledules
g. Newspapers
h. Magazines
i. Air schedules
j. Journalism
k. Advertisements

2. Fundamentals of thinking

ELEVENTH GRADE

Communication

I . Vocabulary:
a. Social convenation
b. Personal conversation
c. Family conversation
d. Vocational conversation

2. Social conventions
3. IntenNews
4. Application forms

TWELFTH GRADE

Communication
(Coned.)

5 . Maintaining reading, writing, speaking skills
6. Writing personal data sheets
7. Developing and integrating basic communication

skills expressed in experience units as they apply to
daily living

8. Using literature, poetry, art, drama, music, and dance
to:
a. Examine motives
b. Interpret actions
c. Express feelings and emotions
d. Ciimpare emotional experiences

Reading

At the juniok high- school level each student
should receive intensive training in reading skills as
well it traiiing in, the oral and written aspects of
the language developnient prOgram. Instruction in
lading skills, continuing from the intermediate
level, must be progresske and developmental. Each
student Will probably be at a level slightly different
froin that of other students in the development of
word rebognition, reading comprehension,and
functional applkation of essential -sight vocabulary.
It is extretiely important and necessary, therefore,
that a thorough evaluation be made of each:
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learner's reading skills to determine at which level
the formal and individualized instruction should be
started. Once the beginning level has been identi-
fied, the program should proceed in a planned
sequence, moving gradually from the known to the
unknown, from the simple to the more complex,
from the basic and the concrete toward more
abstract wqrd usage all the while emphasizing
word usage applicable to daily living and vocational
preparation.

The reading program for the junior high school
student (approximately the seventh through the
ninth grade) should include units of learning in the
following areas:

I. Development and retmement of the basic reading
skills and the application and use of those skills in
reading for:
a. Information
b. Direction
c. Pleasure
d. Survival-safety
e. Vocations
f. Daily living-consumer buying

2. Use of dictionaries and directories; use of the library
3. Development of reading vocabulary consistent with

and as nearly parallel to the conversational vocabu-
laiy as possible

4. Reading for mobility; for example, maps, schedules,
charts, forms

5. Reading of catalogs, newspapers, magazines, paper-
badc books, good comic books, and the like

The instructional program should be designed to
force progress in each of the areas stressed in the
foregoing so that by the time the students enter
their tenth year, they can functionally utilize their
reading skills.

Formal reading instruction for the tenth through
the twelfth year should be incorporated into the
communiaation sequence to involve mass-media
commvnication, detailed and specific consumer
buying, and vocational*information units of study.

Vocational Orientation and Guidance

The major occupational goal of the special
secondary program is to prepare students to get
jobs and keep them. Activities to develop skills
leading to vocational competence roust be con-
tinued from the junior high school proxgam. These
skills must be directed toward the worglof work
'and the young idult society; the learner needs to
underatand, for -example, that following instruc-

. tions from the teacher relates to 'following instruc-
flog from the foreman, the policeman, and the
doctor.
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Students should have opportunities to visit
commercial and industrial establishments 'so that
they can observe diffeient jobs and find out what
skills the jobs require. Students should be assisted
in making an adequate self-evaluation that includes
their occupational abilities and interests. Job
descriptions, Imeakdowns, duties, and procedures
should be studied, and the students should learn
methods of locating, applying for, and holding
jobs. :

On-campus training, followed by off-campus
experience, should be provided. Students should,be
assigned to jobs consistent with their abilities and
interests. They should be helped to understand all
the demands of the job before placement. After
placement they should be helped to make periodic
self-evaluations to supplement the evaluations of
their work made by the employer and by the
special class teacher. Meas in which- the learneis
need to improve their job performance should be
discussed with them tiessonally, and assistance in
making these improvements should be -rendered.

Opportunities to develop vocational attitudes,
abilities, and_ skills must be prelented in every part
of the secondary school program. These-elements
cannot be taught directly but must be incorporated
in the general program. Special students should be
taught to:

I. Follow jnstructions in detail - be good listeners.
2. Be at the right place at the right time.
3. Complete assigned tasks without constant uriing,

guidance and/or supeiyision.
4. Evalnatetheg work ai they do it.
5. Profit from-constructive criticism.
6. Be trustworthy -.be where they are assigned to

ber_stay where they are supposed to sti-y, and keep
'their hands off things they are not supposed to
handle. :-..

-7; Recogilite when they need help and take steps to
get it. ,

8. Take responsillity for their mistikes.
9. Maintain good standards of conduct .and personal

appearance. _

10. Respect the dignity Of work.

The following lists contain some suggested unit
titles for grades nine through twelve.

t

NINTH GRADE

Vocational Orientations

I. Self-evaluation
2. Local job opportunity
3. Job exposure
4. Development of job habits, aptitudes, and sklils

,.

5. Aptitude testing
6. Orientation to work-study
7. Analysis and simulation of on-campus job
8, Grooming

TENTH GRADE

Vocational Exploration

1. Assessmint of vocational interests and potential
2. Job evaluation
3. Aptitude testing
4. Analysis of off-campusjobs
5. Career planning

-y

,
ELEVENTH GRADE

Vocational Guidance
-

1. Employer-employee relations
2. Laws and regulations

..- 3. Job-finding skills
4. Standards of work performance

_ 5. Career planning
6. Interviewing and employment agencies

_...

TWELFTH GRADE

Vocational Laboratory

1. fob-related probiem solving
2. Specific job vocabulary
3. Usual proper channels
4. Laws and regulations in work
5. Proper dress
6. Unions and associations
7. Career planning -.

8. Job-keeping skills

.4

=

7

Work-Study (Traiuing Sequence)

The following subsections indicate the sequen-
tial steps in work-study development through
which a student should_proceed at his own speed
and ability.

..,

NINTH YEAR

Work-Study, On-Campus, On-Site

A student may be placed at a work station located on
the site where he is enrolled under the Indirect super-
vision of a (special class) work-study teacher coordinator
and the direct supervision ola school employee.

TENTH YEAR
-7.

Woric-Study, On-Campus; On-Site

A student may be placed at a work station htcated on
the site where he is enrolled under the directsupervision
of a (special class) work-study teacher coordinator and
the direct supervision of a school employee.
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TENTH YEAR

Work-Study, On-Campus, Off-Site

A student may be placed at a work station located on
school district property other than that of sltp enroll-
ment under the indirect supervision of a (special class)
work-study teacher coordinator and the direct super-
vision of a school employee.

ELEVENTH YEAR

kobrk-Study, On-Campus, On-Site

A student may be placed at a work station located on
the site where he is enrolled under the indirect super,
vbion of a (special class) work-study teacher coordinator
v./id the direct supervision of a school employee.

ELEVENTH YEAR

Work-Study, On-Campus, Off-Site

A student may be placed at a work station located on
school district property other than that of site of

enrollment under the indirect supervision of a (special
class) work-study teacher coordinator and the direct
supervision of a school employee.

ELEVENTH YEAR

Work-Study, Off-Campus

A student may be enrolled in work-study for one to four
hours during the regular school day. (Add working hours
as per Labor Code) A student may be placed in a
community in actual work situations under the indirect
supervision of a (special class) work-study teacher
coordinator and the direct supervision of the employer.

TWELFTH YEAR

Work4tudy, On-Campus, On-Site

A studeiit may be placed at a work station located on
the site where he is enrolled under the indirect super-
vision of a (special class) work-siudy teacher coordinator
and the direct supervision of a school employee.

TWELFTH YEAR

Work-Study, On-Campus, Off-Site

A student may be placed at a work station located on
school district property other than that of site of

enrollment under the indirect supervision of a (special
class) work-study teacher coordinator and the direct
supervision of a school employee.

TWELFTH YEAR

it:ork-Study, Off-ampus

A student may be enrolled in work-study for one to four
hours during the regular school day. (Add working hours
as per Labor Code.) A student may be placed in a
community in actual work- situations under the indirect

-

-
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supervision of a (special class) woik-study. teacher
coordinator and the direct supervision of the employer.

Mathematics
The mathematics program must be continued,

from the intermediate level. Activities to expind
the knowledge, skills, and use of the four basic
methods of aritlunetic must be presented.

Learning activities should be developed in the
vocabulary of mathematics and in skills -that
involve using money, preparing simple budiets,
computing costs of grocery lists, keeping simple
checking accounts, and other basic processes of
consumer buying. Activities must be arranged to
involve measurements of all kinds and the relation-
ship of numbers to the various methods of mea-
surements. Elementary fractions Should be intro-
duced, and the abiliW td deal with- these fractioits
must be developed; for example, one-half cup, one
and three-quirter inches, a quarter-mile, and the
like. An understanding of time and distance must
be developed at Pis level. A sucCessful *program
integrates these activities into experience units that
include other areas of the curriplum in addition to
that of numbei concepts.

All learning activities must begin where the
student is found -in ltis understanding and func-
tional use of the concepts of- mathematics:
Although, reinforcement of knowledge calls 'for
some degree of practice, the practice that is
done for example, in computation or in protilem
solving must be meaningful And must be usedin
realistic applications whenever and wherever pos-
sible. Practice or drill- that is without 4nterest or
application will ltkely turn the sttident away from
the functional use of niathematics skills vitally
needed in his adult life. Again, the instructional
program must be designed to , induce strong,
healthy progress toward functional utilization of

. mathematical concePfs and skills necessary for
living and working in the cornmunity as adult
Persons.

The following lists contain suggested unit titles,
and suggested content under these titles, for
mathematics instruction in grades seven througq
twelve. ,
SEVENTH GRADE
Basic Mathematics

1. Quantitive vocabulary

2. Number concepts
a. Count 1, 2, 4, 10

b. Place value

c. Basic process

,
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60.
3. Money values

a. Application
b. Coin recognition
c. Making change
d. Decimal concept

4. Measurement
a. Time
b. Lineal
c. Dry
d. Liquid

5. Wise use of money
a. Personal budget planning
b. Savings account
c. Loans and bonowing

EIGHTH GRADE

Funcdonal Mathematics

1. Quantitive vocabulary
2. Number concepts (extended)
3. Basic processes
4. Measurement

a. Time
b. I ineal
c. Dry
d. Liquid

5. Money
a. Identification
b. Counting change

NINTH GRADE

Genoa! Mathematics

I. Quantitive vocabulary
2. Numbers '

a. Ratio
b. Fracttms
c. Decimals

3. Basic processes
4. Measumnents

a. Weight -

b. Volume
c. Beat
d. -Graphs

5. Money
a. Identification
b. Personal budget

6. SiMple fractions used day
7. Simple decimals used daily

,

-

TENTH GRADE

fractical Mithematks

,1. Quantitive vocabulary
2. Functional applications of number concepts

a. Catalogs -

b. Advertisements
3. Problem solving

-

..ireillw.,

4. Measurement
a. Graphs
b. Charts

5. Wages
a. Sales tax

ELEVENTH GRADE

Consumer Mathematics

I. Quantitive vocabulary
2. Buying-credit-banking

. 3. Money-management-taxes
4. Family budgeting

TWELFTH GRADE

Applied Mathematics

1. Quantitive vocabulary
2. Inwsvance
3. Taxes
4. Wases
5. hwesunent
6. Retirement

Science, Health, and Safety

A program to develop habits of science, health,
and safety should be continued from the inter-
mediate level. Good personal health must be
stressed. Adapting the health habits learned at the
elementary level to h:eet the changing adolescent's
needs is not an automatic process. The growth
period of puberty may bring _about general prob-
lems that must be considered_ in the curriculum.
These.problems may give rise to undesirable health
habits. The curriculum, therefore, must restress
work, play, and exercise as basic ways of ensuring
good health. In addition, opportunities to re-form
habits in personal 'hygiene must be included in the
curriculum. _. __ ,

Activities designed to develop adequate habits in
-promoting _persond health, physical fitness, and
genetal- safety should continue from the junior high
school level

Perkonal health habits must be strongly empha-
sized _during the terminal Sehool experience. Bal-
anced' diets should be stressed, and the relationship
of diet _ to physical fitness should be discussed-.
,Stndensts need to discuss_ the, medical services
Available within the community, how to recognize
the need for various services, and how to find the
services.

These boys and girls must learn the practical
roles iit the medical staff nurse, the medical
doctor, the dentist, the optometrist, and others.
They must continuc to expand- their knowledg, of

,...51,. 1...4 ...
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symptoms that indicate need for medical attention
and how to secure this attention. Simple first-aid
rules should be learned. The students need to begin
to learn more details about the basic body func-
tions and about elements that will injure or impair
these functions. Provision of information as to the
harmful effects of tobacco, alcohol, and drugs on
the body should be continued.

The program to teach general safety should be
continued from the intermediate level. Opportuni-
ties to recognize dangerous situations and to take
steps to conect them must be provided. Accident
prevention in the home, in the school, on the job,
and in the community must be taught. This whole
area of instruction is an excellent one in which to
introduce vocabulary building and to teach the
students which community services and what
personnel are concerned with safety. Instruction
and learning about this subject should be part of a
continuous program in which demonstrations and
field trips revolving around experience units can be
used with maximum effectiveness. General health
hazards should be included as well as fire preven-
tion, accident prevention, and driver and pedes-
trian safety practices.

The students must be helped to understand the
basic laws of safety. They should be taught to
recognize an emergency and how and where to get
assistance. They must be helped to recognize that
they will become increasingly responsible for their
own health and safety as they grow older.--;.-

The following material contains suggested unit
titles and recommended content under science,
health, and safety.

SEVENTH THROUGH TENTH GRADES

1. Health habits
a. Work
b. Play

2. Personal hygiene
3. Nutrition
4. Biological and physiological laws of science
5. Family and community
6. Medicine and drugs
7. Sleep and rest
8. Personal grooming

a. Cleanliness
b. Clothing
c. Gkis (makeup, dress)
d. Boys (shaving, hair)

9. Personal health
a. Emergencies
b. Doctor
c. Dentist

(39
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d. Hospital
e. Health records
f. Health insurance
g. Health and safety

(1) Good practices away from kerne
(2) First aid -

h. Study of how things stay alive
I. Drugs, atcohol, tobacco

(1) Personal effects
(2) Legal implications

10. Diseases
a. Childhood diseases
b. Common colds, influenza
C. Social diseases venereal disease
d. Immunizations and vaccinations

11. First aid
a. Fundamentals
b. Emergencies

-C. Supplies

Physical Fitness, Devebpment of Dexterity,
and Coordination .

Educable mentally retarded students, like all
other students, must depend on their physical
fitness, the development of dexterity, and general
coordination allied with and parallel tci their
cognitive and affective capabilities in order to
achieve success in gainful employment and in home
and community activities. Some of these students
develop such capabilities in their daily routine of
development. Many, however, are not so fortunate;
they remain awkward, obese, and afflicted with
generally poor coordinative control, accompanied
by poor muscle tone. These deficient young people
must be provided with a special physical develop-
ment program to overcome their inadequacies. The
physical fitness program designed for them must
provide specific corrective exercises and general
activities that will assure the-maximum develop-
ment of physical capabilities. Generally speaking,
full-time play on the regular playground or general
participation in a regular physical education pro-
gram has not prowled and will not provide the
opportunity It at is necessary for these students to
acquire adequate psychomotor control of their
bodies and to build physical strength and tolerance
to perform adequately in the world of work.
Therefore, an appropriate corrective and/or adap-
tive physical education regimen is of utmost
importance in planning and implementing for them
an effective physical fitness and development
program. This individualized training must start in
the elementary school and continue thereafter
until the student has acquired a state of physical
fitness adequate to succeed in gainful employment.

...Te'
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Social Foundations Functional Assimilation
in Community Environment

During the junior high school years, the program
for assimilation into the communi' environment
moves from a concern, with personal development
to an investigation of the neighborhood and the
immediate community, then progresses to cultural
and social patterns within this expanded com-
munity. It is particularly important to help junior
high school students develop acceptable attitudes
and behavior toward the opposite sex. Therefore,
the curriculum must contain provisions to help
them learn the accepted roles of the sexes and
develee behavior consistent to their own roles.

At the senior high school level, major concerns
for special education are mobility within the
expanded community, greater understanding of
American traditions and, in the twelfth grade,
problems of adult life and adult roles that must be
assumed. Activities to promote social adjustment
should emphasize the development of the students'
abilities to meet their personal and emotional
needs and to strengthen and improve their social
skills to gain recognition and respect from their
peers, their teachers, and other significant adults.

The program for developing the competencies
that will promote personal and social adjustments
should form a smooth continuum from the junior
high school level through the senior high school
level. Activities to develop these competencies
should be oiganized throughout the entire cur-
riculum.

The iecondary school students need to learn
how to locate community recreational facilities for
swimming dancing bowling, skating baseball,
camping, movies, concerts, and the like, and how
to participate in the activities occurring therein.

The following are suggestions for social learning
experiences and recommendations for units that
would promote social and environmental develop-
ment.

SEVENTH YFAR

Penonal Development

I. Self-assessment
a. Potentials
b. Concepts
c. Limitations
d. Values
e. Goals
f. Ruks

2. Grooming
- 3. Manners

4. Attitudes
5. Group relations

EIGHTH YEAR

Community Studies

1. Neighborhood
a. Identification of physical facilities
b. Location of types of services; rights, private

responsibilities
2. Immediate community

a. Geography of area
b. Orgardzations mad services (facilities)

, c. Cultural makeup (patterns of history end facilities)
d. Interarea familiarization; rights, private responsi-

bilities
3. Expanded community, large city/county

a. Geography of area
b. Organizations and services (facilities)
c. Cultural makeup (patterns of history and facilities)
d, (Same as under number 2 above)

-

NINTH YEAR

Odtuml and Social Patterns

I. Study of current events
2. Group interaction

a. Respect
b. Tolerance
c. Prejudice

3. Group identification
4. Group contriliution

a. Art
b. Roles

5. Appreciating other groups (cultures)
6. Identification of groups

a. Religion
b. Economy
c. Social factors

TENTH YEAR

Driver Education and Mobility Skills

I. Obtaining a license
a. Examination

2. Rules of the road
3. Basic driving rules

a. Iti,ht of way
b. Passing another vehicle
c. Turns
d. Street divider lines
e. Speed laws
f. Stopping and parking
g. Traffic signal lights and road signs

4. Vehicle equipment laws
a. Trailer
b. Smog control

5. Freeway driving
6. Insurance



7. Registration of vehicle
8. Mobility *ills

a. Map skills; direction, distance, time
b. Transportation schedule, cost, location, service,

planning
9. Types of recreation

ELEVENTH YEAR

Study of America

1. Customs
2. Traditions
3: Ideals
4. Organizational operation of gowrnment

a. Functional intent
5. Origin of country
6. Geographical oriantation and influence (travel)
7. Rights and responsibility of private citizenship

TWELFTH YEAR

Adult Roles

1. Practical law
2. Courtship and marriage
3. Parenthood
4. Parent roles
5. Worker roles
6. Citizen roles
7. Leisure role
8. Homeowner role

Suggested Elective Courses Scheduled in Special
Education and/or Regular Claws

Special education. Some courses might be taught
either in the special education program or in
regular dasses. Some school districts have sched-
uled special education classes to cover such sub-
jects as homemaking, foods, and sewing; also
certain shop courses, such as woodworldng, home
repair, plumbing, and masonry. Other districts have
modified their curricula to include the same or
nearly the same courses in their regular class
organization. The following are suggestions for
each level:

1. Homemaking: Seventh Through Tenth Years
All of these subjects should be considered for

the special education student taking homemaking:
a. Good grooming
b. Clothing (apecially laundering and clothing repair)
c. Infant and child care
d. Living in harmony with other members of the family
e. Care and appreciation of the home
E Relationships between family and community
g. Modified interior decoration
h. Safety in the home

- - -
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I. Time and money management
j. Food selection and preparation

Great emphasid should be Placed on proper
personal hygiene; for most girls this is one of the
most interesting sections in the course. Much help
can be given in the care of clothing and the
selection of appropriate clothes for school and
other occasions. With respect to good grooming,
emphasis should reveal that beauty is made up of
many things. Some of the most impertant of these
are clean, shining hair, dear complexion, gleaming
teeth, quiet poise, and good manners. Makeup adds
to good looks only when carefully applied and
moderately usec1.3

Much of the course area of homemaking has
been suggested for both boys and girls. A unit
could be initiated by inviting a guest speaker from
the food service industry to speak to the class. This
speaker should be told in advance of the ability
range of the students and adequately informed as
to the subject matter to be covered. Many voca-
tional skills -can be developed by this program.
Examples of some real employment areas are the
following:

a. Food pepamtion and setving: cooking processes,
planning of meals, decorating and garnishing, serving

b. Meatcutting: cutting, forming, grinding, sawing, slic-
ing, storage, refrigeration care, cleaning and mainte-
nance of equipment

c. Baking: materials, mixing, weighing of ingredients,
benchwork, operation of oven and baking temper-
ature, icing, decorating, finishing of baked goods

2. Home Repair
A course in home repair, with experiences in

woodworking, plumbing, masonry, and simple elec-
trical repair, should be part of the special educa-
tion program. The student must develop a basic
understanding of tools and Materials commonly
used in performing these necessary tasks and the
skills and rules of safety inherent in performing
them.

3, Business Education
Many offices in companies and agencies, includ-

ing offices in the federal government, have posi-
tions of a highly routine nature, and educable
mentally retarded students can generally fill them.
Simple office skills can be developed in the special

3See the publication by Martha Gerringer, Homemakittg for
Senior High School Adjustment Gusset San Francisco: San Fran-
dseo Unified School District, 1965.
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class or in some regular classes. Classes pioviding
this training must be available to special education
students.

Typing and filing skills are very important aiid
should be developed to the maximum of the
student's capacity. Opportunity to practice skills in
a work situation is sometimes called "office prac-
tice." Some students might benefit from placement
in a regular business program for experience and
training in fundamental recordkeeping and the use
of business machines.

Regular class program. Outside the special class
piogram, selected placement of certain students,
depending upon their ability, can be arranged. The
following are suggested areas of consideration:

1. Physical Education and Leisure-
Time Activities

Orientation to the use of the locker, rules and
regulations on dressing for physical education,
taking a shower, and participation as a class
member are all part of the special education
student's learning experiences. This young person
should attempt to learn and to recognize the names
of sports and the rules pertaining to them; and he
should also select one or more sports for his own
participation and recreation, or learn how to
participate as an appreciative spectator.

Special education students mu.st be introduced
to the importance of developing attitudes and skills
for use in recreational and leisure-time activities.
This phase of the-physical education and recreation
program should be carried throughout the high
school years. Two significant factors that prevent
mentally retarded adults from participating in
recreational activities is their ignorance (a) of the
rules of the activity; and (b) where and how to find
recreational activities in the community. Sources
and places of recreation should be made known to
the students. Such parlor games as checkers,
dominoes, card games, and chess and certain
interesting and enjoyable hobby crafts should be
included in leisure-time idthities. Mdthods of using
crafts for constructive and aesthetic purposes
around the home should be emphasizes1 in the
curriculum.

2. Creative Arts
Art can be introduced at any level for mentally

retarded students; but in grades up through junior
high school, it should be taught in a separate class.
In the higher grades the principles of art and design

can be applied in all classes dealing with home-
making and industrial arts courses.

Crafts should cover an introduction to working
with clay, wire, plastics, wood, paper products, and
other three-dimensional materials. Color and design
should be part of every phase of the art experience
as it applies to everyday life.

An attempt should be made to integiate the
enjoyment of music into all phases of the curricu-
lum. Music appreciation, singing in a chorus or
choir, learning to play a simple instrument in
beginning band are valuable experiences. Oppor-
tunities should also be provided for the students to
do some folk dancing and modern social dancing,

3. Industrial Arts
Selected placement should be made in the

industrial arts program, depending on the capabili-
ties of the students. Examples of the training awas
that should be considered are woodworking, metal-
working, elementary auto mechanics, and any
course that would lead to a skill in home repair.

Pkcement in integrated classes. Flexibility of
teacher methodology and instructional content are
important considerations when one is dealing with
matters of possible student placement in integrated
classes. Remedial courses in mathematics, reading,
history, and science are examples of potential
subject areas in this regard, depending on the
social, intellectual, and emotional capabilities of
the particular student. Placement in an integrated
class should be based upon . .eeting the overall
needs of the student and the ability of the
student to succeed in that class. In all cases the
willingness of the regular class teacher to accept
the special class student and to permit that student
to become an integral part of that class is of major
importance. Generally speaking, integrating special
class students into regular classes merely for the
sake of achieving integration has proved to be a
defeating experience for the special class boy Or
girl and should not be allowed. Neither should any
special class student be integrated simply for
administrative convenience or simply to reduce the
work load or alleviate the responsibilities of the
special class teacher.

Counseling and Guidance

Counseling by whom and for what pwposes.
The provision of counseling and guidance is a
responsibility of all, special education teachers. It
should be incorporated into every phase of the
special education program.



Counseling should proceed from the furnishing
of specific and easy-to-understand information so
that the individual can acquire insights which will
allow self-appraisal in a realistic manner. Parent
counseling should be a continuing service rendered
by the same counselor in behalf of any parent or
groups of parents. Parents need to be kept fully
informed as to the experiences being emphasized;
thus informed, they are able to adjust their
activities and the students' needs according to the
school program. The special class teacher should
utilize all the resource personnel available within
the district, such as the principal, the director of
special education, the school nurse. sinool psychol-
ogists, school social workers, and so on, as well as
all the resources available within the coiranunitv in
counseling and guiding the students. In some
instances specialized assistance may be needed.

Vomtional counseling. The community work-
study teacher has opportunities to use counseling
and guidance very effectively when applied to a
specific job situation. Kolstoe and Frey observe:

Advisement and guidance of the mentally subnormal
seems to be a very specific kind of operatim In order to
be effective, the individual abilities and disabilities of the
clients must be objectively demonstrated and related to
known job requirements.4

Vocational rehabilitation counseling. A voca-
tional rehabilitation counselor should be available
to help students find permanent employment when
they graduate from high school. The special class
teacher should make sure that this counselor is
informed of all the graduating students and that
the students know how to locate the service of
rehabilitation if and when the time comes that
they need such servkes. Some school districts
conduct cooperative programs, and under these
programs the rehabilitation counselor, . becomes
involved at er rly grade levels.

Work Training and Evaluation of Job Placement

Evaluation can take place in many ways. Some
of the methods that have been used are interest
inventories, dexterity tests, and work samples. The
California State Department of Human Resources
Development uses the G.A.T.B. test. An arrange-
ment can be made with this agency to have testing
administered by one of its staff members, or the

40liver P. IColstor and Robert M. Frey, A HO School
Work-Study Program far Meth* Subnormal Student& Carbondale,
1114 Southern Illinois University Press, 1965, p. 77.
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agency can train a teacher in the district to
administer the test.

Work samples have to do with a process by
which actual work can be evaluated. The tester
uses a job replica or work sample and observes
the student on the job itself. A record is made of
work output on the part of the student. This
method is based on the vocational activity from
which the sample is drawn. There are three types
of samples:

I . Actual skill sample. The retarded person who success-
fully compktes the sample can be expected to
perform the actual task.

2. Representative skill sample Several simple tasks are
used so that complex behavior may be predicted.

3. Combined approack This approach has the advantage
of giving both views of the student's performance.

The advantages of the work-sample method of
evaluation are that it is relatively simple; it is fairly
quick; and it gives the counselor an opportunity to
observe the particular young person doing actual
tasks.

The disadvantages of the method are that only
limited skills are tapped; the setting is somewhat
artificial; and the social elements of the job are
lacking. However, the disadvantages can be over-
come, and in some ways they can really become
advantages. A whole series of work samples is used
for each student. This series should start with very
simple tasks that are actually below the student's
ability and then should progress in difficulty
through very difficult and complex skill require-
ments well beyond the capabilities of the student.
It has been found that the learner can experience
boredom with the very simple assiguments, satis-
factory success with certain tasks of moderate
difficulty, and failure with the more complex ones.
Thus both the student and the professional staff
gain sufficient knowledge and data to place the
student for further training that will challenge him
to refme and develop his capabilities. This process
can serve to prevent underplacement of educable
mentally retarded minors and can help them from
being locked into a stereotyped group ofjobs. One
should never underestimate the vocational capabili-
ties of these students. Through a wellplanned,
sequential program of screening and training, these
young persons are moving into community jobs in
numbers far in excess of what was expected several
years ago.

With fmancial assistance under provisions of
ESEA, Title VI-A, Fullerton High School in
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southern California has been video-taping work
stations in industry. Through this medium the
work performed is shown in great detail. The tapes
that have been made are being distributed through-
out 19 different classes for mentally retarded,
educationally handicapped, and orthopedically
handicapped minors at eight campus locations.

v

;

Video taping seems to be an excellent means of
bringing the world of work requirements into the
classroom.

A list of suggested interest inventories, manual
dexterity tests, and vocational evaluation tests
appears in Appendix I.

i4
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PART VI

Job-Simulation Centers and Areas
of Skill Training

The work-study program for educable mentally
retarded students should provide the personnel,
resources, facilities, materials, and equipment for
students to have opportunities to develop the skills
iequired for job placement in the community. The
schematic drawings in Part VI suggest job-cluster
areas (1) that can be developed in the work-study
program in the school; and (2) that can be
extended toward providing training for specific
jobs located in the community.

Figure 1 shows seven suggested job-simulated
training centers that can be developed within the
total school operation. This example, and the
subsequent ones as well, can be used in the
work-study program as a training focus directed

Figure I. General Tob4imulation Centers

toward providing facilities for developing skills
relative to occupations available within the com-
munity. Persons responsible for administering the
programs will need to (1) study the employment
opportunities within the community; and (2)
establish training programs to develop the neces-
sary skills required by the agencies and businesses
for successful job performance. MI the job-
simulated centers should be identified and devel-
oped on the basis of the students' needs and the
availability of job opportunities.

Following the selection of needed skill-training
centers, a careful analysis of the specific skills
required for satisfactory performance must be
made. The term "center" does not imply a separate
facility, building, or shop; rather, it refers to a
focal point for planning and coordinating a func-
tion. It also refers to a general area of training
within which many specific skills can be developed
to lead to many different job classifications, titles,
and job placements. For example, Figure 2 shows
that one center can be broken down into many
components that are all related and yet diffeient in
the fmal outcome. From the office skill center,
specific training can be provided to prepare stu-
dents to become duplicating machine operators
and helpers, messengers, stockroom clerks, clerks,
typists, switchboard operators, and many more
types of employees. The specific training would be
given in the typing room for typists, in the
stockroom for stockroom clerks, in the total
building for messengers, in the duplicating room
for machine operators, and so on. Figure 2 suggests
ielated training opportunities that can revolve
around the office skill center.

Figures 3, 4, 5, 6, 7, and 8 provide suggestions
for identifying the specialized skills, knowledges,
and techniques necessary to perform specific jobs
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within a large job classification. The identification
of these specialized skills is the reertt of a detailed
task analysis of the job requirements.

ngute 2. Training Areas Specific Office Skill Center

Figure 3 contains a few suggestions regarding the
specialized skills, knowledges, and techniques that
one needs for successful performance as a typist
Of course, none of these should be interpreled to
be totally inclusive or exclusive. Figure 4 identifies
some of the specialized skills, tf:nowledges, and
techniques that will be necessary to perform
satisfactorily as a messenger; Figure 5, as an office

Figure 3. Specific Areas of Skm Training Typist

clerk; Figure E. is a stockroom clerk; Figure 7, as a
duplicating machine operator; and Figure 8, as a
switchboard operator.

Diagrams for other centers of related jobs, as
well as the breakdown of the skill components, are
set forth in Appendix G.

Figure 9 provides suggestions and shows the
steps necessary in determining a specialized job-
task analysis. This is presented as an example that
should be used for each of the job titles contained
in the total job-training program. The position of
typist has been selected for this example. The
specific task is defmed as typing an original letter
from a written manuscript.

Figure I. Specific Areas of Skil Training Lessenger

In colum 1 the specific subtasks are listed;
these must be performed in sequence in order to
produce the finished letter. The specific action for
each Cubtask is stated. Column 2 defines the type
of performance required for the subtask, and
column 3 records the level of difficulty of the
siktask performance requirement. Measurement
and evaluation, upon successful completion of the
subtask, are inherent in the subtask itself. For
example, the first sequential subtask in typing the
original letter is to select the type of paper to be
used for the letter. If the paper is selected
correctly, the subtask /has been performed. !f an
incorrect selection is made, the subtask has not
been performed./and progivss to the second sub-
task cannot 0oceed. Failure on any step may
indicate that additional training is needed. The
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process proceeds from subtask 1 through subtask
10 until the total task is cothpleted.

Aiain, a job-task analysis break<lown forth
should be made in connection with each task. Once
these forms are available, the student knows
specifically what is required of him; the teacher or
job trainer knows what must be taught; ant: both
know when the goal has beer achieved and to what
level of success. Also, the administrators know
whether the program is meeting the needs and
requirements both of the program and of the
students in terms of measurable outcomes.

Figure 10 shows the functional organization in
which the student can progress from inhial evalu-
ation for vocational potential .through vocational
exploration, through skill training, and into the
mainstream of placement in the world oc work.
For example, a student in the work-study program
who had demonstrated intzrests and capabllities in
the general field of office skills would be teferred
to the "office skill center" function of the work-
study pre gram; this funclion is shown as the hub
of the drawing.

Once in the program for this center, the 3tudent
would receive additional vocational evaluation to

Fture S. Specific Areas of Skil Training Office Cie*
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determine the specific direction in which his
- interests and capabilities should be guided. The

student and the staff would then establish a
vocational'exploration plan thit would permit that
boy or girl to gain on-the-job experiences in several
different skill positions all related to general office
skills. In Figure 10 these ,suggested related skill
positions 'are shown in the first ring of circles
expanded from the skill.penter.
, Once a specific position (job title), has beei
identified as compatible with the interests and
abilities of the student and reinforced by explor-
atory vocational experience, a vocational training
plan is prepared, and the specific skill requirements
for successful functioning-are a!so Identified. Joint
effort and cooperation of the staff, the student,
and the parents and/or the guardian must be
involved in this process. At this point it would
likely bg feasible to start specific training, which
would ultimately result in_ continued on-the-job
training and/or placement in a community-based
and community-operated facility. Some examples
of community-based facilities in this last phase- of
training and/or placement are shown in the outer
ring of circles in Figme _10.

Figure 6. Specific Areas of Skill Training Stockroom
flak
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Figure 7. Speak Areas of SW Training Duplicating
Machine Operator

Figure 8. Specific Areas of Skill Training Switchboard

°Mew
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BREAKDOWN OF JOB-TASK ANALYSIS

POSITION TYPIST

TASK Typing an original letter from the written manusciipt

REQUIREMENTS Knowledge of typewriter, ability to type

No. Steps in task performance
Performancesmoked Per lament.

difficulty

1. Select type of paper to be
used.

2. Roll paper in machine.
3. Set naught&
4. Reil up paper.
5- Typing

a. Date on letter
b. Inside address
c. Salutation
d. Body of letter
e. Closing
f. cc note

6. Proofread lettea.

I Roll out paper.
8. Have letter signed.
9. Type envelope.

10. Put stamp on envelope.

Discrimination

Manipulation
Manipulation
Manipulation

CoPying

Discrimination

Manipulation
Presentation
Menipulation or

coPYing
Manipulation

Easy

Moderately difficult
Easy

Moderato to
very difficult

Moderate to
very difficult

Fasy
kasy
Moderate to
difficult

Easy

Figure 9. Breakdown of Job-Task Analysis

Each job should be broken do on into its
required tasks, and each task should be broken
down in sequence such as the example set forth
here. This format provides the basis for training,
performance, and evaluation.
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Figure 10. Tbe End Gook Coinounity Jobs
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PART VII

WorkStation Selection and Movement
Processes Toward Employment

As the student is proceeding through the work-
study learning and training program, it is necessary
that the teacher, the supervisor, and the coordi-
nator evaluate the student as a potential worker
and- community participant. The placeability scale
and explanation presented in this part of the
handbook are designed to assist the teaching and
supervisory personnel with this task. This scale has
been adapted from the one presented by Molly C.
Gorelick at the Weyburn Hall Institute in 1968.1 It
should be used to fmd the level at which a student
might begin in his or her work-study program.

Placeability Scale

The instructional staff should rate the trainee's
cuirent level of placeability by referring to the
following numbered descriptions and encircling the
number in front of the group of statements that
best describes the student's capability. That num-
ber can be then be used to fmd a beginning point
on the three job-training steps which are discussed
in these pages.

1. Nonproductive Needs clinical or custodial cave in
day-care center or hoipital. Not capabk of any
significant prodaction because of profound emo-
tional, mental, or physical impaimients. Requires
close professional supervision or care.

2. Marginally productive (sheltered workshop). Needs
work-activity program in which production demands
are light or absent. Capable of only minimal produc-
tion even in a sheltered dtuation because of severe
emotional, mental, or physical impairments.

1Molly C. Gorelick, "Assessment Techniques for Prescriptive
Vocational Programming." Institute Proceedings: Productive ho.
gram Planning. Proceedinp of the Special Study Institute for
Teachers of Mentally Retarded Minors at the High School Level.
Prepared by L. Wayre Campbell and Eveittt V. O'Rourke.
Sacramento: California State Department of Education, 1968, pp.
66-70.

3. Placeable at shelteral level only (example: inter-
school placement). Can produce quite satisfactorily
on most sheltered-workshop tasks but needs special
understanding, acceptance, and guidance because of
marked emotional, mental, or physical deficiencies.
Also, special jigs or adapeve work tools may be
required.

4. Potential& pkceabk (community volunteer training
stations). Some aspects of work habits, attitudes,job
performance, or social behavior unacceptable now
but can be improved with training and counseling.
Emotional, mental, Of physical deficiencies are modi-
fiable, are minimal, or do not create serious barriers
to employer acceptance.

5. Beady for placement (competitive employment).
Work habits, attitudes, job performance, and social
behavior are acceptable. With minimum placement
and follow-up services, could addeve and maintain
competitive status at comparable skill levels in the
community.

Steps in Job Training

A student in the work-study program might be
ready for competitive employment at the tenth-
grade level, but more than likely he will have to
start at Step I (on-campus, on-site) and proceed
through all the steps until he has attained the social
competency and skills for competitive placement.
Tasks at various sites must bt. planned so that the
student moves from a sheltered environment at his
school of enrollment to one of greater challenge
away from the home and school to a training
station within the community.

It is advisable for the Kited ulministration to
keep in mind, when placing a ludent on a
work-training station, that he migt:t be paid for
work-study at any of the levels in job training
through local, state, or fetNral funds. However, he
must mceive a certain levet of wage when he is

-1 i
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working in a competitive employment situation. If
the wage received is below the minimum wage, a
training plan must be approved and authorization
granted by the California State Department of
Industrial Relations. (See Part VIII of this hand-
book.) A work-history record (see Appendix D)
should be filled out with the student, and a
decision should be made with him as td the
beginning point of work; this form should be
recorded and made available to the student for use
as a reference and should contain his training plan
developed and agreed to by him and his work-
study coordinator and/or teacher, and signed by
his patent or guardian.

Students who are participants in the program for
educable mentally retarded minors but who are
ranked number I on the placeability scale are
obviously misplaced educationally. Some students
of lower ability may have multiple involvements
that would prevent their participation in a job-
training situation in school and -should be evaluated
for eligibility for placement in the occupational
training program in a sheltered -workshop only.
(See the California Administrative Code, Title 5,
Education, Section 3470 through Section 3477.)
All of the students who are ranked number 2
should be evaluated for eligibility for placement in
an occupational training program. When those
students have developed suitable capabilities to
achieve a rating of 3 or better, they should be
reevaluated for possible reassignment

Students who are ranked 3 or more should be
placed at the appropriate level of training on the
basis of their capabilities. :-

The following information regardiag the three
major steps in job training is presented, together
with examples of jobs and job tasks for each step.

Step I: On-Campus, On-Site

At this step participating students are placed at
exploratory training stations located on the cam-
pus of the school where the students attend their
special class.

At Step I all participating students should be
involved in in-school work-study programs. Each
student's behavior and capability should be
assessed before placement, and a decision should
be made as to his placeability level within the step.
A student might stay at Step I on the scale and
work at Level III from the beginning. A rotation of
jobs could be made at the end of eAch semester
with or without the student's movitr 11 oni /ne

level. This offers greater exposure to a varied job
experience. The following examples of Step I on-
canvus, on-site work-study stations represent
rough scales of three levels of job tasks to use for
reference when one is talking with teachers, admin-
istrators, and other on-campus personnel about job
sites and placement of students.

LIBRARY AIDE

Level I

I. Stack books in back room.
2. Clean Blowy and straighten chairs.
3. Inspect and repair books.

Level II

I. Deliver and pick up books.
2. Stamp books with lumbers.
3. Arrange bulletin boards.

Level III

I. Put returned books back on shelves.
2. Check out books.
3. File cards.

OFFICE CLERK

Level I

I. Address and type envelopes.
2. Fold and staple material.
3. Stuff envelopes.
4. Operate photostat machine.
5. Cany messages in school.

Level 11.

L Do copPtYping?
2. Count and wrap in packages of 10, 15, 20, 25 for

nuiL
3. Operate ditto machine.

a. Put ditto on machine.
b. Check pressure level.
c. Use cour.ter.

4. Carry messages between schools.
5. File alphabetically.

Level III

I. Operate telephone switchboard.
2. Tally.
3. Sort mail.
4. Operate mimeograph machine.
5. Operate addressograph machine.

2This is straight copying on the typewriter; it entails the typing
of lists and other simple material, with no changes or modificatons
attempted by the student



SCHOOL CUSTODIAN AIDE

Level I

I. Dust, sweep, clean, and mop cafeteria.
2. Remove spots from floors, walls, furniture, and

futures and clean erasers.
3. Clean and dust hall, lockers, furniture, glass, fixtures,

and other installations.
4. Service soap dispensers, towel boxes, and similar

facilities.

Level II

I. Dust, sweep, clean claurooms and cafeteria.
2. Sweep anti hose blaiktop, tennis courts, playgrounds,

sidewalks, and parkways.
3. Gather and dispose of rubbish, paper, leaves, and

debris. Surly and wash wastepaper baskets.
4. [May] raise and lower flags.

Level Iff

I. Dust, sweep, clean offices.
2. Lock and unkA doors, gates, windows, transoms,

and storerooms.
3. Give information regarding locations of various

school facilities.
4. [May] vacuum rugs and carpets and operate power

sweepers.
5. Perform a variety of unscheduled custodial duties as

requested by the principal or head custodian.

GARDENER AIDE

Level I

I. Clean debris from yard drains.
2. Assist with planting.

Level ff

I. Assist with laying out and marking of athletic and
recreational areas.

2. Assist with care of turf on athletic fields and lawns by
watering, weeding, and reseeding.

Level III

I. Learn to adjust, operate, and perform IlliflOr mainte-
nance on mower, edgers, sprayers, and other garden-
iitg equiPment-

2. Care for trees, shrubs, flowers and ground cover by
cultivating, watering, and weeding.

TEACHER'S AIDE OR SHOP ASSISTANT

Level I

I. Collect waste materials.
2. Sweep floors.
3. Clean tables and benches.

Level II

I. Mix paint Of tempera.
2. Prepare and arrange supplies for lessons.
3. Duplicate follow-up lessons.
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Level III

I. Arrange bulletin board.
2. Assist with arrangement of educational equipment

and instructional aids.
3. Operate equipment in the listening center - overhead

projector, slide projector, and other apparatus.

FOOD SERVICE ASSISTANT

Level I

I. Clem tables.
2. Str,..1c chairs.
3. Sweep floors.

Level II

1. Wash pots and pans.
2. Help the cook.
3. Mop floors.

Level III

1. Make change.
2. Serve food.
3. Work at supply counter.

-

SCHOOL LAUNDRY AIDE

Level I

I. Fold towels, sheets, and uniforms.
2. Fold and hart. lothes.
3. Mend or repair clothes (by hand).

Level II

1. Count and shelve towels, sheets, and uniforms.
2. [Boys] work with wet clothes.
3. Mend Of repair clothes (by machine).

Level III

I. Work the presser.
a. Uniforms
b. Dresses

2. Wash laundry (by machine).
3. Operate clothes dryer.

SCIENCE LABORATORY ASSISTANT

Level I

I. Wash bottles, trays, and instruments.
2. Feed animals.
3. Straighten classroom.

Level II

I. Put away equipmr i.
2. Prepare simple trtys for students.

Level III

I. Set up equipment.
2. Help In giving directions.
3. Clean equipment.
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PHYSICAL EIiUCAT1ON AIDE

Level I

1. Hand out equipment.
2. Hand out towels.

Level II

1. Help at games.
2. Clean equipment.

Level III

1. Keep time.
2. Sort and store equipment.

Step II: On.Canipus, Off-Site

At this step participating students are placed at
training stations located anywhere within the
district property and at some site other than the
school campus on which they attend their special
class. At this point each student should begin to
receive training on a specific job classification.

Step II is based on successful experiences in the
Step I phase. The student who moves to Step II
demonstrates a greater awareness of his environ-
ment than he did when he was placed in Step I; he
also manifests improved vocational readiness and
capability to move further into the school com-
munity.

The following examples have to do with Step II
on-campus, off-site, work-study stations at the
district leveL These are still somewhat sheltered
assignments for students who need this type of
training. The jobs and skills are the same as those
for Step I, but the site is different.

INTERSCHOOL MESSENGER

Level I

I. Deliver within one school.
2. Sort paper.

Leveill
I. Deliver to two or more schools.
2. Read sinipk material.

Level III

1. Deliver to schools and other district facilities.
2. Receive and sort mail.

GARAGE AIDE

Level I

1. Wash trucks and other mechanized equipment.
2. Clean windshields.
3. Maintaid garage and premises in a clean *and orderly

condition.

Level II

I. Change oi in gasoline engines.
2. [May] assist in lubricating automotive equipment.

Level HI

I. Repair tires and tubes.
2. Perform duties as designed.

OFFICE CLERK

Level I

1. Address and tyre envelopes.
2. Fold and stapi.e material.
3. Stuff envelopes.
4. Operate photostat machine.
5. Cany messages between schools.

Leven!
I. Do copy-typing.
2. Count and wrap in packages of 10, 15, 20, 25 for

mailing.
3. Operate ditto.

a. Put ditto on madkine-
b. Check pressure-
c. Use counter.

4. Cany messages between schools.
5. Fie alphabetically.

Level III

1. Operate telephone switchboard.
2. Tally.
3. Sort mail.
4. Operate mimeograph machine.
5. Operate addressograph.

Step III: Off-Campus, Off-Site

At this step participating students are given
continued exploratory training within the com-
munity, or they are employed and paid a wage for
their work. Each student should be capable of
performing satisfactorily the work called for in the
job assignment before he is assigned the job. This
performance should have been already demon-
strated in Step II.

Step IIIA: off-campus, offisite, nonprofit assign-
ment Step MA is a continued acceleration of
successful experiences in steps I and II. Students
who are ranted number 4 should be considered for
placement at this step. This particular step can
provide oPportunities for initial placement of a
student within the community if the appropriate
facilities are available. Such placement can afford
the first experience of breaking from the sheltered
environment of the homeI, , the school, and the

. :

school district.
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The following tasks located in community hos-
pitals or nursing homes are examples of off-
campus, off-site jobs for training in community
nonprofit volunteer organizations.

STOCKROOM CLERK

Level I

1. Keep shelves and goods in a clean and - orderly
condition.

2. Load and unload trucks.
3. Seal cartons.
4. Use hand trucic.

Level Il

1. Rotate tot*.
2. Store stock.
3. Wrap, pack, and prepare parcels

shipping.
Level Ili

I. Issue custodial maintenance items and other school
supplies.

2. Occasionally fill orders.

and goods for

X-RAY ROOM AIDE

Level I

I. Put on bbels.
2. Act as messenger in office.

Level II

.1. Del, .lop X rays.
2. het as messenger in building.

Level III

I. File by color.
2. File by number.

CENTRAL SERVICE AIDE

Level I

I. Cap bottles.
2. Take hair off towels.
3. Fold towels in stacks of 10.

Level H

1. Count 25 cotton bags and put them in paper bag.
2. Put intruments in small bags for sterilization.

Level III

I. Prepare trays of instruments.
2. Fold uniforms and various surgical cloths.

MESSENGER

Level I

I. Deliver messages on one floor.
2. Assist in sorting incoming gifts for delivery.
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Level II

I. Deliver messages on two floors.
2. Receive incoming messages.

Level III

I. Deliver messages, gifts, and the Ike throughout the
building.

2. iMayj transmit incoming and outgoing messages.

LAUNDRY AIDE

Level I

I. Fold towels, sheets, uniforms, and all other flat items.
2. Do the work of a sorter.
3. Check for unmarked laundry.

Level II

I. [Boys] work with heavy wet laundry.
2. Do the work of a loader.
3. Place identification in sorted baskets of laundry.

Level III

1. Use presser for uniforms.
2. Operate hand ironer and folder.

OFFICE CLERK

Level I

I. Address and type envelopes.
2. Fold and staple material.
3. Stuff envelopes.
4. Operate photostat machine.
5. Cany messages in school.

Level II

I. Do copy-typing.
2. Count and wrap in packages of 10, 15, 20, 25 for

mailing.
3. Operate ditto machine.

a. Put ditto on machine.
b. Check premise level.
c. Use counter.

4. Cany messages between schools.
S. File alphabetkally.

Level III

1. Operate telephone switchboard.
2. Tally.
3. Sort.
4. Operate mimeograph machine.
S. Operate addressograph.

r.

CHILDCARE CENTER AIDE

Level I

I. Help with feeding.
2. Aaist with play activities.
3. Deliver messages in center.
4. Assist ceith cleaning.
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Level H

I. Help supervise rest periods.
2. Help supervise outside play and group activities.
3. Assist children in performing health habits, washing

hands and face, dressing.
4. Share in housekeeping duties related to children's

activites and needs.

Level HI

1. Help prepare materials for instructional lessons.
2. Read stories to children.
3. Arrange bulletin boards and displays.

PHARMACY AIDE

Level I

1. Prepare packages for mailing.
2. Act as messenger.

Level II

1. Use 01 counter.
2. Label bottles.

Level III

Do the same as for Level I and Level H.

LIBRARY MDE

Level I

1. Stadc books in book room.
2. Clean library and straighten chairs.
3. Inspect and repair books.

Level 11

1. Deliver and pick up books.
2. Stamp book numbers.
3. Arrange bulletin boards.

Level III

1. Put returned books back on shelves.
2. Check out books.

Step NB: off-campus, off-site assignment in
paid employment. At step IIIB the participating
student's social and vocational readiness, along
with other pertinent information pertaining to his
personal and social behavior, is carefully, and
thoroughly evaluated before placement. To be
placed at Step IIIB, the student should receive a
rating of S on the placeability scale. He must
possess a good self-image and must have success-
fully experienced different kinds and levels of jobs.
He must demonstrate proper grooming and prac-
tical knowledge of interview techniques.

The ccimmunity work-study teacher and the
work-study coordinator must coordinate their
icnowledge of each student and the information
they have on available job opportunities and then

work together for the best possible placement of
all young people in the program. Many types of
placement can be made at this level (Step IIIB)
under the term "competitive employment."
Examples under this and other headings follow:

1. Jobs and job areas in competitive employment

a. Clerical

Cashier
Man clerk
Stock clerk
Typist
File clerk
Duplicating machine operator's helper
Janitor or attendant
Packing clerk
Reciptionist-clat
Address-change clerk
General office clerk
Shipping clerk
Mailing clerk
Embossing machine operator
Machine operator
File clerk
Secretary
Library assistant
Delivery boy or messenger
Addressing machine operator
Inventory and receiving clerk
Clerk typist
Office worker
Switchboard operator
Stockroom worker
Stapling clerk
Taping machine operator's helper
Mimeographing helper

b. Labor (general, factory, assembly-line, and the
lilce)

Asphalt worker
Steel laborer
Box worker
Clothing man
Lumber mill worker
Body-and-fender shopworker
Furniture hauler
Greenhouse man
Meat packer
Warehouseman
Parts man
Venetian blind repairman
Airconditioner factory employee
Fond plant worker
Greeting-card company employee
Staple machine worker
Forklift driver
Cannery worker

St
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Ceramics worker
Sheetrock worker
Furniture worker
Textile mill worker
Car washer
Garage helper
Hatchery man
Moving van helper
Tool shed worker
Mason's helper
Paintees helper
Auto parts man
Candy worker
Furniture plant employee
Pen and pencil company employee
Milling machine worker
Drill press operator or helper
Bottle inspector and handler
Box maker
Metalworker
Beverage company employee
Welder
Carpet-layer trainee
Showman's heVar
Rug cleaner
Construction worker
Gardenees assistant
Kennelman's helper
Truck loader and driver
Carpentees helper
Plumber's helper
Lumber salvage man
Auto tire worker
Electronics employee
Garment worker
Sewing machine operator
Laundress or laundryman dry-cleaning operator
Packing clerk
Lumberyard helper

c. Service (general, health, hotel and restaurant, auto
service occupations, and the like)
Child-care ,-orker (baby-sitter)
Copyboy
Housekeeper (domestic)
Ticket taker
Ticket puncher
Rug cleaner's helper
Warehouse clerk
Motion picture projectionist
Sign-printing operator
Dental laboratory assistant
Messenger
Janitorial worker
Beautician
Beautician's assistant
Delivery boy
Manicurist

1
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Newsboy
Camp attendant
Handbill passer
Lubrication man
Florist's helper
Garbage-disposal serviceman
Nurse's aide
Laundry tumbler operator
Hospital maintenance helper
Barber
Window washer
Theater usher
Porter, baggageman
Tire recapper
Vendor
Civilian employee of US. Army, US. Navy, US.

Air Force, or US. Marine Corps
Laundry washerman
Laundry clothes folder
Rest home employee
Service station attendant
Used-car lot attendant
Auto-wrecking yard worker
Tire repairman
Auto bPdy repairman (mechanic's helper)
Car washer
Parking lot attendant
Dishwasher
Bus boy or bus girl
Waitress
Bellboy (bellhop)
Soda fountain attendant
Cook
Cook's assistant
Maid
Porter
Produce handler
Shack bar attendant
Sandwich maker
Bakery helper

d. Grounds, maintenance, and custodial
Grounds keeper
Groundsman
Nurseryman's helper
Farmhand r

I

Janitorial assistant
Park worker
Fruit picker
Golf-course keeper ll
Greenhouse worker
Hedge trimmer
Gardener's helper
Yard maintenatice worker and caretaker
Nursery farm worker
Grass cutter
Campground caretaker
Woodcutter

s
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2. Business and industrial minimum waiver placement

If placement cannot be made at the minimum wage
level, placement can be made through the procedure
explained in Appendix F.

5 8

1

4

3. Federal "Schedule A" placement

Federal "Schedule A" placement for jobs under the US.
Civil Se/vice Commission is explained in Part VIII of this
handbook.
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PART VIII

The Establishment, Development, and Effective
Use of Training Stations

This part of the Work-Study Handbook discusses-
basic principles that need to be followed in the
development of student placement in the work-
study program, examims maj9r phases in the total
placement process, explores federal aid that is
available to school districts in the growth and
strengthening of this program, describes program-
related services of California state agencies other
than the Department of Education, and discusses
such matters as job analysis and employment
promotion of the handicapped.

Fundamental Principles in Developing
Placements

In developing the overall placement process both
within the school structure and within the com-
munity, the personnel responsible for the work-
study program should adhere to the principles
involved in the following six steps:

Step One

The first step is to establish desired "end
objectives" for participating students and the
work-study program. (See Part V of this handbook
for ovezall and spvcific objectives.)

Step Two

The second step is to obtain administrative
support. The program personnel must let the
principal know what the planned objectives and
the anticipated results of the program are and must
keep him informed of student progress toward
attainment of the objectives.

Step Three

Step three is concerned with communication
and rapport with school faculty. It is important to

-

get adequate information to the teachers about the
purposes, content, and operation of the work-
study program; to stimulate and maintain their
interest in what is being done; to enlist their
cooperation; and to make them feel that they are
part of the program.

Step Four -

The fourth step is an extension of the third. It is
likewise important for the program personnel to let
the teachers know how greatly faculty support is
appreciated and how significant are the contribu-
tions of the teachers to the training of the
participating students.

Step Five

In step five, provision should be made for ample
feedback to the teachers about each student's
progress in the program.

Step Six

The sixth step is to enlist and maintain the
support and cooperation of the school custodian,
the cafeteria personnel, and other members of the
school staff whose duties and services are related to
or involved in the operation of the work-study
program.

In making placements of students, the program
personnel should place the most capable first; then
other students should be placed as maturation
permits and as rapport is developed with job
supervisors. The attitude of the boy or girl toward
work in general and toward placement in particular
will be the most important single factor affecting
the success of a given placement. In the operation
of the program, a system of job rotation should be
developed, and close contact with students and job
supervisors should be maintained.

rs"
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Major Phases of the Placement Process

The major phases or stages in the total place-
ment process within the work-study program are
discussed under the headings that follow.

On-Cairpus, On-Site Experiences

"On-campus, on-site" is a term that is used in
reference to training stations located on the school
campus where the student is instructed in his
special class assignments. This initial training
should be the first step in the total placement
process. It provides an environment that is familiar
to the student and provides for more direct
involvement of the special dass teacher. At this
stage of training, the student is actually being
introduced to work under more realistic working
conditions to a work situation that is somewhat
comparable to that encountered in the world of
work. The student should be completely aware of
the requirements of the tasks and adevately
prepared to meet those requirements before offi-
cial placement occurs.

Each work-study coordinator needs to survey
the school campus, locate possible training sta-
tions, negotiate the terms of training with the job
trainer, and develop a training plan with the
trainer. The plan should clearly state (1) what the
purposes of the training are; (2) the skills that must
be developed; and (3) to what degree of profi-
ciency these skills must be performed. A vocabu-
lary list of critical terms should be drawn up, and
any specific procedural steps in task performance
should be included. A strong working relationship
between the work-study coordinator and the
teacher must be developed, and the terms of
sttrent evaluation must be agreed upon.

l'he young trainee should not be placed at a
single station and forgotten; rather, he should be
rotated to several different stations. This method
helps the student and the_ school staff to establish
more dearly the vocational strengths and weak-
nesses of the student and to formulate the basis for
on-campus, off-site placement.

On-Campus, Off-Site Experiences

The second phase is an extension of on-campus
placement. Jobs in the "on-campus, off-site" cate-
gory can be found at the bus garage, the school or
district office, the warehouse, or at locations on
any other school premises within the district.

Off-Campus Community Placement

Off-campus community placement for partici-
pating minors is similar to on-campus placement. It
is necessary to know each student as an individual

his characteristics, his likes and dislikes, his
abilities, and his limitations.

In regard to making employer contacts, the
placement process can be facilitated if a third party
who knows the employer can arrange an intro-
duction for the individual assigned responsibility
for making these contacts for the program. Many
promotion and telephone solicitations can be used
to develop contacts with employers before sched-
uling an appointment with a key person or persons
in each company.

The following guidelines should be helpful to
anyone who plans to make or is making employer
con t acts in behalf of student - community
placement:

1. Try to have some knowledge of the nature of the
employer's business.

2. Learn from others and from the employer the
nature of his needs and problems.

3. Have a specific student applicant in mind and be
familiar with his personal history, his job capabili-
ties, and his social skills.

4. Establish a friendly working relationship with the
employer.

5. Provide the necessary introductory information
about the work-study program. When you intro-
duce yourself to the prospectWe employer, inform
him of the following: who you are, why you are
there, what you can do for him. Tell it "lice it W';
ke honest; don't oversell and don't undersell.

6. Apply sound interview t2chniques.
a. Use the employer's frame of reference; talk

his language.
b. Let the employer talk; don't interrupt him.
c. Give him full attention; look at him directly;

avoid distxactin movement.
d. Think of the real meaning behind what he

says.
e. Be aware of the employer's profit motive.
f. Be straightforward, factual, and objective.
g. Be prepared to discuss and answer objections.

7. Be familiar with workmen's compensation laws
and regulations and industrial welfare provisions.

8. Keep a record of the types and number of
positions you believe your clients might fin in the
future.

9. Leave a business card with the employer. Even if
he does not have an opening now, he will have
your address and telephone number should a job
open up in the future.



10. After your interview with the employer, analyze
what happened. What seemed to go well? What
seemed to cause problems? What would you do
differently next time?

11. Regardless of outcome, follow up the meeting
with a letter or phone call to keep the door open
for future meetings. .

12. Periodically, sit back and take a broad view of
your employer-contact activities. Can you discern
patterns in your interview experiences patterns
that are connected with what seems to go well and
what does not seem to go well?

13. Discuss your employer-contact activities with a
supervisor or colleague someone who can listen
with understanding as you verbalize your concerns
and consider varying your approaches.

Federal Programs That May Be Available
to School Districts

A number of kinds of federal assistance are
available to schools and school districts throughout
the nation, a comprehensive survey of practically
all existing federal services is contained in the
Catalog of Federal Domestic Assistance, published
by the Office of Economic Opportunity.' Some
federal programs can be of considerable help to
California's work-study operations for mentally
retarded minors. The following are brief descrip-
tions of federal programs that can be utilized for
the benefit of educable mentally retarded young
people in California schools.

Neighborhood Youth Corps

The Neighborhood Youth Corps offers three
major program divisions:

1. An in-school program that provides part-time work
and on-thelob training for students of high school
age from low-income families

2. A summer program that provides the students identi-
rod under number 1 with job opportunities during
the summer months

3. An out-of-school program that provides economically
deprived school dropouts with practical work experi-
ence and on-the-job training to encourage them to
return to school and resume their education oi, if this
is not feasible,. to help them acquire work habits and
attitudes that will improve their employability

'Catalog of Federal Domestic Assistance: A Desaiption of the
Federal Government's Domestic Programs to Assist the American
People in Furthering Their Social and Economic Progress. Compiled
for the Executive Office of the President by the Office of Economic
Opportunity. Washington, D.C.: Office of Economic Opportunity,
January, 1969.
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In the Neighborhood Youth Coips (NYC) pro-
gram, federal funds and technical assistance are
given to projects that are initiated; developed, and
sponsored by local groups. The federal government
will finance up to 90 percent of the cost of these
projects. The local sponsor's share may be in cash
or in kind (facilities, equipment, service provided,
and supplies). in private on-the-job training proj-
ects (work training in industry projects that are
also funded from NYC out-of-school sources), the
federal government will pay legitimate training
costs while the employer is responsible for the
trainees wages.

Who can apply and how to apply: The in-school
program is open to students from low-income
families in grades nine through twelve or to those
boys and girls who are of high school age but are in
lower grades. The out-of-school program is open to
unemployed youth from low-income families who
are sixteen years of age or older.

Enrollees may not be employed on projects
involving construction, Operation, or maintenance
of any fecility used or intended for use in sectarian
or ieligious workshops. Also, enrollees must not
displace any employed workers nor impair existing
contracts for service.

Where to apply for information:
Office of InformItion
Manpower Administration
U.S. Department of Laboi
Washington, D.C. 20210

or:

Regional offkes of the Manpower Administration

Youth Opportunity Centers

The purpose of the Youth Opportunity Centers
(YOC) is to help youths become employable ( 1 )
through careful assessment of their personal assets
and liabilities; (2) through appropriate referral to
remedial education, rehabilitation, vocational train-
ing, and other programs wad services; and (3)
through constructive action as the needs indicate,
such as job-development, job-placement, and
follow-up services.

This program provides individual counseling,
placement, and related services to all young per-
sons. Youth Opportunity Centers are administered
by the U.S. Employment Service and its affiliated
State Employment Security agencies. The centers
are located in metrovolitan areas throughout the
country, with at leot one in every state. They
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provide intensive services to school dropouts with-
out skills, to youths who are vocationally handi-
capped, and to socioeconomically disadvantaged
members of minority groups and other groups
suffering from discrimination or deprivation.

Who can apply and how to apply: Youths
sixteen through twenty-one years of age who need
counseling and guidance in relation to job or career
opportunities, training, education, and other voca-
tionally related programs, and/or assistance in
finding suitable employment, are eligible.

Where to apply for information:
Office of Information
Manpower Administration
U.S. Department of Labor
Washington, D.C. 20210

or:

Local office of State Department of Human Resources
Development

or:

Youth Opportunity Centir

New Careen

New Careers, a work-training employment pro-
gram for both youth and/adults, involves activities
that are designed to improve the physical, social,
economic, or cultural conditions of the com-
munity. This program (1) assists the development
of entry-level employment opportunities; (2) pro-
vides maximum prospects for advancement and
continued employment without federal assistance;
and (3) combines work-training employment with
necessary educational training counseling and
other supportive services as may be needed.
Another purpose of New Careers is to contribute
to the design and creation of new career jobs in
public service for supportive or subprofessional
personnel.

This program provides federal funds and tech-
nical assistance to projects initiated, developed,
and sponsored by local groups. The federal
government will generally defray no more than 90
percent of the cost of these projects. Nonfederal
contributions may be in cash or in kind, including
but not limited to plant, equipment, or services.

Who can apply and how to apply: Persons are
eligible if they are (1) eighteen years of age or
older; and (2) financially poor or unemployed. The
number of New Careers enrollees between agei
eighteen and twenty-one should not exceed 10
percent of the total project enrollment. State and

local government agencies and local private organi-
utions engaged in public service activitiks may
sponsor projects under this program.

Where to apply for information:
Manpower Administration
US. Department of Labor
Washington, D.C. 20036

or:

Regional offices of the Manpower Administration

Youth Employment

The youth employment program provides non-
competitive federal appointments for needy youths
sixteen through twenty-one years of age. As a part
of the Stay-in-School Campaign, federal agencies
are authorized to employ youths who need
employment earnings to stay in school. They may
be employed for not more than sixteen hours a
week except during vacation periods. Employment
is dependent upon continued school attendance.
No- new appointments may be made during the
period from May 1 through August 31 of each
year. Appointments may -not be extended beyond
one year unless initial conditions ale met.

Who can apply and how to apply: To be eligible,
Stay-in-School Campaign appointees must:

1. Need theirjob warnings to stay in school.
2. Be accepted for or enrolled in an approved and

accredited secondary school or institution of higher
learning.

3. Maintain an acceptable school standing.

Referrals should be made to State Employment
Service offices. See Appendix D of this handbook
for information on the personnel offices of any
federal agency.

Where to apply for inforynaticv:
Office of Youth and Economic Opportunity Programs
U.S. Civil Service Commission
Washington, D.C. 20415

Youth Summer Employment

This is a summer employment program designed
to provide employment opportunities in federal
agencies for youths sixteen through twenty-one
years of age. The program provides young people
with work experience and training, both of which
are designed to improve their career planning and
their job qualificaticins.

Who can apply and how to apply: To be eligible,
a youth (1) must demonstrate a need for employ-



iaent on the basis of economic or educational
reasons, and (2) must need the benefits of the
income to continue his education or else face the
prospect of being out of school and unemployed.

Referrals should be made to the California State
Department of Human Resources Development or
to the personnel offices of any federal agency.

Where to apply for information:

Office of Youth and Economic Opportunity Programs
US. Civil Service Commission
Washington, D.C. 20415

Junior College Placement Program

The governing board of any district maintaining
a high school may determine which of the boys
and girls in the eleventh and twelfth grades of the
high school would benefit from advanced scho-
lastic or vocational work. The governing board may
authorize such students te attend a junior college
as special part-time students and to undertake one
or more courses of instruction offered at the junior
college level. The number of students so authorized
must not exceed 15 percent of the number of
students in the eleventh and twelfth grades of the
high school at any one time.

For furtlyir explanation, see Appendix B on
work-study laws 4nd regulations.

Service Program of the State Department
of Human Resources Development

A program of employment services for physi-
cally and mentally handicapped individuals is
available from the California State Denartment of
Human Resources Development. This program,
through local offices of the Department, provides
direct special-employment counseling services and
placement assistance to physically and mentally
handicapped persons seeking work. These offices
cooperate with other community agencies in serv-
ing the handicapped.

Counselors from this state department use spe-
cial placement techniques to help match the
physical demands of a job to the ,capacities of a
worker.

Special job development is provided the worker
through contact with employers. Special infor-
mation activities and promotional and educational
activities are directed toward employers and labor
organizations to improve employment opportuni-
ties for the handicapped.
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Who can apply and how to apply: Physically
handicapped and mentally restored or mentally
retarded persons who are legally qualified to work
are eligible for special services.

Witere to apply for information:
Office of Information
Manpower Administration
U.S. Department of Labor.
Washington, D.C. 20210

-

Local office of the State Department of Human
Resources Development

Services of the State Department of Rehabilitation

The California State Department of Rehabilita-
tion provides, among many other services for the
educable mentally retarded, its Schedule A pro-
gram. A few years ago the U.S. Civil Service
Commission (CSC) issued a special appointing
authority which is commonly known as "Schedule
A." The mentally retarded are covered under
Section 213.3102(t). In collaboration with the
State Department of Rehabilitat;on, this CSC
authority makes it possible for federal agencies to
appoint mentally retarded individuals to positions
suited to their abilities without regard to usual
qualification standards-and written-test provisions.
Effective utilization of these agreements calls for
close coordination with state rehabilitation agen-
cies and for appointing only those mentally
retarded persons who are properly referred by
these agencies.

The U.S. Civil Service Commission has removed
the time limitation of September 30, 1969, on the
use of the Schedule A authority for the mentally
retarded, so that federal and state agencies may
continue their programs with this special and
valuable kind of assistance. Additional information
concernhig Section 213.3102(0 and other perti-
nent information about placement are published in
the Commission's Handbook of Selective Place-
ment,2 which has to do with federal civil service
employment of handicapped persons. This small
but useful handbook is available from the U.S.
Government Printing Office in Washington, D.C.

2Handbook of Selective Placement in Federal Civil Service
Employment of the Physically Handicapped, the Mentally Restored,
the Mentally Retarded, the Rehabilitated Offender. IIRE-i2.
Washington, D.C.: U.S. Civil Service Commission, June, 1969.
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These federal actions, in cooperation with state
services, recognize that utilization of the services of
the mentally retarded is now a wed-established part
of the regular recruitment/appointment program of
most agencies.

"Cooperative programs" comprise another ser-
vice rendered by the California State Department
of Rehabilitation. Cooperative agreement between
the Department of Rehabilitation and the school
districts has been accomplished because both
groups believe that services toward a common end
can thus be improved. Contractual agreements
contain program, and budget agreements.

Today California has 27 cooperative programs
between public schools and the Department of Rehab&
tation involving 33 school districts and county super.
intendents of schools. They (the participating districts
and county superintendents of schools) enroll 16 per-
mit of the educable mentally retarded minors currently
enrolled in public school prograins.3 .

Job Placement Eased on Waiver of
Minimum Wage Requirement

Section 1191 of the California Labor Code
provides the following:

For ray .occupation in which a minimum wage has
been established, the commission may issue to a woman
who is mentally or physically handicapppd, or both, or
to a minor so handicapped, a special license authorizing
the employment of the licensee fur a period not to
exceed one year from date of issue, at a wage less than
the legal minimum wage. The commission shall fbc a
special minimum wage for the licensee. Such license may
be renewed on a yearly basis.

Thus, job placement of educable mentally retarded
minors can be made on the basis of a waiver of the
existing minimum wage requirement.

This procedure can be used advantageously to
obtain training positions with certain businesses. It
is important, however, that a training plan be
developed so that a progressive wage structure is
instituted and the student can work his way up to
equal the minimum wage or exceed it. See Appen-
dix F for additional information.

3L. Wayne Campbell, "Education-Habilitation A Joint
Effort," in Cooperative Agreentents Behscen Special Education and
Rehabilitation Services in the West. Selected papers from a
conference on cooperative agreements, February, 1968, in Las
Vegas, Nevada. Edited by Gene Hensley and Dorothy P. Buck.
Boulder, Colo.; Western Interstate Commission fur Higher Educe*
tion (Unbent* East Campus), June, 19681 p. 20.

Job Analysis

Job analysis is necessary to assure proper and
continuing employment of individuals. A complete
analysis of a job requires information on what the
worker does, what gets done, materials, products,
subject matter and services involved, machines,
tools, equipment and work aids utilized, and what
is expected of the worker in terms of employee
traits. Much of this information can be obtained by
means of an observation-interview technique. In
setting about to acquire the facts and the data
needed to describe the work performed or to
prepare a description of duties,-.6ne may find that
observation alone is not a wholly adequate
method. Relevant, specific questions must be asked
of someone who is thoroughly acquainted with the
job being studied. This person is usually either a

. supervisor or the worker performing the job. One
approach that has been found to be basic to job
analysis is to find answers for the following
questions: What does the Worker do? How does he
do it? Why does he do it? What skills are involved
in the doing?

It is ,both helpful and efficient to take along a
tape recorder or a video recorder, if available, and
record the information about job tasks as it is given
verbally by the job supervisor. Whatever techniques
or combination of techniques are used, nothing less
than thorough, .comprehensive, accurate recording
and reporting should be soUght. The job-analysis
-report form shown on the opposite page can be of
immeasurable value when one is reporting and/or
analyzing the information pertaining to a specific
job or task.

Employment Promotion for the Handicapped

An effective public information agency operates
at the federal level to promote employment oppor-
tunities for the physically and mentally handi-
capped. This agency, the President's Committee on
Employment, of the Handicapped, does the
following:

1. It cooperates_ with governors' committees in the 50
states and with committees in local communities.

2. It conducts a national publicity program and provides
state and local committees with promotional
assistance.

3. It Cooperates with other public and private groups in
conducting promotional campaigns.

Promotional aids are available to organizations
with memberships of physically or mentally handi-
capped persons and to those grciups, associations,

-

a*,



organizations, and schools concerned with the
education, trailing, job placerwrit, and well-being
of the handicapped. For information, contact:

The President's Committee on
Employment of the Handicapped
Washington, D.C. 20210

JOB REQUIREMENTS

L PHYSICAL DEMANDS

A. How much strength is required?

Great
Some
little
None

Hands Aims lzgs Back
=111.1M 411M10.1

11111
.111=11. 611 .1111IMINIM.

B. PHYSICAL ACTIVITIES
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Printed information available from the Committee
includes Performance (a monthly publication); a
program guide; a publicity kit; and various pam-
phlets on jobs, education, architectural barriers,
housing, rehabilitation, transportation, clothing,
homemaker rehabilitation, and the employability
of the mentally and physically handicapped.

JOB ANALYSIS REPORT

JOB TITLE

LOCATION

_ wing _ working fad
stawihig _ handling
kneeling feeling

fmgaingaawling_ throwing_ climbing
crouching
babneing

C. WORKING CONDITIONS

Location:
Temperature:
Mobility:

Work with:
Hazards:

..,1 SA*._ hearing
seeing color
paceivig depth

_ inside _ outside
hot cold _ humid dry_ cramped moving objects
high Places
others_ around others _alone
mechanical wet noisy
ventilation exposure to burns
lighting_ radiant energy

IL PERSONAL AND ACADEMIC INFORMATION

Handle money? _ yes no

Memory required?_much _little mine
Arithmetic required? _ add _subtract multiply_ dtride

fractions _measurement sales slips invoicer _other
Reading required?_ much _ little none addresses
sales orders patterns _directions bullet/in--letters
Writing required? none _ listing _ sales orders -.- pro-
duction records information to be read by others
-EmPloyee meet the public? _ no seen by public _talks to
public _works with public all the time

Kind of speaking required: little giving mcsbages
for materials or tools giving directions

land of job clerical_ sales
agriadture_ factory

Job level _ skilled
semiskilled
unskilled

Experience required
not required

service
self-employed

PREEMPLOYMENT INFORMATION

Test given_ employment test

Licenses required? _ yes no
Driver's license other

Health certificate _
Written application _yes _ no
Belong to a union? yen nu
How axe employees found?

employment service _ help-wanted ad _ labor unions
people come in referral by friends

How much educatiodis required?
_ no formal educatien _little formal education_ elementary
school _some high school _ high school diploma

How are employees paid? _by the hour on the basis of piece-
work _weekly monthly

How much on-thojob training is given?_ less than 6 weeks
_6 weeks to 6 months ..-.7Can the school help in the training?

How much supervision is the employee given? none .some
much

Adjustment to dieing* required? none some little
frequent

Pressure on the job? ,no some little _great



PART IX

Program Planning for the Future
This Work-Study Handbook, designed for use in

programs for educable mentally retarded students
in the high schools of California, is another step
in the process toward guaranteeing economic,
social, and emotional stability and functional civic
competence for human beings who might not
otherwise attain these capabilities and com-
petencies.

Looking ahead of us, we envision a time in the
foreseeable future when public education through-
out the state will engage the concentrated, coordi-
nated efforts of school district program-planning
committees or teams that would represent all of
the major areas of special education. These plan-
ning groups could discuss and develop expanded
yet concentrated programs for all handicapped
students having special progranaming needs. Atten-
tion could be channeled to the several necessary
aspects of education and work training that lead to
full-time employment. In addition, inservice educa-
tion for the personnel in these programs would
need to be developed, as well as special publica-
tions, in order to deal with the instructional and
job-training requirements for students having
definite sensory handicaps, such as deafness and
blindness, and for those having emotional and
neurological handicaps.

It is recommended, therefore, that every school
district in California organize and establish a single
program-planning team to determine and evaluate
the strengths and weaknesses of each handicapped
student and to assist the student in developing for
him a training plan that would maximize his
capabilities in producing measurable vocational
success. It is also recommended that a similar
pogram-planning team be formed at the state level
to give guidance and assistance where it is needed
and to disseminate information, on a statewide
basis, concerning district practices and successes in
programs for the handicapped.

The curriculum membership of the district
program-planning team would consist of six
people one member from each of the following
areas of special education: the educationally handi-
capped, the educable mentally retarded, the train-
able mentally retarded, the visually handicapped,
'the deaf and hard of hearing, and the orthopedi-
cally handicapped. These would be joined by
representativeg from other disciplines and even
representatives from other agencies, such as thch....
having to do with vocational education and voca-
tional rehabilitation. Each categorical instructional
representative should be appointed by the super-
visor in that particulai area of special education, or
by a district advisory committee; or each person
could be the outstanding teacher in that instruc-
tional area. The district team would also provide a
program design for placement services.

Program Administration, Organization,
and Operation

The program flaw chart shown in this section of
the handbook suggests a district administrative and
delivery system that could advantageously affect
special education students. (This flow chart can be
modified according to the size of the district.) The
point at which all categories would be brought
together would 'start the district's delivery system.
The counseling and prevocational training experi-
ences would begin the district's movement toward
full-time employment of handicapped students.
Encouraging and supporting the search for indivi-
dual identity and "worthwhileness" is something
that schools and school districts should be working
311 continually through many experiences of
mobility and environmental investigation, work-
training stations, and community jobs, both in
school and out of school. These things provide a
means of reaching the end goals and are a vital part
of the educational and vocational program for the
han dicapped.



Chart 6

SUGGESTED PROGRAM FLOW CHART FOR CALIFORNIA SCHOOL DISTRICTS
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Upon graduation from high school, some stu-
dents will be ready for full-time employment and
some will need sheltered-workshop placement.
Others will benefit from a program of "extended
opportunities" through the community colleges,
through adult school programs, or through voca-
tional and trade schools before taking on full-time
employment.

Follow-up studies will become a vital part ot the
program as that program is viewed by the local
school district and by the State Department of
Education. From the results of these studies,
educators can ascertain whether the programs
operating throughout the state are achieving their
stated program objectives, both at the secondary
and at the postsecondary levels. Then changes can
be made in training programs for professional and
paraprofessional personnel; alterations can be made
in curricula; and job descriptions and job-market
analyses can be improved. -

Cooperative Planning and 7 'aison Action

The organization and operation chart for pro-
gram planning, also shown in this part of the
handbook,- suggests a district organizational struc-

ture that could eventuate in cooperative, conserva-
tive program planning -- on the part of knowledge-
able people in the six major areas of special
education for the consistent benefit of handi-
capped minors. Here again, as with the suggested
program flow chart, a similar organizational and
operational framework could be developed at the
state level.

Liaison action is regarded both by school district
staffs and by other agencies at local and state levels
as a vital ingredient in the statewide attention that
must be given to the school-vocational preparation
of handicapped minors. Liaison work is already
under way among school district personnel in the
services of special education, vocational education,
and vocational rehabilitation 'to develop a plan
approved at the top level of the district's adminis-
trative structure whereby a coordinated use of
federal monies can be brought about:This plan will
permit an expansion of the effective capabilities of
each relevant state agency through cooperative use
of the specialized personnel and the special funds
available for vocational programs in each unit. All
of these efforts are being made to permit a flow of
vocational preparation services to all handicapped

Chart 7

SUGGESTED ORGANIZATION AND OPERATION CHART FOR PROGRAM PLANNING
IN CALIFORNIA SCHOOL DISTRICTS
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persons. Such efforts will result in helping the
handicapped to make a healthy, successful transi-
tion from the world of school into the world of
work and community living.

All handicapped minors need this kind of
service, not just the mentally handicapped; and the
long-range goals that have been developed will
assure these young people of the opportunities
discussed here. The following diagram pictures the
joint responsibility that is recommended for handi-
capped minors on behalf of special education,
vocational education, and vocational rehabilitation.
Each service should spell out its own unique
services, and then the joint services and functions
can be shared in the manner shown in the diagram.
The concepts illustrated in this simple drawing can
be applied at both the district level and at the state
level.

Vocational
Rehabilitation

Vocational
Education

1

WOrk-Study
Pkgrams

, I

Special
Education

Figure 11. Developing Vocational Competencies for the
Handicapped: A Joint Responsibility

..

Many handicapped minors can profit from the
regular curriculum and from regular classroom
experiences, all of which can prepare them for
vocational preparation in junior college and/or
college and university programs. For those minors,
the preparational program should still be planned
by the district program-planning team so that the
follow-through at the junior college or full college
level can be pursued by vocational, educational,
and/or rehabilitation personnel.

Vocational Programming: Philosophy
and Major Outcomes

The philosophy of vocational programming and
two major outcomes for this type of programming
in the guidance and preparation of all handicapped
minors are stated in the paragraphs that follow.
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Philosophy
Every student enrolled in a California public

school, notwithstanding any handicap the student
might have, shall be provided opportunities for
intellectual, social, emotional, and vocational
development that will prepare him to find his place
in society as a productive, participating member of
the community. _

In order to carry out -the conceptual and
practical intent of this philosophy regarding the
education of all handicapped individuals, the fol-
lowing outcomes should be achieved by the end of
the 1975-76 academic school year:

Projected Outcome Number 1.

Every graduating senior enrolled in, or eligible
for enrollment in, any special education program
mandated or permitted by the California Legis-
lature shall have a detailed plan for, or shall have
achieved, one of the following:

a. Placement on a full-time job such placement maxi-
mizing the capabilities in which he has received basic
train ing

b. Placement in an onthe-job training position in which
he will receive additional training directed toward a
vocational skill such training designed to maximize
his capabilities

c. Continued education and/or training directed toward
reaching an occupational objective such prepara-
tion designed to maximize his capabilities in a
community college, trade school, or vocational school

d. Continued education and training directed toward
reaching a technical or professional objective such
preparation designed to maximize his capabilities in a
university or college program

e. For uny girl whose vocational goal is to become a
full-time homemaker, completion of a planned pro-
gram especially designed to provide adequate knowl-
edge of homemakirg and to develop whatever skills
are necessary for becoming an adequate home
manager such preparation_ designed to maximize
her capabilities

Projected Outcome Number 2
Every California school district shall have an

on-going, operative, vocational planning and guid-
ance program within which every high school
student enrolled in, or eligible for enrollment in,
any special education program mandated or autho-
iized by the California Legislature is equipped wit!.
a slevelopmental plan that provides iv; the
following:

a. A total evaluation of his vocational capabilities
b. A realistic identification of his occupational, tech-

nical, or professional objectives
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c. A sequence of experiences designed to give him the
specific preparation and training he needs to reach his
objectives

This Work-Study Handbook for educable men-
tally retarded young persons serves as another step
toward reaching these educational and vocational
objectives for all handicapped minors. It provides a

reconunended format of organization and suggests
administrative procedures which not only can be
utilized to benefit the mentally retarded but can
also be expanded to include professional study and
program planning for oery handicapped youth in
California schools, regardless of the type, the
nature, or the characteristics of his handicapping
condition.

,
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APPENDIX A

WORK-STUDY HANDBOOK ADVISORY AND DEVELOPMENT COMMITTEES

The following committees were directly involved
in the development and preparation of the Work-
Study Handbook The titles and positions of the
personnel listed were current at the time of the
committees' involvement in the handbook project.

California State Advisory Committee on Programs
for Educable -Mentally Retarded Minors

In 1965, pursuant to Eflucation Code Section
160 (AB 451, regular session of the California
Legislature, 1965), the Superintendent of Public
Instruction, California State Department of Educa-
fion, appointed the California State Advisory
Committee on Programs for the Educable Mentally
Retarded. The composition of this 6ody included
representatives of state agencies providing services
for the mentally retarded, as well as representatives
from professional and private agencies and organi-
zations pmviding such services. All the projects
organized and conducted leading to the develop-
ment of this handbook were coordinated thtough
the State Advisory Committee. Membetship
changes in this important group since its inception
have come about because of the shifts of key
personnel from one job assignment to another.

The California State Department of Education
gratefully acknowledges the significant contri-
butions of the members of the State Advisory
Committee in the way of leadership, suppoii, and
assistance provided during the development and
implementation of each task and each phase of the
handbook effort. The membership of the Commit-
tee, as of August 1, 1970, follows:

Charles W. Watson, Associate Superintendent of Public
Instruction; and Chief, Division of Special Education,
California S'ste Department of Education, Ex offickis

Joseph P. Rice, Jr., Chief, Bureau for Mentally Excep-
tional Children, Division of Special Education, Cali-
fornia State Department of Education, Ex officio2

1Replaced Francis W. Doylo, 1969.

2Replaced Donald HAIM 1968-

-

,

73

L Wayne Campbell, Curricula= Specialist in Education
of the Mentally Retarded, Division of Special Educa-
tion, California State Department of Education,
Chairman

Medford Todd, Project Specialist, Division of Special
Education, California State Department of Educa-
tion, Secretary3

Virginia Alice, Chief, Division of Industrial Welfare,
California State Department of Industrial Relations's

Charles C. Caplinger, Coordinator, Programs for the
Mentally Retarded, Hudson Ekmentary School Dis-
trict (representing elementary supervision)

Edward Cloherty, Principal, Gompers Junior HO
School, Los Angeles Unified School District (repre-
senting California Association of Secondary School
Administrators)

Ray Darby, Shasta County Superintendent of Schools
(representing California Association of County Super-
intendents of Schools)5

Dennis Dunne, Coordinator of Cooperative Programs,
California State Department of Rehabilitation6

Mel Felker, Director of Personnel Operations,
McDonnell-Douglas Corp., Santa Monica (represent-
* California Association of Manufacturers)

Charles R. Gardipee, M.D., Chief, Bureau of Mental
Retardation Services, California State Department of
Public Health

Bill Green, Executive director, California Council for the
Retarded , Sa4ramento2

Milton Grossman, Director of Special Services, Sweet-
water Union High School District (representing Cali-
fornia Association of School Psychologists and
Psychometrists)'

3Replaced Morton Hen, January, 1969.

4ItCp1aced Mrs. Florence Clifton, January, 1967.

69eplaced Fred Beyer, 1968.

6Rep1aced Phil Lodi's, September, 1969.

7Replaced Fred Krause, January, 1970. .

°Rel.:aced Virginia Templeton, September, 1968.

-
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George W. Huggins, Superintendent, Lowell Joint Ele-
mentary School District (representing California
Elementary School Administrators Association)

D. D. Hurford, Personnel Director, Sears Roebuck and
Co., Los Angeles (representing California State Cham-
ber of Commerce)

Trumbull W. Kelly, Supervisor of Education, California
State Department of the Youth Authority

Joseph S. Lerner, Associate Professor of Education, and
Chairman, Department of Education, San Francisco
State College (representing college and university
professors and American Association on Mental Defi-
ciency)

Irvin P. Maud, Executive Secretary-Treasurer, Los
Angeles County Federation of Labor AFL-CIO

Thomas J. Murphy, Director of Special Education, Santa
Barbara City Srhool Districts (representing California
Federation, Council for Exceptional Children)

John Oshida, State Supervisor, Services for the Handi-
caPPed, California State Department of Human
Resources Development9

Mrs. Nola Shortridge, Special Class Teacher, Richmond
Unified School District (special education, classroom
teachers, high school level)10

Darrell E. Shryock, Social Service Consultant, Family
and Children Division, California State Department of
Social Welfare11

George (Gene) Thanos, Supervisor, Secondary Work-
Study Programs, Ventura Unified School District
(representing secondary school supervision)

Anthony N. Toto, M.D., Superintendent and Medial
Director, Faiiview State Hospital (representing Cali-
fornia State Department of Mental Hygiene)

Work-Study Handbook Development Committees
Regional Meetings

The following fists contain the names of the
personnel in the ten regional committees that
assisted in the development of tile Work-Study
Handbook Each name is followed by data indicat-
ing the title of the position held by that person and
the name Of his or her employer (district, school,
or other). The boldface sideheads identify the
California locations where the regional meetings
were held.

-

9Replaced Paul Boetlus, 1968, who had replaced John Cima,
September, 1%6.

10ReplacediVendall McFadden, September, 1969.

1 tReplaced Emanuel Newman, 1969, who had replaced Lucille
Kennedy, September, 1966.

MI teachers listed here were serving at the high
school level, unless otherwise designated. The term
"W-S Coordinator" means Work-Study Coordinator.

Sacramento

Joan Clancy, Teacher, Grant Joint Union High School
District

Irene Collin, Teacher, Shasta Union High School District
James M. Ditty, Teacher, Placer Joint Union High

School District
Donald Evans, Administrator, Stockton City Unified

School District
John S. Foster, Teacher, Chico Unified School District
Cohuita P. Kennon, Junior High School Teacher, Elk

Grove Unified School District
Claude Rashid, Teacher, Sacramento City Unified

School District
Vicki J. Robinson, Elementary Teacher, Sacramento

City Unified School District
Gilbert M. Yule, W-S Coordinator, Woodland Joint

Unified School Distict

Los Angeles
Central Office,
Los Angeles Uniikd School District

(The personnel in the following rut were all serving
Los Angeles Unified School District.)

Raul Arreola, Junior High School Teacher
Alfred A. Casfer, Supervisor
Helm B. Coffm, Director, Special Programs of

Education
Samuel Davis, Teacher
Carl Hightower, Teacher
DeWayne W. Maurer, Teacher
Ten Papanastassiou, Teacher
Paul Quisimberto, Elementary Teacher
Melvin Roseman, Teacher
Mae Seidner, Teacher

Anaheim

Peter Alwinson, Coordinator, Garden Grove Unified
School District

Anthony Dalessi, Teacher, Santa Ana Unified School
District

Dale W. Downey, Elementary Teacher, Placentia Unified
School District

Lyman Ham, Teacher, Orange Unified School District
Victor Huber, W-S Coordinator, Anaheim Union High

School District
Gerald J. Hime, Teacher, Anaheim Union High School

District
Howard Levine, W-S Coordinator, Fullerton Joint Union

HO School District
Corlett T. Wilson, Teacher, Huntington Beach Union

High School District



San Jose

Ubaldo Archuleta, Teacher, Pajaro Valley Joint Unified
School District

Douglas A. Boyce, Supervisor, San Francisco Unified
School District

H. Ted Crider, Vocational Rehabilitation Counselor,
California State Department of Rehabilitation

Earnest Ellis, Teacher, Alameda City Unified School
District

James Horning, Teacher, San Benito Joint Union High
School District

Eloise Majette, Teacher, Special Education, Seaside High
School Fort Ord

Edward C. Makowski, Teacher, Fremont Union High
School District

Stanley M. Nowicki, W-S Coordinator, San Francisco
Unified School District

Joseph S. Smith, Teacher, San Mateo Union High School
District

La Verne Stubblefield, Elementary Teacher, Fremont
Unified School District

Santa Rosa

Phyllis Armstrong, Elementary Teacher, Mount Diablo
Unified School District

Jeannie Lou Davis, Teacher, Vallejo City Unified School
District

Frank DePar ta, Teacher, W-S Coordinator, Liberty
Union High School District

Robert Holczer, Teacher, Novato Unified School District
Bernice Meader, Teacher, Healdsburg Union High School

District
Helen M. Nelson, Teacher, Santa Rosa City High School

District
Robert Peters, Teacher, Eureka City High School

District
Wesley St. John, Director of Special Scrvices, Office of

the Nap County Superintendent of Schools
Nola T. Shortridge, Teacher, Riclunond Unified School

District
Fred E. Stocicbridge, Teacher, Arcata Union High School

District

Santa Barbara

Robert Beny, Teacher, Ernest Righetti High School,
Santa Maria

Betty Dods, Teacher, Oxnard Union High School
District

Maurice Green, Teacher, Ventura Unified School District
Robert M. Miller, Director of Special Education, Oxnard

Union High School District
Stanley Norton, Director, Special Pupil Services, Simi

Wiley Unified School District
Roberta Shumway, Teacher, Lucia Mar Unified School

District
Lee Whittier, Teacher, Oxnard Union High School

District
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Allen Zietz, Teacher, Santa Barbara City High School
District

Fresno

Norman Byes, Teacher, Fresno City Unified School
District

William J. Carder, Teacher, Kings Canyon Joint Unified
School District

Queline Hampton, Elementary Teacher, Kerman-Floyd
Union Elementary School District

Virgil K. Kanady, Teacher, Tulare Union High School
District -

- Richard G. Kisling, Administrator, Fresno City Unified
School District

Mary F. Ogden, Teacher, Fresno City Unified School
District

Bob Patterson, Teacher, Fresno City Unified School
District

Florence Rata, W-S Coordinator, Fresno City Unified
School District

Gerald J. Veeboer, Junior High School Teacher, Fresno
City Unified School Markt

Grayson E. Wade, Teacher, Merced Union High School
District

Los Angeles
California State College, Los Angeles

Helen Sowa De Shnone, W-S Coordinator, La Puente
Union High School District

Kay Engel, Elementary Teacher, ABC Unified School
District

Chris Fernandez, Teacher, Antelope Valley Union High
School District

James W. Glass, Teacher, Mary E. Melia Junior High
School, Pico Rivera

Peter M. Haggerty, Teacher, William S. Hart Union High
School District

Marie P. Hewitt, Teacher, COvina-Valley Unified School
District

Sally A. McMonegal, Coordinator, Special Education,
Compton Union High School District

Richard G. Oswalt, Teacher, Azusa Unified School
District

W. H. Ramsey, Vocational Rehabilitation Counselor,
California State Department of Rehabilitation

Roger L Smith, W-S Coordinator, Glendale Unified
School District

San Diego

(The first five persons listed here were serving San Diego
City Unified School District.)

Elenora L. Ayer, Teacher
Louise G. Bookbinder, Supervisor
Beulah K. Giovanazzi, Teacher
John L. McElroy, Teacher
Raymond G. Sippel, Jr., Supervisor
Harris C. Teller, Teacher, Sweetwater Union High School

District
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Twin Peaks

Georgiana Buckwaltsr, Teacher, Redlands United
School District _

Jeanne C. Davis, Consultant, Office of the San Bernar-
dino County Superintendent of Schools

Robert Dunlap, Teacher, Chino Senior High School,
Chino

Maxine Eldridge, Teacher, Chaffey Union High School
District

James R. Johnson, Coordinator, Corona Unified Schbol
District

Robert E. Jorden, Teacher, Moreno Valley Unified
School District

Leon McGarrah, Teacher, Rialto Unified School District
John 0. Prentice, Jr., Vocational _Rehabilitation Coun-

selor, California State Department of Rehabilitation
Elinore Saske, Teacher, Riverside Unified School District
June Zsambok, Teacher, Corona United School District

Group Leadership for the Regional Meetings

The following faculty personnel from California
state colleges served as group leaders for the ten
regional meetings on the development of the
Work-Study Handbook:

Alexander Britton, Associate Professor, Special Edu-
cation; California State College, Long Beach (Ana-
heim and Santa Batbara meetings)

Robert Fuchigami, Professor of Education, Sonoma
State College (Sacramento _and Santa Rosa meetings)

C. Lamar Mayer, Associate Professor, Special Education,
California State College, Los Angeles (Los Angeles
City and Los Angeles County meetings)

-James R. McPherson, Professor, Special Education, San
Jose State College (San Jose and Fresno meetings)

Arthur J. Mitchell, Coordinator, Education, San Diego
State College (San Diego and Twin Peaks meetings)

Membership of the "Single Committee of Ten"

The membership of the special body popularly
known as the "Single Committee of Ten" consisted

-

-

-

'4 ell
1 :0

of one representative from each of the ten regional
meetings for the development of the Work-Study
Handbook and one person (from the group leaders)
who served as leader of the committee. It was the
responsibility of this body to meet with members
of the Bureau for Mentally Exceptional Children,
Division of Special Education, California State
Department of Education, and discuss the findings
and recommendations made during the ten regional
meetings, together with other pertinent data and
knowledge, in order to krmulate the design and
content of the curriculum recommended for the
Work-Study Handbook Following is the com-
mittee roster:

C. Lamar Mayer (Group Leader), Associate Professor,
Special Education, California State College, Los Angeles

Norman Byas, Fresno High School, Fresno City Unified
School District

Alfred A. Casler, Division of Special Education, Los
Angeles United School District

Anthony Dalessi, Santa Ma Senior High School, Santa Ana
United School District

Martha Gerringer, Mission High School, San Francisco
Unified School District

James W. Glass, Mary E. Meller Junior High School, El
= Rancho Unified School District

Robert E. Jorden, Moreno Valley High School, Moreno
Valley Unified School District

John L McElroy, Exceptional Child Service, San Diego
City Unified School District

Robert M. Miller, Special Educational Services, Oxnard
Union High School District

Nola T. Shortridge, Richmond Senior High Scliool, South
Campus, Richmond United School District

Gilbert M. Yule, Woodland High School, Woodland Joint
Unified School District



APPENDIX B

LAWS, RULES, AND REGULATIONS CONCERNING THE EDUCATION
OF MENTALLY RETARDED MINORS IN CALWORNIA

This appendix contains passages selected from the Education Code, State of California; the California
Administrative Code, Title 5, Education; the Vocational Education Amendments of 1968, Public Law
90-576; and the California State Plan for Vocational Education. All sections are related to the education of
handicapped minors; many sections have a direct bearing on the education of mentally retarded minors.

Some of these excerpts are in numerical order. Certain other sections, however, particularly those from
the Education Code, are arranged according to subject or topic. The topical arrangement, wherever used,
has been adopted for this handbook in the interests of workability and program relevance.

It should be noted that all sections in Appendix B are applicable as of September I, 1970, and,
subsequent to that date, are subject to changes made by the appropriate bodies or agencies.

Education Code, Slate of California: SeIectefl Sections
( 1969 Edition and 1970 Supplement)

(CHAPTER 9.7. HANDICAPPED CHILDREN)

"Handicapped Children" Defined
6941. A. used in this chapter, "handicapped children"

means any of the following:
(a) Physically handicapped minors as defined in Chapta

8 (commencing with Section 6801) of this division.
(b) Mentally retarded minors as defined by Sections 6901

and 6902.
(c) Severely mentally retarded minors as- defined by Sa-

tins 6901 and 6903.
(d) Educationally handicepped-minors as defined in Chap-

ter 7.1 (commencing with Secfion e150) of this division.
(e) Multihandicapped minors which refers. to any combina-

tion of (a), (b), (e), or (d).
(Amended by Stats. 1970, Ch. 1601.)

Guidelines for Instructian of Mentally Retarded Minors
160. The Superintendent of Public Instruction shall recom-

mend, and the State Pond of Education shalt sdopt by Sep-
tember 1, 1967, general guidelines for use by school districts
and county superintendents of schools in the development of
curriculum and the adopton of courses of study for the special
instruction of mentally retarded minors enrolled in public
schools as defined by Seetions 6902 and 6903 of this cede. The
Superintendent of Public Instruction is authorized to employ
on a part-time basis curriculum speciallata to assist in the de-
velopment of such guidelines.

(Added by Stats. 1965, Ch. 1332)
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Poor-year Secondary &boot Program in Certain Districts
690.5. The governing board of a unifieil Or high school

district with an average daily attendance of 900 or more shall
provide a fouryear secondary school program for each men-
tally retarded minor residing in the district who comes within
the provisions of Section 6902 and for whom the district is
required to provide an education in special training schools
or classes pursuant th Section 6904.

(Added by Stets. 1965, Ch. 1427.)

Duty of Governing Board in Certain Distrkts to Prescribo end
Enforce Course of Study for Mentally Retarded Pupils

8052. The goveriing board of any school district with more
than 8,000 pupils in average daily attendance shall prescribe
and enforce in the schools a course of study for mentally re-
tarded pupils as defined in Sections 6902 and 6903 of this code.

Duty af County Board to Prescribi and Enforce Course of
Study for Mentally Retarded Pupils

8053. Each county board of education shall prescnbe and
enforce a county course of i.Ludy for mentally retarded pupils
as defined in Sections 6902 and 6903 of this code. Such county
course of study shall be used in special education programs for
mentally retarded pupils conducted by the county auperintend-
ent of Schools and in seimol districts with an average daily
attendance of 8,000 or less.

Citorrno 9. EDUCATION OP lb/MA/LT BITADDID *NOM

°Mentally Warded Uwe Defined
6901. '"Ifentally retarded niinors" means all minors who

beeause of retarded intellectual development as determined by
individual psychological nomination are incapable of being
educated Aden* and profitably through ordinary classroom
instruetion;

Education of Certain Mentally-Rilarded Minors
6902. The education of mentally retarded minors who are

of compulsory school age and who may be expected to benefit
from special educational facilities designed to make them eco-
nomically useful and socially adjusted shall be provided for
in the manner set forth in Sections 6901 to 691$, inclusive, and
in Sections 895 to 895.10, inclusive.-Such special education moy
be provided mentally retarded minors who are between five
years nine months and six years of age and those above com-
pulsory school age and less than 21 years of age.

(Amended by Stets. 196$, Ch. 1697, and by State. 1969,
Ch. 534 and Ch. 1215.)

Maximum Enrollment for Special Day Classes; Waiver
69022. The maximum enrollment of pupils enrolled in spe-

cial day classes as defined by subdivision (a) of Sicfion 6902.2
shall be 18 pupils except that when the chronological age span
is more thin four years ,the approPriate maximum enrollment
shall be 15 pupils.

The State Board of Education may waive the minimum class
size standards prescribed by this section whenever it approves
a project submitted by a school district or county superin-
tendent of schools to conduct experimental studies to deter-
mine the proper maximum class size standards.

(Added by Stats. 1969, Ch. 784. Effective August15, 1969.
See note following Section 885.5.)
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Provisions for Educotion of Mentally Retarded Minors Not
Within Provisions of Section 6902

6903. The education of mentally rt , rded minors who do
not come within the provisions of Suetion 6902, who are 8 or
more and less than 18 years of age and who may be expected
to benefit from special educational facilities designed to edu-
cate and train them to further their individual acceptance,
social adjustment, and economic usefulness in their homes and
within a sheltered environment, shall be provided for in the
manner set forth in. Sections 6901 to 6913, inclusive, and
in Sections 8051 to 8956, inclusive. The education of such
mentally retarded minors who are five or more and less than
eight years of age may be provided for in the manner set
forth in Sections 6901 to 6913, inclusive, and in Sections 8951
to 8956, inclusive.

Any sueh minor who becomes 18 years of age while in
attendance npon a special training school or claw shall be
permitted to continue to attend thereon for the remainder
of the time sueh school or class is maintained during the then
current school year.

Notwithstanding other provisions of this section any such
minor who is participating regularly in an approved occupa-
tional training program in the manner set forth in Sections
6931 and 6932 may be permitted by the governing board of
the district or county superintendent of schools, ES the case
may be, maintaining sueh training program to continue
thereon until his 21st birthday.

(Amended by Stats. 1961, Ch. 659, by &its. 1963, Ch. 2105,
by Stats. 1963 (1st.. Ex. Sess.), Ch. 14, arid by Stets. 1964 (1st
Ex. Sess.), Ch. 52.)

Establishment of Minimum Standards

6906. The:Department *of Education shall establish mhall
mum standards for all suck special schools and classes and
shall inform) these standards throughout the State.

Diploma from Special School
6906.5. The governing board of each unified or high school

district which is required or authorized to - maintain special .
training schools 'for mentally retarded ninon 'who come within
the provisions of Seetion 6902 shall issue a diploma or other
certificate of graduation to each person who has met the mini-
mum standards of tbe State Board of Education for such spe-
cial schools and such diploma or certificate of graduation shall
not contain any notation or other evidence which indicates that
the graduate I. a mentally retarded person.

(Added by State. 1965, Ch. 248.)

Supefivicion of Training
6907. One person in the Department of Education shall

devote his entire time to the supervision of training of men-
tally retarded minors. The department ihall employ such other
persons as are necessary to carry out the purposes of Sec-
tions 6901 to 6918, inclusive, and of Seitions 895 to 89510,
inclusive.

(Amended by Stets. 1969, Ch. 534.)

Individual Examination of Child by Psychologist
S908. Before soy child 'is placed in a school or class for

mentally retarded children, he shall be given a carefid
nal elimination by a competent psychologist holdhig a cm
dentisl for that purpose issued by the State Board of Eda

79
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cation or Commission for Teacher Preparstion and Licensing,
or by !i person serving under the supervision of such a psy-
chologist and holding a credential for that purpose issued by
the State Board of Education or commission and a cotiiiita4
tion with his parents or guardian held. A ps;chiatrist may be
consulted in any specific case when the governing board of
the district deems it necessary.

(Amended by Stats. 1970, Ch. 557. Operative on January 1,
1973, or at such earlier date a the Commission for Teaeher
Preparation and Licensing may determine.)

individual Social and Vocational Counseling
6912.5. Individual counseling and guidance in social and

vocational matters shall be provided as part of the initrue-
tional program for mentally retarded pupils. Upon approval
by the State Department of Education the governing board of
any school district may separately, or in ea-operation with the
governing board or boards of one or more other school districts,
or in co-operation with the Bureau of Vocational Rehabilita-
tion of the State Department of Education, employ a special
co-ordinator, who shall make a study of employment and oc-
cupational opportunities aild shall assist in the co-ordination
of the education of the mentally retarded minors with the
commercial and industrial pursuits of the community, so as
to prepare the minors for employment.

(Added by Stets. 1963, Ch. 1613.)

Funds for Work Experience Programs for Mentally Retarded Pupils
5989.5. The governing board of any school district which

establishes and supervises a' work experience education pro-
gram in which mentally retarded pupils are employed in part.
time jobs may use funds derived from any source

'
to the

extent permissible by.'appropriate law or regulation, to :Ay
the wages of pupils so employed.

The Legislature hereby finds and declares that the authority
granted by the provisions of this section is necessary to ensure
that the work experience edueation program will continue to
provide maximum edueational benefit to students, particularly
mentally retarded pupils, and that such program is deemed
to serve a public purpose.

(Added by Stets. 1969, Oh. 1257.)

Attendance al Junior College of Eleventh
and Twelfth Grade Students

6401. The governing board of any district maintabiag a
high sehool may determine which of the students in the 11th
and 12th grade of the hith schOol would benedt from advanced
scholastic or vocational work. The governing board may
authorize such students to attend a junior college as special
part-time stidents and to undertake one or more courses of
instruction offered at the, junior collo* level. The number of
students so authorised shall not -eiceed.-15. percent of the .num-
kr of students in the 11th imd 12th graae at-the-high school
at any one time.

(Added Iv Stets. 1959, Oh. 1613; amended by Stets. 1968,
(Th.,811, and by Stats. 1967, Oh. 1719.)

Compilation of Average Daily Attendance for
Mentally Retarded Minors. .

11558.1. Mentally retarded Minors who come within .the
Provisions o! Section 6902 and who an enrolled in a- work-

os%
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study program apprazed by the Department of Education shall
be credited, Tor apportionment purposes, one full day of at-
tendance for each day of attendance in the approved program.
The average daily attendance of mentally retarded minors
enrolled in approved programs shall be computed by dividing
the total number of days of attendance of the minors by the
number of days taught in the regular schools of the district
No such pupils shall be credited with more than five days of
attendance per calendar week or more tban the number of
calendar days such special school or class is maintained by the
district in each fiscal year. -

(Added by Stets. 1969, Oh. 1124.)

Entitiontent to Free Education
6920. Every mmtally retarded, physically handicapped, or

multiply handicappel minor, as defined in Section 6870, is
entitled to training or an education free of -Amp in the
publie sehoolsof this state.

(Added by Stats. 1968, Oh. 472. Operative oss July 1, 1970.
See note following Section 6870.),

California Administrative Code, Title 5, Education: Selected Sections

3400. Program Day. The program day for all special classes
for mentally retarded minors shall be, in length of time, the same as
the program day for regular classes of pupils of similar chronological
age in the school in which the special classes are maintained. The pro-
gram day for all special classes for mentally retarded minors not
maintained as a part of a regular school shall be the average of all
special classes for mentally retarded minors throughout the county for
pupils of similar chronological age. -

3406. Teacher Assignment. Bach special class shall be taught
by a full-time teacher appropriately eredentialed whose full-time re-
sponsibility shall be given to directing and supervising the educational
prngram of the minors enrolled in the special class during the program
day.

3407. Instructional Day. (a) The minimum instructional day
for the first three years at the elementary level (comparable in chrono-
logical age to pupils m first, second, end third grades oPregular classes)
shall be 200 minutes under the immediate supervision of a speeial class
teacher and the remainder of the full-time instructional day shall be
under either the immediate or general supervision of a special class
teacher.

(b) The minimum instructional day for the second three years at
the elementary level (comparable in chronological age to pupils in the
fourth, fifth, and sixth grades of regular elasees) shall be 240 minutes
under the immediate supervision of a special class teacher and the re-
mainder of the full-time instructional day shall be under either the
immediate or general supervision of a speeial class teacher.

(e) The minimum instructional day for the first two years at the
secondary level (comparable-in-aft:40140gal age to pupils in seventh
ancreiglithliades of regalar classes) shall consist of 240 minutes under
the immediate supervision of a special class teacher and the remainder
of the full-time instructional day shall be under either the immediate
or general supervision of a special class teacher.

(d) The minimum instructional day for the last four years at the
secondary level (comparable to the 9th, 10th, 11 th, and 12tn grades of
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regular classes) a" for a dopartinentalized junior high school inall be
either :

(1) 240 minutes under the immediate supervision of a
special class teacher with the remainder of the full-time
instructional day under either the inunediate or general super-
vision of a special class teacher; or

(2) With prior approval of the Superintendent of Public
Instruction, 180 minutes under the imelediats supervision of
a speeial class teacher and the remainder of the full-time
instructional day under either the immediate or general super-
vision of a special class teacher.

(e) The minimum instructional day for the last year at the sec-
ondary level (comparable to file 12th grade of the regular classes) shall
be one of the following:

(1) Tbat described in (d) (1).
(2). That described in (d) (2).
(3) With prior approval of the Superintendent of Public

Inkruction, 120 minutes under the immediate supervision of a
speeial class teacher with the remainder of the full-time in-
structional dey under the general supervision of a special class
teacher. This provision is designed to implement intensive
work-study programs.

(0 Bequests for prior approval of the Superintendent of Public
Instruction for (d) (2) and (e) (3) shall be submitted on forma pre-
pared by the Department of Education. Approval must be granted prior
to the initiation of the program and shall be elective as long as the
program operates as approved. An annual report for the program op-
erated under (d) (2) and (e) (3) shall be submitted to the Department
of Education by July 15 of each year on forms prepared by the Depart-
ment of Education.

3408. Inst.uotional Program. (a) The instruetional program
for all such schools and classes shall :

(1) Be nongraded in content organization.
(2) Be designed to -fit the educational and training needs

of the mentally retarded enrolled in the program pursuant to
Education Code Section 6902.

(3) Conform to the general 'guidelines adopted by the
State Board of Education for the mentally retarded pursuant
to Education Code Section 160.

'4) Be approved by the administrative head of the dis-
trict or county superintendent maintaining the special school
or class.

(b) Special class teachers shall be assigned to the instructional
program of the special schools or classes on a full-time basis at the ratio
of at leastone teacher per special class. Additional staff may be assigned
on a less than full-time basis Leyond this basic staffing ratio.

(e) The time during which a special class teacher is providing
general supervision may be used in performing duties which directly
contribute to the special class pupils and the special class program but
may not be used for duties and responsibilities to pupils not enrolled
in a special class program:

(d) The instructional program for all such schools or elasees shall
be vocationally oriented and shall include work training opportunities
at the high school level.

3409. Program Supervisior.. , Program supervision shall be pro-
vided for all such schools and classes by parsons holding- ippropriate
credentials. Such persons may be employed by a distriet or through
contractual agreements with other school distvets or eminty superin-
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tradents of. f..chools. The term "supervision" as used in this section
means tlzse activities having as their basic purpose the actual improve-
ment of the special instructional program.

3410. Case Studies. _Individuiiicase study records shall be kept
of -all pupikplacediraiih schools or classes.

sim. Experimental Programs.
History: 1. Repealer Sled 1-16-70; effective thirtieth day thereafter (Reg-

ister 70, No. 3).

$412. Grantint of Diploma. The governing board of each uni-
fled or high school district and the county superintendent of schools
required or authorized to maintain special schools or classes for mentally
retarded minors who come within Education Code Section 6902 shall
issue a diploma or other certificates of graduation to each person who
hailatisfactorily met the minimum requirements of ite instructional
program developararid--adepted according to the guidelines approved
by the State Board of Education pursuant to Education Code Section
160.

Nora: Specific aqthority cited: Section 6006.5, Education Code.

Vocational Educadon Amendments of 1968 Puhrc Law 90-576
(Selected Sections Related to Vocational Education for the Handicapped)

§ 102.3 Definitions

(0) "HandieaPPed persons" means
mentally retarded, hard of hearing, deaf,
speech impaired, visually handicapped.
seriously emotionally disturbed, crippled,
or other health !awaked Parana who bY
reason of their handicapping condition
cannot "succeed in a vocations' or con-
sumer and homemaking education Pro-
gram designed for persons without such
handicaps; and who for that rea1011 re-
quite special educational assistance or a
modified vocational or- mummer and
homemaking education program.

§ 102.4 Vocational lastauction

(b) Oblective of instruction. (1) Vo-
cational instruction shall be desigue4to

(I) Prepare individuals for gainful
employment as semiskined or skilled
workers or technicians or semlmcfm-
sionals in recognized occuPations and in
new or emerging occupations, or

(ID Prepare individuals for enroll-
ment in advanced or highly Skilled voca-
tional and technical education programs,
or

(iii) Assist individuals in the making
of informed and meaningful occuPa-
tional choices, or

(iv) Achieve any combinp mon of the
above ohlectives. -

(2) Vocational instruction with the
obiective specified in subparagraph (1)
(I) of this Paragraph shall Include:

(i) Instruction related to the occupa-
tion or occupations for which the $enn
dents are in training; that is, instruc-
tion which is designed upon its comple-
tion to fit individuals for employment in
a specific occupation or a-- cluster of
closely related emulations in an occu-

pational field, and which is especially
and Particularly suited te the needs of
thou engaged in or preparing to engage
in such occuPation or occupations. Such
instruction shall include classroom re-
lated academic and technical inatruction
and field, shop. laboratory, cooperative
work, apprenticeship, or other occupa-
tional experience, and may be provided
either to---

. (a) Those preparing to enter an occu-
pation upon the completion of the
instruction, or

(b) Those who have already entered
an occupation but desire to uPgrade or
update their occupational skills and
knowledge in order to achieve stability
or advancement in employment.

(li) Instruction necessary for voca-
tional students to benefit from Inane-
tion described in subdivision (I) of Wit
subparagraph; that is, remedial or other
instruction which is designed to enable
Individuals .to profit from instruction
related to the occupation or occupations
for which they are being trained by cor-
recting whaterer educational deficiencies
or- handicaps prevent them from bone-
fithig-fromsuch instruction.

(3) Pretechnical vociticituitinstruc
lion with the objective spedified in sub-
paragraph (1) (ID of this paragraph
shill Include instruction of the type de-
scribed la subparagraph (2) of this para-
graph, etoept that such instruction need
not be designed to fit individuals for em-
ployment in a specific- occupation, but
must be primarily designed to prepare
individuals for enrollment in advanced or
highly skilled.postsecondary and techni-
cal education programs having the oblec-
tire earned subbaragraphs (1) (i) of
this paragraph. /t stall not include In-.
structioa which is primarily designed to

77
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Prepare individuals for higher education,
or for professional training of the tne
described in paragraph (c) (2) af Site
section, and which is only incidentally
designed for individuals preparing for
technical education.

(4) Prevocational instruction with the
objective specified in subParegraPh (1)
(iii) of this paragraph shall Include in-
struction designed to familiarize indivi-
duals with the broad range of occupa-
tions for which special skills are required
and the requisites for careers in such
occupations.

§ 102.6 Vocational education for disad-
vantaged., handicapped persons.

(e) Vocational education for dis-
advantaged of handicapped persons sup-
ported with funds under section 102 (s)
or (b) of the Act shall include special
educational programs and services de-
signed to enable disadvantaged or handl-
caPPed Persons to achieve vocational
education objectives that would other-
wise be beyond their reach as a result
of their handicapping condition. these
programs and services May take the
form of modifications of regular pro-
grams, special educational services which
are supplementary te regular programs,
or special vocational education programs
designed only for disadvantaged or hand-
icapped persons. Examples of such spe-
cial educational Programs and services
include the following: special Instruc..
tional Programs or prevocational orienta-
tion programs where necessary, remedial
instruction, guidanie, counseling and
testing services, employability sidlls
training, communications skilis training,
sPeclal transportation facilities and serv-
ices, *Pedal educational equipment,
services, and devices, and reader and in-
terprebtr services.

(b) Funds available for *motional ed-
ucation for disadvantaged or handi-
capped persons may not be used te
provide food, lodging, medical and dental
services and other services which may be
necessary for students enrolled in such
programs but which ere not directly re-
lated to the'provision af vocational eduT
cation to such students. However, the
State board or local educational agency
conducting such presume shall enema-
age the provision of such bervicee
through arrangements with other agen-
cies responsible for such services. Wee
1 102.40 (b) and (0) relating to coopera-
tive arrangemel#0

(0) To the extent feasible, disadvan-
taged or handicapped persons shall be
enrolled in vocational celitcation _pro-
grams designed for persons without their
handicapping canaille& Educational
services requited to enable them to bene-
fit- front such PrOefaMs may take the
form of modifications of such Programs
or of supplementary special educational
servicis. In either case, funds available
for vocational education for disadvan-
taged or handicaPPed Persons Mer be

- used ta Pay that Part of such additional

cost of the program modifications or suP-
PlementarY special educational services
as is reasonably attributable to disadvan-
taged or handicaPPed Persons.

(d) If certain disadvantaged or hand-
icapped persons cannot benefit from
regular vocational education Programs
to any extent. even with modifications
theteto or with the provision of =Rile-
mentary special educational services,
then these permns shall be Provided with
special programs of vocational instruc-
tion which meet the standards and re-
euirements of all vocational education
programs set forth in 1 102.4 and which,
in addition, include such special instruc-
tional devices and techniques and such
supplementary special educational serv-
ices as are necessary to enable those Per-
sons to achieve their vocational objec-
tive. In these eases, funds available for
frocational education fiw the disadvan-
taged or the handicapped may be used
to pay that part of the total cost of the
instructional 9rograns and supplemen-
tary special educational services that are
reasonably attributable to the vocational
education of disadvantaged or handi-
capped persons.

(e) Vocational education Programs
and services for disadvantaged or hand-
icapped bersons shall be planned,
developed, established, administered, and
evaluated tly State boards and local edu-
cational agencies in consultation with
advisory committees which include MP-
resentatives of such permute' _aud-1n
cooperation with other public or private
agencies, organiptions, and -institutions
having responsibility for the education
of disadvantaged or handicapped per-
sons in the area or community served
by such programs or service& such as
communitY agencies. vocational rehabili,
talon agencies, sPecial education de-
partments of State and local educational
agencies, and other agencies, organiza-
tions:and institutions, public or Private .
concerned with the problems of such per-
sons. (See 1 102.40 (b) and (c) relating
to cooperative arrangements.)

1 102.9 Training of personnel.
(a) Genital. The State board than

Provide for such trainieg (both preserv-
ice and inservice) as is necessary to pro-
vide qua1i4ed personnel meeting the re-
quirements of the State Plan Pursuant
to 1 102.38. Such training loan be-suM-
cient to priwide an adequate supply of
qualified teachers and other personnel,
Including those caPable of meeting the
special educational mode of disadvan-
taged and handicaPPed pawns in the
State.

(c) Eligibility of enrollees. %Veining
of personnel pursuant to paragraph (a)
of this section than be offered only to
persons who are teaching or are prepar-
ing to teach vocational education- stu-
dents or consumer and homeinaking stu-
dents sw who are undertaking or ore Pre-
ening to tmdertaké other professional or
semiprofessional duties and responsibUi-
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ties in connection with vocational educa-
tion programs or consumer and home-
maidng programs under the State Plan
to whom such education would be useful
Protest:tonsils,.

it 102.22 Membership.
The membership of the State advlsor7

council shall exclude members of the
State board, and shall include:

00 At lesit one Person with special
knowledge, experience, or qualW4ations,
with respect to the sneelal Muuttional
needs of physically or mentally- handi-
capped persons; and

§ 102.85 State administration and lead-
ership.

(0 Adequate State board staff. The
State board shall provide for a State'staff
skdeciently qualified by education ana
experience and In sufficient numbers to
enable .tbe State board to plan, develop,
administer, supervise, and evaluate vacs-
&nal education programs, aervices, and
activities under tbe State plan to the ex-
tent .necessary to assure quality in all
education programs which are realistic in
terms ot actual or anticipated employ-
ment opPortunities and suited to - the
needs, interests, and abilities of those
being trained. Particular consideration
shall be given to staff qualifications for
leadership in Programs, services, and
activities for disadvantaged persons, and
handicapped persona depressed areas,
*search and training, eeempltay pro-
grams and Projects. consumer and home-
making, cooperative vocational educa-
tion, cur r ic ul um development, and
work-study.

(b) Organization of State board ate.
The State Plan shall describe theorgani-
zational structure of the State board
staff. including a description of its units,
the functions assigned to each unit, the
number of professional personnel as-
signed to each unit, and the relationships
among the units within -the State board
staff and with other State agencies and
institutions resPonsible for conducting
programs of vocational and technical
education. The titles of all State oM-
cials who are to have author* in the
adminisization and supervision of tbe
Programa services, and activities shall be
given in the State plan. This description
shall be sufficient to enable the Commis-
stoner to find that the State board has an
adequate staff to Provide requisite ad-
ministration and supervision of tbe
federal* aided vocation* education Pro-

grams. The plan shall provide for a full-
time State director or a full-time execu-
tive oMier who shall have no substantial
duties outside Pie vocational education
Program.
§ 102.54 Differences in vocational an.

cation needs.
(a) In allocating funds among local

educational .agencies, the State board
shall give due consideration to the reits
the vocational ablation needs of all the
POPulation groups referred to in 1102.51
(a) in all .geographic areas and com-
munities in the State, particularly dis-
advantaged persons, bandicapPed per-
sons, and unemployed youth.

(b) In weighing the relative voca-
tional education needs of the State's
various population grout*. the State
board shall give particular consideration
to additional financial burdens (other
than those Which are to be considered
Pursuant to I 102.041(b) ) width may be
placgd upon certain local educational
agencies by the necessity of providing
vocational education students, particu-
larly disadvantaged - or handicapped
students, with special education Pro-
grams and services such as comPense-
tory or bilingual educatlun, which are
not needed in mai or communities
Served by other local educational 'agen-
cies in the State.

(c) Tbe State plan sthaff describe in
detail the method by which tbe State
board will give due consideration to the
criterion set forth in paragraph (a) of
this section in allocating funds among
local educational agencies. This desert-
tion shall include an explanation of:

(1) How the State board will identify
the vocational education mobs, including
tbe need for special education programs
and services referred to In paragraph
(b) of this section, which must be met
by each local educational agency in the
State:
§ 10249 Pesteraege requirements with

respect to w of Federal funds.
(a) ApPlicatii* 9f Percentage require-

meats. The State plan stall provide that
allocations of Federal funds pursuant to
1 02.52 shall coma/ with the following
requirements with respect to tbe use of
Feder* funds:

(S) Vocational caveat:los for handi-
capped persons,. At lead 10 percent of the
total allotment for any fiscal year to" a
State of funds aresePriated under sec-
tion 02(a) of the Act shall be used only
for vast:tonal education for handicapped
persons.

California State Plan for Vocational Education: Selected Sections

Part I: Administrative Provisions
1.7 Cooperative Arrangements

1.72 Handiarped Persons. The State Department of Education has, in
addition to the Vocational Education Section, a Division of Compensatory
Education, a Division of Special Education, and a Bureau of Readjustment
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Education. The Bureau of Readjustment Education has primary responsi-
bility, with the State Board approval, for approving certain courses offered
in nonpublic schools (see Division 21 of the Education Code). Close
cooperation and coordination with these offices and personnel of the State
Board staff will prevail. When these combined efforts suggest additional
arrangements with other agencies, such as the Department of Rehabilitation,
additional agreements or contracts may be arranged and reported to the
Commissioner upon approval by the State Board.

1.8 Vocational Education Under Contract. There are in California nonpublic
vocational schools and technical institutes with extensive capabilities and
experience in vocational instruction. Arrangements may be made for the
provision of vocational instruction on an individual or group basis in such
nonpublic schools. :

1.94 Accessibility to Handicapped AMOR& The State Board or local edu-
cational agency shall, to the extent appropriate in view of the uses to be made
of the facilities, take into consideration the accessilifity of the facilities to,
and the usability of them:by, handicapped Orions, and of their compliance
with the minimum standards provided by the Commissioncr, the State
Board, and other applicable state agencies.

In the planning of construction of school facifities under the Vocational
Education Act, the State Board, the Bordd of Governors, or the local
educational agency shall, to the extent appropriate in view of the uses to be
made of the facilities, take lido consideration the accessibility of the
facilities to, and the usability of them by, handicapped persons, and of their
compliance with the minimum standards contained in "American Standard
Specificatient-for Making Buildings and Facilities Accessible to, and Usable
by, the- Physically Handicapped," approved by the American Standard
Association, Inc., with appropriate usable segments of "Building Standards
of the University. of Illinois Rehabilitation Center" and "Occupancy
Guide-Department of Veterans Benefits, Regional Offices, Veterans Adminis-
tration," and with such other standards in that regard as the Secretary of
Health, Education, and Welfare may prescdbe or approve.

3.0 Stale Vocational Education Programs
(Funded Under Parts A and B of Public Law 90-576)

3.1 Allocation of Funds to Part B Purposes. The policies and procedures to be
followed in allocating federal funds for the direct expenditure by the State
Board staff and for expenditures by local educational agencies include the
following:
(d) The criteria for making allotments to state and local educational agencies
shall include the following considerations:
(10) Due consideration be given to the special vocational education needs 1

,

(b) Postsecondary vocational education (at leas.1-5 percent of the total

(c) Vocational +Audition for li:+ndicapped persons (at least 10 percent of

the total allotment for any fiscal year or 25 percpt of the allotment-which
is in excess of the base allotment, whichemisgreater)

excess of the base allotmentAhicheven is greater)._ _ _ -- , ---

the total allotmen4 -

allotment for any fiscal year 0.5 percent of the allotment which is in

f. I

i

for handicapped persons and disadvantaged persons
. I

3.11 Percentage Requirements. Federal funds made available to California
under Section 102(a) of the act will conform to the following minimum
usage: _

(a) Vocational education for disadvantaged personqat least 15 percent of

1
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3.13 Identification of Handicapped Persons. The identification of "handi-
capped persons" is the responsibility of the local educational agency, and
such identification shall comply with the following dermition:

"Handicapped persons" identifies individuals who are mentally retarded,
hard of hearing, deaf, speech impaired, visually handicapped, emotionally
disturbed, crippled, or other health impaired persons who by reason of their
handicapping condition cannot succeed in a vocational program designed for
persons without such handicaps, and who for that reason require special
educational assistance or a modified vocational program.

Further, the identification of handicapped secondary youth shall comply
with criteria set forth in California Education Code sections 6750, 6801,
6802, 6901, 6902, and 180602 (see Appendix II) . ,

The identification of handicapped persons at the postsecondary or adult
levels shall be in accordance with these kinds of criteria:,

(a) Use of official health records
(b) Use of standardized tests
(c) Teacher observations .--

(d) Use of diagnostic tests-
(e) Recommendations of and evaluations by licensed medical and psycho-
logical practitiOners - --

(f) Recommendations by vocational rehabllitation services
(g) Recommendations by the Division of Special Education, State
Department of Education-

3.264 Genenzl Priorities. In determining the relative priciis of local
applications for the purpose of allocating funds, the following criteria will
be considered:

(a) Preference will be given to programs physically located in "economi-
cally disadvantaged areas." An 'economically disadvantaged area" is an
area composed of contiguous cehsus tracts within urbanized areas, as
defmed by tha most recent census data. In this area 20 percent of the
families report annual incomes of less than $3,000 according to the
most recent census data. Also included are comparable ateas which,
because of technical lactOrs, cannot be- isolated by census tracts or be
isolated as a contiguous census tract. Such areas shall have a population
of not len than 25,000.

(b) Whenever it is necessary to meet the needs of residents of
economically disadvantaged areas, projects for adults should be on both
a full-time and a part-time basis, being compressed into the shortest
possible period of time consistent with educational needs in either case.

(c) The Department of Human Resources Development should be
recognized And utilized as an essential recruitment and referral source
for projects for adults located in economically disadvantaged areas.

(d) The DepartMent of _ Human Resources Development should be
recognized and utilized as a sourde of assistance in a cooperathe effort
to prevent those adult individuals recruited and -referred -by the
Department of Human Resources Development ham dropping out of
projects operating in economically disadvantaged areas.

8 1
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APPENDIX C

GLOSSARY OF TERMS AND TITLES

The glossary that follows provides brief defi-
nitions and explanations of terms frequently used
in this handbook, names or titles of certain
national programs, and titles of important kinds of
positions of responsibility in the work-study
appmach to educational-vocational preparation.
The entries are in alphabetical order.

1. Community Work-Study Teacher

A community work-study teacher is a profes-
sional person with special qualifications and
responsibility to supervise off-campus placement of
educable and trainable mentally retarded stodents.

2. General Supenision

Students in a work-study program are under
general supervision when they are in attendance at
their scheduled activity And the supervisor is not in
their immediate vicinity.

3. Immediate Supervision

Students in a work-study program are under
immediate supervision when they are directly
under the control of an appropriately credentialed
employee of the school district.

4. Job-Simulation Centers

Job-simulation centers provide curriculum and
work-training experiences that. may function with-
in the classroom, the school, and the community.
Dealing with objective work requirements and
skills, these experiences are intended to prepare
students for specific jobs located in the
community.

S. lob-Site Supervisor

The job-site supervisor is an individual who is
directly or indirectly responsible for the work site
at which the student is training outside the
employment of the school district. This supervisor
works with the teacher to develop a work routine

at a given work site where the boy or girl is being
trained.

6. Minimum Wage

Generally speaking, minimum wage standards
for jobs in which the results of the task performed
are transported through interstate commerce are
under the federal statutes. Minimum standards for
other jobs are defined by state law. The California
State Department of Industrial Relations, Division
of Industrial Welfare, administers the statutes and
determines which set of laws is applicable to a
specific job. A list of the field offices of the
Division of Industrial Welfare to which questions
regarding minimum wages or related matters
should be directed is in Appendix E.

7. Neighborhood Youth Corps

The Neighborhood Youth Corps, a program
sponsored by the U.S. Office of Economic Oppor-
tunity, is designed to keep students in school by
giving them an opportunity to work and earn
money while continuing their education,

8. Off-Campus Work-Study

Off-campus work-study is an activity in which
the student is given the opportunity to work in
organized, supervised, and evaluated job-training
situations within the total community.

9. Ontampus, Off-Site Work-Study

On-campus, off-site work-study is an activity
that provides the student with an opportunity to
work in an organized, supervised, evaluated job-
training situation within the confines of the school
campus, another school, or any district-owned or
district-operated facility.

10. On-Campus, On-Site Work-Study

On-campus, on-site work-study is an activity
that provides the student with an opportunity to
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work in organized, supervised, and evaluated job-
training situations within the school.

11. Vocational Counseling and Guidance

The process of counseling and guidance takes
place during all phases of the work-study program.
It is an essential component that begins in the
elementary school program, is reinforced and
expanded at the intermediate level, and is provided
in depth at each step of the sequentially developed
secondary school progra n.

12. Volunteer Experience

Volunteer experience is an opportunity for
students to work in the community when paid
employment is not available or the student is in
need of a change of job stations and still needs
sheltered placement.

13. Waiver of Minimum Wage Requirements

A waiver of minimum wage requirements can
be issued by the Division of Industrial Welfare,
State Department of Industrial Relations, to any
employer upon application and justification. For
additional information and procedures, see Part
VIII in this handbook.

83

14. Work-Study

"Work-study" is a concept. It is also an
operating process for activating and integrating all
the ingredient* of an educational program to secure

_balance between knowledge and skill, between the
general and the specific. The work-study program
must provide opportunities for experiences in work
situations as part of the total program work-
training opportunities within the school facilities
and within the community under the general
supervision of the school staff.

15. Work-Study Program Coordinator (Full-Time)

The work-study program coordinator is a full-
time district employee who is responsible for the
initiation and implementation of the work-study
program.

16. Youth Opportunity Centers

The purpose of Youth Opportunity Centers is
to assist in the employability and employment of
young persons through (a) careful assessment of
their personal assets and liabilities; (b) appropriate
referral to remedial education, rehabilitation, voca-
tional training, work-training, and other programs;
and (c) suitable job development, job placement,
and follow-up services.



APPENDIX D

WORK-STUDY FORMS AND IDEA MATERIAL

The fonns and "items for ideas" shown in Appendix D are suggested for use by California

schools and school districts in work-study programs. These samples do not represent an
exhaustive collection; other materials may be developed as specific needs are identified.

Work-study fonts should reflect the legal and functional needs of a particular school
district The kinds of forms that are regularly used in the district can be compared with the
fonts presented here. District personnel can use these forms without alteration, or they can
adapt them to accommodate local district requirement&

(Forms begin on the new Per.)

-
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Montana STATI Dirmoure or £.011cATION
PORN NO. 0.2 tem maw

STATEMENT OF PROSPECTIVE EMPLOYER OF MINOR

I intend to employ
Name of minor

Minor will be required to work

Type of industry

_Address_

Date

85

Mod of workdescribe detail

Work to be done by minor will be when school is in session; El out of school hours

Between the hours to

Number of hours on Saturday_________ Sunday______ _Total hours per week_

He/she may attend Continuation Education Classes on: Day _Hoursfrom___ to

[SIGNED]
Emplorer rain Name,

Address aommow

STATEMENT OF PARENT OR GUARDIAN
The above-named minor will be employed with my full knowledge and consent.

Date _

mwmoworm........w11.

SIGNATURR OF PARENT Oft GUARDIAN

SUPPLEMENTARY INFORMATION
(Required for Minors 14 ad If yeas of age moo ere sump from fill-tinse anima m sebool)

PHYSICIAN'S STATEMENT

My examinnion of
indicates that his/her physical condition is such that tge work_
described on the_reverse side should not be/would be injurioui to
his/her health.

This minor has apparently attained maturity to the age of

(Signed)

Address- -

Date

months.

SCHOOL RECORD

"
Name of Armor Age .

Birthdate__

'Last grade completed-

Hours in school--

School Work: Satisfactory 0
Attendance: Regular

Unsatisfactory 0
Irregular 0

[SIGNE:4 --_.. ..*.e.me.emao.....e. ....... week,

SchooL

Dater . ..1

Snbseribed ma sworn to before ohs person oisborirei
isms smArk asejloyoneat *mien

Mom am]

Title

City mama,
Dom

opo

AFFIDAVIT. 1 4 solemnly savor des so She best ot my knomleige ad belief,

she statements es to deb Wren, hfriblAtee Ns, stow 17
em, Jaiskw,

ore correct. ille/ber eosins ere Isola become of she leashMesertionlihreed
Wary of She terms or gentrifies Ind obi coo sot be mooed i any other meow.

Ismaaj
Forest 4te Guardia

Address

Dote----

91
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SUGGESTED SAMPLE,

WORK-STOW
STUDENT PROGRESS REPORT

Please rate this student from 1 to 5 on each
of the items that apply:

5 EXCELLENT
4 GOOD
3 AVERAGE
2 NEEDS TO IMPROVE
1 BELOW AVERAGE

EVALUATION

APPEARANCE

ATTENDANCE

PUNCTUAUTY

ATTITUDE

DEPENDABILITY.

FOLLOWS
DIRECTIONS

MAINTAINS
PRODUCTION
SCHEDULES

ACCURACY

,

Ai.wigreen041010.?.._4Wre^. 1.!'.*.z'r-_r*--,7-,73-7:.
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STUDENT'S
NAME

SCHOOL

ADDRESS

PHONE

SOCIAL SECURITY
NUMBER

JOB

FIRM NAME

- ADDRESS
,

comer
PERSON

-

DOES MORE TITAN
ASKED

TAKES CARE OF
TOOLS

RULES OF
COMPANY

CAN WORK BY
HIMSELF

TOTAL SCORE

sl

9 3

-

REMARKS

,

:-.

EMMOYER'S SIGNATURE _

WORK STUDY COORDINATOR'S
SIGNATURE

1
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SUGGESTED SAMPLE,

STUDENT WORK HISTORY

...11
Work-Study Education

STUDENT'S
NAME

SCHOOL

HOME
ADDRESS

BIRTHDATE

PHONE ______.
SOCIAL SECURITY
NUMBER

1. ON-CAMPUS ON-SITE

a. Job title

Supervisor

b. Job title

Supervisor

2. ON-CAMPUS OFF-S1TE

a. Job title

Supervisor

b. Job title

Supervisor

3. OFF-CAMPUS VOLUNTEER

a. Job title

Supawisor.

b. Job title

Supervisor

4. COMPEITTIVE EMPLOYMENT

a. Employer

Address

Type of work pawned

b. Employer

Address

-

Time anjob

Rating score

Time on job

Rating score

:

Time on job

Rating score

Time on job

Radng score

rose on job

Rathe SCOIC

Time on job

Rating score

Dates employed

Telephone

-

Rathe score

Telephone -

TYPe of work performed

Dates of employment to Paths score



SUGGESTED SAMPLE,

LETTER TO- MUMS

Dear Parent,

The Special Education Department at High School is
continuing its program designed to ensure useM job experience for its students prior to graduation, This
program was lust instituted in 1966 and has continued successful), ever since. Many of our students have
now had various work-station experiences, which include typing, filing, warehouse experience, phanna-
ceutical packaging, messenger work, and many other kinds of occupations.

It is our intention to try and prepare the special students for some kind of meaningful occupation so
that they can continue to develop upon graduation from high school. Combining what has been learned
academically with actual work experience shwa give your child some of the confidence he or she needs to
become a productive citizen. ,

The program _consists of three steps. There is Step I, On.Campus-On-Site work experience; Step II,
On-Campus-Off-Site work experience; and Step III, OfftampusOff-Site work experience. These jobs are all
done during school hours; school credit is given toward graduation; _transportation is paid by the school
department to and from the job. The students are under condant and close supervision of a teacher.

We would lice your child to participate in this program.1 will contact you by telephone soonfor please
feel free to come ki and see me.

..mm-

........

Sincerely yours,

Work-Study Coordinator

,

89"



90

LETTER OF RECOMMENDATION

To whom it may concern:

Date

This student has been with
full name of student

in the capacity of a student trainee

from the School for a pegod of

u(weeksmonths). (His or Her) job assign-

ment was which included the
specify title ofjob

following activities: (He or She) rated best
specify major job functions

on the following traits by (his or her) supervisor:

I (would or would not) recommend
student's rust name, _ for employment

in this type of position.
state how strongly you would recommend

Name

Tide
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(Sample u.sed by permission)

LOS ANGELES UNIFIED SCHOOL DISTRICT
Division of Secondary Education
Special Programs of Education

Vocationai Orientation and Work-Study Program
(On/Off Campuii)

PARENT EVALUATION

Student's name
Parent's name
Address Phone
Home school name
Job title Employer
Address Phone

Please answer the following questions regarding
your chiles work:

I. Does your child hie the work?
2. Is the salary satisfactory?
3. Are the hours satisfactory?
4. Are you satisfied with the work your child is doing?
S. Has your child's attitude changed for the better?
6. Do you have any questions about your child's work?

_ yes
Yes

Yes

Yes

-- Yes
yes

no
_ no
_ no
_ no

ao
ao

7. Remarks or questions

7,

I.
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SAMPLE
IDENTFICAT1ON CARDS AND FORMS

Facult)P
cards

242-3161

Glendale Unified School District
GLENDALE HIGH SCHOOL

ROGER L. SMITH
WORK STUDY COOROIRRTOR

1440 E. BROADWAY
GLXNDALE. CALIF.

WOODLAND HIGH SCHOOL
College & Hays

Woodland, Calif. 95695
Phone 916 662-4678

WORK STUDY PROGRAM
Coordinators

MARY YOUNG GILBERT M. YULE
1309 Rancho Way 720 Marshall
Woodland, CalW. Woodland, Calif.

Phone 916 662-1977 Phone 916 662-4042

BARBARA YURICEK ROBERT JOROEN
COOFMNATORR

WORK STUDY PROGRAM
MORENO VALLEY HIGH SCHOOL

653-3156

23300 COTTONWOOD AVE.
StiNNYMKAD; CALM azaaa

653-3157

Student
cord

LOS ANGELES CITY SCHOOL DISTRICTS
Division of Secondary Education
Special Programs of Education

_

OFF.CAMPUt IDENTIFICATION

Name ._ --of
Last First School

has permission to be off-campus

.(a m.-p.m.). This student is working for
1.

At this address

Signed.--
Work-Study Coordinator

Form W.S.S.P. 0449

.

a tj
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Work Study Program Los Angeles City Schools
Division of Secondary Education Special Programs

CARD OF INTRODUCTION

Miss
TO: Mrs.

Mc.

FIRM NAME

Form No. W.SS.P. 01-69 c p.,
Date

ADDRESS TELEPHONE

Introducing

as an applicant for

Appointment time

EMPLOYED? (Please check) Please return this card at your earliest
convenience. Thank you for your employ
ment order.Yes 4.111411.1 Date Hired

No _ Reason

Signature of EMployer

Work Study Coordinator

High School Telephone

PRINT
NAME

."
-AGE

ADDRESS

EMPLOYMENT APPLICATION
Work Study Program Los Angeles City Schools

Division of Secondary Education Special Programs

GRADE DATE

S.P.

f 8aST

BIRTH DATE SOC. SEC. NO.

TELEPHONE

SALES

nem Cm nu
CHECK ONE OR MORE KINDS OF WORK WANTED:

GROCERY HOUSEWORK

OFFICE SERV. STATION LAWN OR GARDEN

TIME WORK WANTEO:

4 -4 0 8-3 0
A.FT aFt SCHOOL 0

FACTORY OTHER VACATION C3

1.1ST YOUR PREVIOUS WORK XEPERI ENCE..._

EMPLOYER

r
r-

KIND OF WORK
- FU LL TIME 0

1

How Logo

HAVE YOU A CAR' , DRIVER'S LICENSE NO.

Form No. W.S.S.P. 03-49 (OVER)

Additional Samples
(Used by permission)



APPENDIX E

FIELD DIRECTORIES OF STATE AGENCIES, SERVICE GROUPS, AND SPECIAL COMMITTEES

The fists in Appendix E show the California
locations of state-level agency offices, community
service groups, and special committees all having
a bearing on assistance and services for handi-
capped persons. Addresses are supplied wherever
possible.

Branch Offices of the Division of Industrial
Welfare, Wifornia State Department

of Industrial Relations'

Bakersfield Office
Serving Inyo, Mono, and Kern counties

El Centro Office
Serving Imperial and Riverside counties (west to and
including Palm Springs and north to Hi3liwbr6)

&mica Office
Serving Del Norte, Humboldt, Lake, and northern
Mendocino counties

Fresno Office
Serving Fresno, Kings, Madera, Merced, Mariposa, and
Tulare counties

Los Angeles Office

Serving all of Los Angeles °aunty except the following:
Ingkwood Office serving_-Ta portion of Los Angeles

City, including Hennosa Beach, Inglewood, Manhat-
tan Beach, and Torrance

Long Beech Office serving a portion of Los Angeles
City and all of Long Beach

Von Nuys Office serving a portion of San Fernando
Valley

Oakland Office
Serving Alameda, Contra Costa, and Solano counties -

Redding Mew
Serving Butte, Colusa, Glenn, Lassen, Modoc, Plumas,
Shasta, Trinity, Siskiyou and Tehama counties

1The branch offices, located in principal cities, serve counties,
parts of counties, or other specified areas.

Sacramento Office

Serving El Dorado, Placer, Nevada, Sacramento, Sierra,
Sutter, Yolo, and Yuba counties

San Bernardke Office

Serving Riverside and San Bernardino counties

San Diego Office

Serving San Diego County

San Francisco Office

Serving San Frucisco County

San Jose Office

Serving gonterey, San Benito, San Mateo, Santa Clara,
and Santa Crux counties

Santa Ana Office

&Irving Orange County

?Ants Barbara Office

Serving San Luis Obispo, Santa Barbara, and Ventura
counties -

Santa Ron Office

Serving Marin, Napa, Sonoma, and southern Mendocino
counties -

Stockton Office

Serving Alpine, Amador, Calaveras, San Joaquin, Stanis-
laus, and Tuolumne counties

Locations of RAI Offices, California
State Department of Rebabilitation2

Anaheim 421 N. Brookhurst, Suite 124, 635-5500
iaketsfield 520 Kentucky St., Room 4, 323-2911
Chico 219 Wall St., 3434984

2Names of cities Or community facilities where the field offices
conduct their operations are listed here in alphabetical order,
together with specific addresses. The seven-digit number at the end
of each entry is the local telephone number for that office. These
listings were coven t as aAugust 10, 1910.



Concord - 1849 Willow Pass Road, Room 309, 689-3010
Crescent City - 508 H St., 464-6321
El Centro - 1681 W. Main St., Suite 208, 353-1350
Eureka - 619 Second St., 443-8641
Fresno - 2550 Mariposa St., Room 2000, 488-5061
Fresno Service Center, East Unit - 3035 E. Belmont Ave.,

485-5358
Fresno Service Center, West Unit - 2555 Elm Ave., South,

485-6861
Fresno Workshop - 1940 H St., 488-5445
Hayward - 22245 Main St., 582-1900
Laguna Niguel - 27635 Forbes Road, Suite H, 831-0410
Long Beach - 230 E. Fourth St., 437-0431
Long Beach Alcoholic Clinic - 2655 Pine Ave., 426-4042
Los Angeles - 107 S. Broadway, Room 7005, 620-4370
Los Angeles - 1494 S. Robertson Blvd.. 273.4302; 720 N.

Western Ave., 4634126
East Las Angeles Service Center - 929 N. Bonnie Beach

Pl., 264-5100, Ext. 8
South Central Las Angeles Service Center - 10925 S.

Central Ave., 567-1151, Ext. 291
Las Angeles Alcoholic Clinic - 5205 Melrose Ave.,

464-9121, Ext. 281
Merced - 725 W. Eighteenth St., Suite 8, 723-3741
Modesto - No. 68 McHenry Village, 1700 Millemy Ave.,

524-4493
Monterey Alcoholic Clinic - 465 Pacific St., 373-0717
Oakland - 1111 Jackson St., Room 5002, 4640727; 103

E. Fourteenth St., 464-1384
Oakland Alcoholic Clinic - 499 Fifth St., 834-5151, Ext.

2328
Oceanside - 139 Canyon Dr., 722-6161
Palo Alto - 445 Sherman Ave., Suite 1, 327-0520
Pasadena,- 711 E. Walnut St., Room 401, 793-0651,

681-2435
Pasadena Alcoholic Clinic - 25 S. Euclid Ave., 449-0020
Pleasant Hill Alcoholic Clinic - 85 Cleveland Ave., Room

206, 939-6336
Pomona - 553 N. Gibbs Ave., 629-9608
Redding - 2135 Akard Ave., 2434723
Reseda - 18645 Shemian Way, Suite 104, 881-1220
Richmond Service Center - 217 Tenth St., 237-5500
Riverside - 6848 Magnolia Ave., 92-3661
Sacramento - 923 Twelfth St., Room 301, 445-8800
Sacramento Alcoholic Clinic - 2270 Stockton Blvd.,

445-8800 .

Salinas - 407 Crocker-Citizens Bank Bldg., 8 E. Alisal St.,
422-6415

San Bernardino - 303 W. Third St., Room 100, 888-9247
San Diego - 1350 Front St., Room 4053, 232-4361 , Ext.

354
San Diego Alcoholic Clinic - 565 W. F St., 239-8037
San Diego Service Center - 4235 National Ave., 262-0841
San Francisco,- 515 Van Ness Ave., Room 501, 55 7-1756
San Francisco Alcoholic Center - 375 Laguna Honda Blvd.
San Francisco Service Centfr - 1425 Turk St., 557-1740
San Jose - 935 Ruff Dr., 286-6200

..

95

San Jose Alcoholic Clinic - 2220 Moorpark Ave..
297-1636, Ext. 355

San Luis Obispo - 1011 Pacific St., Suite A, 543-7661
San Mateo - 450 Peninsula Ave., 3474771
San Rafael - 1299 Fourth St., 4516671
Santa Ana - 1619 W. Seventeenth St., Room 1, 542-39%
Santa Barbara - 411 E. Canon Perdido St., Room 10,

963-4351
Santa Cruz - 900 Center St., 4264077
Santa Maria - 106C E. Boone St., 922-1719
Santa Rosa - 2240 Professional Dr., 542-6836
South Gate - 2621 Santa Ana St., 589-5861
Stockton - 31 E. Channel St., Room 213, 464-8301
Stockton Alcoholic Clinic - 540 N. C lifornia St., Room

210, 465-6348
Torrance - 3122 Pacific Coast Hwy., 534-1522
Vallejo - 1008 Marin St., 643-1761
Van Nuys - 6931 Van Nuys Blvd., 786-5770
Venice Service Center - 324 S. Lincoln Blvd., 392-4811
Ventura - 168 N. Brent St., Suite 101, 643-2204
Visalia - 113 N. Church St., Room 510, 7344161
West Covina - 1107 S. Glendora Blvd., 338-5528
Whittier - i 32i 5 E. Penn St., Suite 430, 6984381
Yuba City - 48 1 Ainsley Ave., 742-8253

California State Department of Human Resources
Development: Offices for Job Training,

Development, and PEcement3

Auburn - 100 El Dorado St. (95603), 885-3775
Avalon-Florence HRD Center - 701 E. Florence Ave., Las

Angeles (90001), 750-5250
Bakersfield HRD Center - 1924 Que St. (93301),

327-4692
Berkeley - 1375 University Ave. (94702), 843-1389
Berkeley YOC - 1706 University Ave. (94703), 848-1673
Chico - 240 W. Seventh St. (95926), 342-3581
Colton YOC - 1183 N. Mt. Vernon Ave. (92324),

825-9333
Compton HRD Center - 212 E. Arbutus St. (90220),

639-8180
Culver City - 10829 Venice Blvd. (90034), 8370181
Duarte - 1805 E. Huntington Dr. (91010), 359-6601 .
El Centro - 100 N. Imperial Ave. (92243), 35 2-1801 N.

Imperial Ave. (92243), 352-1801
Escondido - 329 E. Valley Pkwy. South (92025),

745-6211
Eureka - 409 K St. (95501), 443-0801
Fresno: West Fresno Service Center - 2555 S. Elm Ave.,

485-6860

...=1.111M
3This list follows the same anangement as that described in

footnote 2, with the addition of ZIP codes in parentheses. The
entries were cutrent as of August I, 1970. .

The combinations of initiais used in this list mean the followinr
IIRD = Human Resources Development; WIN = Work Incentive PM'
gram; YOC = Youth Opportunity Center.

.i,
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Fresno HRD Center - 1050 0 St. (93721), 488-5351
Fresno YOC - 2405 Inyo St. (93721), 488-5122
Fullerton - 233 E. Commonwealth Ave. (92632),

526-6651
Glendale - 1255 S. Central Ave. (91204), 247-1321
Hayward - 24790 Amador St. (94544), 783-7211
Hayward YOC - 306 A St. (94541), 582-3007
Hollywood - 6725 Santa Monica Blvd. (90038), 461-9121
Indio - 83-151 Requa (92201), 347-0761
Inglewood - 4546 W. Century Blvd. (90304), 674-2531
Lancaster - 44902 N. Tenth St. (93534), 942-1146
Lodi - 200 E. Oak St. (95240), 369-2753
Long Beach HRD Center - 1313 Pine Ave. (90813),

437-0171
Los Angeles - 1400 S. Hill St. (90015), 744-2121

East Los Angeles Service Center - 929 N. Bonnie Beach
Pl. (90063), 264-5100

East Los Angeles WIN - 944 S. Indiana St. (90023),
268-7266

East Los Angeles YOC - 3427 E. Olympic Blvd.
(90023), 744-2102

South Central Los Angeles Service Center - 10925 S.
Central Ave. (90059), 567-1151

Los Angeles Casual Labor - 305 E. Sixteenth St. (90015),
744-2121

Los Angeles Central HRD - 161 W. Venice Blvd. (90015),
744-2121

Los Angeles Profenional - 3223 W. Sixth St., 8th floor
(90005), 744-2121

Marysville - 1204 E St. (95901), 743-1561
Merced - 1205 W. Eighteenth St. (95340), 7224025
Modesto - 629 Twelfth St. (95353), 524-7921
Monterey - 480 Webster St. (93940), 3710143
North Hollywood - 5271 Bakman Ave. (91601), 7664301
Norwalk - 12715 S. Pioneer Blvd. (90650), 868-3713
Oakland - 235 Twelfth St. (94607), 464-0764
Oakland: East Oakland HRD Center - 8924 Holly St.

(94621), 630-3001
Oakland Central YOC - 301 Thirteenth St. (94612),

464-0944
Oakland-Fraitvale HRD Center - 1470 Fruitvale Ave.

(94600,536-9689
Oceanside - 141 Canyon Dr. (92054), 757-1281
Ontario - 1000 W. Fourth St. (91762), 986-3811
Orange County HRD Center - 1140 S. Bristol St., Santa

Ana (92704), 543-0111
Oroville - 2348 Baldwin Ave. (95965), 533-1535
Pacoima WIN - 8727 Van Nuys Blvd. (91331), 8924691
Palo Mto - 449453 Sherman Ave. (94306), 326-6590
Pasadena HRD Center - 445 E. Green St. (91109),

449-1213
Pittsburg - 1150 Harbor St. (94565), 439-9186
Pomona - 150E. Arrow Hwy. (91767), 5934901
POrterville - 64 E. Putnam (93257), 784-2740
Redding - 1325 Pine St. (96001), 243-1652
Richmond - 344 Twenty-first St. (94801), 234-5351

Richmond Service Center - 217 Tenth St. (94801),
237-5500

Riverside - 3460 Orange St. (92501), 683-7560
Sacramento HRD Center - 1303 Seventh St. (95814),

444-6252 ,

Sacramento YOC - 3211 S St. (95816), 452-6141
Salinas - 342 Front St. (93903), 4224731
San Bernardino HRD Center - 480 Mountain View Ave.

(92401), 889-8341
San Diego - 1354 Front St. (92101), 2344341
San Diego Service Center - 4235 National Ave. (92113),

262-0841
San Diego YOC - 1025 Twelfth Ave. (92101), 2344341
San Fernando Valley HRD - 11035 San Fernando Road,

Pacoima (91331), 896-8111
San Francisco Bayview-Hunters Point HRD Center- 1562

McKinnon Ave. (94124), 647-8818
San Francisco Casual Labor - 371 Hayes St. (94102),

557-1239
San Francisco Central YOC - 1748 Market St. (94102),

557-3015
San Francisco Chinatown-North Beach HRD Center - 661

Commercial St. (94111), 433-0575
San Francisco Industrial and Service Center - 1449 Mission

St. (94103), 557-2983
San Francisco Mission HRD Center - 3221 Twenty-second

St. (94110), 826-5151
San Francisco Professional and Commercial - 134 Cali-

fornia St. (94111), 557-2976
San Francisco Service Center - 1425 Turk St. (94115),

557-1744
San Jose - 297 W. Hedding St. (95110), 287-7505
San Jose: East San Jose HRD Center - 1660 E. Santa Clara

St. (95116), 287-7505
San Jose Central YOC - 970 W. Julian St. (95126),

297-7822
San Luis Obispo - 817 Palm St. (93401), 534-5300
San Mateo - 3520 El Camino Real (94403), 341-6111
San Rafael - 805 E St. (94901), 454-0355
Santa Ana - 2823 S. Bristol (92704), 54641540
Santa Barbara - 130 E. Ortega (93101), 965-7063
Santa Cruz - 420 May Ave. (95060), 423-5475
Santa Maria - 712 E. Chapel St. (93454), 9254686
Santa Monica - 828 Broadway (90401), 451-9811
Santa Rosa - 620 Healdsburg Ave. (95401), 545-1250
Stockton LEW Center - 135 W. Fremont St. (95202),

46541271
Torrance - 1016 Sartori Ave. (90501), 328-2611
Vallejo HRD Center - 1440 Marin (94590), 643-1051
Van Nuys - 14404 Sherman Way (91405), 782-1350
Venice Service Center - 324 S. Lincoln Blvd. (90291),

392-4811
Ventura - 1960 N. C St., Oxnard (93030), 485-7985
Visalia - 321 S. Bridge (93277), 734-7411
West Covina - 933 S. Glendora Ave. (91790), 962-7011
Whittier - 7240 S. Greenleaf Ave., 945-1011

: Lu,
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Directory of Local California Committees for
Employment of the Handicappee

Alameda County Conunittee for Employment of the
Handicapped

Centinela Valley Committee on Employment of the Handi-
capPed

Culver City Mayor's Committee for Employment of the
Handicapped

East San Gabriel Valley Employ the Handicapped Com-
mittee

Foothill Committee for Employment of the Handicapped
Glendale Mayor's Committee for Employment of the

Handicapped
Hollywood-Beverly Hills-Wilshire Employ the Handicapped

Committee
Hondo Committee on Employment for the Handicapped
Long Beach Committee on Employment of the Handi-

capped
Los Angeles County Coordinating Council on Employment

for the Handicapped
Los Angeles Mayor's Committee on Employment for the

Handicapped
Orange County Committee for the Employment of the

Handicapped
Pasadena Mayor's Committee on Employment of the

Handicapped
Riverside Employ the Handicapped Committee
Sacramento Mayor's Committee on Architectural Barriers
Salinas Valley Employ the Handicapped Committee
San Bernardino Mayor's Committee for Employment of the

Handicapped
San Diego Committee on Employment of the Handkxpied
San Fernando Valley Committee for Employment of the

Handicapped
San Francisco Mayor's Employ, the HandicanogL_Com-

mittee
San Jose Area for Employ the Handicapped Committee
Sun Mateo County Chapter, National Rehabilitation

Association Employment Committee
Santa Cruz County Community Council Rehabilitation

Committee
Santa Monica Bay Area Committee for Employment of the

Handicapped
Sononia County Committee for Employ the Handicapped
South Bay Mayor's Committee for Employment of the

Handicapped

4The entries in this list were current as of June 1, 1970. For
specific location data or other information concenring any of these
committees, write to the Executive Secretaty, Governor's Commit-
tee for Employment of the Handicapped, 800 Capitol Mall,
Sacramento, Calif. 95814.

97

Veterans Employment Committee Employ the Handi-
capped Committee, Southeast District

Whittier Committee on Employment of the Handicapped
(inactive)

California Locations of Civitan International
Service Clubs5

Alhambra
Arcadia
Azusa
Bakersfield
Burbank
CoronaNorco (joint chapter)
Costa Mesa (see Orange Coast Club)
Del Monte
Galt
Garden Grove
Gardena
Glet;dale
Glendora
Inglewood
Lafayette
Lodi
Lomita Harbor
Long Beach
Long Beach (the Queen Mary)
Los Angeles
Modesto
Monrovia-Duarte (joint chapter)
Mountain View-Los Alto*Sunnyvale (joint chapter)
Orange
Orange Coast Club at Costa Mesa
Palos Verdes Peninsula (area)
Pasadena
Paaadena (at the Rose-Bowl)
Riverside
Sacramento
San Bernardino
San Diego
San Francisco
San Gabriel
San Jose
San Pedro
Santa Fe Springs
Stockton
Torrance
West Valley
Wilmington

&This list indicates the names of cities, towns, and multiple-
community areas where Civitan Clubs may be found in California.
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APPENDIX F

INFORMATION AND INSTRUCTIONS ON STUDENT PLACEMENT
INVOLVING SPECIAL MINIMUM WAGES

If any mentally retarded minor in a work study
program is to be placed in a business or industry at
a wage less than the standard legal minimum,
certain procedures need to be followed by the
teacher, the coordinator, or whoever else is respon-
sible for studetn placement within this program.
This appendix contains relevant information and
instruclions. (Also see Part VIII of the handbook.)
Further information is availabkt from the San
Francisco office of the Division of Industrial
Welfare, California State Department of Industrial
Relations, and from the Division's branch offices
listed in Appendix E.

Legal Authority for Special Minimum
Wage Permit'

Legal authority for the issuance :f special
minimum wage permits in behalf of handicapped
minors is provided by state law and state regu-
lations.

California Labor Code

Section 1191 of the California Labor Code
states the following:

For any occupation in which a minimum wage has
been estabiished, the commission may issue to a woman
who is mentally or pl ysicilly handicapped, or both, or
to a minor so handicapped, a special license authorizing
the employment of the licensee for a period not to
exceed one year from date of issue, at a wage less than
the legal minimum wage. The commission shall fix a
special minimum wage for the licensee. Such license may
be renewed on a yearly basis.

Orders of the California industrial Welfare Commission

Section 6 of the Orders of the California
Industrial Welfare Commission states the following:

'The word "commission" in the two quotadons under this
headins means the California Industrial Welfare Commission.

A permit may be issued by the Commission autho-
rizing employment of a woman or minor whose earning
capacity is impaired by advanced age, physical disability,
or mental deficiency, at less than the minimum wage
herein provided. Such permits shall be granted only
upon joint application of employer and employee.

Information and Procedures for Cooperating
Personnel

The following requirements and responsibilities
are necessary for job placement that entails less
than a minimum wage:

Application for Special Minimum Wage Permit

The district person who has responsibility for
job placement must see to it that the "Application
for Permit Special Minimum Wage for Handi-
capped Worker" (DIW Form 19), in use by the
Division of Industrial Welfare, California State
Department of Industrial Relations, is correctly
filled out and properly submitted. These points are
essential:

1. This application (DIW Form 19) may be filed with
any office of the Division of industrial Welfare,
California State Department of industrial Relations.
(See list of offices in Appendix E.)

2. This application must be submitted on the form
provided (1)1W Form 19) and must contain.answers
to all questions on the form.

3. Application forms can be secured from any Division
of industrial Welfare office. (See list of offices in
Appendix E.)

4. Charge or renewal of permit can be accomplished by
submitting a new application.

5. The application must be submitted as a complete set
of one original and three copies.

Criteria for Use by Teachers
(Or Otha Distrint Personnel)

In taking steps to secure permits for special
minimum wages, teachers of educable mentally
retarded minors (or other district-designated per-

1 0.4
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sonnel) should answer the following questions in
order to determine whclter or not basic criteria are
met:

I. Are the individual handicapped workers in the com-
pany under consideration bc.:ng paid wages propor-
tionate with those paid to nonhandicapped workers
in the same firm for essentially the same type,
quality, and olantity of work?

2. In the company under consideration, what wages are
paid to nonhandicapped employees who are engaged
in work comparable to that performed by the
mentally retarded minor in the same place of
business?

3. To what extent is the handicapped worker or learner
inexperienced? How greatly would his performance
differ from that of nonhandicapped workers doing
the sane kind of work in a given job situation?

4. Is the wage justified by the degree of handicap?
S. Has a sequential plan of progress been established so

that the handicapped minor can eventually achieve
the minimum wage level? (The program should not
perpetuate substandard wage levels)

Issuance of the Special Permit

If it is determined that the requirements of
applicability are satisfied upon due consideration
of the criteria, the Division of Industrial Welfare
may issue the "Special Minimum Wage Permit"
(DIW Form 20). A copy of this permit will be sent
to the employer.

In instances of dual state and federal coverage,
the Division of Industrial Welfare will coordinate
the processing. In cases of federal coverage only,
the Division will also assist.

Terns and Conditions of Permission
4_

t,

ti

The terms and conditions to be upheld during
the life of the permit for a special minimum wage
include the following:

1. A special permit shall specify the terms and con-
ditions under which it is granted.

2. Special permits shall be effective for a period to be
designated by the Division of Industrial Welfare.
Handicapped workers may be paid wages lower than
the statutory minimum only during the effective
period of time covered by a special permit, such
period not to exceed one year.

3. The rates of wages paid to handicapped employees
working at certain rafts of time shall be proportion-
ate to the rates of wages paid to nonhandicapped
employees In the same company for essentially the
same type, quality, , and quantity of work. This
company shall maintain approved labor standards in
accordance with applicable laws.
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4. The wage rates paid to handicapped employees
working at piece rates shall not be lower than
piece-rate wages paid to nonhandicapped employees
doing the same work in the same business; but
remuneration for piecework done by any handi-
capped worker may not yield less than SO percent of
the minimum wage.

5. All provisions and regulations for premium pay2 must
apply to educable mentally retarded workers.

School District and State Agency Responsibilities

Main responsibilities of school district personnel
and agency personnel at the state level in the
matter of special permits include the following:

1. Teacher's Responsibility

a. Before initiating the application for a special
minimum wage permit, the teacher (or other
district-designated person) should plan the work-
station program (1) through all intermediate steps
up to establishment of the wage rate; (2) for the
duration of the permit; and (3) for any incre-
mental increases during the period for which the
permit is granted.

b. The sequential plan of progress should anticipate
the educable mentally retarded enrollee's training
and perfonnance and should establish a progressive
wage-rate structure, so that the wage will equal or
exceed the statutory minimum in the shortest
possible period of time.

c. Permits may be issued for shorter terms, but it is
the teacher's (or coordinator's) responsibility to
establish a plan in each case.

2. Division ofInlwtrial Welfare's Responsibility

a. The application is reviewed by Division personnel.
b. Issuance of the permit for a special minknum wage

is approved or &approved by the Division.
c. Permits may be issued by the Division fOr shorter

terms. (It is the teacher's or coordinator's responsi-
tlity, however, to establish a plan in each case.)

d. The Division may require juitification of the wage
rate requested.

e. In instances of dual federal and state coverage or
singular federal coverage, the Division will coordi-
nate the processing.

Preparation of the Appliastion

The "Application for Permit Special Minimum
Wage for Handicapped Minors" (DIW Form 19)
must be filled out 'carefully,, completely, and

2"Premium pay" means payment for overthne work at the rate
of "time and a half"; i.e., at a rate of pay equal to one and one-half
times the regular lwudy wage.

:
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accurately by the special education, teacher, the
work-study coordinator, or other district person
having responsibility for student placement.

First, the industrial Welfare Commission Order
number, which is to be inserted in the space
provided at the top right of the form, should
correspond to the business or type of operations of
the employing firm. If the order number selected is
in error, or if there is some doubt as to the
appropriateness of the number, the Division of
Industrial Welfare will make the correction or
determine the appropriate number.

Next, the name, address, and telephone number
for both firm and student worker are to be stated
on the lines provided. This information must be
exact and complete.

The numbered comments that follow relate to
the items correspondingly numbered on the form:

1. The type of business should be accurately described.
What product or service is supplied? What type of
industry is involved? The studenfs age and date of
birth should be entered at the right.

2. The nature of the occupation in which the worker is
to be employed should be specified. Job title and
duties should.be indicated.

3. If the work is to be performed at a location other
than the one listed at the upper left of the form, the
exact address of the actual woik premises must be
entered here.

4. Nature of handicap: Only the initials EMR (educable
mentally retarded) are required for this entry, unless

further information on the case is deemed necessary
or desirable. (The teacher will have evaluated the
handicap involved and will have determined that the
enrollee's earning capacity is impaired due to his
handicap.)

5. Certification by placement agency: The agency's
name and address must be complete. The name and
title of the special education teacher (or other district
person) who acts as the certifying officer must be
complete.

6. Proposed hours and pay: This item must be corn-
pleted in detail. If the employee is to be paid piece
rates and if the piece rates vary because they involve
more than one operation, each rate and each corre-
sponding operation must be enumerated. The period
of time for which the proposed hours and pay are
requested should be included in this section. Any
plan for incremental increases needs to be set forth in
this section.

7. Previous rate: If this application involves a renewal,
the previous rate must be entered here.

The application must be signed and dated both
by the student worker and by the employer after
all parts have been completed.

The teacher must check one of the two boxes
provided to show whether this application is for a
new permit or for a renewal.

The form must be submitted as a complete set
of one original and three copies.

(Two official forms follow.)



ADMINISTRATIVE OFFICE
P. O. 80x 603

- 455 GOLDEN GATE AVE.
SAN FRANCISCO 94102

r.

1

Application is hereby made for a permit to pay a special minimum wage to the worker joining in this application under provithns of Section
1191 of the Labor Code and Section 6 of the Industrial Welfare Commission Order

STATE OF CALIFORNIA

HUMAN RELATIONS AGENCY

DEPARTMENT OF INDUSTRIAL RELATIONS

DIVISION OF INDUSTRIAL WELFARE

APPLICATION FOR PERMIT-SPECIAL MINIMUM WAGE Fit HANDICAPPED WORKER

Return Application Tor

101

"itioWn

?Meet ond Number

ety Zap Coda

1. Type of Business_

it Occupation in which worker to be employed

3. Location of place of work if other than listed abatis:

Temakomo

Warne at Worker

Street end Number

elty ip Cocephono

......ma,

4. Nature of handicap which impairs applicant's earning capacity (attach medical report or obtain certification from placement agency).
(For additional space use revers* side of this form)

t. Certification by placement agency: The above worker was placed by the undersigned agency which certifies that the worker is handi-
capped as stated.

..weiroratarawree

Signahom and Title of Certifying olker

6. Proposed hours and pay: $_____.....--per for . Hours per day, ...,______days per week,
Hour, daY, woo*, month

1 plus
(specify emu, lad-ging, and other items)

7. If a Renewal, Previous Rate

I have read this application and ask that the requested permit be issued.

Signature of Woke Dolo

ID New 0 Renewal

Signature of Employer

DO NOT WRITE BELOW THIS LINE

AGENT'S REPORT AND RECOMMENDATION

Supplemental information on nature of handicap (be specific and descriptiveuse reverse side of form for additional space).

IM....I.1grMIMIMIMI1M..

lAgent's Recommendation ( ) Permit be issued as per application

( ) Issue per application with following chcmges:

( ) Permit be denied for reasons on reverse hereof

Supervisor's Recommendation

01W FORM 19 (ROL 5.65)

Aeont's Signature Dote

itiklikes A pproval
Data

Return Original agewo Copies to Divisionlu 20.27-501 4.0 Iv ciuAD QS? ottf.11..:,m
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ewe. mmeNro. mat

ADMINISTRATIVE OFFICE
SAN FRANCISCO

455 GOLDEN OATS AVENUE=11
DISTRICT OFFICES:

B AKERSFISLO
EL ClIATRE
MUMMA
FREsNO
INaLsv/000
1.0115 BRACK
LOS A115E1.111

= .. rNnemx

STATE OF CALIFORNIA
DEPARTMENT OF INDUSTRIAL. RELATIONS

DIVISION OF INDUSTRIAL WELFARE

SPECIAL MINIMUM WAGE PERMIT

OAKLAND
REDDINO
SACRAMENTO
SAN BERNARDINO
SAN DIES*
SAN JOSE

- SANTA ANA
SANTA BAROARA
SANTA ROSA
STOCKTON
VAN NUTS

Pursuant to Section 1191, California Labor Code, and Section 6 of Industrial Welfare Commission

Order-, hereby
EIDPUTit Address

authorized to employ at the special minimum
Name airman

wage for not more than___hours per day ancl_.-days
P.oem, loud. Other

per week.

All other provisions of Industrial Welfare Commission Order shall be observe&

Permit Nuniber_ Date kilted_ Void After

Smsksm's
Indices cmosNst
Odcs assydIss
Oda D*74111
osw Fount 20 (REV. 440)

MIMEO
Chlot,Douof Industrial VEliars

asses4o$ ts-s s11 ARAD IDOSP 40.



APPENDIX G

GRAPHIC ILLUSTRATIONS OF JOB-SIMULATION CENTERS AND SKILL TRAINING

Appendix G seives as a supplement to Part VI of
this handbook, "Job-Simulation Centers and Areas
of Skill Training." The concept of job-simulation
centers and training in specific job skills for
educable mentally retarded minors was discussed in
Part VI of this handbook, and the components of
skill training related to office work one of seven
general occupational areas under consideration
were examined. Job-simulation centers correspond-
ing to six additional occupational areas, together
with skill components for specific jobs in each
area, are illustrated in the pages that follow.

Figure G4. The Occupational Area of HOMFMAK1NG

Figure G-2. Skill Components for Cooking

Figure G-3. Skil Components for Sweeping
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Figure G-4. Ski Components for Washing and Ironing

Figure G-6. Ski Components for Sewing

11 0

Ming
*spread over

plows,
tucking in

crease

Placing
spread on
bed even
on both

sides

Putting
on

mattress
Pad

MMUNG
BEDS

Placing -
blanket
10 in.

from head
of bed

Spreading
bottom

sheet

Patting
on top

sheet and
tucking in

Figure G-5. Ski Components for Making Beds

rim G-7. Skil Components for Home Management
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Hone G.8. The End Gosl: Community Homemakig* lobs
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Janitor

Housekeep-
ing

helper

HOUSEKEEP-
ING

SKILLS

Cleaning
mainte-
nance
helper

Figure G-9. The Occupational Area of HOUSEKEEPING
-

Figure G-10. Skill Components for Janitor

4

Figure G-11. Skill Components for Porter
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Figure G-12. SIM Components for Watchman Figure G-13; Skill Components for Metid

7:0
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Erre G-14. SIM Components fer Housekeeping Helper Fipre G-1S. Skill Componepts for Monteleone; Helper

- s
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Figure G-16. The End Goal: Connnunity Housekeeping Jobs
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Figure G-17. The Occupational Area of FOOD SERVICES

Figure G-18. Skil? Components for Dishwasher

-

Scouring
worktable,

meat block,
counter

Figure G-19. Skill Components for Cook's Helper

-
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Figure G-20. Skill Components for Cashier

(Clearing
dishes from
table, cart,

or tray

Fgure 6-21. Skil Components for Baker

Mopping
floors;

cleaning up
spills

Figure G-22. Skill Compgnents for Bus Boy

116
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Cookie
companies

Restaurants

Bread .

company

Private
bakeries

Hotels,
motels

Cook's
helper

Caret 'Was

Hotels Dishwasher
FOOD

SERVICES

Federal,
state, and

local
agencies

Hotels,
motels

Hotels,
motels

Hotels,
motels

Figure G-23. The End Goal: Community Jobs in Food Services
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Carpenter's
helper

Rug
cleaner

Painter's
helper

BUILDING
TRADES

Helpers in
building
consizuo-

tion

Plumber's
helper

Laundry
helper

Figure G-24. The Occupational Area of BUILDING VANS

Loathe&
unloading

equipment,
material

Mixing and
shoveling
cement,

plaster, or
mortar

HELPERS IN
BUILDI NG

CONSTRUCTION

Cleaning
tools and

equipment

Sorting
bricks

Sorting
and using

common hand
tools

Figure G-25, Skill Components for Laundry Helper Figure G-26. UM Components for Helpers in Building
Construction
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Figure G47. Skill Components for Carpenter's Helper Awe 0-28. Skill Components for Painter's Helper

Figure G-29. Skill Components for Rug Cleaner Figure 0-30. SU! Components for Plumber's Helper

:11:9
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Pipe
and

supply
company

Contractors

Contractors

Paint
manufactur-

ers

Plumber's
helper

Painter's
helper Laundries

Rug-
weaving
company

BUILDING
TRADES

Dry-
cleaning
business

Helpers
in building

ixonstruction

Carpenter's
helper

Uniform
cleaning

companies

Home-
building

companies

Industrial
companies

Construc-
tion

companies

Home-
building

companies

Construc-
tion

companies

Cabinet
nianufactur-

ers

Figuto 0-31. The End Goal: Coniniunity Jobs in Building Ttades
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Figure G-32. The Occupational Area of AUTO SKILLS

0.
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Figure G-33. Skill Components for Helper, Faking Garage Figure G-34. Skill Components for Helper, Service Station

121 *I7; :..
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Figure 6-35.. Skill Components for Helper,
Car Wash

Figute 6-37. Skill Components for Service
Station Attendant

Figure 6-36. Skil Components for Auto
Mechanic's Asistant

Deciding
need for
Ming or
straight-

ening

Masking,
grbiding,

and
sanding

(Making
Plan

for job

BODY
AND FENDER

REPAIR

Deciding
type of
paint

Deciding
of

II new parts

Figure 6-?.8. Skill Components for Body and
Fender Repair
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Figure G-39. The End Goal: Conununity Jobs in Auto Skills
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Figure G-40. The Occupational Area of GARDENING
AND NURSERY WORK

Figure G-41. Skill Components for Gardener

(bntin
_ by hand

Figure G-42. Skill Components for Nursery Assistant

, .
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Figure G43. Skill Components for Landscaping

Figure G-45. Skill Components for
Ornamental Horticulture

--61+110e2 .. :Y.-.^, ,e --
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Figure G44. Skill Components for Nurseryman

Figure G-46. Skill Components for Working in Greenhouse
Operations
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Figure G-47. The End Gad: Community Jobs in Gardening
and Nursery Work



APPENDIX H

SCHOLARSHIP INFORMATION: HOW AND WHERE TO APPLY

Any persoa desiring to apply for a scholarship
under the provisions of Public Law 85-926, as
amended (program for the training of professional
personnel in the education of handicapped chil-
dren) should direct inquiries and requests for
information and application forms to the proper
state educational agency, or to the institution of
higher education he wishes to attend. Final dates
for receipt of applications are set by the state
educational agency, or by the college or university,
and are generally well in advance of the beginning
date of education and training.

A directory is provided In this appendix to assist
applicants in determining where to Inquire about a
scholarship.

The following code letters are used in this
directory to identify specific scholarship-award
fields of study and training at institutions of higher
education:

MR Mentally Retarded
D Deaf
SH Speech and Hearing Impaired

VII Visually Handicapped

ED Emotionally Disturbed

CR Crippled

LD Learning Disabilities
MU Multiple Handicapped

IN Interrelated.,

A Administrators of Special Education

The types of scholarships available from Cali:
fornia campuses are identified by code numbers
used in conjunction with the award-area abbrevia-
tions. The numbers assigned each one to a
specifk type of scholarship are as follows:

1 Junior year traineeship, academic year

2 Senior year traineeship, academic year

3 Master's fellowship, academic year

4 Post-master's fellowship, academic year

5 Summer session iraineeship

Special study institute

For example, a person wishing to identify
institutions of higher education that offer senior-
year traineeships in the award area of mental
retardation should seek the code combination
MR-2 in the directory.

Numerical codes enclosed In parentheses e.g.,
"(4)" indicate there is a reasonable likelihood
that the types of scholarships represented by the
codes will be offered as listed. However, at the
time the directory was being prepared for inclusion
in the handbook, the processing of these pants had
not been completed by the United States Office of
Education. It is recommended that applicants
inquire about the types of scholarships indicated in
parentheses as though final confirmation had been
granted by the Office of Education.

No abbreviations or numerical codes are desig-
nated for the state educational agency. That
agency has the authority to offer scholarships in
any educational area relating to the handicapped,
but for sp al reasons it may be unable to offer
specific ones at certain times. Inquiries should be
made directly to the California State Department
of Education (see first entry in the directory) to
ascertain what kinds of scholarships are available.

Directory for Scholarship Information
E. E. Black, Special Consultant
Scholarship and Special Institute Programs
Bureau of Educational Improvement for the Handicapped
Division of Special Education
CALIFORNIA STATE DEPARTMENT OF EDUCA-

TION
Sacramento, Calif. 95814

Calvin C. Nelson, Director
Special Education
CALIFORNIA STATE COLLEGE, FULLERTON
Fullerton, Calif. 92631

MR-2, -3
ED-3
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Glydon D. Riley, Assistant Professor
Speech Pathology
CALIFORNIA STATE COLLEGE, FULLERTON
Fullerton, Calif. 92631

SH-3
.

Alexander L. Britton, Coordinator
Special Education Programs
CALIFORNIA STATE COLLEGE, LONG BEACH
Long Beach, Calif. 90801

MR-1, -2, -3

Leo Goodman-Malamuth, Chairman
Speech Pathology Area
CALIFORNIA STATE COLLEGE, LONG BEACH
Long Beach, Calif. 90801

SH-2, -3

Harry V. Wall, Chairman
Department of Special Education
CALIFORNIA STATE COLLEGE, DOS ANGELES
Los Angeles, Calif. 90032

MR-1, -2, -3 D-3
ED-4, (3) CR-2, -3, -5, (1)
LD-6 V1J-(1, -2, -3)

Robert L Douglas, Chairman
Department of Speech and Diana
CALIFORNIA STATE COLLEGE, DOS ANGELES
Los Angeles, Calif. 90032

SH-3

Sister Mary Paul, Director
Speech Program
COLLEGE OF THE HOLY NAMES
Oakland, Calif. 94619

SH-(2)

Leland E. Mach, Coordinator
Special Education
FRESNO STATE COLLEGE
Fresno, Calif. 93726

MR-(3)

Gus Plessas, Chairman
Special Education
SACRAMENTO STATE COLLEGE
Sacramento, Calif. 95819

MR-3

Arthur J. Mitchell, Chairman
Special Education
SAN DIEGO STATE COLLEGE
San Diego, Calif. 92115

MR-1, -2, -3

Sue Earnest, Professor
Speech and Hearing
SAN DIEGO STATE COLLEaE
San Diego, Calif. 92115

SH-3

_la

Joseph S. Lerner, Chairman
Special Education
SAN FRANCISCO STATE COLLEGE
San Francisco, Calif. 94132

MR-1, -2, -3, -4 D-3
VH-3, -4, -5, -6 ED-3, (4)
CR-3, -5 141-3, -6
LD-(3)

Mildred Crerar, Coordinator
Speech and Hearing
SAN FRANCISCO STATE COLLEGE
San Francisco, Calif. 94132

SH-2, -3

James R. MacPherson, Chairman
Special Education Department
SAN JOSE STATE COLLEGE
San Jose, Calif. 95114

MR4, -2, -3

Ward Rasmus, Director
Speech and Hearing Center
SAN JOSE STATE COLLEGE
San Jose, Calif. 95114

SH-3

Robert Y. Fuchigami, Coordinator
Special Education
SONOMA STATE COLLEGE
Rohnert Park, Calif. 94928

MR-1, -2

Max C. Norton, Director
Communication Sciences
STANISLAUS STATE COLLEGE
Turlocic, Calif. 95380

SH-2, -3

Frank Hewett, Chairman
Area of Special Education
UNIVERSITY OF CALIFORNIA, LOS ANGELES
Los Angeles, Calif. 90024

ED-4, (3)
LD-3

John C. Snidecor, Professor
Speech
UNIVERSITY OF CALIFORNIA, SANTA BARBARA
Santa Barbara, Calif. 93106

SH-3

Joe Glenn Coss, Chairman
Special Education
UNIVERSITY OF SOUTHERN CALIFORNIA
Los Angeles, Calif. 90007

D-3, -5 ED-3, -4
LD-3 MR-(3)

Victor P. Garwood, Chairman
Graduate Program in Communicative Disorders
UNIVERSITY OF SOUTHERN CALIFORNIA
Los Angeles, Calif. 90007

SII-2, -3, -4, (1)

I
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APPENDIX I

TEST INSTRUMENTS AND INVENTORIES

The evaluation of vocational abilities should be a
prerequisite to on-campus placement. Some
selected tests can be used for aiding in this process.
Before administering a test to educable mentally
retarded minors, the students should be reasonably
well prepared by having them engage in types of
activities that are similar to those contained in the
test.

The General Aptitude Test Battery

The General Aptitude Test Battery (GATB) was
developed by the U.S. Training and Employment
Service and is used by Employment Security
Agencies throughout the United States for assisting
persons in selecting suitable vocational goals. In
any given state the GATB is administered only by
the state public employment service or by a
nonprofit organization to which this test is released
by the appropriate state employment service. In
California the latter is the State Department of
Human Resources Development (DHRD).

It is possible for a local high school or a local
school district to obtain a release to test at the
school site or at the district office. Qualified
persons who are to administer and/or interpret the
test results must be trained by DHRD staff.
Interested program personnel should communicate
with the nearest DHRD office for further infor-
mation.

Educators, counselors, and employment service
personnel who arrange this kind of testing are
primarily concerned with guiding the individual
into suitable work. Appropriate to this end, the
current form of the GATB uses eight pencil-paper
and four apparatus tests to measure nine distinct
factors, listed as follows:

G General reasoning ability (a composite of tests
entitled Vocabulary, Three-Dimensional Space, and
Arithmetic Reasoning)

V Verbal aptitude (vocabulary)

N Numerical ap:itude (computation, arithmetic rea-
soning)

S Spatial aptitude (three-dimensional space)

P Form perception (tool matching, form matching)

0 Clerical perception (name comparison)

K Motor coordination (mark making)
F Finger dexterity (assembling, disassembling)

M Manual dexterity (placing, turning)

A Short Guide to the Selection
of Employment Tests

Listings and brief discussions of tests that can be
used for certain areas of employment follow.

Testing Applicants for Office Work and Other
Kinds of Clerical Employment

Test instruments under this heading include:
Short Employment Tests
General Clerical Test

Typing Test for Business

Minnesota Clerical Test
Seashore-Bennett Stenographic Proficiency Test

Wesraan Personnel Classification Test
a

The Short Employment Tests relate to clerical
jotis at any c.r.tly level The General Clerical Test is
suggested for differential placement of applicants,
for the upgrading of present employees, and for
the placement of applicants in clerical jobs at a
supervisory level. The flexible Typing Test for
Business provides either a quick, effective screening
or a more thorough evaluation of the skills of
applicants for jobs with heavy typing loads. The
Minnesota Clerical Test measures perceptual speed
and accuracy; it is used usually in combination
with a general mental ability test, such as the
Wesman Personnel Classification Test.
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Testing Applicants for Factory Work,
Maintenance Jobs, and Apprenticeships

Instruments under this heading include:
Personnel Tests for Industry
Bennett Mechanical Comprehension Test
Revised Minnesota Paper Form Board Test
Dexterity Tests

The Personnel Tests for Industry (PTI) are
designed to measure the verbal and numerical
aspects of mental ability, as well as the ability to
follow instructions. For jobs requiring mechanical
ability, the PT1 may be supplemented by tests of
mechanical aptitude, such as the Bennett Mechan-
ical CompreInnsion Test, and certain space-
relations tests, such as the Revised Minnesota Paper
Form Board. To the extent that an instrument
measuring dexterity resembles or duplicates the
movement or skill requirements of a job, a dex-
terity test sometimes proves an additional useful
component of a test battery.

Testing Applicants frwn Disadvantaged Groups

Instruments and procedures under this heading
include:

Fundamental Achievement Series
Speech-Appearance Record
Test-Orientation Procedure

The Fundamental Achievement Series, FAS-
Verbal and FAS-Numerical, covering the ability
range from basic literacy to a level somewhat above
the eighth grade, are useful for placement in
training programs as well as for selection of young
workers who would demonstrate at least minimal
competence in appropriate jobs. The Speech-
Appearance Record, a structured interview pro-
cedure, provides a quick appraisal of the appli-
cant's speech, appearance, and level of literacy.
The Test-Orientation Procedure, with two sets of
practice tests, helps inexperienced applicants to
learn how to take employment tests without undue
anxiety.

The San Francisco Vocational Competency Scale

The San Francisco Vocational Competency
Scale is a 30-item behavior-rating instrument
designed to assess important aspects of the voca-
tional competence of mentally retarded adults
motor skills, cognition, dependability-
responsibility, and social-emotional behavior.
Observers record ratings in a four-page booklet; for
each item, numerical 'ratings from 1 to 4 or 5 are
summed to give a single total sane. Having been

130

standardized on mentally retarded adults in shel-
tered workshops, this comprehensive scale may be
used in the evaluation and placement of similarly
handicapped persons in training programs and
work situations other than those of sheltered
workshop s.

Specifics:1 One form. Age range: eighteen years
and up. Norms and percentiles: for retarded males
and females in workshops for the handicapped.
Scoring: by hand.

Interest and Attitude Inventories
Listings and brief discussions of interest and

attitude inventories that can be used in vocational
exploration, guidance, preparation, and placement
follow.

Brainard Occupational Preference Inventory

The Brainard Occupational Preference Inventory
covers six broad occupational fields for each sex.
Each counselee obtains scores in five of these
fields: commercial, mechanical, professional, aes-
thetic, and scientific. Only boys answer the quesz
tions that yield an agricultural score, and only girls
answer the questions for -a personal service score.

This inventory requires a relatively low level of
reading skill and may be used appropriately for the
exploration of vocational interests in the early high
school years as well as for the guidance of adults
who have limited educational backgrounds or
limited vocational possibilities.

Spedfics: One form. Range: adolescents and
adults. Norms and percentiles: for grades eight
through twelve. Time: about 30 minutes, bat no
limit. Scoring: by hand.

Occupational Interest Surwy

The Occupational Interest Survey measures
occupational interest in terms of the Dictionary of
Occupational Titles.2 This vocational aid can be
adapted for use with educable mentally retarded
students.

Minnesota Vocational Interest Inventory

The Minnesota Vocational Interest Inventory is
readily adaptable to administration by tape or

'This kind of paragraph, supplying specific information about a
particular test or inventory, will be provided elsewhere in this
appendix with respect to other instnunents.

2Dictionay of Occupational Mies (Third edition). Bureau of
Employment Security. In two volumes. Washington, D.C.: US.
Department of Labor, 1965. (In addition, two supplements: 1966
and 1969.)



orally by the examiner; the results of its use seem
to be fairly accurate and do not differ much from
those obtained from noneducable mentally
retarded students.

This instrument is particularly appropriate for
use with seventeen- and eighteen-year-old high
school boys. It is an empirically keyed inventory
(1) designed to measure the interest of men and
boys in occupations most of which do not require

- college education; and (2) based on extensive
research with civilians and with enlisted men in the
United States Navy.

Scores on 21 occupational scales show the
extent of similarity between the examinee's expres-
sed interests and those of young men employed in
different semiskilled and skilled occupations.
Scores on nine area scales show the examinee's
degree of liking for certain general kinds of work
activities common to several occupatbns. The
results are plotted on a profile sheet.

Specifics: Range: age fifteen to adult level.
Norms and standards: scores for each occupational
gioup and for tradesmen in generaL Time: about
45 minutes, but untimed. Scoring: by hand or by
way of special services.

Strong Vocational Interest Blanks

The Strong Vocational Interest Blanks (SVIB)
comprise an inventory of interests and preferences
intended to assist in predicting chances of success
and satisfaction for youths and adults intended to
assist in predicting chances of success and satis-
faction for young adults and adults in a variety of
occupations. The occupational scales are based on
the responses of men and women actually working
in the various occupations. The 1966 revision of
the SVIB for Men (Form 1399) includes new,
updated items and several new occupational scales.
In 1969 as many as 22 new homogeneous ("basic
interest") scales and several new scoring checks
("administrative indices") became available from
the scoring services, although not in the form of
hand keys.

The 1969 revision of the SVIB for Women
(Form TW398) similarly includes updated items
and provides for 58 occupational scales; in addi-
tion, there are 19 "basic interest" scales and several
"administrative indices" or scoring checks.

No hand-scoring keys are available except for
the Men's Occupational Scales. Machine-scoring
services must be used fdr all other scores.
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The 1966 manual for the Strong Vocational
Interest Blanks reports data for the occupational
scales for the Men's Form 1399. A 1969 supple-
ment to the manual covers the 1969 Women's
Form TW398, as well as the new "basic interest"
scales and "administrative indices" for the Men's
Form.

Specifics: Range: mature high school students,
college students, and adults. Norms and standards:
scores and letter rating for each occupational group
and men (or women) in general. Time: about 30 to
45 minutes, but untimed. Scoring: by hand or by
machine.

Ude, Preference Record
.

The Kuder Preference Record is an interest test
that has been used with good success by haiing it
taped for students:The Kuder,instrument identi-
fies ten clusters of occupational interests, a cluster
being a group of items that have substantial
correktions with one another. Such a group is said
to be homogeneoui; i.e., there is a common factor
running through the items. The ten scores consti-
tuting the Kuder profile are the following: Out-
door, Mechanical, Computational, Scientific,
Persuasive, Artistic, Literary, Musical, Social Ser-
vice, and Clerical. Each item is in the "forced-
choice' form. Three activities are listed for each
item, for example:

1. Develop new varieties of flowers.
2. Conduckadvertising campaign for florists.
3. Take telephone orders in a flori51 shop.

The individual taking the test is to select the
activity he likes most and the one he likes least,
and he leaves the third one unmaiked. A person
who chooses "1" as most liked receives credit
under "Scientific and Artistic"; the choice of "2"
scores as "Persuasive"; and the choice of "3" is
counted as "Clerical."

The occupational interpretation is made usually
by identifying the two highest scores in the profile
and referring to a list of occupations for which
those scores are believed or known to be relevant.
According to the test manual, a "3-6" profile (i.e.,
one with highest score in categories 3, "Scientific,"
and 6, "Literary") suggests the occupations of
author, editor, reporter, physician, surgeon,
psychologist, and etymologist.

Manual Dexterity Tests

Tests that measure manual dexterity can be used
to adyantage in opening up certain occupational
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possibilities to handicapped youth and young
adults. Available tests include the following:

Bennett Hand-tool Dexterity Test

The Bennett Hand-tool Dexterity Test measures
proficiency in the use of wrenches and screw-
drivers. On the left-hand upright of the wooden
frame are mounted four bolts, each of three sizes.
The task is to take apart the 12 fastenings
according to a prescribed sequence and to reas-
semble the nuts, washers, and bolts in the right-
hand upright. When the frame is turned around, it
is ready foi the next candidate.

This type of manipulative test is readily
accepted by applicants for mechanical work or
mechanical training.lt has been used extensively in
industrial plants and is a valuable supplement to
tests of mechanical comprehension arid shop arith-
metic.

Specifics: Range: adolescents and adults. Norms
and percentiles: for industrial applicants. Time an& ,
scoring: 4 to 12 minutes; median, about 7 minutes; 1
the time required is-the score. -

Crawford Small-parts Dexterity Test

The Crawford Small-parts Dexterity Test
(CSPDT) is a performance instrument designed to
measure fine eye-hand coordination. Part I mea-
sures dexterity in using tweezers to insert: small
pins in close-fitting holes in a plate and to place
small collars over the protruding pins. Part II
measures dexterity in placing small screws in
threaded holes in a plate and screwing them down
with a screwdriver until they drop through- the
plate into a metal dish below.

A feature of the test is that it is automatically
disassembled. Lifting the metal plate frees the pins,
collars, and =screws so they can be easily returned
to the three recesses in which they were located at
the beginning of the test.

The CSPDT may be administered in either of
two ways: In the usual work-limit method, the
examinee completes the task, and the time
required is his score. Using the time-limit pro-
cedure, several applicants may be tested at once
and scored on the amount of work done.

Speciffcs: Range: adolescents and adults.
Norms: work-limit method. Percentiles: for males
and females separately for ten different groups
applicants, employees, students, electrical workers,
elecirmic assembly workers, and others. Time-

limit method: tentative norms only. rime and
scoring: work-limit method 9 to 25 minutes; the
median is about 15 minutes; the score is the time
required. Time-limit method: about 10 minutes;
the score is the number of parts correctly placed.

Stromberg Dexterity Test -

The Stromberg Dexterity Test measures rate of
manipulation. The examinee is asked to discrimi-
nate and sort the biscuit-sized discs or blocks that
are provided, as well as to move and place them as
fast as possible. Precision in placement is a pre-
requisite for speed. Each of the blocks has to be_
moved differently from the way in which every
other block is moved. The test concept here is not
a matter of mere repetition of the same simple
motion. Discrimination and placement are deter-
mined by.color and by sequence.

Specifics: Range: adolescents- arid adults.
Norms: The test manual reports data for foundry
molders, general factory workers, punch-press
applicants, assemblers and welders, trade school
students, and others. Time and scoring: The overall
time is 5 to 10 minutes; the score is the number of
seconds required to complete two trials after
practice.

Mechanical Comprehention Tests

The following tests are helpful in determining
the degree or extent of an individual's mechanical
comprehension:

Minnesota Rate of Manipulation
Complete set, including test manual, record sheets, and

tray

Minnesota Spatial Relations Test
Complete set

Pennsylvania Ri-Manual Wo* Sample
Complete set

' e Ohwekaohs Tactile Blockaesign Intelligence Test

Other Instruments

Other instruments that can be used in occupa-
tional orientation, motivation, pretraining, train-
ing, and placement include the following:

Cassel Group Level of Aspiration Test, Revised
House-Tree-Person (H-T-P) Projective Technique Set
Thematic Apperception Test Set (TA-T), with cards and

brief manual (MLA); TAT: The Theory and Tech-
nique of Interpretation

Grayson Perceptualkation Test Kit
Lelia International Performance Scale
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APPENDIX J

FUNDING PROGRAMS

The kinds of funding programs that are in
operation at the present time for the purpose of
assisting in the education of handicapped children
and youth, including the mentally retarded, are
described briefly in this appendix.

Federal Provisions

The purposes, provisions, and funding of pro-
gram at the federal level are summarized as
follows.

ESEA, Title.V1-111

General description. The progiam under this
i federal legislation is referred to as the ELEMEN-

TARY AND SECONDARY EDUCATION Acr OF
1965 --(P.L. 89-10), AS AMENDED BY P.L
89-750, TITLE VI, EDUCATION OF HANDI-
CAPPED CHI LD REN.

Purpose. The purpose of this program is to
provide fmancial assistance to school districts and
other agencies to initiate, expand, or improve
special education programs and projects and-
related services for handicapped children at pre-
school, elementary, and high school levels through
grade twelve. The assistance is to be "over and
above" what is or can be provided with current

4 resources. As defined by California law, handi-
capped children include the mentally retarded,
hard of hearing, deaf, speech-impaired, visually
handicapped, seriously emotionally disturbed, crip-
pled, or other health-impaired children who by
reason thereof require special education and
related services.

iManual of Information for Title VIA of the Elementwy and
Secondary Education Act of 1965, as Amended, Bureau of
Educational Improvement for the Handicapped, Division of Special
Education. Sacramento: California State Department of Education,
1970.

NOTE: In April, 1970, Title VI-A was amended by P.L.
91-230 to become Title VI-B.

Who may apply. Public school districts, offices
of county superintendents of schools, the State
Department of Education, and any combination
thereof may apply.

Where to apply. Specific information concerning
deadlines should be obtained from the Bureau of
Program Planning and Development, Division of
Instruction, California State Department of Educa-
tion, 721 Capitol Mall, Saaamento, 95814.

ESEA, Title le

General description. The program under this
federal legislation is referred to as the ELEMEN-
TARY AND SECONDARY EDUCATION ACT OF
1965 (P.L. 89-10), TITLE III, SUPPLEMENTARY
EDUCATIONAL CENTERS AND SERVICES.

Purposes. The purpose of this program is to
encourage school districts to develop imaginative
solutjons to educational problems; to utilize
research fmdings more effectively; and to crate,
design, and make intelligent use of educational
centers and services. Primary objectives are to put
the latest knowledge about education into wide-.
spread practice, _to create an awareness of new
programs, and to promote service of high quality.

Who may apply. Public school districts and
offices of county Superintendents of schools may
apply. Provisions do not include education beyond
grade twelve.

Under recent federal legislation, at least 15
percent of annual allotments must be applied to
the special educational needs of handicapped chil-
dren.

-The Vocational Education Act of 1968

The Vocational Education Act of 1968 (P.L.
90-576), which became effective on October. 16,

1 V

2A Manual for Applicants: Title HI, E2ementary and Secondary
Education Act of 1965. Projects to Advance Creativity in Educa-
tion. Sacramento: California State Deparbnent of Eduastion,
November, 1969.

,,,
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068, replaced the George-Barden Act, the Voca-
tional Education Act of 19633 and all provisions of
the Smith-Hughes Act except its appropriation
feature.

The new Act contains three titles, two of which
may provide a further source of funds for appli-
cable programs for handicapped minors.

1. Title I, Part .8 disadvantaged, poft-
secondary, the handicapped. This part of the Act
sets forth certain conditions and assigns a percent-
age of the annual allocation which must be
expended to meet some of the needs for services as
dermed in the subsections. Three of the applicable
assignments of percentage allocations are identified
in the following provisions:

a. That 25 percent of funds in excess of the appropri-
ation level for the 1969 fiscal year, but not less than
15 percent of the fonds available for stac Vocasional
Education Programs, shall be used for the dis-
advantaged

b. That 25 percent of funds in excess of the fiscal year
1969 appropriation level, but not less than 15 percent
of the funds available for State Vocational Education
Programs, shall be used for post-secondaiy vocational
education

c. That mit less than 10 percent of the funds available
for State Vocational Education Programs aka be
used for the kandicapped

2. Title III miscellaneous previsions; training
of teachen of the handicapped This title provides
that other appropriate nonprofit institutions or
agencies may be eligible for participation in pro-
grams for the training of teachers of the handi-
capped. ,

Se70-66 (1230 81619-300 941 10M

State Funds

Programs for the training of professional per-
sonnel in the education of handicapped children
are categorized in terms of the source of the
funding. Federal funds that arc allocated to the
state for certain of these programs become state
funds on assignment.

The federal program under Public Law 85-926,
as amended, makes money available to the State
Department of Education and to selected teacher-
training institutions. Funds awarded, based on a
state plan, can be used for the following:

a. For the support of individuals in training at the
junkir, senior, post-bachelor or post-master levels.
Traineeships and fellowships are involved here.

b. For special study institutes. The special study insti-
tute is a multipuipose training vehicle that usually
nips for a short term. It is intended for any personnel
who can profit from the training (teachers, principals,
counselors, and the lice).

c. Special collect and program development grants. The
purposes of these grants are the following: to plan
new modcls of training, to apply them, and to
evaluate their effectiveness in the preparation of
personnel. Basically, these giants provide the tools for
assistance in developing, implementing, and testing
new approaches for the training of personnel.

d. Financial aid to teachers. State money is available to
provide fmancial support to inservice teachers so that
they may be enabled to attend summer school and
improve their qualifications as teachers of exceptional
children. See Appendix H for infonnation on how
and where to apply.


