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This publication is the completed portion of the high

schcol segment of a comprehensive program for contemporary curricuium
design in vocational education. The entire program embraces career
develorment curriculum fcr Kindergarten through Grade 12 and utilizes
extersive teachar-student participation in the development of
instructional materials. Tnis document presents completed materials
of the planned four major units of: (1) self-awareness, (2)
occupational information, (3) work attitudes, and (4) job exploration
with hands-on ezperiences. The first chapter is devoted to a
discussion of career orientation including statements of philosophy
and objectives. Tne second charter includes instructional material
for the unit on job exploration with hands-on experiences. Specific

topics includes:

(1) Appliance Service, (2) Auto Industries, (3)

Ccmmercial Foods, (4) Health Occupations, (5) Ornamental
Horticulture, and {6) Welding. Pertinent questions and answers
rejarding general occupation information, and illustrated activities
are »nresented for each topic. (GEE)
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FOREVGRD

Hanps ON 1S AN EXAMPLE OF AN EVOLVING CURRICULUM DESIGHN
IH CAREER DEVELOIMENT UTILIZING EXTEHSIVE TEACHMER-STUDENT
PARTICIPATICN 1! THE DEVELOPMENT OF INSTRUCTIONAL MATERIALS,
THIS PROJECT, THEREFORE, LECOMES ANOYHER LFICRY €l THE PART (F
THE KNOX COUNTY DEPARTMENT OF PuBLIC INSTRUCTION TO PRODUCE

ARD EVALUATE CONTEMPORARY CURR!CULU!M.

FuLL CREDIT MUST BE GIVEN TO THE KNox COURTY DIRECTOR
OF VOCATIONAL EDUCATION FOR CONCEIVING SUCH A NOVEL MEANS OF
INPLEMENTING CAREER GUIDANCE AT THE HIGH SCHOOL LEVEL.
ACKNOWLEDGEMENT MUST ALSO BE GIVEN TO THE ENTIRE KNoxX COUNTY
VOCATIONAL STAFF FOR THEIR pao?essaouAL ASSISTANCE ODURING THE
PAST FOUR YEARS OF EXFERIMENTATION IN THE PROGRAM AND FOR
THEIR WILLINGNESS TO CONTRIBUTE TO THE FUTURE DEVELOPMENT AND

IMPLEMERTATION OF THIS PROJéFT IN VOCATIONAL EDUCATION.

DR. MILDRED E. DOYLE, SUPERINTENDENT

XNOX CouUNTY DEPARTMENT OF PuBLIC INSTRUCTION




PREFACE

fruns 04 1S A PUBLICATION DEALING WITH THE COMPLETED PORTION
OF THE HIGH SCHOOL SEGMENT OF A COMPREHEHSIVE, EXEMPLARY PROGRAM
Lon CONTEKPCRATY CURRICULUM DESIGN IN VOCATIONAL EDUCATION: THE
ENTIRE PROGRAM EMBRACES CAREER DEVELG-iiIaT CULRICULta séu e RN L
GARTEN THROUGH TWELTH GRADE. |T 1S FUNDED BY THE TENNESSEE DEPART=
MEHT OF VOCATIONAL EDUCATION UNDER THE PROVISIONS OF PART D OF THE

VOCAT1ONAL EDUCATION AMENDMENTS OF 1968 AND 1s BEING ADMINISTERED

8Y THE Knox COuNTY DEPARTMENT OF PusLiC INSTRUCTION UNDER THE TITLE

T gt P 1P Wened

¢F Cengrpagnrsny CunRICULLY Enn Coprer Do vtleRitiive

MATERIAL WAS DEVELOPED FOR HANDS O IN AN EFFORT TO Padv:oe
A COMPREHEMSIVE PROGRAM OF HIGH SCHOOL CAREER ORIENTATION CURRICULUM
INVOLVING FOUR MAJOR UNITS OF INSTRUCTIONS (1) SELF=AVARENESS,
(2) OccupATIONAL INFORMATION, (3) WORK ATTITUDES, AND (4) Job
EXPLORATION WiTH HANDS-ON EXPERIENCES., AT PRESENT, THE MAJOR
PORTION OF THE COMPLETED MATERIAL IN HatDS ON DEALS WITH THE UNIT
OF INSTRUCTION, J0oB EXPLORATION WITH HANDS~ON EXPERIENCES." Txe
REMAINING THREE UNITS ARE STILL UNDER DEVELOPMENT, BUT ARE SEEN IN
HANDS OM IN LESSON PLAN AND OUTLINE FORM, IMPLEMENTATION AND
EVALUATION OF THE PROGRAM WILL TAKE PLACE AT THREE Knox COunTY
nien scuoors (CARTER, HALLS, AND DOYLE) DURING THE SCHOOL YEAR OF

‘97,."720

n 4
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CHAPTYER 1 == CARELE Lillatin il
INTRCDUCTI1ON

THE PURPOSE OF THIS SECTioN OF HaNps ON
)$ TO PRESENT AN OUTLINE OF THE TOTAL CAREER
ORIENTATION CONCEPT AND CLASSROOM IMPLEMENTA-
TION. A DETAILED PRESENTATION WiLL BECOME
AVAILABLE AS INSTRUCTIONAL MATERIAL 1S MORE

YHOROUGHLY DEVELOPED AND EVALUATED.

oo,
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CAREER ORIENTATION

PHILCSCPHY

THe CAREER ORIENTATION CURRICULUM CONSISTS OF COURSE
ACTIVITIES AND UNITS OF INSTRUCTION DESIGNED TO MEET THOSE
PUPIL NEEDS WHICH ARE OUTGROWTHS OF THE INDUSTRIAL AND
CULTURAL ASPECTS OF AMERICAN DEMOCRACY., EMPHASIS IN INSTRUC-
TION 1S PLACED UPON SOCIAL AND PERSONAL NEEDS RELATED TO THE
USE OF INDUSTRIAL GOODS AND SERVICES AND THE GROWTH OF CULTURAL

IDEALS RELATED TO THE MOME AND THE COMMUNITY.

CAREER ORIENTATION ACTIVITIES ARE EXPLORATORY AND WILL
CONTINUE T9 BE EXPLORATORY UNTIL PUPILS REQUIRE MORE SPECIALIZED
TRAINING IN COLLEGE OR VOCATIONAL, TRADE, AND INODUSTRIAL INSTITU~
TIONS., THE BASIS FOR THESE EXPLORATORY EXPERIENCES IS THE WELL~-
ESTABL I SHED NEED OF ADOLESCENTS TO BE ABLE TO HAVE PRACTICAL

OPTIONS IN THEIR CAREER DEC!SION-MAKING PROCESSES.

Tus CAREER ORIENTATION CURRICULUM OFFERS ORIENTATION TO
AN INDUSTRIAL ENVIRONMENT AND A PRODUCTIVE LIFE BY PROVIDING
OCCUPATIONAL INFORMATION, PERSONAL AWARENESS ACTIVITIES, HANDS=
ON EXPERIENCES IN A VARIETY OF J0B SKILLS, EXPLORATION INTO
POSI IVE JOB ATTITUDES, AND A VARIETY OF LEISURE AND HOBBY
PURSUITS TO MEET THE PARTICULAR INTERESTS AND NEEDS OF EACH

INDIVIDUAL.



CARZER GRICNIATICH

GSJLECTIVES

f. TO PROVIDE STJSDINTI WITH #HANDI-G CAPERIENCES IR ALL VCCATIOUAL
LABORATORIES o

2.. TO PROVIDE STUDENTS WITH GEHERAL OCCUPATIONAL IHFORMATION
RELATED TO AT LEAST ELEVEN JOS CLUSTERS.

3. To TEACH STUREKIS AT LEAST THREC J&Z ATTITUDES, HANELY,
RESPONSIBILITY, COOPERATION, AMD SATISFACTION,

4L, TO TEACHR SAFETY PROCEDURES FOR VOCATIONAL LABORATORY EXPERIENCES
1M SUCH A WAY THEAT STUDENTS WILL LEARH SAFETY FOR ACTUAL JoB

EXPERIENCES.,

6, T¢ PROVIDE & TiY L CSrTER ORIENTATION PROGRAM WHICH WILL ENABLE
STUDENTS TO DEVELOP A 1SSIVIVE SILF-1iaCE,

6. To PROVIDE A TOTAL CAREER ORIENTATION PROGRAM WHICH WILL EHACLE
STUDEHTS TO6 LAKE A TEUTATIVE CAREER DECISION BY AGE 16.

7. To PROVIDE TEACHERS WITH MATERIALS AHD RESOURCE INFORMATION FOR
DEVELOPMENT OF INSTRUCTIONAL UNITS,

8. To ASSIST TEACHERS IN THE DEVELOPMENT OF UNITS OF INSTRUCTION
BASED ON PROJECT GUALS AND MEASURAULE PERFORMALCE GBJECTIVES.

9. TO ASSIST SCHOOL ADMINISTRATIVE AND GUIDANCE PERSOHNEL IN THE
IHPLEMENTATIOR €F CAREER DEVELOPMERT PROGRAMS.

10, To UTILIZE COHMUNITY RESOURCES, ESPECIALLY THE CONSULTATIVE
TALENT OF VOCATIONAL AND COLLEGE INSTITUTIONS, FOR CAREER
ORIENTATION CURRICULUH DEVELOPHENT,

THESE OBJECTIVES OR PROJECT GOALS ARE IN THE PROCESS OF BEING
TRANSLATED I1HYO PERFORMAMCE GBJECTIVES FOR NINTH GRADE STUDENTS. THE
INSTRUCTIONAL URITS IN CHAPTER || OF THIS vOL' ., DEALING WITH
JOB EXPLORATION AND KANDS-ON EXPERIENCES, ARE AN EXAMPLE OF THIS
EFFORT. ADMITTEDLY, SELF~CONCEPT, aaazérnve #5, 18 DIFFICULT TO
DEFINE, TEACH, AND MEASURE. Nsvsnrueasss,_ruzs FRAJECT MILL RECPRESLNT

AN ATTEMNPT YO STUDY THIS VL. ‘e



THESE GOALS ARE BY RO MEANS TO BE CONSIDERED FINAL OR COMPLETE.
THEY WILL BE 1581F1ED,; ADUED TO,O0R DELETED AS LEED ARISES WITH THE
PRIMARY GOAL ALWAYS IN MIND, NAMELY, THAY THE STUl-TMY BEVELOP THE
MEASURE OF SELF-CONFIDENCE WHICH WILL EMABLE HIM TO MAKE AT LEAST
A TENTATIVE CAREER DECISION BASED OH CURRENT CAREER INFORNATION

AND A REALISTIC AKD POSITIVE VIEW OF HIMSELF,

10
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CAREER CRIENTATION
A ONE-SEMESTER PROGRAM AT DOYLE HIGH SCHOOL

COURSE QUTLINE & UNITS OF INSTRUCTION

INSTRUCTOR
Mr. WaymaN R. SEXTON

FIRST SEMESTER

ORIENTATION TO THE TOTAL PROGRAM
SAFETY
OCCUPATIONAL INFORMAYION RELATED TO THE VOCATIONAL LABORATORIES
ViSITATION OF YOCATIONAL LABORATORIES (Joo EXPLORATION WITH
HANDS-0N EXPERIENCES) AND HANDS-ON PROJECT IN CAREER ORIENTATION
LAB

" 1" n 1" 11 1t "

" 11 it " u 1] "

] ) 1" " 1" 1] " "

SELF-AWARENESS

WORK ATTITUDES

EMPLOYABILITY SKILLS

ViSITATION OF VOCATIONAL LABORATORIES (Jep EXPLORATION WITH
HANDS-ON EXPERIENCES) AND HAIIDS~ON PROJECT IN CAREER ORIENTATION

LAB
n 5" " ) " " "

" 1 " 1" " # "

" " " T " 1" 1

" 1" " ) 1" " " "

1" " " 1" 1 " "
RETURN VISIT TO VOCATIONAL LABORATORIES AND CAREER ORIENTATION

LAB PROJECTS
" " " " " " "

SECOND SEMESTER

REPEAT PROGRAM OF THE FIRST SEMESTER FOR WEEKS 19-36

Tue CArRTeER HiGgH ScHooL CAREER ORIENTATION PROGRAM WiLL BE
INITIATED IN THE FALL OF 1971, TENTATIVE PLANS ARE THAT
THE COURSE OUTLINE AND UNITS OF STUDY WILL BE MODELED AFTER
THE DoyYLE HIGH SCHOOL PROGRAM,

611
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CAREER ORIENTATION - A TWO-SENESTER PROGRAM
HALLS HIGH SCHOOL
COURSE OUTLINE & UMITS OF STUDY

INSTRUCTORS

Mr. HucH B. JENKINS

WEEK
1 -

2 -

3 -

THRU
(L

15 -
16 -

17
THRY
26

2] -
28 -
29 -

30 -
31 -

(Group A)

GROUPS A & B ~ ORIENTATIOK TO
THE TOTAL PROGRAM
Grour (A) - SAFETY

Group (A) - CCCUPATIONAL
InFORMATION (RELATED TO EACH
VOCATIONAL LABORATOR!ES)

Group (A) = VISITATION OF
VOCATIONAL LABORATORIES (J0B
EXPLORATION WITH HANDS-ON
EXPERIENCES)

Group (B) - SAFETY

Group (B) - OCCUPATIONAL
INFORMATION RELATED TO EACH
VOCATIONAL LABORATOR

Group (B) - VisiTATION OF
VOCATIONAL LABORATORIES (J0B
EXPLORATION WiTH HANDS=-ON
EXPERIENCES)

Group (A) ~ RETURN VISIT TO
VOCAT!ONAL LABORATORIES
Grour (B) = RETURN VISIT TO
VOCATIONAL LABORATORIES
SELF=-AWARENESS
EMPLOYABILITY SKILLS
EMPLOYABILITY SKILLS

32 - WorRK ATTITUDES
33 =« WsRK ATTITUDES

3 -
35 -

GENERAL OCCUPATIONAL INFORMATION
Grour (A) = HanDsS—ON PROJECT

36 - Group (B) ~ HANDS-ON PROJECT

7 12

Mrs. Ebpie M. Desord
(Group B)

Group (B) ~ OCCUPATIONAL
INOFRMATION ON BUSINESS
Group (B) ~ CAREERS AND
INDIVIDUAL EXPLORATION
OF JOBS

Group (B) - BUSINESS
ORIENTATION

Group (A) = OCCUPATIONAL
INFORMATION ON BUSINESS
Groue (A) - CAREERS AND
INDIVIDUAL EXFLORATION
OF JOBS

- Grour (A) - BuSiINESS

ORIENTATION

Group (B) - CAREER ORIENTATION
LAB PROJECTS
Group (A) —= CAREER ORIENTATION
LAB PROJECTS

Grourp (B) - PLAN SCHEDULE AND
EVALUATION FOR NEXT YEAR
Group (A) ~ PLAN SCHEDULE AND
EVALUATION FOR NEXT YEAR



CHAPTER 11 - JOB EXPLORATICI WITH Enlol. il SWIRIENCES
INTRODUCT ION

THE PURPOSE OF THIS SECTION OF HANDS ON 1S TO PRESENT
COMPLETED INSTRUCTIONAL UNITS RELATED TO NJon CYPLORATION MITH
HANDS~ON EXPERIENCES.' THESE LESSONS, DEVELOPED BY THE CLASS-
ROOM INSTRUCTOR, ARE TO BE USED BY THE STUDENT AS A GUIDE FOR
HANDS~0N EXPERIENCES DURING HIS VISITS TO THE VOCATIONAL LAB-

ORATORIES.

EACH LESSON CONTAINS GENERAL INFORMATION RELATED TO THE
PARTICULAR TRADE OR SKILL INDICATED AND AN ILLUSTRATED STEP~

BY~STEP OPERATION PROCEDURE.

ON THE AVERAGE A STUDENT WiLL SPEND THREE DAYS IN EACH
VOCATIONAL LABORATORY AVAILAﬁLE. He sSHOULD BE ABLE TO CARRY
OUT A PARTICULAR OPERATION OR EXPERIENCE WITH LITTLE OR NO

INSTRUCTOR INVOLVEMENT,

43
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AL 1IETTORUCTION TO

sy  RAY THOMPSON

SOME INTERESTING FACTS ABOUT APPLIANCE REFPAIR

e WHAT KIND OF WORK 1S DONE?

WORK 1S USUALLY AVAILABLE FOR
APPLIANCE INSTALLERS, INSTALLER=-
REPAIRMEN, SERVICEMEN, PARTS SALES=
MEN, FACTORY REPRESENTATIVES,
DISTRIBUTOR REPRESENTATIVES AND
SERVICE MANAGERS,

2. VIORKING CONDITIONS:

THE SERVICEMAN MAY YWORK IN A
WELL~L IGHTED AND WELL~EQUIPPED SHOP
OR HE MAY MAKE SERVICE CALLS ON
APPLIANCES IN THE CUSTOMER'!S MHOME,

3. SALARY SCALE:

THE SALARY MIGHT VARY fFRro:1 4RN
To $200 pER WEEK DEPEMDING ON THE
TYPE OF JGB AMD THE SKILL OF THE
WORKER .

L, TyPe OF CLOTHING VORM:

THE SERVICEMAN USUALLY MEARS A
CLEAN UNIFORM, HOWEVER, THIS nrosiing
UPOM THE EMPLOYER., .\ MANAGER MIGHT
WEAR A DRESS SUIT WITH SHIRT »run TiE,

1
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£, PersonAL OUALITIES HECESSARY:

MAMIPULATIVE SKILLS: A SERVICE=-
MAN SHOULD BE ARLE TO WORK \JELL WITH
H1S HANDS, HE SHOULD DE ABLE TO UMDER=
STAND ELECTRICAL DRAWINGS AND DIAGRAMS
AND BE ABLE TO SERVICE MALFUNCTIONING
ELECTRICAL OR MECHANICAL EQUIPMENT,

PERSONALITY CZHARACTURISTICSS he
SHOULD BE VWELL~GROOMED AND ABLE TO
WORK WELL WITH OTHERS, [T 1S OFTEN
NECESSARY TO CONMTROL YOUR TEMPER AND
CONSOLE AN ANGRY CUSTOMER.

EDUCATION QUALIFICATIONS: THE
NUALIFIED SERVICEMAN WILL HAVE A HIGH
SCHOOL EDUCATION AND VOCATIONAL SCHOOL
PREPARATION IN APPLIANCE SERVICE, HE
MIGHT ALSO HAVE SPECIAL TRAINING WITH
A CERTAIN BRAND OF APPLIANCE SUCH AS
GeneraL ELECTRIC, WHIRLPOOL, WESTING-
HOUSE, ETC.

16
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TO CHECK AND REPLACE THE
DEFECTIVE SURFACE ELEME™T OF A
RANGE.

STEPS TO FOLLOW iM CHECKING AND REPLACING THE SURFACE ELEMENT OF A RANGE:

TOOLS AND MATERIALS NEEDED: RANGE WITH ONE DEFECTIVI 3ULFACE UMIT, REPLACEMENT
UNIT, ELECTRICAL PLI1ERS, LONG NOSE PLIEIs, LARGE

AND SMALL SCREWDRIVER, VOLT OHM METER

WHAT You MUST KNOW

WHAT YoOU MusT 2O
TODO THESE GTEPS

e REMOVE THE RANGE FROM THE POWER
SOURCE FiG. 1 - e v wamwe=d= THE PLUG INTO THE 220 VOLT RECEPTACLE

IS USUALLY A THREE FOOT CORD CONNECTED
RECEPTACLE TO THE CENTER OF THE RANGE. GRASP IT
BY THE INSULATED PART AND PULL IT
STRAIGHT OUT. BE SURE NOT TO TOUCH
ANY EXPOSED METAL AS YOU REMOVE THE

Fice 1

PLUG,
2, RAISE THE SURFACE UNI" =-. 4% SLIGHT PRESSURE ON THE UNIT TOWARD THE
Fige 2 BACK AND UP WILL RAISE 1T, THIS WILL

EXPOSE THE SCREW WMERE THE UNIT HINGES.

3. REMOVE THE SCREW WITH A COUNTER=-
CLOCKWISE TWIST Fige 3

f\ REMOVE scrEw

Fige 3 BY TURNING IN
THIS DIRECTION

LIFT Un)T To REMOVE

L. LAY THE UNIT ON TOP OF THE RANGE, FROM RANGE

BOTTOM UP, TO EXPOSE THE SCREW THAT

SECURES THE WIRE mwamemm P USE SOMITHING SOFT SUCH AS A TOWEL -

TO PROTECT THE TOP OF THE RANGE.

17
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WHAT YOU MUST 120 WHAT YOU MUST 140G\

8. PLACE THE RED WIRE LEAD OF THE OHM
METER INTO THE HOLE ON THE SURFACE OF
THE METER MARKED VITH (=). THE BLACK
WIRE GOES INTO THE (+) HOLE==—mcwwe~-oPs= BE CAREFUL NOT TO DROP THE METER,
IN STEPS 5~7 YOU ARE PREPARING THE QHM
METER. FiGe 4

Fie. 4

y 4

BLACK.
WIRE LEAD

N

LEAD
e T
ADJ[;S‘OTO ’/’/lﬂl
Z Wt

6. SET CENTER SWITCH 10 1KJb

7. TOUCH THE OTHER ENDS OF THE RED
AND BLACK WIRES TOGETHER =mm=mcceeiis THE RED NEEDLE SHOULD MOVE TO RIGHT OF
: SCALE TO ZERO. I|F THE NEEDLE DOES NOT
MOVE ALL THE WAY TO ZERO,TURN KNOB ON
THE LEFT OF METER (OMMS ADJUST) UNTIL
THE POINTER STANDS OVER ZERO,

18




WHAT YOU MUST 2O

WHAT YOU MUST KNOWY

8.

9.

10.

11.

12,

REMOVE THE WHITE WIRE FROM THE
UNIT., THIS WIRE IS MARKED ''COMMON,' FiGs 5

PUT THE RED WIRE LEAD OF THE OHM
METER ON THE COMMON TERMINAL OR
SCREW

PUT THE BLACK WIRE LEAD OF THE
OHM METER ON TERMINAL #1 - »

LEAVE THE RED WIRE LEAD OF THE OHM
METER ON COMMON AND MOVE THE BLACK
WIRE LEAD FROM 71 TERMINAL TO H#2 wcammcb

LEAVE THE RED LEAD ON COMMON AND MOVE THE
BLACK LEAD TO ANYWHERE ON THE TOP OF THE
UNIT WHERE THERE IS NO ELECTRICAL

CONNECT I ON P

THE MEEDLE SHOULD MOVE TO THE RIGHT
OF THE SCALE (ALMOST TO ZERO). THE
UNIT NEEDS TO BE REPLACED IF THERE

1S NO READING,

THE METER SHOULD READ NEAR 50 OHMS.
|f THERE 1S NO READING, REPLACE

THE UNIT,.

IF THERE 1S A READING, REPLACE THE
UNITe A READING ON THE OHM METER
WITH THESE CONNECTIONS IMDICATES A
SHORT,




WHAT YOU MUST X2 WHAT YOU MUST 2110\

13. SECURE THE.CORRECT UNIT TO REPLACE
THE DEFECTIVE ONE

e A%

14, DRAW A DIAGRAM OF THE WIRES GOING
Y THE UNIT AND LATEL THE COLOR OF
EACH WIRE mwemmcmacowmoo. et~ JIFFERENT MANMUFACTURFRS USE DIFFERENTLY
COLORED WIKESe |F THL WIR .3 ARE CRUSSED,
2 THE UNIT WILL NOT WORK PROPERLY, THERE=
FORE, YOU NEED TO MAKE NOTE OF THE CQLOR
OF THE WIRE WHICH GCES TO TERMINAL *1
AND THE COLOR OF THE WIRE WHICH GOES TO
TERMINAL 72, MOST MANUFACTURTRS USE
WHITE FOR COMMON, BUT YOU SHUULD CHECK
. ON THIS UNIT TO BE SURE THAT COMMON 1S
' WHITE,

ctlads

15. DISCONNECT THE WIRES FROM THE )
DEFECTIVE UNIT

16, REPLACE THE WIRES, BEING CAREFUL
TO REPLACE THEM PROPERLY -F1Ge 6 -=p— REFER TO YOUR DIAGRAM FOR THE PROPER

PV caaibirtelng e

CONNECTIONS, .
I

E

i

FiG, 6 i

* HEATING 3

UNIT :

3

7

4 2lyy

E-

k #2 wire :

# wire .

5

§

17. REPLACE THE SCREW WHERE THE t
UNIT HINGES i

18. LOWER THE UNIT INTO THE RANGE ~=w~ww=-pw 0O NOT PLUG THE RANGE IN UNTIL THE %
INSTRUCTOR OR THE STUDENT ASTISTAMT -%

HAS CHECKED YOUR MJIrK, %

&

<0
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SOME INTERESTINS FACTS ABOUT AUTD INDUSTRIES

v mm vescma e -

le WHAT KIND OF WORK 1S DONE?

AN AUTOMOBILE MECHANIC MIGHT WORK
IN A SERVICE STATION, AN AUTOMOBILE
DEALERSHIP, OR A REPAIR SHOP. THE WORK
INVOLVES THE LOCATION OF MALFUNCTICHILG
EQUIPMENT AND THZ IMSTALLATICI AND THE
REPAIR OF PRACTICALLY AHY OF THE MECHAN-
ICAL PARTS OF CARSe. SPECIALTY AREAS
MIGHT INCLUDE TUNE=UP AND DIAGMOS!S,
BREAKS, AUTOMATIC TRANSMISSION, FRONT=
END, ELECTRICAL SYSTEM, AIR=CONDIT|ON=
ING, AND BODY REPAIR.

2. WORKING CONDITIONSS

MOST WORK 1S PERFORMED INDOORS 1IN
A REPAIR S$SHOP. MANY OLDER SHOPS ARE
COLD IN THE WINTER AND HOT IN THE SUM=
MER. HOWEVER, NEWER BUILDINGS ARE WELL
HEATED AND ARE PROVIDED WITH GOOD VENT|=
LATION DURING SUMMER. THE SHOP 1S
USUALLY NOISY AND THE WORK (S OFTEN
GREASY AND DIRTY,

s
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3¢ SALARY SCALE:

THE SALARY VARIES GREATLY FROM ONE
SMOP TO ANOTHER. THE INEXPERIENCED
MECHANIC CAN EXPECT $1.75 10 $2.25 PER
HOUR. A MORE EXPERIENCED MECHANIC CAN
gARN ABOUT S4.00 TO0 $5.00 PER HOUR. IN
MANY SHOPS THE WORKER RECEIVES ONE HALF
OF A TEN DOLLAR FLAT RATE.

L., TYPE OF CLOTHING WORNS
MOST SHOPS REQUIRE UNIFORMS.
5. PUYRSOMAL QUALITIES NECESSARY?

IN ADDITION TO HAVING TO WORK WELL
WiTH BOTH THE MANAGEMENT AND HIS FELLOW
WORKERS, THE MECHANIC MUST BE ABLE TO
REMAIN EVEN-TEMPERED AND COURTEOUS (N
DEALING WITH ANGRY CUSTOMERS.

MANIPULATIVE SKILLSS THE
MECHANIC SHOULD BE ABLE TO WORK
EFFICIENTLY WITH A LARGE VARIETY OF
HAND TOOLS.

EDUCATIONAL QUALIFICATIONSS

MOST EMPLOYERS PREFER TO HIRE
HIGH SCHOOL GRADUATES.

6. OTHER FACTS OF INTERESTS

A QUALIFIED MECHANIC IS ALMOST
ALWAYS ABLE TO FIND A JOB. HOWEVER,
HE MUST BE PREPARED TO KEEP PACE WITH
THE MANY CHANGES THAT ARE MADE IN
AUTOMOBILES EACH YEAR.
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YOURFERST BRETUSHGE IN T MPUSTRIIS [V BE:

TO CHANGE A FLAT CAR TIRE?

*

INTRODUCT |ON -~ PLEASE READ CAREFULLY:

RUBBER TIRES ABSORB SOME ROAD I|RREGU=-
LARITIES AND PROVIDE TRACTION FOR DRIVIHG
AND BRAKING., TIRE CASINGS ARLC MADL OF
LAYERS OF conp (PLIES) IMPREGNATED WITH
RUBLER.

MOST PASSENGER CARS TIRES CONTAIN
2 PLY WITH b4 PLY RATING. IN USING 2
PLY TIRES WITH L4 PLY RATING INSTEAD OF
L pLYS, THE CORDS ARE DOUBLED., THIS
GIVES THE SAME STRENGTH AS THE 4 pLY
BUT PROVIDES A MORE FLEXIBLE WALL FOR
A SMOOTHER RIDE,

TIRE TREAD PATTERNS ARE DESIGNED
TO MINIMIZE ROAD NOISE AND AT THE SAME
TIME TO DEVELOP THE BEST TRACTION
POSSIBLE.

SLITTING THE TREAD INTO MANY SMALL
BLOCKS 1S EFFECTIVE IN MINIMIZING SKID~-
DING., THE SMALL BLOCKS SCRAPE THE PAVE~-
MENT DRY AND MAIHTAIN TRACTION UNDER
ERAKING PRESSURE.

REFEREZNCE:

AUTOMECHANICS BY HaroLo T,
GLENN,

ps!




STEPS TO FOLLOW 1N CHANGING A FLAT CAR TIRE:

TOOLS AND MATERIALS NEEDED: BuMmpeErR JACK
LUG WRENCH
SCREWDRIVER
SPARE TIRE

WHAT You MUST DO WHAT YOU MUST KNOW
70 DO THESE STEFS

1« PARK IN AS LEVEL A SPOT AS POSSIBLE-=}»> THE MORE LEVEL THE SPGT, THE LESS LIKELY
IT 1S THAT THE CAR WiLL ROLL OFF THE

JACK.
2. THE CAR SHOULD BE IN PARK OR IN GEAR
WITH THE EMERGENCY BRAKE ON== p~ THESE MEASURES ALSO KEEP THE CAR FROM
ROLLING,

-

3. IF YOU ARE WORKING ON A REAR WHEEL,
INSERT A BLOCK BOTH IN FRONT OF AND
BEHIHD THE FRONT WHEEL

L, REMOVE THE SPARE WHEEL AND THE JACK R
FROM THE CAR JACK
HANDLE FiGe 1
5. ASSEMBLE THE JACK FiGe 1 (ALsoLuG
WRENCH)

6. REMOVE THE HUB CAP OR THE WHEEL _ " . .
COVER WITH A SCREWODRIVER Fig, 2 Wl o T IVIRY

7. LOOSEN THE WHEEL NUTS

25




WHAT You sitle7 DO WHAT YOU MUST 18857

8. PLACE THE JACK IN THE NOTCH OF
THE BUMPER

9. RAISE THE CAR UNTIL THE TIRE 1S OFF
THE GROUND Fi1G. 3

10. REMOVE THE WHEEL MOUNTING NUTS

11c REMOVE THE WHEEL AND THE TIRE
FROM THE KuB

12, ROLL IT OUT OF THE WAY

RAlsE CAR UNTILTIRE IS
OFF THE GROUNE

13. TAKE THE SPARE AND INSTALL IT CN
THE Hus

14 START ALL OF THE MOUNTING NUTS :
AND RUM THEM UP "'FINGER T{GHT" FiG. 4-1;» UFINGER TIGHT' 1S TIGHTENING AS MUCH
' AS YOU CAN USING ONLY YOUR FINGERS.

15 WITH THE LUG WRENCH, TIGHTEN ONE

16. ACROSS FROM THAT MOUNTING NUT
TIGHTEN ANOTHER ONE, KEEPING THE
WHEEL AS STRAIGHT ON. THE HUB AS
POSSIBLE

(

17. RETIGHTEN THE REST OF THE NUTS
FINGER TIGHT | %MO?&#IZNNé;‘E C

FINGER-TIGHT

"eRic <6

Aruitoxt provided by Eic:




Full Tt Provided by ERIC.

ERIC

WHAT You musT £0

18,

19.

20.

21,

22,

23.

UREN ALL OF THE MOUNTING NUTS ARE
FINGER TIGHT, PUSH THE HANDLE OF
THE JACK DOWN SLIGHTLY. THEN
SHIFT THE JACK TO '‘DOWN'

To LOWER YOUR CAR, YOU MUST NOW
WORK THE JACK HANOLE (THE LUG
WRENCH) JUST AS YOU DID TO RAISE

IT Fi6e 5

RETIGHTEN THE MOUNTING NUTS WITH
THE LUG WRENCH )

INSTALL THE HUB CAP OR THE WHEEL

COVER

PUT THE SPARE, THE LUG WRENCH,
THE SCREWDRIVER, AND THE JACK
BACK INTO CAR -

REMOVE THE BLOCKS FROM THE FRONT
WHEELS

WHAT YOu A 18T s

D
Lowe THE JACK

REPLACE THE HUB-CAF,
AND PUT THE FLAT-TIRE

IN THE TRUNK.
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TO REMOVE A TIRE FROM THE RIM USING
A TIRE MACHINE, TO REPLACE THE TIRE ON
THE RIM, USING THE SAME MACHINE, AND
TO INFLATE THE TIRE.

INTRODUCTION =~ PLEASE READ CAREFULLY:

R

TIRE MACHINES OF THIS TYPE ARE USED
IN SERVICE STATIONS AND TIRE DEALERSHIPS
THROUGHOUT THE COUNTRY. WITHOUT THEM,
REMOVING A TIRE FROM THE RIM AND REPLACING
IT ON THE RIM WOULD BE A MUCH LESS EFFI=-
CIENT OPERATIOH.

THOUGH THE DETAILS VARY FROM ONE
MACHINE TO ANOTHER, THE PROCEDURES FOR
REMOVING THE TIRE FROM THE RIM ANRD FOR
REPLACING IT ON THE RIM ARE FAIRLY
STANDARD. LIKEWISE, THE PROCEDURE FOR
INFLATING THE TIRE APPLIES REGARDLESS
OF THE TYPE OF TIRE MACHINE.

BE ESPECIALLY CAREFUL WHEN INFLATING
THE TIRE. READ AND FOLLOW ALL OF THE
DIRECTIONS ON TIRE INFLATION.

REFERENCES:

COATS THREE STAR TIREMAN OPERATING
INSTRUCTIONS, THE COATs ComPANY, INC.




STEPS TO FOLLOW 1N Looéé&tnc THE TOP AND BOTTOM BEADS:

TOOLS AND MATERIALS NEEDED: TirRe WHEEL CLAMPING CONE
VALVE CORE REMOVER BEAD LOOSENER TOOL
TIRE MACHINE

WHIT YOU MUsT DO WHAT YOU MUST KNO K
70 DO THESE S7EFE

LoWwER BEAD

1. REMOVE THE VALVE CORE TO RELEASE _
AIR FROM THE TIRE =-Fig. 6 =P UNSCREW THE VALVE CORE WI!TH THE
VALVE CORE REMOVER '

aQ” p—VALVE Core
FlGo 6 f ’ ’l‘%@
RN
i“ REMoVE VALVE cere
= FROM VALVE STEM

\ WITH Core REMOVER-,
2. PLACE THE WHEEL ON THE STAND WITH '

THE WIDE HALF OF THE RIM ON THE _

TABLE AND WITH THE POSITIONING ,

PIN THROUGH A LUG HOLE

3. IF THE TIRE IS THE SAFETY LINER
TYPE, THE PROCEDURE DIFFERS FROM
THE FOLLOWING STEPS wwwemcemcmaa- 2> CHECK WITH YOUR INSTRUCTOR TO FIND
: OUT WHETHER OR NOT YOU ARE DEALING
WITH A SAFETY LINER TIRE.

L4, SCREW THE WHEEL CLAMPING CONE DOWN
FINGER TIGHT ON THE WHEEL AFTER- ALL
OF THE AIR IS QUT OF THE TIRE =====w==Psr- BE SURE THAT THE CONE IS CENTERED
IN THE WHEEL.

5 RAISE THE LOWER BEAD LOOSENER LEVER
AS FAR AS POSSIBLE =~=cmcmceccccccannadns THE READS ARE THE STRIPS AROUND THE
INNER EDGES OF THE TIRE THAT COME
IN CONTACT WITH THE RIMe

6. HOLD 1T IN THIS POSITION UNTIL NO
MORE AIR COMES FROM THE TIRE VALVE

<9




WHAT YOU MUST £ WHAT YOU MUST Koty

Jo |IF THE LOWER BEAD HAS NOT LOOSENED
AT THIS TIME, LOWER THE HANDLE UNTIL
THE SHOE CONTACTS THE RIM, THEN
ROTATE THE BEAD LOOSENER ABOUT THE
LENGTH OF THE SHOE (L5 DEGREES) TO
THE LEFT OR RIGHT AND RAISE THE
HANDLE AGAIN g, 7 ° 3= THIS WILL LOOSEN NEARLY ALL TIRES.

&, HOWEVER, IF THE TIRE IS STILL NOT
LOOSENEU, REPEAT TH1S LAST STEP
UNTIL THE LOWER BEAD 1S FREE

e amaad -

-t

’//’ _ —_—

OWER BEAD

N

LOCSEN |oWER BEAD

IN TWo STEPS, AS
SHOWN.

A TIRE REMOVNG
MACHINE




W//AT YOU JUST F25) WHAT YOU MUST {2020

Top BEAD

9. SLIDE THE TUBING END OF THE BEAD
LOOSENER TOOL OVER THE CENTER POST FiG. 8

10 SLOWLY EXERT PRESSURE DOWHWARD ON
THE HANDLE

11 LET UP ON THE HANDLE TO ALLOW THE
LOOSENER ARM TO LOWER ON THE CENTER
POST TO OBTAIN GREATER LEVERAGE

12, WiTH ONE HAND HOLDING THE SHOE
TIGHTLY AGAINST THE RIM, PRESS
DOWN

13« |IF NECESSARY, MOVE TO THE LEFT OR
TO THE RIGHT A FEW INCHES AND
REPEAT THE PROCESS UNTIL THE BEAD
IS LOOSENED

BEAD
¥ LOOSENER Jv

. F16. 8
=

To LOOSEN ToP BEAD,

ATTACH LCOsENER TOOL-
AND PRESS DOWN, AS

;-i SHOWN .

ERIC

Full Tt Provided by ERIC.



STEPS TO FOLLOW IN ReMOVING THE TIRE FROM THE RIM:

TOOLS AND MATERIALS NEEDED: TiIRE
TIRE MACHINE
LusriCcANRT
CunL IRATION TOGL

WHAT YOuU MusT BO WHAT YOoUu MUeT KNOLY
TO DO THESE ST&ls

1.

2.

3

ALWAYS APPLY LUBRICANT TO BOTH THE
TOP AND THE BOTTOM BEADS

PusH THE TOP BEAD ON ONE SIDE OF

THE TIRE DOWN INTO THE DROP CENTER

OF THE RIM AND INSERT THE TAKE=

OFF END OF THE COMBINATION TOOL

UNDER THE TOP BEAD ON THE OPPOSITE

SIDE OF THE TIRE =g, § ======== mmewp> THE DROP CENTER OF THE RIM IS THE
DEEPEST POINT IN THE RIM, '

MOVE YOUR HANDS TO THE OPPOSITE
END OF THE TOOL AND PULL THE
TOOL IN A CLOCKWISE DIRECTION
UNTIL THE ENTIRE UPPER BEAD IS

ABOVE THE RIM Fi1g. 10 p~ THE TRAILING ARM PREVENTS THE TIRE
FROM SLIPPING BACK OVER THE RIM
DURING THE DEMOUNTING OPERATION.

Fige 9
7, @
0% B =
e XN |

USE THE TAKE-OFF TooL
AS sHowN.

1

32
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WHAT YOu MUST &3 WHAT YOU MUST 7101/

Ly IF THE TIRE CONTAINS A TUBE, TAKE
IT OUT BEFORE REMOVING THE LOWER

BEAD

5. WITH THE TOP BEAD 'ABOVE THE RIM,
LIFT AND PUSH THE BOTTOM BEAD ON
ONE SIDBE OF THE TIRE INTO THE
DROP CENTER OF THE RIM AND INSERT
THE TAKE=-OFF END OF THE TCUL UNDER
THE BOTYTOM BEAD ON THE OPPOSITE
SIDE OF THE TIRE

6. MOVE YOUR HANDS TO THE OPPOSITE END
OF TOOL AND PULL THE TOOL IN A |
CLOCKWISE DIRECTION TO REMOVE THE

TIRE Fi6. 11

Fige 11

REMOVE
TIRE ComPLETELY,
AS SHOWN

33
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STEPS TO FOLLOW iR MOUNTING THE TIRE ON THE RIMS

TOOLS AND MATERIALS NEEDED: TIRE COMBINATION TOOL
TIRE MACHINE AtR HOSE
LUBRICANT
WHAT YOU MUST DO WHAT YOU MUST [iIOW

70 DO THESE S7ERS

BOTTOM BEAD

1« ALWAYS APPLY A RUBBER LUBRICATION
OR BOTH TSP AND B80TTOM BEADS

2. |F A TUBE IS USED, INSERT THE
TUBE INTO THE CASING

3. ADD AIR TO ROUND OUT THE TUBE

4, APPLY RUBBER LUBRICANT TO THE
EXPOSED TUBE SURFACE

5, PLACE THE RIM ON THE STAND WIiTH THE
WIDE .-HALF OF THE RIM ON THE TABLE
AND WITH THE POSITIONING PIN
THROUGH A LUG HOLE Fjyg, 12

. LOWER BEAD AS SHOWN

6. PLACE THE TIRE LOOSELY ON THE RIM ====P= DO NOT FORCE THE BOTTOM BEAD INTO
THE RIM WELL UNTIL YOU HAVE PLACED
THE HOOX END OF THE COMBINATION TOOL
IN POSITION,

7. PLACE THE HOOK END OF THE COMBINATION
TOOL BETWEEN THE LOWER BEAD AND THE TOP
OF THE RIM WITH THE HOOK OVER THE
WHEEL RIM FLANGE Fjig. 13

8. MOVE YOUR HANDS TO THE OPPOSITE END
OF THE TOOL AND PULL THE TOOL IN A
CLOCKWISE DIRECTION

9. |F THE TIRE ROTATES WITH THE TOOL,
HOLD THE TIiRE WITH YOUR LEFT HAND
WHILE PULLING ON THE TOOL

Topr BEAD ‘
\ MUUNT TOP BEAD
. 10, FoLLOW STEPS 7=9 WITH THE TOP BEAD AS SHOWN .,
13

34




STEPS TO FOLLOW 1N INFLATING THE TIRES

TOOLS A5LD MATERIALS NEEDED: TiRe AIR HOSE
LUBRICANT PRESSURE GAUGE
VALVE CORE REMOVER

‘ WHAT YOU MUST DO WHAT YOUu MUST KNOW
70 DO THESE STEPS

1. REMOVE THE CLAMPING CONE

2., MAKE SURE THAT BOTH BEADS ARE WELL
LUBRICATED

3. BE SURE THAY BOTH BEADS ARE IN
CONTAL! WITH THE HUMPS OF THE

RIM WITH NO PORTICY OF THE READ

IR TEE WiSELS WELL o mmmceameeeasneeaeep= FAILURE TO DO THIS CAN RESULT IN

THE BEAD SLIPPING OVER THE OUTER
RIM EDGE WITH EXPLOSIVE FORCE.

4, REPLACE THE VALVE CORE cmemaamcaeemee== SCREW IT IN WITH THE VALVE CORE
REMOVER.

5. ReAD THESE RULES cmmemmnnenannennceeee= A, NEVER STAND WITH YOUR HEAD OR
SHOULDERS OVER ANY PORTION OF THE

Fice 14 TIRE OR THE RIM.
B. Never Exceep 20 P.S.1. (20 pounos
'@fﬁi;?i;?ﬁ:iq / ///( PER SQUARE INCH) WHEN SEATING THE
e . BEADS ON A TIRE.

C. |INFLATE THE TIRE N SHORT BLASTS,
GIVING THE BEADS A CHAHCE TO SExT
THEMSELVES WITH A MINIMUM OF PRESSURE.
IF THE BEADS ARE NOT SEATED WITH

20 PoeSele RELEASE THE AIR FROM THE
TIRE, RELUBRICATE THE BEADS AND THE
RIM AND START OVER AGAIN. You WiLL
USUALLY HEAR EACH BEAD ''roP'' As 1T
SEATS ITSELF. HOWEVER, OME OR EBOTH
OF THEM MAY SLIP INTO PLACE WITHOUT
THE KOISE.

6. Aop Atr (up_T0 20 P.S.1.) TO
SEAT THE BEADS =-F g, 14 cs=======——=-oi> See STEP 5o

7. INFLATE THE TIRE TO THE PRESSURE
RECOMMENDED BY YOUR INSTRUCTOR wemmmmali” SEE STEP 5

14
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SOME INTERESTING FACTS ABOUT AUTO BODY ?

1. WHAT KIND OF WORK IS DONE?

THE BODIES OF CARS AND COMMERCIAL
VEHICLES ARE REPAIRED AND REFINISHED.
THIS INVOLVES GLASS INSTALLATlON, METAL
STRAIGHTENING, PAINTING (INSIDE AND ouT),
TRIM REMOVAL AND REPLACEMENT, WIRING
REPAIR AND REPLACEMENT, PANEL REPLACE~
MENT (BOLT-ON AND WEL D~ON), FRAME REPAIR,
MECHANICS (FRONT ENGINE ACCESSORIES, KNEES
AND MOTOR SUPPORTS)s I[N A BODY SHOP YOU
MIGHT WORK AS AS

METAL~MAN

PAINTER

NEW PARTS=MAN

USED PARTS—-MAN

GLASS INSTALLER

SHOP FOREMAN

PAINT STORE COUNTERMAN

FRAME REPA!RMAN

2. VWORKING CONDITIONS:

WORK 1S USUALLY DONE INSIDE A
WELL~-LIGHTED, DUSTY, NOISY sHoP. THE
AREA 1S HEATED IN THE WINTER BUT IS
PROBABLY NOT AIR CONDITIONED IN THE
SUMMER.

16
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3. SALARY SCALE:

THE EARNINGS OF AUTO-BODY REPAIRMEN
VARY ACCORDING TO THE TYPE OF EMPLOYER
AND THE SECTION OF THE COUNTRY. AS LOW
As $1.00 AN HOUR FOR INEXPERIENCED HELP
ok AS HIGH AS S4.00 AN HOUR FOR A TRAINED,
EXPER!ENCED REPAIRMAN MAY BE EARNED. SOME
JOBS PAY A GUARANTEED SALARY PLUS COMMIS-—
SION OR A COMMISSION ONLY. IN THE LOCAL
AREA, SOME COMMERCIAL AUTO BODY REPAIR
SHOPS LET THE REPAIRMAN KEEP 50% 70 60%
oF AN $8.00 PER HOUR FLAT RATE.

L, TYPE OF CLOTHING WORNS

COMFORTABLE WORK CLOTHES SHOULD BE
WORN., THEY SHOULD BE NEITHER TOO LOOSE
NOR TOO TIGHT.

5, PERSONAL QUALITIES NECESSARYS

VaRipULATIVE SKiILLS: THE AUTO BODY
WORKER SHOULD BE ABLE TO USE TOOLS WELL
ENOUGH TO DO THE MECHANICAL, FAIHTIHNG,
AND STRAIGHTENING WORK REQUIRED. HE
SHOULD HAVE GOOD ENOUGH EYESIGHT TO
SHAPE METAL AND ALIGN PANELS.,

PERSONALITY CHARACTERISTICS: |IT
IS NECESSARY TO BE ABLE TO DEAL WELL WITH
OTHER WORKERS, THE MANAGEMENT, AND THE
CUSTOMER,

EDUCATION QUALIFICATIONS: A HIGH
SCHOOL EDUCATION 1S ESSENTIAL. IN AD=
DITION, AREA VOCATIONAL SCHOOL TRAINING
WILL NORMALLY MERIT A HIGHER STARTING
SALARY.

6. OTHER FACTS OF INTERESTS

THE AUYO BODY TRADE IS A STASLE
PROFESSION WITH MANY OPPORTUNITIES FOR
WORKING WITH OTHERS AND FOR OPERATING
YOUR OwWii EUSIKESS.

17
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To MASK A CAR DOOR BY COVERING WITH
THE PROPER WIDTHS OF PAPER AND TAPE THOSE
PARTS OF THE DOOR WHICH ARE NOT TO BE
PAINTED.

INTRODUCTION -~ PLEASE READ CAREFULLY:

CERTAIN PARTS OF THE CAR ARE MASKED
SO THAT THEY WILL BE PROTECTED FROM THE
PAINT AND THE PAINT MIST WHEN THE REST
OF THE CAR 1S PAINTED,

MASKING TAPE IS USED AROUND THE
EDGES OF ALL AREAS TO BE MASKED. LARGE
AREAS ARE THEN FILLED IN WITH PAPER AND
THE ECGES ARE SEALED WITH TAPE. SMALL
AREAS ARE COVERED WITH TAPE ONLY. BE
CAREFUL NOT TO USE TOO MUCH TAPE., DO
NOT USE MASKING TAPE TO COVER AN AREA
THAT CAMMOT BE COVERED WITH I STRIPS OF
TAPE. |F MORE THAN 4 STRIPS ARE REQU!RED,
COVER THE PART WITH PAPER.

OVERTAPING OCCURS WHEN THE TAPE OR
THE PAPER GOES PAST THE AREA THAT SHOULD
BE COVERED AND COVERS AN ARZA THAT SHOULD
BE PAINTED.

WHEN YOU UNDERTAPE YOU expose 'SOME
OF THE AREA THAT SHOULD BE COVERED.

18
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STEPS TO FOLLOW 1IN MASKING A CAR DOOR:

TOOLS AND MATERIALS NEEDED: CAR DOOR HOLDER MASKING PAPER (OR SOME OTHER
CLEAN RAGS HEAVY DUTY PAPER)
TOOTH BRUSH 1/4" ROLL OF MASKING TAPE
RAZOR BLADE 3/L" ROLL OF MASKING TAPE
GREASE AND WAX RENMOVER 1/6" ROLL OF HASKIKG TAPE
. A
WHAT YOU MusT DO WHAT YOU MUST [ZMOLY
TO DO THESE STEFPS
1. PLACE THE DOOR ON THE DOOR HOLDER--P» BE SURE THAT THE DOOR !S SAFELY ON THE
HOLDER,
2. CLEAN THE DOOR AND THE CHROME WITH
CLEAN, GREASE AND CHEMICAL FREE
RAGS=~ - ———————— £ USE A GREASE AND WAX REMOVER ON THE DOOR
AND ON THE CHROME. THE RAGS MUST BE CLEAN.
3. USE THE TOOTHBRUSH TO CLEAN DIRT
FROM THE EDGE OF THE CHROME F g, 1
44, DRY THE AREA THOROUGHLY .
5. PLACE A 3/ STRIP OF TAPE AROUND ALL. A TooTH BRUSH GETS THE
CHRUME AND ALL GLASS THAT IS WIDE —— DIRT OUT.
ENOUGH TO BE FILLED IN WITH PAPER~=-p»|F THE AREA IS TOO LARGE TO 3E COVERED N
WITH 4 STRIPS OF TAPE, THEN 1T SHOULD ;
BE COVERED WITH PAPER. =
DO NOT OVERTAPE OR UNDERTAPE THE AREA.
6. FiLL IN THE WIDE AREAS WITH THE

MASKING PAPER==Fi1G, 2 - P=FoLD THE PAPER NEATLY. KEEP THE PAPER
FLAT AND MAKE SURE THAT IT FOLLOWS THE
CONTOURS OF THE DOOR. USE A GOOD QUALITY
PAPER. MASKING PAPER OR MEAT WRAPPING
PAPER 1S GOOD. NEWSPAPER: ARE NOT
ADEQUATE,

Fig, 2

MASKING FAPER

40
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WHAT YOU MUST .03 WHAT YOU MUsT [KIGGLVY

7. SEAL OFF ALL AREAS BY TAPING DOuH
THE EDGES OF THE MASKING PAPER WITH
MASKING TAPE

8. TAPE ALL OF THE REST OF THE CHROME,
THE EMBLEMS, AND THE NAMEPLATES—=ece—m- g USE TAPE THAT MATCHES THE WIDTH OF THE
PIECE THAT IS BEING TAPED. g, 3

9., USE A RAZOR BLADE TO TRIM THE EXCESS
TAPE ARD PAPER

10. CHECK YOUR WORK - - - CHECK FOR UNDERTAPING AND OVERTAPING.

11. ASK THE INSTRUCTOR TO INSPECT YOUR
WORK

e =T = T T T _—TAPE OUTUNE

y | OF GLASS
:
Fig.
P 6. 3 | —PAPERON GLASS
GlLAss i
{
0 _P) :
3 ” ‘
EH: 1= /4" TAPE
]
®
34 TAPS
Use .
Vg'npa—————-@azzmero
HERE
—_— TAPE, |
\ FILLED IN WITH
- PAPER.

20
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WOODROW McKINNEY

SOME INTERESTING FACTS ABOUT BUILDING TRADES

e WHAT X'{D OF WORK IS DONE?

CARPENTRY
PLuMBING

MASONRY
ELECTRICAL WIRING

2. WORKING CONDITIONSS

Asout LO% oF THE WORK 1S CONDUCTED
INDOORS. COMFORT OF THE VWORK OUTSIDE
VARIES ACCORDING TO THE WEATHER. ALL
OF THESE POSITIONS REQUIRE MANUAL LABOR.

3. SALARY SCALE:

LOCAL WAGE SCALE FOR UNION JOURNEY=-

MENS

CARPENTER - $5.55 / HR.

BRICK MASON = $6.42 / HR.

ELECTRICIAN - $5.91 / HRr.

PLUMBER = $7.27 / HR.
UNION LABORERS BEGIN AT ABOUT $3.60 / MR,
HoWEVER, A NON-UNION LABORER BEGINS AT
$2,00 -~ $2.50 PER HR. WHILE A NON=-UNiON
CARPENTER RECEIVES $3.00 - $4.50 PER HR.

L, TYPE OF CLOTHING WORNS

WORK CLOTHES THAT ARE COMFORTABLE
AND ALLOW FOR EASY MOVEMENT ARE USUALLY
NECESSARY. SAFETY SHOES ARE PREFERABLE
TO ORDINARY WORK SHOES.,

1
ERIC 43




5. PERSONAL QUALITIES RECESSARYS

MANIPULATIVE SKiILLS: YOU MUST BE
STRONG AND ABLE TO USE ALL OF THE NECES~-
SARY TOOLS WELL. YOU SHOULD BE VERSATILE
ENOUGH IN BUILDING SKILLS TO BE ABLE TO
ALAPT TO CHANGES WITHIN THE BUILDING
PROFESSION.

PERSORALITY CHARACTERISTICS: You
SHOULD BE ABLE TO FOLLOW DIRECTIONS AND
WORK WELL WITH OTHERS. '

EDUCATIONAL QUALIFICATIONS: A HIGH
SCHOOL DIPLOMA 1S NEEDED. FOR ADVANCE-~
MCHT 14TO GCHERAL COMTRACTING ONE SHOULD
RECEIVE ASUITICHAL THAINING 1N AREAS SUCH
AS DRAFTING.

6. OTHER FACTS OF INTERESTS

IF ONE 1S WILLING TO WORK HARD,
THIS FLELD HAS UNLIMITED OPPORTUNITIES.
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TO WIRE A SINGLE POLE SWITCH (NTO
A LIGHT CIRCUIT,

INTRODUCT{ON ~~ PLEASE READ CAREFULLY:

A LARGE PART OF THE WORK DONE ON
A NEW BUILDING IS THE INSTALLATION OF
ELECTRICAL WIRING. FOR THE SAFETY OF
THE BUILDIKG, ALL OF THE WIRING MUST
BE DONE ACCURATELY. DO NOT LEAVE ANY
BARE WIRES EXPOSED, BE VERY CAREFUL
THAT YOU ARE NQT WORKING WITH “Live"
WIRES.




STEPS TO FOLLOW IN WIRING A SINGLE POLE SWITCH INTO A LIGHT CIRCUITS

TOOLS AND MATERIALS NEEDED: 12-2 Ronex w/GROUND 1 WALL BOX

1 CEILING BOX 1 SINGLE POLE SWITCH

1 LIGHT FIXTURE w/buna L #2 WIRE NUTS

STAPLES 1 ROLL ELECTRICAL TAPE
2 #16D NAILS 6' RULE

ELECTRICIAN'S PLIERS HAMMER

SCREWDRI1VER 2 #8D wmAiLsS

POCKET KNIFE

WHAT YOU MUET 20 WHAT YOU MUST Kie, s
D DO THESE S7EFS

1. MAIL THE SWITCH BOX TO THE STUQS
WiTH 2 #16 D NAlLS=- . b~ PLACE THE SWITCH BOX SO THAT THE TOP OF
1HE BOX 1S 52'* FROM THE FLOOR. THE BOX
SHOULD STICK OuT 1/2" FROM THE STUD SO
THAT IT WILL BE EVEN WITH THE MALL BOARD
HIEM TUHE VALL 1S COMPLETEDe Fig. |}

2., NAIL THE CEILING BOX TO THE
CEILING JOIST WITH 2 #8 D NAILS=w==-=}> PLACE THE CEILING BOX IN THE DESIRED
LOCATION AND EXTEND 1T 1/2' BELOW THE
CEILING JOIST SO THAT IT WILL BE EVEN
WITH THE COMPLETED CEILINGs F16, 1
~
BN Gazcxndr;\\‘,_ﬁ
Y

CEILING JOIST

P R T T P AT A e ST SNESICT e Ty R
Q To POWER sU PPLa
®

3

o

o

> WHITE

GFN»AMD~

T ~CEILING BoX

SWITCH

\\\\; Fig, 1
‘NALJ- SwWITCH BOX
STUD
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WHAT You MusT 2O WHAT YOU MUST [4i/3!Y

3. REMOVE THE XKNOCKOUT PLUGS==e—w—eemm—wafs THE KHNOCKOUT PLUGS ARE AREAS OF THE
METAL THAT CAN BE REMOVED TO MAKE HOLES
FOR THE WIRES TC ENTER.

L, RuM THE ROMEX CABLE FROM THE POWER
SUPPLY TO THE CEILING BOX=- %> YOUR INSTRUCTOR WILL CONNECT THE CABLE
TO A POWER SUPPLY AFTER EE HAS INSPECTED
YOUR WORK. ‘

AT VARIOUS INTERVALS STAPLE THE CABLE T0
THE STUDS AND TO THE CEILING JOIST TO
HOLD IT IN PLACE.

5, Run THE ROMEX CABLE FROM THE SWITCH
BOX TO THE CEILING BOX =P STAPLE THE CABLE TO THE STUDS AND JOISTS.,

6. TICHTEN THE WIRE CLAHFS PRGVIDED
{H THE BOXES - - p> THE CLAMPS PREVENT THE WIRE FROM BEING
' PULLED OUT OF THE BOX. ONLY TIGHTEN
THE SCREW ENOUGH TO SECURE THE WIRE,

7. REMOVE THE INSULATION FROM THE WIRE ,
8Y CUTTING IT AT A SLANT, AS IN .
SHARPENING A PENCIL- Expose 1/2 |
INCE OF COPPER COHDUCTOR. Fyg, 2

%_“-\-

N
INSULATION'
————t——— ~”
//

cuT AJ—ONB* ”
THIS ANGLE 1A
To Exposg

CorPPER WIRE

WIRE

Fige 2

4¥

&



WHAT You MusT I:0

8.

9,

10,

11,

12,

13,

CONNECT THE WIRES AS SHOWN ON THE

WHAT You MusT KRGV

DIAGRAM= Fig, 3 —==== cemmamemem—mmeetis  USE WIRE HUTS (SOLBERLESS CONNECTORS)

TAPE ALL CONNECTIONS -

TO COMNNUCT TLHE WIRL. SCROVW THE CCl-
NECTORS OVER THE WIRES.

p» WRAP THE TAPE AROUND THE WIRE NUTS AND

INSTALL THE SWITCH INTO THE BOX

MAKE SURE THAT NO SCREWS OR 3ARE

THE INSULATED PORTION OF THE WIRE TO
SECURE THE WIRE NUTS.

WIRES TOUCH THE SWITCH BOX -
PLACE THE COVER OVER THE SWITCH

INSTALL THE FIXTURE IN THE CEILING
80X '

#~ |[F THEY D0, A SH.RT CIRCUIT MIGHT RESULT,
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To MIX MORTAR AND TO CLEAN UP THE
EQUIPMENT USED IN MIXING THE MORTAR.

INTRODUCTION -- PLEASE READ CAREFULLY:

IT 1S IMPORTANT THAT BRICKSMENT
AND SAND ARE WELL MIXED LIFOLE VATER
IS ADDED,

- '_'__’/_'_.,.-_»:,(/:. ¢
'ix“/,x/xu;-h'

O < N .
NS e

LA
SR
QRSN

~ 2



STEPS TO FOLLOW iIN MIXING MORTAR:?

TOOLS AND MATERIALS NEEDED: MORTAR BOX WATER HOSE
MORTAR HOE SHOVEL
BRICKSMENT SAND
WATER TROWEL
WHAT YOU MUST DO " WHAT YOU MUsT KNOW

TO DO THESE STEFS

1. SET UP THE MORTAR BOX IN A LEVEL
POSITION

2. CLEAN THE BOX AND THE HOE OF ANY
DIRT, LEAVES, OR DRIED MCRTAR
WHICH MIGHT CHIP OFF INTO THE MIX

3. PLACE THE PROPER RATIO OF SAND AND
BRICKSMENT IN THE MORTAR BOX~w~ww—~=-f» THE PROPER RATIO 1S 2 TO 1 (2 PARTS SAND
. AND 1 PART BRICKSMENT)., '

L, THOROUGHLY MIX THE SAND AND THE
BRICKSMENT = USING THE DRY MORTAR HOE, MIX THE SAND
' AND THE BRICKSMENT UNTIL THE MIXTURE IS
A UNIFIRM COLOR. IT 1S IMPORTANT THAT
THEY BE WELL MIXED.

5., ADD SOME WATER TO THE MIXTURE AND L.
MIX IT WELL WITH THE MORTAR HOE==-==3»= D0 NOT ADD THE WATER CONTINUOUSLY. You
- SHOULD ADD SOME WATER, MIX WELL, THEN
TEST THE CONSISTENCY OF THE MIXTURE.

THE MIXTURE |S READY WHEN YOU CAN SCOOP
SOME MORTAR ONTO THE TROWEL, SHAKE 1IT
SLIGHTLY, AND HAVE IT REMAIN ON THE
TROWEL EVEN WHEN THE TROWEL 1S TIPPED
AT A U450 ANGLE. Fig. &




WHAT You mUsT 120

6.

7.

KEEP REPEATING STEP 5 UNTIL THE
MORTAR 1S THE DESIRED CONSISTENCY

IF THE MORTAR 1S Too weT (soupy),
SLOWLY MIX IN SAND AND BRICKSMENT
iN A2 701 RATIO FiGg. &

al

WHAT You MUST [KHNOW

.t st i s ——




Your

THIRD CRPETIUGHRCE W CUILDING TRABIS 1S

TO MiIX YOUR OWN MORTAR AND TO LAY
2 ERICK WALL THREE BRICKS HIGH, WITH A
CORLER UL FLACH ENDe




STEPS TO FOLLGW IN MIXING MORTAR AND LAYING A BRICK WALLZ

TOOLS AND MATERIALS NEEDED: TROWEL MORTAR BOARD

Lever JOINT ROD
BRICK WAMMER FRAMING SQUARE

. Live 81 prurcvs
LINE BLOCKS BRICKSMLRT
6' RULE SaND
CHALK LINE WATER

WHAT You musT RO WHAT YOU MUST KNOWY

TO DO THESE STEFPS

1. FIND OUT WHERE THC BUILDING SITE
1s (THE WORK AREA IN THE SHOP )

2. LOCATE THE SPOTS ON THE FLOOR THAT
WILL BE THE APEXES (THE TIPS OR
POINTS) OF THE CORNERS=—- p- THE CORNERS WiLL BE 8' 5" APART.

-

3. STRIKE A CHALK LINE BETWEEN THE
APEXES OF THE CORNERS= FiGe 6 ‘tomm——=p- THE CHALK LINE 1S STRETCHED BETWEEN
TWO POINTS. YOU THEN LIFY THE TAUT
LINE OFF THE FLOOR AND RELEASE IT,
THUS YSTRIKING' THE CHALK LINE ON

THE FLOOR.,

; LIFT Line

// AS SHOWN.

WHEBH RELEASED,
Lonp vt STEIKE

FLOOR, MARING A Fig. 6
“"CHALK - LINE "ON
Fleoe.

L, USE A FRAMING SQUARE TO CHALK
THE CORNERS

11

a3



WHAT YOu MUST DO WHAT YOU MUST JatioLd

5., WiTHOUT ANY MORTAR, MAKE A TRIAL
LAYOUT OF ONE ROW OF THE BRICKS==wwwok» LAY DRY BRICKS FLUSH AGAINST THE. LINE
TO DETERMINE THE PATTERN AND THE MORTAR
JOINTSe FiGe 7

THE JOINTS WILL BE BETWEEN 3/8' aND
M
~ \\“’ 1/2' wipe. HOWEVER, YOU SHOULD PAY
- { L\ MORE ATTENTION TO EVENLY SPACING THE

\wn~€?4\ JOINTS AND THE BRICKS BETWEEN THE
R\

NQ&\ (;i DESIRED POINTS THAN TO THE EXACT
s

\ WIDTH OF THE JOINT.
Fie. 7 \/ \

<
4 y

6. MiX THE MORTAR=—w===m== «oPp= REFER TO THE EXPERIENCE IN MIXING
MORTAR.

7. PUT SOME MORTAR ON THE MORTAR BOARD

8. REMOVE THE DRY BRICK FROM EACH
CORNER AND PLACE (T WITHIN REACH

9. SPREAD THE MORTAR EVENLY ABOUT 1V
DEEP ALONG THE CHALK LINE OF THE
LONG SIDE OF ONE CORNER

10. LAY THE CORNER BRICK (BRICK #1)w-e—aP Bed (SET) THE BRICK BY STRIKING IT WITH
THE TROWEL HANDLE UNTIL THE JOINT IS
3/8" ‘THicK. THIS BRICK MUST BE LEVEL,
EXACTLY ON THE POINT WHERE THE CORNER
IS LOCATED, AND SQUARE WITM THE WALLS.

11. LAY BRICKS 2 AND 3 3~ FILL THE CROSS JOINTS WITH THE SURPLUS
MORTAR AS EACH BRICK IS LAID. THE CROSS
JOINTS ARE THE JOINTS BETWEEN THE ENDS
OF Eiclll BRICK.




WHAT You MusT Do

12.

13.

1“.

15.

WHAT YOU ot jKpad

17 WILL PROBABLY BE NECESSARY TO BREAK
BRICK 5 IN HALF WITH A SHARP BLOW OF
THE BRICK HAMMER. THE BROKEN EDGE
SHOULO BE TURNED TOWARD THE INSIDE OF

AFTER LAYING THESE BRICKS, REPEAT STEPS

AFTER LAYING THE THIRD COURSE, REPEAT

) e-LEVEL

CHECK YO SEE THAT THIS COURSE (ROW)
ts tevel (USE THE LEVEL) Fig. 8
CHECK TO SEE THAT THE CORMER 13
SQUARE (USE THE FRAMING SQUARE)
LAY THE SECOND course (Bricks U,
5y AND 6)=ccmo oo e i
THE WALL.
12 Axp 13.
LAY THE THIRD COURSE (BRICKS 7 AND .
8) - - e s -——-———b’
STEPS 12 aAxD 13.
Fic, 8

NOTE NUMEERED
SEQUENCE OF
BRICKS To BUILD
A CORNER.

CHecik EACH CoursE
WITH LEVEL..

13

e
N



WHAT You MUST DO WHAT YOU MUST J<i0ty

16, MAKE SURE THAT THE ZORNER 1S PLUMB
(THAT THE SIDES ARE STRAIGHT UP AND
DOV - NOT LEANIHG 1M OR OUT)- FiG, 9 € USE THE LEVEL FOR THIS.

17. REPEAT STEPS 9-16 WITH THE OTHER
CORMER

18, FAST ° THE LINE CORD AND THE LINE
CORE . .0CKS AT THE TOP OF THE 1ST

COURSE- Fi1G. 9 - 3>  STRETCH THE CORD TIGHT,
o Use THE
Level TO
R CHECK THE
COPHERS

gy SO v~
B sli’e

LINE 7.
cep
BLocK

USE UINE CorD AND BLocKS
TO LAY couRreEs ofF BriIcK
STRAIGHT,




WHAT YOU MUST 0 WHAT YOU MUST M

19. AppPLY MORTAR 1" THICK ALCNG THE
LINE BETWEEN THE cORrRNTPS FiG. 10

20. BED THE BRICK ALONG THE LINE===w—ceip= THE BRICK IS SET BY STRIKING 1T WITH
THE TROWEL MANDLE UNTIL THE MORTAR 1S
3/8" THICK.

21. LAY THE 2ND ARD 3RO COURSESw=e—c=w- P MOVE THE LINE CORD AND THE LINE BLOCK
UP WITH EACH COURSE., THE COURSES SHOULD
BE LEVEL AND PLUMB. SEE STEPS 12 AND

16.

APPLY
MORTAR.
1" THICK
ALONG LINE
BerwzeN
CORNERS

Fiée 10

&y

22, CLEAN THE BRICK==wrmemecmmccacvaneen== (JSE THE TROWEL TO REMOVE SURPLUS MORTAR,

23. USIRG THE .JOINT ROD, RUB THE JOINTS
UNTIL THEY ARE CONCAVE AND ZSLEAN

2L, CLEAN YOUR EQUIPMENT AHD ®UT AWAY
YOUR MATERIALS~=wwm=a= mmmmwtmmammmm——s  JEE THE EXPERIENCE ON MIXING MORTAR
. AND CLEANING UP THE UD734 SITE,.

!

-G‘ 57

5




STEPS TO FOLLOYW 1IN CLEANING UP THE EQUIPMENT AXD THE WORK SITE AFTER THE MCRTAR 1S

USED OR D! SCARDED:

WHAT YOU MUST NG
7O DO THESE STEFPS

WHAT You MUsT RO

2.

3.

4,

5.

KillCVE THE SOILD WASTE FROM THE
MORTAR BOX, THE HOE AND TEE TROWEL~==-P» USE THE HOE TO SCRAPL THE MORTAR BOX.

R'NSE THE MORTAR £°¥, 11E HMORTAR HOE

7't THE TROULL WITH A STRONG FLOW OF

WATER

INSERT THE HOE AND THE TROWEL IN THE -

SAND PILE AND RUE THEM BACK AND FORTH-p» THIS WiLL CLEAN THEM TO A BRIGHT FINISH.

REPLACE THE EQUIPMENT IN THE PROPER

STURAGE AREA=m=rmcr v maccm—m——— -={> TURN THE MORTAR BOX UPSIDE DOWN. PLACE
THE KAND TOOLS WHERE YOU ARE INSTRUCTED.
CUT OFF THE WATER AND COIL THE HOSE.

CLEAN UP THE WORK SITE

0
[P

~ 2
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By MOLLY HEIDEL

SOME INTERESTING FACTS Ar2U7 C O AERCIAL FOADS

1. YHAT KIND OF WORK 1S DONET

MENU PLANNING

Foop PURCHASES

FooD STORAGE

FOOD AND BEVERAGE PREPARATION
CURB WORK

SALES AND SERVICE OF FOOD
HOSTESSING

DiISH AND POT WASHING

GENERAL CLEANING OF EQUIPMENT

2. VIOKKING CONDITIONS:

THERE 1S USUALLY A CLOSE RELATION~
SHIPF WITH OTHER PEOPLE. MOST NEW RES=-
TAURANTS HAVE IDEAL WORKING CONDITIONS,
'1TH NEW EQUIPMENT AND AIR CONDITIONING.
CLD RESTAURANTS, WHICH OFTEN LACK AIR
CONGITIONING AND HAVE OLD EQUIPMENT,
GENERALLY HAVE POOR WORKING CONDITIONS.

3. SALARY SCALE:

"BEGINNERS DO MOT ALWAYS START WITH
THE MINIMUM WAGE. THE SALARY STRUCTURE
1S DIFFERENT WITH DIFFERENT .JOBS. FOR
EXAMPLE, WAITRESSES ARE USUALLY ALLOWED
TO KEEP TIPS IN ADDITION TO THEIR SALARY.

Ly, TYPE OF CLOTHING WORN:?
UNIFORMS ARE ROZUIRED 18 ALMOST ALL

2 ser1cs J23S. SHOES SHOULD BE COM=
NTAGLE AND NEAT.

1
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5« PERSONAL GUALITIES NECESSARY:

MANIPULATIVE SKILLS: EFFICIERCY
AND SPETD ARE IMPORTANT IN MOST FGOD
SERVICE OCCUPATIGHS.

PERSONALITY CHARACTERIST!ICS: A
FOOD SERVICE WORKER SHOULD BE FRIENDLY
ANMC ALERT TO THE NEEDS OF OTHERS.

CDUCATIONAL GQUALIFICATIONS: A
HIGH SCHOOL EDUCATION 1S DESIRABLE.
MANY AREAS REQUIRE VERY LITTLE TRAINING.
HOUEVER, ADVANCED ELUZATION i SAINING
APE UECESSAKY FOR OTHER AREAS SUCH AS
MENU PLANNING.

6. CTHER FACTS OF INTERESTS

ITH THE ADOPTION OF THE L4 DAY WORK
WEEK THE HOSPITALITY INDUSTRY WiLL CON=-
TINUE TH GROM. MORE PEOPLE WILL EAT
OUT MORE OFTEN. DEMANDS FOR EMPLOYEES
W1LL INCREASE.
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TO OPERATC A DISH MACHINE., YOu viLL
EE AEBLE TC PPEPARE TUE MACUIIINFE AND TN USE
IT FOR WASHING SILVERVARE, DISHES, AND
GLASSWARE,

INTRCDUCTION -~ PLESSE READ CAREFULLY:

“YORK QUIETLY AND QUICKLY,

BE CAREFUL OF THE BREARABLE ITEMS.

CuecK ALL DISHES, GL/ASSUARPE, AND
SILVERWARE FOR CLEANLINESS AFTER WASHING
THEM,

BE SURE THAT THE VATER GAUGE READS
150 DEGREES FOR WASHING AND 1" DEGREES
FOR R!NSINGe FjG, 1

TEMPERATURE GAUGES

WASH RiNSE '
» SPRAY
150 18¢° | NCSDLE
e
DisH MACHINE ®E©

| SINK. AREA ‘

1]
i
t

6
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STEPS TO FCLLOYW 1 US1UG THE DISH MACHINZ:

TOOLS AND MATERIALS NEEDED: DisSH MACHINE RACKS DisH MACHINE
SCRAPERS GARBAGE CANS
s HoT WATER DiSi4 MACHINE DETERGENT
SOILED DISHES

WHAT YOU MusT BO WHAT YOU MUST OW
TO DO THESE STEFS

1. C(»Eil THE DOORS OF THE MACHIMNE AND
LOOK INSIDEmmmmmr e s e e b= !NSIDE, ON THE BOTTOM OF THE MACHINE
. ARE PERFORATED TRAYS (FULL OF HOLES).
VHEN THE MACHINE IS FULL, THE WATER
WILL JUST COVER THESE TRAYS.

2. CLOSE THE DOORS

3. FiLL THE MACHINE WITH WATER BY
TURNING THE KNOBS FOUND ABOVE AND
TO THE LEFT OF THE SINK

L, CHECK WITH YOUR INSTRUCTOR TO SEE
WHETHER DETiRGENT SHOULD BE ADDED
TO THE MACH|NEmem=menaee—— - P SOME DISH MACHINES ADD THE DETERGENT
AUTOMAT I CALLY.

5, CHECK THE TEMPERATURE OF THE WATER-=-P» THE WATER GAUGE SHOULD READ 150 DEGREES
FOR WASHING AND 180 DEGREES FOR RINSING.

6. SCRAPE ALL SOLIDS FROM THE DISHES Fg, 2

Fi1Ge 2

_ A
[ Il
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WHAT YOU MUST 32 WHAT YOU MUsT MoV

7.

PuT ALL DISHES IN THEIR PROPER
RACKS. SILVER GOES IN FLAT BOT-
TOMS, GLASSES IN GLASS RACK, PLATES,
SAUCERS, AND FLAT DISHES IN THE END

OF THE RACK=-=FiGe 3 ‘~wee—ecccceceabo FOR A DISH MACHINE TO DO 1TS BEST WORK,
DISHES MUST BE PROPERLY FED INTO THE
MACHINE.

9.
10.

11.

12.

SLIDE THE RACK TO THE RINSING SINK
AND .SPRAY THE DISHES WITH WATER

FROM THE SPRAY NOZZLE=~F1Ge 4 +=—=-jw= KEEP THE DISH WATER ZSLEAN BY RINSING THE
DISHES BEFORE THEY ENTER THE MACHINE.

SLIDE THE RACK INTO THE MACHINE

CLOSE THE DOORS

SPRAY
BEFORE

WASHING

PUSH THE STARTER BUTTON==—=—wwc———-m THE MACHINE 1S AUTOMATIC,. WHEN THE LIGHT
GOES OUT, THE DISHES HAVE BEEN WASHED AND
RINSED.

STORE THE DISHES AND THE SILVERWARE

IN THE STORAGE AREA DESIGUAT.D BY

YOUR {NSTRUCTOR=mmmwmemcemcmannmm—=] YOUR HANDS SHOULD BE CLEAM WHEN HANDLING
CLEAN DISHES. HANDLE THE 01SHES AND THE
SILVERWARE AS LITTLE AS POSSIBLE.

5
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To GRILL A HAMBURGER, HEAT THE BUN,
APPLY MAYONNAISE OR MUSTARD, LETTUCE,
TOMATO, ONION AND PICKLE, AMD TO ARRANGE
IT ON A PLATE.

STEPS TO FOLLOW iIN MAKING A HAMBURGER?

TOOLS AND MATERIALS NEEDED: GRriLL : SPATULA
HAMBURGER PATTY LeETTUCE
TOMATO MusTaRrD
MAYONRALSE 0::tON
WHAT YOU MusT DO WHAT YOU tiues Frnnty

TO DO THESE 6‘2’3!’5

e HAVE ALL MATERIALS THAT ARE NEEDED
WITHIN REACH OF THE GRILL

2. SET THE GRiLL ON 350° Do~ THE SWITCH PANEL IS AT THE FRONT OF
THE GRILLe THERE ARE FOUR SWITCHES,
EACH CONTROLLING }g OF THE GRILL
DIRECTLY ABOVE 1Te Fg, §

FiGe 5
GR|L-)L Tor
AMBURGBER PATTIE
nangureer. | ¢ e aceD RIGHT ON
BUMN uskl _~—~ﬁ1§;;;;;9 THE GRILL TOP
HEATED ©
eRILL TOP IF ——-TRESS LIGHTS

THERS 15 ROOM.- 3 ® INDICATE WHEN
@° @ DESIRED HEAT

t 7 " I% REACHED.
SWITCHES T coumou/ﬂem OFGRILLTDP




WHAT YOou MUST Lol

3.
b,
56

6.

REMOVE A FROZEN PATTY FROM FREEZER

PLACE THE PATTY ON THE GRILL

HEAT THE BUN -

FRY THE PATTY AS THE ORDER REQUESTS =333

WHAT YOU MUGT ML)

IFf THERE 1S ENOUGH CLEAN SPACE,
HEAT THE BUN DIRECTLY ON THE GRILLe
OTHERWISE, PLACE THE BUN IN THE
sTEAM OVEN (YOUR INSTRUCTOR WILL
OPERATE THE OVEN).

WHEN TURNING, IF YOU ARE FRYING
SEVERAL HAMBURGERS, TURN EACH ONE
ONTO ANOTHER HAMBURGER TO MINIMIZE
SPLATTER., KEEP THE GRILL SCRAPCZD

WITH THE TURNER TO AVOID TOO0 MUCH
FAT ACCUMULATION. FiG. 6

1)

~T )



WHAT YOU MUST L5 WHAT YOU MUST {507

_ 7. THKE THE BUN OFF ThH¢ GRILL ALD
: SPREAD MAYONNALISE Ano/ba MUSTARD

ON IT Fig, 7

8e Onin THE BUN AND FLACE 1T ON THE
PLATE

9. PLACE THE PATTY ON ONE FACE OF
THE BUN '

10 PLACE CHOPPED LETTUCE, 1 SLICE OF
TOMATO, AND 1 SL {CE OF PICKLE ON
THE OTHER HALF OF THE BUN==—m—wwwa—- -3 BE CAREFUL IN PLACING THE LETTUCE ON
THE BUN. CHOPPED LETTUCE SHOULD BE
ON THE BUN = NOT HANGING OFF. A LEAF
OF LETTUCE LOOKS ATTRACTIVE WHEN IT IS
OVERHANGING SLIGHTLY.

11. PLACE A SLICE OF ONION BESIDE THE
OPEN HAMBURGER ———— ~d» FRENCH FRIES OR POTATO CHIPS ARE
' USUALLY SERVED WITH HAMBURGERS.

12. KEEP THE PLATE NEAT AND ATTRACTIVE.
WIPE GREASY SPOTS AWAY BEFORE SERVING.
SERVE THE HAMBURGER HOT Fyg., 8
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BY KATHERN HALE
EDNA KING
WILLA DEAN KIRBY
MARY SIMMERLY

EOME INTERTZETINE FACTS ABOUT COSMETOLOEYV

1. WHAT KIND OF WORK 1S DONE?

COSMETOLGGY 1S THE ART OF CARING
FOR THE HAIR, THE SKIN, AND THE NAILS,
A COSMETOLOGIST MIGHT WORK AS A

Hatr STYLIST

COLOR TECHNICIAN

WiG SPECIALIST

COSMEYIC TECHNICIAN

COSMETIC CHEMIST

SUPPLY DISTRIBUTOR

INSTRUCTOR

SALON MANAGER OR OWNER

MANICURIST

2., VWORKING CONDITSONS:

THE WELL-EQUIPPEDL BEAUTY SALON HAS
AREAS FOR SHAMPOOING, HAIR CARL, MANi=
CURING, FACIAL CARE, WIGGERY {SERVICE
AND SELLING), AND THE APPLiCATION AND
SELLING OF COSMETICS, COSMETOLOGISTS
USUALLY WORK IN MODERN, AIR=CONDITIONED
BEAUTY SALONS., HOWEVER, SOME OF THE
SMALLER SHOPS MIGHT HAVE PGORER EQUIP~
MENT,

3.  SALARY SCALE:

THE SALARY WHICH THE BESINNING
LICENSED COSMETOLOGIST MAY EXPECT
VARIES ACCORDING TO THE LOCATION, THE
o CAPABILITY OF THE OPERATOR, AND THE

1
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DEMAND OF THE CLIENTELE. UsuaLry,

THE OPZRATOR CAN EXPECT A HOY% CoMMI S~
S1ON, THE COMPETFNT COSMETOLOGIST

CAN EXPECT TO EARN FRrOM $4,000 vo
$A,000 PeEr YEAR, HOWEVER, AS THE
OPERATOR ADVANCES IN EXPER{ENCE, OPPOR-
TUNITIES FOR EARMIMNGS WILL INCREASE,

L, TYPE OF CLOTHING WORN:

THE CONVENTIONAL WHITE UNIFORM,
PROFESSIONAL SHKOES, AND WHITE UNNER=-
GARMENTS &RE ACCEPTABLE FOR GIRLS,
YGUNG MEN WEAR WHITE LAB JACKETS,
DARK TROUSERS, AND DARK SHOES,

5. PzZRSONAL QUALITIES NECESSARY:S

MENTAL APTITUDE: SOME SICNSE OF
ARTISTIC PROPORTION 1S NECESSARY. A
WILLINGNESS TO BE COOPERATIVE AND YO
SERVE THE PUSLIC 1§ ALSO VERY IMPORTANT,

MANIPULATIVE SKiILL: FINGER AND
MANUAL DEXTERITY AS WELL AS A HIGH
DEGREE OF EYE AND HAND COORDINATION
ARE NECESSARY.

PERSONAL ITY CHARACTERISTICS: YoUu
#UST BE ABLL TO COMMUNICATE WELL WITH
OTHERS, BE EMOTIONALLY STABLE, RESPONS~
IBLE, BE COURTEOUS, AND WELL.-GROOMED.

EDUCAT(ON QUALIFICATIONS: AN
INDIVIDUAL MUST MEET THE REQUIRE=~
MENTS OF THE TENNESSEE STATE BoOaRrD
TO BE L'CENSED TO PRACTICE COSMETOLOGY
IN TENNESSEE. THE BOARD REQUIRES THAT
YOU PASS BOTH A WRITTEN AND PRACTICAL
EXAINATION AFTER HAVING COMPLETED
1500 CLOCK HOURS OF TRAINING IN AN
ACCREDITED SAHOOL, WHETHER IT 1S AN
Brea VocaTionaL TECHNICAL, PRIVATE OR
puBLIC SCHOOL. THE INDIVIDUAL MUST
ALSO HAVE A 10TH GRADE EDUCATION. [N
ORDFR 10 COMPLETE THE PROGRAM IN A
PUBLIC SCHOOL, THE STUDENT MUST BEGIN
IN H1S SOPHOMORE YEAR,
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YOUIR BIrns v BRSNS E IN COSHESTOLOSY [HILLLE:

TO GIVE A PLAIN MANICURE,

INTROUUCTION -~ PLEASE READ CAREFULLY:

THE WORD MANICURING IS DERIVED FROM
THE LATIN ""Manus" (HanD) AND "CURA" (CARE),
MEANING THE CARE OF HANDS AND NAILS.

THE PROFICIENT MANICURIST MUST
POSSESS KNOWLEDGE OF THE ANATOMY OF THE
HANDS, THE NAILS, AND THE ARMS. -THE
MANICURIST MUST ALSO BE FAMILIAR WITH
THE COSMETICS AND THE IMPLEMENTS USED,
SAFETY RULES TO BE OBSERVED IN MAN|=~
CURING: '

1« KEEP ALL CONTAINERS COVERED
AND LABELEDs

2. DO NOT FILE TOO DEEPLY INTO
NAIL CORNERS.

3¢ AVOID EXCESSIVE FRICTION IN
NAIL BUFFINGe

L, AvoiD PUSHING CUTICLE BACK
TOO0 FAR.

BE. 1IN CASE OF INJURY APPLY ANTi=~-
SEPTIC,

6. DO NOT WORK ON A NAIL TVHAT
IS DISEASED.,

REFERENCES:

MILADY STANDARD TEXTBOOK OF
. COSMETOLOGY sy Constance V. KiBBE,
ppP. 63, 65, 69-75.

THE KEYSTOME COSMETOLCCY GUIDE
TO BFAUTY CULTURE sy AxThoHY B.
COLLETTI, PP. 165-173,

"L




STEPS TO FOLLOW IN SEYTING UP THE MANICURE TABLES

TOOLS AND MATERIALS NEEDED: PoLISH REMOVER, CUTICLE OiL, CUTICLE CREAM, POLISH, COTTON,
SOAP, WATER, CLEAN TOWEL, CLCANSING TISSUE, ANTISEPTIC,
DISINFECTANT SPATULA, ORANGE WOOD STICK, NAiIL FILE,

CUTICLE PUSHER, NAIL BRUSH, MIPPERS, SCISSORS, EMERY
BOARDS, NAIL BUFFER, MANICURE TABLE, PATRON'S CHAIR,

STOOL, SUPPLY TRAY, FINGER BGWL, COTTON CONTAINER.

Aar BT rm st — S

WHAT YOU MUST L& JHAT YOU MUST MZHOW
' TO DO THESE STEFS

1. INVENTORY THE TOOLS AND THE

MATERIALS ~emmeccccaccccnemcee o= B MAKE SURE THAT YOU HAVE ALL OF THE
* TOOLS AND THE MATERIALS MENTIONED
ABOVE.

2. ARRANGE YOUR TOOLS AND MATERIALS
ON THE MANICURE TABLE ACCORDING
TO THE DIAGRAM. MANICURE YABLE
. SET=UP: _
* 1o TOWEL WRAPPED PILLOW
2. BUFFER
3. STEEL FILE
4. EMERY BOARD
5. ALCOHOL
6. COTTON CONTAINER
7. FINGER BATH
8. NaiL BRUSH
9. WET SANITIZER CONTAINING
MANICURE IMPLEMENTS
10. TRAY WITH NAIL POLISH
Fig, 1

53
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STEPS TO FOLLOW tN REMOVING THE POLISH:

TOOLS AND MATERIALS NEEDEDs ToweL, poLISH TRAY, COTTON, POLISH REMOVER

WHAT YOU MUST PO

WHAT YOU MUST K NOVY/
TO DO THESE STEES

1.

2,

3.

b,

5.

SATURATE A COTTON PAD WITH

PO0LISH REMOVER =—wvwew e e e e o o 0

BEGIN WiTH YHE LITTLE FINGER ON
THE LEFT HAND

---);1...

To PREVENT SPILLING, PLACE THE

POLISH REMOVER BOTTLE IN AN AREA

AVIAY FROM ACTIVITY.

PRESS THE COTTON PAD OVTR THE NAIL

TO SOFTEN THE POLISH -

Movr THE SATURATED PAD FROM THE

P~ NAIL POLISH CAN BE
THE FLUID STATE BY
PROPER SOLVENT.,

BASE OF THE NAIL TO THE TiP FiG, 2

PROCEED WITH EACH NAIL ON THE LEFT

HAND. REPEAT THESE STEPS ON THE
RIGHT HAND

RETURNED TO
APPLYING THE

MOVE PAD From
BASE OF NAIL

~Fon
EnS




TOOLS AND MATERIALS NEEDED:

STEPS TO FOLLOY N SHAPING THE NAILS:

EMERY BOARD OR METAL FILE, TOWEL, FINGER BOWL,
WATER, SOAP

WHAT YOU MUST 20

1.

2.

3.

5.

USE THE COARSE SIDE F THE EMERY

BOARD TO SHAPE THE NAILS ==== B

FILE THE NAILS OF THE LEFT HAND,
BEGINNING WITH THE LITTLE FINGER

PROCEED WITH EACH NAIL ON THE
LEFT HAND

BEGIN WITH THE RIGHT HAND =ccmemca=is-

FINISH WITH THE NAILS ON THE
RIGHT HAND

WHAT YOU MUST IKNO b/
. TO DO THESE STEPS

FiILE THE NAIL FROM THE CORNER TO THE
CENTER.

Do NOT FILE TOO DEEZPLY INTO THE

NAIL CORMNERS,

A BACK AND FORTH MOTIONMN TENDS TO
SPLIT THE NAIL AND CAUSE A FRICTION
BURN ON THE FiNGER.

AFTER COMPLETING 2 NAILS ON THE
RIGHT HAND, PLACE THE LEFT HAND IN
THE FINGER BOWL (FILLED WITH WARM
SOAPY WATER) IN ORDER TO SOFTEN THE
CUTICLE. FiG, 3

3 PLACE HANPD [N FINGER
Bowl ‘ToO SOFTEN CUTICLES.

T
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STEPS TO FOLLOW 1IN PREPARING THE CUTICLE?

TOOLS AND MATERIALS NEEDED: FINGER BOWL, WATER. SOAP, CUTICLE SOLVENT, CUTICLE

CREAM OR OtL, COTTON, ORANGE WOOD STICK, TOWEL

WHAT You MUST 23 CWHAT YOU MUST 2200
TO DO THESE STERS

1.

24

3.

b,

5.

6.

7.

8.

REMOVE THE LEFT HAND FROM FINGER ,
BATH, DRY 1T THOROUGHLY ——————l THE HAND MUST BE THOROUGHLY DRIED,

ApPLY CUTICLE SOLVENT, BEGINNING
ON THE LITTLE FINGER OF THE LEFT
HAND. APPLY SOLVENT AROUND THE .
CUTICLE OF EACH FINGER

LOOSEN THE CUTICLE Fig, 4 r—— D USE YHE SPOON ENG OF THE ORANGE WOOD
STICK AND GENTLY MOVE THE CUTICLE
BACK, USING A CIRCULAR MOVEMENT.

| Fic. & | %fxxsznl
. UTICLE
IMMERSE THE FILED RIGHT HAND IN WiTH QP ANAE

THE FINGER BOWL \ WOOD £ (C1
WRAP A THIN LAYER OF COTTON
AROUND THE SHARP END OF THE
ORANGE WOOD STICK AND DIP IT IN
SOAPY WATER .

USING THIS COTTON WRAPPED TIP,
CLEAN UNDER THE NAIL FROM THE
CENTER TOWARD EACH SIDE mem———w—mece—e=p-{JSZ GENTLE PRESSURE.

APPLY CUTICLE OIL OR CREAM === b= APPLY CREAM AROUND THE SIDES AND THE
BASE OF THE NAIL. MASSAGE THE CUTICLE
WiITH YOUR THUMB IN A CIRCULAR MOVEMENT.

REMOVE THE RIGHT HAND FROM THE FINGER
BATH. DRY THE HAND THOROUGHLY ===w=—==p~ TREAT THE NAILS OF THE RIGHT HAND,
FOLLOWING THE ABOVE *TEPS._

76
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STEPS TO FOLLOW N CLEANING THE NAILS?

TOOLS AND MATERIALS NEEDED:

TOWEL, WATER BATH, NAIL BRUSH

b et s sy et

WHAT YOU MUST 52

HAT YOU MLUST MO
TO DO THESE STEPS

1. BRUSH THE NAILS IN THE SOAP
BATH «F({Ge 5§  wmworm—emcacmccma=w . WITH THE WET NAIL BRUSH, MAKE
DOWNWARD STROKES ON EACH NAIL.
WASH THE CREAM FROM EACH NAIlL.
2. DRY THE HAND rkonoueHLv -------- P REPEAT ON BOTH HANDS.
DOWNWARD % | .
NA}L L ‘ SS?;Q:, '\
BrosH 17 \| Y VL0
! Sy K
s’ NS [ W0
NAI - L ‘ﬂ_sl
vV b AR
'/,";‘;,: 00
FiGe 5 A /a

STEPS TO FOLLOW N BEVELING THE NAILS:

TOOLS AND MATERIALS NEEDED: EMERY BOARD

.

WHAT YOU MusT DO

WHAT YOU MUST Fi 20"

"WITH FINE SIDE OF EMERY BOAKD,

SMOOUTH OUT AMY DLEFECTS.

1. EXAMINE THE MNAILS FOR DEFECTS AND
ROUGH EDGES '
2, BEVEL THE NAILS == Fjg, 6 =======- Joo-
9
’ Q ‘ O g
ERIC ¢'7
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STEPS TO FOLLOW IN APPLYING THE POLISH:

TOOLS AND MATERIALS NEEDED: POLISH REMOVER, POLISH, (NAIL BUFFER, DRY POLISH,
BUFFING POWDER OR CREAM FOR MEN), ALCOHOL, COTTON,
TOWEL

S AT YOU MUST BO& WHAT YOU MUST }<tidty
TO DO THESE STEFPS

1« CLEAN THE NAIL WITH POLISH
REMOVER =—emmmomcame o= o IF THE NAIL 1S NOT PROPERLY CLEANED
WITH POLISH REMOVER, THE NEW POLISH
WiLL NOT ADHERE TO THE NAIL.

2. FOR MEN ONLY, SHAKE OUT A SMALL
AMOUNY OF DRY POLISH ON THE
. BUFFER - - - BUFF THE NAILS IN A DOWNWARD STROKE
' TO PREVENT FRICTION,
TO PREVENT A HEATING OR BURNING
SENSATION, LIFT THE BUFFER AFTER
EACH STROKE. BUFFING THE NAILS
e INCREASES THE CIRCULATION OF BLOOD
TO THE FINGER TIPS, SMUOOTHS THE
NAILS, ANC GIVES THEM A NATURAL GLOSS
OR POLISH.
. FOR MEN, UNLESS A CLEAR LAYER OF
POLISH IS DESIRED, THE MANICURE
1S NOW COMPLETE.

3. APPLY THE BASE COAT ON THE LITTLE
FINGER OF THE LEFT HAND, WORKING _
TOWARD* THE THUMB =-F1Ge 7 ‘====—-P> APPLY ONE THIN LAYER OF BASE COAT,
, USING 3 STROKES; ONE STROKE DOWN
EACH SIDE OF THE NAIL, THEN ONE DOWN
THE MIDDLE. ALLOW THIS COAT TO DRY
THOROUGHLY.,

APPLY
BASE CoAT
IN 3 STROKES,

AS GHOWN.
AlLlLow To Drv.
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WHAT YOU MUST {20 WHAT YOU MUST KiiiiY

L, APPLY THE LIQUID POLISH wwmmwcccm—wmaeebs APPLY 2 THIN COATS, ALLOWING EACH COAT
TO DRY THOROUGHLY. USE ONLY 3 STROKES,

5. ON COLORED POLISH, REMOVE A HAIRLINE
TiP ON THE FREE EDGE OF THE NAIL ==——=p= RUB YOUR THUMB GENTLY AROUND THE FREE
EDGE OF THE NAIL TO RINOVE A THIN
STRIP OF 1<Li8le Filee 8

CO o UL REE 2 LR et R BT S N

Fice 8

6. APPLY TOP OR SEAL COAT IN ONE THIN
LAYER. USE 2 STROKES | APPLY A THIN COAT OF SEALER OVER THE
' ENTIRE NAIL,
ALLOW THE NAIL TO DRY THOROUGHLY.

7. CLEAN UP THE AREA - CLEAN THE 1#” _..4ENTS BY APPLYING A
70% ALCOHOL SOLUTION WITH A COTTON
PAD., RUB THE ALCOHOL OVER ALL OF THE
IMPLEMENTS, THEN PLACE THEM IN A DRY
STERIL1ZER,
CLEAN THE TOPS OF THE POLISH BOTTLE
WITH POLISH REMOVER,
REPLsCE USEDN MATERIALS,

w9
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To SHAPE PINCURLS

INTRODUCTIGH ~ PLLASE READ CAREFULLY:

CAREFUL PLANNING AND SHAPING OF
THE PINCURLS (ALSO CALLED SCULPTURE
CURLS), WILL RESULT IN GOOD LINES,
WAVES, AND CURLS. THE HAIR MUST BE
PROPERLY SHAPED AND WOUND UNIFORMLY
IN GRDER TO OBTAIN SPRINGY, LONG=-
LASTING CURLS.,
PINCURLS HAVE 3 PRINCIPLE PARTS?
, STEM, AND CIRCLE.
Toe “ns50 1S THE STATIONARY FOUNDA~

ey

BASE

- TION OF THE CURL ATVACHLD TO THE

SCALP.
THE STEM 1S THAT PORTION OF THE
PIN CURL BETWEEN THE BASE AND THE
FIRST TURN OF THE CIRCLE,
THE CIRCLE 1S THAT PART OF THE
PINCURL FORMING A COMPLETE CIRCLE. F1Go 9

i REFERENCES:

MILADY STANDARD TEXTBOOK OF :
COSMETOLOGY sY ConsTasceE V. KiBBE, ¢
PP, 113~11kh, ‘ -

COSMETOLOGY KEYSTONE GUIDE TO
BEAUTY CULTURE sy AnthHONY B. COLLETTI,

P. 37.

R
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STLRS TO FOLLOW N SHAPRPING THE CURLS:

TOOLS AND MATERIALS MELDED: VATER, SETTING LOTIOH, COMR, CLIPPIES, TOVEL,
MANNEQUIN, APPLICATOR BOTTLE

WHAT YOU MUST 22D

WHAT YOU MUST KNS
TO DO THESE STEPS

1.

2.

3.

56
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USING THE APPLICATOR BOYTLE,

AFFLY WATER AT THE NAPE SECTIONS cemw—pw-  YOUR MANNEQUIN 1S MADE OF 100%

CONTINUE BY SECTIONS, UNTIL ALL
OF THE HAIR S COMPLETELY
SATURATED

USING THE LARGE TEETH OF THE
COMB, REMOVE THE TANGLES FROM
THE HAIR

BEGINNING AT THE OUTSIDE CORNER
OF THE EYEBROW, PART THE HAIR
TOWARD EACH SIDE OF THE CROWN

HUMAN HAI12. THE MANNEQUIN HAIR
MAY BE SHAMPOOED, CONDITIONED.
SET, DRICD AND COMBED. Fig, 10

SATURATE HAIR COMPLETELY

AND DIVIDE INTO SECTICNS. ]
COMB OUT TANGLES.

AREA ==F1Ge 1] mmmccnnccamanaanne o IN STEPS &4 THROUGH 9 THE HAIR i
1S ""SECTIONED AND RIBBONED,'
PREE o N

FASTEN WITH A CLIPPIE

FART HAIR
TO

CROWN
AREA

£2



WHAT YOU MUST §:0 2 HAT YOU MUST 5 W

S
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6., USING THE APPLICATOR BOTTLE,
APPLY ENOUGH SETTING LOTION TO
SATURATE FACH MAIR STRzt'o  F1Ge 12

7. COMB THE LNTION EVENLY THROUGH
THE HAIR

8, USING THE LARGE TEETH OF THE
. COMB, SEPARATE OUT A SMALL SECTION
OF HAIR

9., CoMB THIS SECTION INTO A SMOOTH
STRAND

10, WIND THE HAIR AROUND THE TIP CF
YOUR FINGER. Fi1G, 13

11. PLACE THE CURL AGAINST THE SCALP BY
LETTING IT SLIDE OVER THE TiP OF YOUR
FINGER

12, SECURE WITH A CLIPP!E Fig, 14

15
e 83
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AN INTRODUCTION TO
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BY JULI VOTTER
JEAN CHAPPELL

SCME INTERESTING FACTS ABOUT DISTRIBUTIVE EDUCATION

. ' : 1. WHAT KiNDS OF WORK ARE DONE?

DiSTRIBUTIVE EDUCATION TRAINS
INDIVIDUALS FOR EMPLOYMENT IN THE
FOLLOWING TYPES OF 7USINESSES:

GENERAL MERCHANDISE STORES

RESTAURANTS

SERVICE STATIONS

AUTOMOBILE DEALERSHIPS

SPECIALTY STORES

GROCERY AND MEAT MARKETS

WAREHOUSE WHOLESALERS

MANUFACTURERS SALES JUBBERS

AGENTS AND BROKERS

INSURANC:

ADVERTISING

HoTEL AMD MOTEL

REAL ESTATE

TRANSPORTAVION

SPECIALTY SERVICE STORES

BANKING

THESE OCCUPATIONS DEAL MITH
BUYING, SELLILG, MERCHANDISING, AD-
VERTISING, DISPLAY, TREMS®ORTATICH,
PERSONNEL, AWD OTnZ? RETAIL, WHOLE=-
SALE, AND SERVICE FUNCTIONS,

1
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2. \VIQKKING CONDITIOYNS:

THE MAJORITY OF POSITIONS ARE
LOCATED IN LARGE CITIES OR SUBURBAN
AREAS. A FORTY~HOUR WORK WEEK IS
COMMON, PEOPLE wWiTH SENIORITY IN
DISTRIBUTIVE OCCUPATIONS HAVE REASON=-
ABLY GOOD JOR SECURITY,

3. SALIARY SCALES

EMPLOYEES OF LARGE FIRMS ENGAGED
IN MARKETING AND DISTRIBUTION ARE NOW
COVERED BY THE MINIMUM WAGE LAW WHICH
i1s SET AT $1,60 an Hour, HOWEVER,
SMALL RETAIL STORES ARE 0T REQUIRED
TO PAY A MINIMUM WAGE., WHOLESALERS
ARE REQUIRED TO PAY THEIR EMPLOYEES
$1.30 AN HOUR, THE MAXIMUM EARNINGS
IN THIS FiELD DEPESD LARGELY O THE
ABILITIES AND THE ENERGY OF THE WORKER,
MANY OF THE TOP PERSONNEL :N MARKETING
AND DISTRIBUTION EARN Up To $25,000
ANNUALLY,

L, TYpPe OF CLOTHING WORNS

ALL DISTRIBUTIVE OCCUPATIONS REQUIRE
NEAT, CLEAN CLOTHING., A SUIT OR JUST A
SH!RT AND TIE WOULD USUALLY BE APPROPRIATE
FOR MEN,

5., PERSONAL QUALITIES NECESSARY!

PERSONALITY CHARACTERISTICS: PEOPLE
EMPLOYED IN MARKETING AND DISTRIBUTIVE
OCCUPATIONS MUST ENJOY WORKING WITH OTHERS
AND SHOULC BE ABLE TO ADJUST TO CHANGING
EMPLIYMENT CONDITIONS., LOYALTY TO THE
FIRM AND A DESIRE TO SEE IT SUCCEED ARE
IMPORTANT QUALITIES,

EDUCATION QUALIFICATIONS: A HIGH
SCHOOL EDUCATION 1S A REQUIREMENT FOR
MOST DISTRIBUTIVE OCCUPATIONS. ADVANCED
TRAINING (S NECESSARY FUR MOST PROMOTIONS.
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6. OTHER FACTS OF INTEREST:

ONE OUT OF EVERY TWO EMPLOYED AMERICANS
WORKS N MARKETING AND DISTRIBUTIVE OCCUPA~-
TIOKS., IN THE STATE OF TENMESSEE ALONE
oVeER 250,000 JoBS ARE EXPECTED TO OPEM
EACH YEAR IN THIS FIELD., NO OTHER FIELD
OFFERS MORE OPPORTUNITIES TO JOB SEEKERS.

e

& AR e S e ae T e

R IR SN

st sled R R Rosdistn 42 TARAT L UdRSe 0

SFN

SR TRLOSTENY BN PN R REA O



staf g

SUPEEVIIIDE PN DI IVE BRUCKTICH P

TO MAKE CHANGE, USING THE LEAST
NUMBER OF COINS AND BILLS POSSIBLE.
To 0O THIS, YOU AND A FELLOW STUDENT
WILL ALTERNATELY PLAY THE ROLES OF A
SALESPERSON AND A CULITONHTR EXTHIHGING
IMITATION MOHEY 1O PURLHASLu,

INTRODUCT!ON -~ PLUASE READ CAREFULLY:

CFTER A CUSTOMER WILL GIVE THE
CASHIER MORE MONEY THAYN REQUIREN FOR
THE PURCHASE., WHEN THIS HAPPEHS, THE
CASHIER MUST GIVE THE CORRECT CHANGE.
THE ACCEPTED METHOD OF CHANGE-MAKING
USED BY SALESPEOPLE 1S THAT OF ADDI-
TION OR SIMPLE COUNTING, THE CASHIER
SHOULD NEVER ATTEMPT TO SUBTRACT,
EITHER MENTALLY OR WITH PAPER AND
PENCIL, SINCE SUBTRACTION IS BOTH TIME
CONSUMING AND INACCURATE.

T0 MAKE CHANGE YOU SHOULDS

1. MENTION THE TOTAL OF THE SALE
AND THE AMOUNT RECEIVED FROM THE CUS-
TOMER. .
2. MENTALLY START COUNTING WITH
THE AMOUNT OF THE SALE SHOWN ON THE
RECEIPT OR SALES SLIP OR ON THE CASH
REGISTER INDICATION,

*3., STOP COUNTING WHEN YCU REACH
THE AMOUNT THAT THE CUSTOMER GAVE YOU.

L4, CAREFULLY COUNT THE CHANGE BACK
TO THE CUSTOMER BY BEGINNING WITH THE
AMOUNT OF THE SALE AND COUNTING UP THE
AMOUNT ADDED AS EACH COIN AND BILL 1S
GIVEN TO THE CUSTOMER, EMPHASIZING THE
DOLLAR AND CENTS SIGNS.

5. THANK THE CUSTOMER.

FOR EXAMPLES A CUSTOMER MAKES A PUR~
CHASE TOTALING $6.23 AND GIVES THE
CASHIER A $20 BILL AS PAYMENT., [NDI=
CATE WHAT CHANGE WOULD BE GIVEN TO THE
CUSTOMER, USING THE LEAST HUAGER OF

4
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COINS AND BILLS POSSIBLE. REMEMBER
YOU ARE NOT 70 USE PAPER AND PENCIL OR
TO SUBTRACT.

1. AccepT THE $20 BILL FROM THE
CUSTOMER, REPEAT THE AMOUNT OF THE SALE
AND THE AMOUNT RECE!VED AS “THAT 1S 6
DOLLARS AND 23 CENTS OuT OF $20."

2. MeNTALLY COUNT, BEGINNING WITH
$6.23s "2 ceuvs 1s $H.255 25 cenvs 1S
$6.503 50 CENTS 1S $7; Tuitk $1 SILLS
1s $10; one $10 siLL s $20.

3. SPEAKING LOUDLY ENOUGH FOR THE
CUSTOMER TO HEAR, COUNT THE CHANGE BACK
T0 THE CUSTOMER BY BEGINNING WITH THE
AMOUNT OF THE SALE AND COUNTING UP THE
AMOUNT ADDED AS EACH COiN AND BILL IS
GIVEN TO THE CUSTOMER.

Iy, EMPHASIZE THE DOLLAR ''SiGn"
WHEN COUNTING AS MSIX DOLLARS AND 23
CENTS; S1X DOLLARS AND 25 CENTS3 SEVEM
DOLLARS; EIGHT DOLLARSS NIME DOLLARSS
JEN DOLLARSS JUEHTY DOLLARS.

5., THANK THE CUSTOMER AMD ENCLOSE

THE CASH REGISTER RECEIPT OR THE SALES
TICKET WiITH THE CUSTOMER'S PURCHASE.

REFERENCES:

TIPS ON MAKING CHANGE, Tx: NATIONAL
CasH RecISTER Comrany,

5
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STEPS TO FOLLCWY 1M ROLE PLAYING A CASHIER AND A CUSTONER?S

TOOLS AND MATERIALS KEEDED:

IMITATION MONEY

WHAT YOU MusT DO

1.

2,

3.

You SHOULD PAIR OFF AND DECIDE Vitd
YOUR PARTNER WHICH OF YOU WiLL BE
THE SALESPERSON FIRSTewmrmnememmencwwns

THE CUSTOMER WILL GIVE THE SALES-
CLERK THE SUM LISTED UNDER "AMOUNT
RECEIVED'' FOR THE FIRST TRANSACTION

T — .
w
THE SALESPERSON WILL GIVE CHANGE

FOR THE DIFFERENCE BETWEEN THE
WAMOUNT RECEIVED' AND THE 'AMOUNT
OF SALE! USING AS FEW COIMS AND
BILLS AS POSSIBLE -

THE CUSTOMER WiILL TELL THE CASHIER
WHETHER OR NOT HE HAS GIVEN THE
CORRECT CHANGE

20

WHAT YOU MUST KNOW
TO DO THOSE STEPS

AFTER YOU HAVE FINISHED THE FIRST
SET OF PURCHASES, YOU WILL REVELRSE
THE ROLES.

FOLLOW THE 5 STEPS LISTED IN THE
{NTRODUCTION FOR MAKING CHANGE.

ONLY THE CUSTOMER SHOULD LOOK AT

THE ANSWER SHEET,

THE ANSWER SHEET 1S THE LAST PAGE
IN THIS EXPERIENCE.

DI VA



WHAT YOU MUST 205 WHAT YOU MUST ™20 1

5, RepeaT STEPS 2-L FOR EACH OF THE
FOLLOWING TRANSACTIONS.

TRANSACTION AMOUNT AMOUNT

, NUMBER OF SALE RECEIVED
P
1. $ 17 $ .50
2. 1.29 10.00
3. .81 1.01
L, «39 20.00
5. .26 £5.01
6. 7.57 10.00
7. 3.05 5.00
8. 2.76 1G¢.00
9. 1.59 20.00
10. 9.37 £50.00
11. 2.09 10.00
12. 753 8.00
13. 3.58 10.00

6. REVERSE THE ROLES, EXCHANGE THE
b ANSWER SHEET AND PLAY OUT THE
FOLLOWING PURCHASESS

TRANSACTION AMOUNT AMOUNT

NUMBER OF SALE RECEIVED
14, $ <53 _ §$1.00
15. .61 5.00
16. .59 1.00
17. 1.33 5£.00
18. 1.11 5.00
19. 4.87 20.00
20. 13.18 20.00
21, .28 10.00
22, . 4,26 5.00
23. 15.06 20.00
24, 3.54 20.00
25, 2.98 5,00 coccmnae- FoLLOoWw STEPS 2-l,

o2 |
/

ERIC

Full Tt Provided by ERIC.
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ANSWER SHIET
TIPS ON MAKING CHANGE
TRANSACTION
NUMBER 1¢ 5¢ 10¢ 254 $1 $5 $10 $20

1 3 1 1

2 1 2 2 3 1
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To CREATE ILLUSTRATIONS OF FORMAL
AND INFORMAL BALANLE.

INTRODUCTION -- PLEASE READ CAREFULLY:

DiISPLAY 1S ANY FORM OF NONPERSONAL
PRESENTATION OF GOODS OR IDEAS TO A
GROUP, IT 1S USUALLY CATEGORIZED AS
A WINDOW DISPLAY OR AS AN INTERIOR DiS=-
PLAYe ITS ULTIMATE FUNCTION 1S SELLING.
DISPLAY 1S ONE OF THE PRIME FACTORS IN
MODERN MERCHANDISINGs IF A DISPLAY
SELLS THE MERCUARDISE WHICH IT FEATURES
QUICKLY, IT WILL ACCOHMPLISH ITS FURPOSE
AND WILL BE VALUABLE TO THE MERCHANT.
ATTRACTIVE DISPLAYS ALSO BUILD GOOD
WILL FOR THE STORE, THE STRENGTH OF
DISPLAY IS IN THE CORRECTNESS OF ITS
ARRANGEMENT AND IN THE SOUNDNESS OF ! §
DESIGN PRINCIPLES.

BALANCE IN DISPLAY 1S ACHIEVED BY
MAKING EACH SIDE OF THE DISPLAY AREA
EQUAL IN TERMS OF SIZE, SHAPE, COLOR,
AND OBJECT PLACEMENT,

FORMAL OR IDENTICAL BALANCE IS
ACHIEVED BY MAKING EACH MALF OF THE
DISPLAY IDENTICAL WITH THE OTHER IN
ALL RESPECTS.

INFORMAL BALANCE 1S ACHIEVED BY
OPTICAL EQUALITYj; THE COMPONENTS OF EACH
HALF OF THE DISPLAY AREA MAY DIFFER IN
$12E, SHAPE, COLOR AND NUMBER, 8UT PLACE-
MENT 1S SUCH THAT THE DISPLAY APPEARS TO
BE BALANCED. FOR INFORMAL BALANCE, THE
HEAVIER ITEMS ARE PLACED NEARER THE CEN=-
TER AND LICHTER OR SHALLID 1TIMS ARE
PLACED FARTHER FROM THE CENTERe

&3




BrLoY ARE EXAMPLES OF FORMAL AND
IRFORIAL DISPLAY LAYOUTS. NOTE THAT (N
EACH A DOTTED LINE INDICATES THE CENTER
OF THE AREA.

h ST

b cons s cbumts stvmss sty e

|
|
¥ -

Formal Balence . informal Belance

REFERENCES:

ADVERTISING AND DISPLAYING
MERCHAMDISE BY SAHSON.

RETAILING PRINCIPLES AND
PRACTICE, 57# EDITION BY RICHERT,
EY AL,

101341




STEPS TO FOLLOW 1IN CREATING I1LLUSTRATIONS OF FORMAL AND INFORMAL BALANCE:

TOOLS AND MATERIALS NEEDED: PeNcit
L peNNIES
3 NICMLELS
5 DiMES
1 QUARTER

WHAT YOU MUST 2D

1.

IN THE FOLLOWING SPACES CREATE ILLUSTRA=-
TIONS OF FORMAL OR INFORMAL BALANCE,
USING AS OBJECTS THE NUMBER AND TYPE

OF COINS INDICATED BELOW THE SPACE.

WHEN YOU HAVE THE PROPER ARRANGEMENT,
CRAW AROUND EACH COIN TO LEAVE A

SKRETCH OF THAT ARRANGEMENT,

) s o Gune GEs SRGD GRS IR A GED St Gyt Sl GRAR SN SlEEP Sunite GumAng

CEEn GNSRS AN IR GEEND GRiNES NN Gl @ MM SWAND GuAS suue dERT Gumdn M &

1

WHAT YOU MUST [0V
TO DO THESE STERS

S

0
b @ cane Eae GRS GENS GRS GEEED SIS CEIED NN CHUNRS @IS NN SuE S G S
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I ST S
:
A

WHAT YOU PUEGT {283 WHAT YOU MUsT [.....00

2, USING THE SHAPES BELOW, SKETCH IN THE
EPrCe PROVIDED A LAYOUT ILLUSTRATING
1.6 FORIZAL MR INICREAL BALANCL.
Ust ALL THE SHEAPES SHOWN, AND VWRITE
BELOW THE SPACE WHCTHER YOU ARE USING
FORMAL CR INFORMAL BALANCE.

: 4

L 4 A
P .
=< <

o =

— ﬁ""‘;‘"
m——-—

L ] L ]

3. AFTER YOU HAVE FINISHED THESE EXERCISES,
CHECR WITH YOUR INSTRUCTOR TO SEE HOW
KELL YOU DID ON THEM.
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TO SKETCH DISPLAYS USING THE FOUR
BASIC DISPLAY ARRANGEMENTSS THE STAIR=-
STEF, THE & Jied.dly THZ 2'C-2ZAG, AND THE
REPETI110H.

INTRODUCTION ~- PLEASE READ CAREFULLY:

FOUR OF THE MOST CCHIONLY USED
ARRAMGEMENTS IN DISPLAY WORK ARE THE
STAIR~STEP, THE PYRAMID, THE ZI1G~ZAG,
AND THE REPETITION.

Tic STAIR=STEP 1S AN ARRANGEMENT OF .
FIXTURES HOLDING THE MERCHANDISE IN A
SERIES OF STEPS GOING UP Ck boud. 1T 1S @)
A FARMONIOUS TYPE OF DISPLAY THAT GIVES OO
THE FEELING OF MOTION. ' OXORO.
O000
®
O
THE PYRAMID ARRANGEMENT 1S SHAPED o)e)
LIKE A TRIANGLE WITH A BROAD BAST THAT O 000
GRADUALLY ASCENDS TO A POIH7. THiS OOOOO OOOOOOOOO OOOOO

TYPE »S COMMONLY USED IN SUPERMARKETS,

THE Z1G=ZAG ARRANGEMENT -1S SIMILAR
TO THE PYRAMID EXCEPT THAT 1T 1S NOT |
BUILT DIRECTLY TO THE TOP., T BEGINS
WITH A BROAD BASE, BUT 21GS AND ZAGS
1TS WAY vp, DEPARTMENT STOrES OFTEN EE}&
USE THIS ARRANGEMENT FOR CLOTHING,

REPETITION IS AN ARRANGEMENT THAT
USES ITEMS OF THE SAME GENERAL NATURE
AND ALIGNS THEM IN EXACTLY THE SAME
MANNER, SUCH AS BY HEIGHMT, SPACING, OR
ANGLZ,

g9’




STLPS TO FOLLOW 1N SKETCHING DISPLAYS USING THE Iy posT comn

PeEnCIL
RULERS

TOOLS AMD MATERIALS NEEDED:

ON DISPLAY ARRAHGEMENTS?

WHAT YOU MUST i

1. IR THE SPACE PROVIDED SKETCH A DISPLAY
THAT USES THE ARRAMGEMENT INDICATED
AT THE BOTTOM

STAIR-STEP

ZIG=ZAG

2. CHECK WITH YOUR INSTRUCTOR TO SEE HOW
YOU OID.

WHAT YOU fitsT 7
-ﬁt> DO THESE fsTEﬂ’:a

USE MERCHANDISE OBJECTS THAT ARE EASY
YO DRAW, SUCH AS CANS, BOXES, OR
CARTONS.

PYRAMID

REPETITION

beg



YOURZ FOURTH EXPERIENCT IN DISTIRIRUTIVEE ERUCATION 1S3

TO CREATE EXAMPLES OF FIVE MERCHAN-
DISE DISPLAY ARRANGEMENTS (STAtR-STEP,
PYRAMID, Z1G=ZAG, REPETITION, AND RADIA~
TION) USING PICTURES CUT FROH MAGAZINES,
CATALOGUES, AND NEWSPAPERS.

INTRODUCTION -~ PLEASE READ CAREFULLY:

IN RADIATION THE ELEMENTS OF DESIGN
ARE SPREAD OUT LIKE RAYS FROM A CENTRAL
POINT., THIS TYPE OF DESIGN CREATES INTEREST
BY HAVING ONE DOMINANT FEATURE FROM WHICH
THE OTHER ELEMENTS OF THE DISPLAY RADIATE.

THE OTHER FOUR METHODS OF DISPLAY
ARRANGEMENT WERE EXPLAINED IN THE EXPERI-
ENCE ON THE FOUR MOST COMMONLY USED
ARRANGEMENTS IN DISPLAY WORK.

STAIR-STEF

L
RE———
RSt

SOAP

SOAP,

RAV(ATION | 1

R




PYRAMID

(‘O’z‘ﬂ
&
' CoRA Citn] CORNJCORN
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A

STEPS TO FOLLOW 1N CREATING EXAMPLES OF NERCHANDISE DISPLAY ARRARGEMENTSS

TOOLS AND MATERIALS NEEDED: CATALOGUES MAGAZINES
NEWSPAPERS GLUE OR SCOTCH TAPE
PAPER PeENCILS

WHAT YOU musT B2 WHAT YoUu MUST [2NE1:

TO DO THESE STEPS

1.

2,

3.

CLiIP OUT ANY PICTURES THAT YOU FEEL
WOULD BE APPROPRIATE FOR CONSTRUCTING
ILLUSTRATIONS OF THE FIVE ARRANGEMENTS
FOR GROUPING MERCHANDISE.

PASTE THESE CUTOUTS ON FIVE SEPARATE
SHEETS OF PAPER TO FORM EXAMPLES OF
RADIATION, STAIR-STEP, PYRAMID, ZIG~
ZAG, AND REPETITION DISPLAYS. inoi-
CATE AT THE BOTTOM OF THE PAPER WHICH
ARRANGEMENT IS ILLUSTRATED,

LET THE INSTRUCTOR LOOK OVER YOUR WORK.

L
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TO FOLLOW THE FLOW OF THE GAZE LINE
THROUGH AN ADVERTISEMENT AND TO RECOGNIZE
THF SIX MOST COMMONLY USED ADVERTISING

LAYOUYT DESIGNS,

INTRODUCTION -~ PLEASE READ CAREFULLY:

CERTAIN TECHNIQUES ARE USED IN
DESIGNING ADVERTISING LAYOUTS TO DIRECT
THE EYE SMOOTHLY FROM THE TOP OF THE
ADVERT I SEMENT THROUGH THE CENTER AND
TO THE BOTTOMe WHITE SPACE, LINES,

AND THE DIRECTION OF ILLUSTRATIONS AND
COPY BLOCKS BUILD A STREAM OF INFORMA~
TION FOR THE READER., BELOW ARE SIX OF
THE LAYOUT DESIGNS MOST COMMONLY USEDS
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STEPS TO FOLLOW IN WORKING WITH ADVERTISING LAYOUT DESIGNS:

TOOLS AND MATERIALS lLEDEDs Pencit
FELY PEN

WHAT YOU musT DO WHAT YOU MUST (415718
To DO TIESZ STERS

1. IN THE SPACE PROVIDLED, DRAW THE
REVERSE OF THE BACKWARD=S AND THE
BACKWARD=~C DESIGNS SHOWN BELOW.
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WHAT YOU MusT DO

WHAT YOU MUST RO

2.

EXAMINE THE FOLLOWING ADVERTISE~
MENTS, A HEAVY LINE HAS BEZEN
DRAWN THROUGH EACH ADVERTISEMENT,
SHOWING THE FLOW OF THE GAZE LINE.

' - -
-r&i

‘o
;E%

ﬁ?
e

Sl
\ﬁr‘ a!

Ibok—
& 2 or fack
tugacnnnl

1
Comfortable and elegant for schosi-and after
school. That's the Cricketeer Warsted suit with
the natural look. Coat, vest und pants in your
choice of hopsack, eorsred, sharkskin and
herringbone. Colofr possibilities include
Tobacco, Olive, sgmbndge Grey and Navy with
pinstripe. 59.95 to 79.95

Ly

1/ CO

Sl
j/?:,
s -
L '.

54
ﬁ

-/_.'3'

s
th

7th & Hill

“‘\

FOUR SLIDING DOORS.@ 'E QUICK ACCESS
TO0 ols..smaawr‘{s Vg X 25", IN
CONTEMPORARY WALNUT 59.95

IN OUR RECORDS.

Patson’s

126 Vine Street

A BaCKkWARD=C DESIGN
WAS USED IN THIS AD,

1%

AN S DESIGN
WAS USED 1IN
THIS AD.




WHAT YOU MUST DO WHAT YOU MUST 1i&.

3., IN THE FOLLOWING ADVERTISEMENTS,
DRAW A HEAVY LINE THROUGH EACH AD
SHOVWING THE FLOW OF THE GAZE LINE
AS WAS DONE IN THE PRECEDING EXw=

AMPLES,
DI S g e SN PN S vt Py
?
y Open Monday r . .
f ight ‘fi L y 1
-0 74 T $
,5!:/.----" - bT j
; " T I
4 EASIGATE Do
i LM"’M - ‘
f {
1 Our swim suits
. ) - 3
jj are oaag ';
quite a splast!
Yy
Ba ¢ Leauty on any beach ;:
or posl in these sun-timed swim ;

g 2ard

suifs . . . choose from finy

> bikinis to one and two-piece styles
+ ++ all basked in the brightest |

of colors . . . solids and prints. :

Sizes for juniors and

misses...5t0 13,810 18,

priced from

$15
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WHAT YOUu must B2 WHAT YOU MUusT {3008

Lhet's new for Soring? Swing-around straps on

L%

Liked- up Hat hecls, gtvmg a great s!ant to all

\k)ku. ».l . e

l,‘.‘

i.aui § Lo

LASH

L,
Cra ™t

Barbison Blue, Smooth. el :

\
\White o~ Black Patent,

$13

Sp—

ouwt T W )
gk ZC"Z ) s':sv
j
DOWNTOWN petnt ek
Open Friday ‘
Ti" 9 P.M. ot ‘\ et e e . e s . . S




WHAT YOU MUST O

WHAT YOU MusT [KIND

v

w

5

DT eRMINE WHAT DESTEG vAS USID IR
EACH AD.

SHOW YOUR WORK TO YOUR INSTRUCTOR,

107
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To {DENTIFY THE ELEMENTS OF AN
ADVERTISEMENT: THE HEADLINE, THE COPY,
THE ILLUSTRATION, THE STORE LOGOTYPE,
THE PRICE, AND THE SUBHEADING.

INTRODUCTION -~ PLEASE READ CAREFULLY:

RETAIL MERCHANTS ACROSS AMERICA
ARE FACED WITH A COMMON CHALLENGE =
THEIR SUCCESS DEPENDS ON PROFITABLE
SALES. THERE ARE MANY FACTORS WHICH
“ ' HAVE AN EFFECT ON WHETHER A STORE
WILL SUCCEED OR FAlLe THE RETAILER
MUST STOCK AN INVENTORY OF QUALITY
MERCHANDISE THAT CUSTOMERS NEED AND
WANT, THIS MERCHANDISE MUST BE
PRICED AND ATTRACTIVELY DISPLAYED,
THEN THE RETAILER MUST DETERMINE
THE BEST METHOD OF ATTRACTING CUSTO~
MERS TO HIS STORE., ADVERTISING 1S A
MEANS OF ATTRACTING THESE CUSTOMERS.
ALTHOUGH RETAILERS HAVE MANY DIFFERENT
ADVERTISING MEDIA AT THEIR UISPOSAL,
MOST HAVE FOUND THAT THE NEWSPAPER IS
THEIR MOST POWERFUL SELLING FORCE,
IN RECENT YEARS MOST RETAILERS HAVE
SPENT MORE MONEY ON NEWSPAPER ADVER=~
TISING THAN ON ANY OTHER MEDIA,

1C8
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EACH GOOD ADVERTISEMENT SHOULD
HAVE FOUR MAJOR ELEMENTS = HEADLINE,
oY, 1PLUSTRATION, AND STCSET LOGO-
TYPEe THE HEADLINE SHOULD MAKE THE
READER STOP AND WANT TO READ MORE,
THE COPY 1S THE SELLING MESSAGE OF
THE ADVERTISEMENT AND SHOULD CAUSE
THE CUSTOMERS TO WANT TO OWN THE
MERCHANDISE, THE ILLUSTRATION SHOULD
ATTRACT ATTENTION, CREATE INTEREST
AND PROVIDE PICTORIAL IDENTIFICATION
OF THE PRODUCT., THE SYTORE LOFNTYPE
GIVES THE IDENTIFICATION GF it STCREe

THL PRICE Alb A SUBHEADING MIGHT
ALSO LE USED 1N AN ADVERTISEMENT. THE
PRICE SHOULD BE PROMINENT, BUT XOT
SCREAMING OUT OVER THE O(HER CLEMENTS.
THE SURHEADING SHOULD GIVE PERTINENT,
SUPPORTING FACTS AT A GLANCE.

REFERENCES:

ADVERTISING AND DISPLAYING
MERCHANDISE BY SAMSON.

1(3
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E a change from winter to spring. Time to 44

give your home and yourself a lift! it's
so easy to charjyz arocomcolor. Brighten - . .. _ . | | e
up a living roum, ¢ u.'ng room, kitchen j<

AL,
make your painting project easier to do} ~ YL—T- COPY
Easy does it this spring! Il Easy rolling

cr e et 1ol

Easy touch-up
3 Easy cleanup
B Easy-to-clean finish

|era R
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Reg. $7.59 Gallon

EASY-DOES-IT
STEREO
LP ALBUM

%25

REGULAR $4.78 VALUE

F 'G ( Ten great gnienaness ..t~ paryar sorgs o Rodart Goutet

Were the Days o Parcy Farth, Agudiws o Patti Page. Gote
On My Mind” o Johnny Mathig " S tice o Jum Nabors, W' .te
Lineman” o Pater Nero, "For Once in My Lile ¢ Jerry Vale, My Way '
® Aretha Frannlin, "if | Mad A Hamret o Bobby Vinton, “for’
e Blood, Sweat and Tears, "Smiing Pnases”, Get your Easy-Does-1t »
s6co18 #lbum today!

Specml Prﬁe Goods in May Only
~ H

) GALLON

,'h_-.'.

* . C. ESSER COMPANY
\303 Jefferson St. Dial 234-6669
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e - b O Diad A ATVRENTS s - YA BB o - prE 1d,

ERIC 310




STEFS TO FOLLOW IN IDENTIFYING THE HEADLINE, THE COPY, THE ILLUSTRATION, THE STORE
LOGOTYPE, THE PRICE, AMD ANY SUBHEADINGS

TOOLS AND MATERIALS NEEDED: Pencit

: ™) WHAT YOU MUGT 2050
WHAT YOU MUST D2 AT L MUST i

1o Fiho THE HEADLINE, THE COPY, TRE
ILLUSTRATION AND THE LOGOTYPE IN
EACH OF THE FOLLOWING ADVERTISEMENTS

2. CIRCLE THE HEADLINE AND MAKE 1IT
"HEADL INE"

3. CIRCLE THE COPY AND MARK 1T '‘copy'

4, CIRCLE THE ILLUSTRATION AND MARK 1T

WILLUSTRATION®
'
E. CIRCLE THE LOGOTYPE AND MARK IT
“LoGoTYPE" qﬁ L R JO TN
PIOTION'S nitw up. 771 60
6. CIRCLE ANY SUBHEADING viul (U hmu TP .
Sent Couvers—Convertible Tops—Floor Mats
7. CIRCLE THE PRICE DISCCUNT CAR CARE CENTERS
8. SHOW YOUR WORK TO YOUR INSTRUCTOR Genuine 100% Permaclear
Plastic Rear Windows
. For most any American Convertible
Ask cbout big Savings
’ on Convertible Tops
[ ]
Avoid driving dangers und dis-
comforts. s vour window
cricked? Discolored? Dis-
torted?
Repluce your window NOW at
this sale price and msure your instoiled Free
driving sufety und comfort!
°

27
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: 24" WIDE

- 9%' DEEP
,

© 28" HIGH

Regulat Price $9.80

Utility bookcase for all your Thu rsday Cnly
book needs. Made of knotty

pine. 1deal for toys, games and .
books. Shelves are 12'' apart.

Y enih .
luuu “3 600 Park St.

Mon., Thurs., Fri., 9-9; Daily, 9-6

F_- - “ N U . e e e e s - .
: € Open Monday r M '
| N night ‘til 9 ! 'hummu 'no\umuv i
l ..
ll l ped e
|
TASIGATE i'
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Our swim suits t%
are making ?
quite a splash!

LE b 2P 18 Aoy
AR I § SRl s 2 i

Be a beauty on any beach

or pool in those sun-timed swim -
suits .., . chouse Team tiay

1; bikinis 1o one and two-piece styles 1 ]

... all basked in the brightest |

of colors ... solfds e prinds.

r—a— oA —— ., acn

Sizes for jusiors and
misses...5t0 13,840 18,

priced from 3

$15 ]

e e




P |
Lty

€ oo

TO CREATE AN ADVERTISEMENT, USING
YOUR KMOVLEDGE OF THE ELEMENTS OF ADVER=-
TISING 44D THZ BASIC LAYOUT DESIGNS.

INTRODUCTION -- PLEASE READ CAREFULLY:

IN EARLIER EXPERIENCES, YOU HAVE
LEARNED THE ELEMENTS OF ADVERTISEMENTS
(HEADLINE, COPY, ILLUSTRATIONS, STORE
LOGOTYPE, PRICE, AND SUCHEADING), AND
THE SIX BASIC ADVERTISING LAYOUT DE=-
SIGNS. IN THIS PROJECT YOU WILL CREATE
AN ADVERTISEMENT INCORPORATING THESE
S1X ELEMENTS AND ONE OF THE BASIC LAY-
OUT DESIGNS.

30
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STEPS 10 FOLLOW 11 CREATING AN ADVERTISLNENT?

TO0LS AND MATERIALS NEEDED: Pencit GLUE
RULER SC1SSORS
ERASER Desk

AD LAYOUT SHEET

WHAT YOoUu MUsT £D WHAT You must M2Mon)
TO DO THESE STEPS

1. USING THE PRODUCT INFORMATION GIVEN
BELOM, PREPARE AN ADVERTISEMENT, THE
AT LAYOUT SHEET AND THE ILLUSTRATION
WiLL BE PROVIDED BY YOUR INSTRUCTOR,
BUT YOU MUST DESIGN YOUR OWN HEAD~-
LINE, SUBHEAD COPY AND LAYOUT, UTI-
LIZING THE LAYOUT DESIGNS LEARNED IR
YOUR EARLIER EXPERIENCE.

2., CHECK WITH YOUR INSTRUCTOR TO SEE HOV
WELL YOU DID.

I - — R
l PaooucCt DATA

1. TYPE OF PRODUCT: ACME PORTABLE
TELEVISION '
2. SetLing priceE: $89.50
3., PRODUCT FEATURESS
A. 9-INCH PICTURE MEASURED DI1AGON-
ALLY
Be WEIGHS JUST 15 POUNDS
C. REMOVABLE SUN SHIELD FILTERS OUT
SUN GLARE, IMPROVES OUTDOOR VIEWING
D. TRANSISTORI!ZED '
E. RECEIVES ALL VHF AND UHF CHANNELS
F. EARPHONES FOR PRIVATE LISTENING
G. HIGH=-IMPACT PLASTIC CABINET
He INCLUDES EXTRA THIRD STAGE OF
PICTURE~BOASTING 1F POWER
1. IMPACT CABINET 1S 103 x 9 X
9 3/L INCHES HIGH
Jo 110-120 voLts, AC
Ko INCLUGES 17 FOOT POMER CORD WHICH
WILL PLUG INTO CIGARETTE LIGHTER
L. INCLUDES RECHARGEABLE BATTERY FOR
OUTDOOR USE
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' ey CHARLLS G. PETERS

SOME INTERESTING 1 " 2Y T DReiFTING-

e

e WHAT KIND OF WORK IS DONE?

THERE ARE MANY SPECIAL!ZED TYPES
OF DRAWING.,- THOSE MAINLY USED IN THIS
LOCALITY ARES '

® ARCHITECTURAL «= USED IN THE DESIGN
OF BUILDINGS,
© MECHANICAL =~ USED IN THE DESIGN OF

MACHINES,
O MAP ==~ HIGHWAY DESIGNING, PROPERTY
3 MAPPING, ETC,
s . © SHEET METAL «~« USED IN THE HEATING,

VENTILATING, AND AIR=CONDITIONING
INDUSTRIES,

@ STRUCTURAL == USED IN THE DESIGN OF
BRIDGES AND IN THE DESIGN OF BUILDINGS,

© ELECTRICAL: == USED IN THE DESIGN OF
ELECTRICAL APPLIANCES.

@ TOOL AND DIE == USED IN THE DESIGN
OF JIGS AND FIXTURES FOR MACHINE SHOP
WORK, IN THE DESIGN OF PUNCH AND OIE SETS,
AND IN THE DESIGN OF MOLDING DIE SETS.

© AERONAUTICAL == USED IN THE DESIGN
OF AIRCRAFT,

A DRAFTSMAN GRAPHICALI. ' REPRESENTS A
PART OR AN OBJECT SO THAT ANOTHER SKILLED
BRAFTSMAN IN ANOTHER FIELD CAN BUILD IT OR
PRODUCE 1T, THIS MIGHT BE BUILDING A
PART TO A CAR, SUCH AS THE STEERING WHEEL.
THESE PARTS MIGHT BE BUILT OR PRODUCED AT
THE SAME PLANT OR COMPANY WHERE THE
DRAWING WAS MADE, OR THEY MIGHT BE PRO=

- DUCED HUNDREDS OF MILES AWAY,

:) THE DRAFTSMAN MUST ALSO DIMENSION
(orRAW TO SCALE) AND FIGURE THE STRENGTH

1
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&%w’ OF THE PART. HE MIGHT HAVE TO0 GO TO THE
JOB AND MAKE THE MEASUREMENTS TO BE ABLE
TO DO THIS.

2. WORKING CONDITIONS:

THE DRAFTSMAN WHO 1S PAID
HOURLY USUALLY BEGINS WORK AT 8:00
AND WORKS UNTIL 4:30 or 5:30, pepEND-
ING ON HOW MUCH TIME MHE SPENDS ON
H1S LUNCH HOUR AND HIS BREAKS. THE
DRAFTSMAN WHO S ON A MONTHLY SALARY
IS EXPECTED TO WORK FROM 8 10 12
HOURS A DAY, AND MIGHT WORK ON
SATURDAYS OR SUNDAYS WITH NO EXTRA
PAY. SINCE HE DOES NOT HAVE TO WORK
LONG HOURS EVERY DAY, THIS USUALLY
AVERAGES OUT TO ABOUT 48 HOURS A WEEK.
THE DRAFTSMAN MIGHT BE WORKING
IN A LARGE OFFICE WITH MANY OTHER
DRAFTSHEN OR HE MIGHT BE AT A SMALL

* PLANT WHERE HE 1S THE ONLY DRAFTSMAN,
HE MIGHT HAVE THE LATEST EQUIPMENT,
(:) . OR HE MIGHT HAVE OBSOLETE EQUIPMENT.

3. SALARY SCALE:?

THE SALARY SCALE VARIES. [N
THIS LOCALITY IT STARTS AT $80.00 71O
$150.00 A WEEK AND GOES TOo $200.00
T0 $250.00 A WEEK. THERE ARE MANY
STEPS OF ADVANCEMENT. FOR INSTANCE,
IN MECHANICAL DRAFTING, IT MIGHT BE
DRAFTSMAN C, DRAFTSMAN B, DRAFTSMAN A,
AND PROJECT ENGINEER. THESE STEPS
NOT ONLY VARY FROM ONE TYPE OF NRAFTING
TO ANOTHER, BUT CAN VARY FROM COMPANY
TO COMPANY WITHIN THE SAME TYPE OF WORK.

L, TYPE OF CLOTHING WORNS

THE TYPE OF WORKING CLOTMES
WORN BY A DRAFTSMAN WiLL VARY AMONG
COMPANIES., N\ DRESS SHIRT AND TIE IS
ALWAYS ACCEPTABLE AND 1S EXPECTED BY
‘'SOME COMPANIES. PANT SUITS wWouLD BE
- MORE IN ORDER FOR WOMEN,

~4 Y
.\“/
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6o PERSONAL QUALITIES NECESSARYS

PERSONALITY CHARACTERISTICS: THE
DRAFTSMAN MUST BE ABLE TO SIT AT A
DRAWING BOARD FOR AS LONG AS 8 HOURS,
He s$HoOULD BE NEAT AND ORDERLY, DEPEND=
ABLEy COOPERATIVE WITH HIS FELLOW
WORKMEN, INDUSTRIOUS, WELL GROOMED,
ANC POSSESS POSITIVE WORI ATTITUQRES,

MANIPULATIVE SKILLS: THE DRAFTSMAN
SHOULD BE ABLE TO SKETCH OR DRAW WITH
SPEED, ACCURACY, AND NEATNESS,

EDUCATIONAL QUALIFICATIONS: Many
OF THE BETTER STUDENTS WILL BE ABLE
TO GO DIRECTLY INTO INDUSTRY AFTER
THEIR HIGH SCHOOL DRAFTING EXPERIENCEa
OTHERS WILL NEED TO ATTEND ONE OR TWO
YEARS OF TECHNICAL SCHOOL AFTER HIGH
SCHOOL GRADUATION,

6. OTHER FACTS OF INTEREST:

THOSE PERSONS INTERESTED IN DRAFTING
OR IN ENGINEERING AS A VOCATION, SHOULD
TAKE DRAFTING, THE COLLEGE OF ENGINEER=
ING OFTEN DOES NOT TEACH DRAFTING AND
EXPECTS THE HIGH SCHOOL TO TAKE UP THE
GAP. THE ENGINEER WHO DOES NOT GET
DRAFTING IN HIGH SCHOOL MAY FIND HIMSELF
GOING TO THE STATE AREA VOCATIONAL~
TECHNICAL SCHOOL FOR THIS COURSE AFTER
HE HAS HIS COLLEGE DEGREE.
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TO DEVELOP ENOUGH SKILL IN FREE=-
HAND SKETCHING THAT YOU WILL BE ABLE
TO SKETCH THE TOP, FRONT, AND RIGHT=-
SIDE VIEWS OF OBJECTS IN MULTIVIEW
PROJECTION

INTRODUCTION -~ PLEASE READ CAREFULLY:

SINCE A DRAFTSMAN MUST OFTEN GO
OUT INTO THE SHOP OR EVEN SEVERAL
MILES FROM THE SHOP TO OBTAIN INFOR=-
MATION FOR A DRAWING, THE ABILITY TO
DO FREEHAND SKETCHING IS A NECESSARY
PART OF THE DRAFTSMAN'S TRADE.

THE ONLY MATERIALS NEEDED FOR
SKETCHING ARE PAPER, A SOFT PEKCIL,
AND AM ERASER.

PROPORTION AND SCALE: SKETCHING 1S
NOT DONE TO SCALE., ALL ViEWS ARE

° DRAWN OR SKETCHED PROPORTIONALLY
TO EACH OTHER. DU HOT URLW THE T(P
(:) ViCy LUNGER IN LENGTH THAN YOU DRAW

THE FRONT VIEW OR DO NOT DRAW THE
RIGHT=SIDE VIEW TALLER THAN YOU DRAW
THE FRONT VIEW. THE MOST IMPORTANT
RULE IN SKETCHING 1S TO SKETCH ALL
VIEWS PROPORT tONALLY,

PROJECTIONS: IN DRAFTING THERE ARE
FOUR TYPES OF PROJECTIONS, BUT THIS
EXPERIENCE 1S ONLY CONCERNED WITH
MULTIVIEW PROJECTIONs (Fi1G. 1 & 2)

" Fig. | Fig.2

i

| Tor ] ' ToP
e .
O FRONT | FrONT | [R.s.
. IncorzeeT | CorRecT
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AN OBJECT HAS SIX POSSIBLE VIEWS.
THESE VIEWS MAKE UP WHAT WE SOMETIMES
REFER TO AS THE GLASS BOXe THIS IS
A TRANSPARENT BOX WITH THE VIEWS OF
THE OBJECT PROJECTED TO THE OUTSIDE
PLANES., THIS GLASS BOX WILL UNFOLD TO
GIVE YOU THE CORRECT POSITION OF THE
VIEWS ON YOUR PAPER. (FiGe 3 & 4)

Fig.4- 707
/ﬁ(,/—'“"——_”—- [ 117 7' —
ro— ﬁ{, A - /
. » 1GH 79!
ReAR LEFTSIDE =  FRONT R B

Zorrom. \J

As STATED, THERE ARE SIX POSSIBLE
VIEWS OF AN OBJECT, BUT THESE SIX VIEWS
ARE NOT ALWAYC NECESSARY TO COMPLETELY
DESCRIBE AN OBJECT, M ST OBJECTS WILL
ONLY NEED TOP, FRONT, AND RIGHT=SIDE °
views. (FiG., 5)

Fig5 .
N TOoP
REAR FRONT
LEFT IGH
SIP= ;‘ﬁégia
'Igo‘r‘ "OM
1 ]
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CYLINDRICAL OBJECTS WILL USUALLY
ONLY NEED TWO VIEWS. (Fi1G, 6 & 7)

Fﬁ9.6' Fﬁgﬁ?

—

e G CRATS GE) D G SN  SREN ™

—— ——

SIDE VIEW

No ONE VIEW OF AN OBJECT CAN SHOW
MORE THAN TWO DIMENSIONS. A
VIEW SHOWS LENGTH AND HEIGHT, A TOP

FRONTY

VIEW SHOWS DEPTH AND LENGTH, AND A
RIGHT=SIDE VIEW SHOWS HEIGHT AND DEPTH,.

(ric, 8)

LINES: L iNES HAVE DIFFERENY MEANINGS.
A SOLID LINE MEANS THAT THE SURFACE

OF THE OBJECT 1S VISIBLE TO THE EYE,
AND THUS 1S KNOWN AS A VISIBLE LINE,

A BROKEN LINE MEANS THAT THE SURFACE
1$ HIDDEN TO THE EYE AND THUS 1S KNQWN
AS A HIDODEN LiINE, (F1G. 9)

ALL LINES EXCEPT CONSTRUCTION LINES
SHOULD BE DARK, (F1G., 9) HORIZONTAL
LINES, WHICH ARE THOSE GOING ACROSS
THE PAPER, ARE DRAWN FROM LEFT TO RIGHT,

VERTICAL LINES, WHIiCH ARE THOSE GOING

FROM THE TOP TO THE BOTTOM OF THE
PAPER, ARE DRAWN FROM TOP TO BOTTOM.

INCLINED LINES, WHICH ARE STRAIGHT

LINES GOING IN ANY DIRECTION OTHER

THAN VERTICAL OR HORIZONTAL, ARE DRAWN
HORIZONTALLY OR VERTICALLY, WITH RESPECT
TO THE DRAFTSMAN, BY TURNING THE PAPER.

6

Fig.8
f
‘1?DF> Dﬁpth
+
«Lengéh-—» +«Degth+
4
FRONT &—“efaitﬁ ‘gﬁ’;;_
Fig.9
VIGIBLE LINE
T 4«cm§5§14u5
TOP CONSTRUCTION
’%/L}Nas
RIGHT
FRONT #( “SiDE
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\ STEPS TO FOLLOW IN SKETCHING THE TOP, FRONT, AND RIGHT=SIDE VIEWS OF OBJECTS
IN MULTIVIEW PROJECTION:

TOOLS AND MATERIALS NEEDED: PenNCiL, PAPER AND ERASER

L R Y N i

15 WHAT YOU MUST IKKNOW
WHAT You MUST DO | TO DO THESE STEPS

1« POSITION BLOCK - P PLACE BLOCK SO THAT YOU ARE LOOKING
DOWN ON TOP OF 1T, BLOCKS WILL SBE
LABELED TOP, FRONT, AND RIGHT=-SIDE.
(Fig. 10)

fékaJCD
~Oo¥

2. DRAW THE BACK SURFACE ==mcw—mmmwcocipe LINE EYESIGHT UP PARALLEL TO BACK
SIDE AND PERPEND!CULAR TO TOP SUR~
FACE. BACK SIDE IS A FLAT SURFACE
AND ONE STRAIGHT LINE WILL REPRESENT

1T,
S A BACK SIDE— F‘g.‘l

4 & =y
& g g i

) (") ~

'y K d

W GT X ~

~ W ) ]

i3 g K
3. DRAW FRONT SURFACE o s o o e o 1t R:ZALIGN EYESIGHT PARALLEL TO FRONT

SURFACE. LIKE THE BACK SURFACE,

THIS ALSO IS A STRAIGHT LINE
L, Draw b4 REMAINING SURFACES IN G .

::; T0~ VIEW - - P THESE SURFACES CAN ALSO BE REPRESENTED
BY STRAIGHT LINESe THIS COMPLETES
THE T0P Vview., (Fic. 11)
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WHAT YOU MusT L:iQ

5. DRAW HIDDEN LINES

WHAT YOL MUST

L |

- a2 1.
“‘Q&\,w" “

_____________ Pooe THE HIDDEN LINES REPRESENT THE CUT-
OUT ON THE BOTTOM OF THE BLOCK.
(Fig. 12)
Fig-12  _-riocen LINES~,
£

6., DRAW FRONT VIEW, PLACING IT ON YOUR
PAPER DIRECTLY BELOW THE TOP VIEW —====p» AS WITH THE TOP VIEW, THE FRONT

VIEW IS DRAWN BY ALIGNING YOUR EYEw-

SIGHT ALONG EACH OF THE 12 SURFACES

IN THIS VIEW, NOTE THAT THERE ARE NO

r HIDDEN L INES IN THE FRONT VIEW.
(Fic. 13)
Fi9.13
FRONT VIEW
| P LI
I 4/0 W |
| I
’ | 'V‘B |
B }
CONSTRUCTION
LINES ‘
. FRONT VIEW
Fiq. |4 — —
-
CONNECT THE SURFACES OF THE

TOP AND FRONT VIEWS WITH
CONSTRUCTION LINES

pe- CONSTRUCTION LINES ARE NOT AS
DARK AS OTHER LINES. (Fig. 14)

8
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WHAT You Must [0

.. e cmms s

WHAT YOU MUST }Lite:i )

-

8. DKAW RIGHT=SIDBE VIEW PLACING
IT ON YOUR PAPER TO THE RIGHT
OF THE FRONT VIEW =mr—eeceacmroomcenls- USE THE SAME METHOD FOR THE 5
VISIBLE SURFACES AND THE 1 HIDDEN
SURFACE THAT WAS USED IN THE TOP
AND FRONT VieEws. (Fi1G. 15)
I o |
l TO I
| \NF’W i
1 L CONSTRUCTION
Y/
) ONT IGHT.
, Figls
9. COMNNECT SURFACES OF THE FRONT

AND RIGHT~SIDE VIEWS WITH

CONSTRUCTION LINES mmocammmomnewowe R

125

IN THE COMPLETED MULTIVIEW PROJECTION,
THE TOP, FRONT, AND RIGHT=SIDE V:EWS
SHOULD APPEAR IN THE POSITIONS SHOWN
IN THE ABOVE ILLUSTRATION. (FiG. 15
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TO RECOGMNIZE AMD BECOME FAMIL1AR
WITH THE FOLLOWING TOOLS AND MATERIALS:

I J
. . .

L]

L]

N ON v W
.

L]

w
L]

o O
° ®

11.
12.
13.
14,

15,
16.

17.
18.

19.

25,
26,
27.

DRAWING BOARD

SET OF INSTRUMENTS

T-SGUARE

L5O TRiANGLE

300 x 600 TRIANGLE

AMes LETTERING GUIDE

ARCHITECTS SCALE

ENGINEERS SCALE

I|RREGULAR SfALE

PROTRACTOR

TRAWING FENCILS OR MECHANICAL PENCILS
PENC!L POINTER )
PENCIL ERASER
ERASING SHIELD
CLEANING ERASER (ART GuM)

DRAWING PAFER

DRAFTING TAPE

DUSTING BRUSH

INKING INSTRUMENTS

PEN STAFF ' .
PEN POINTS

DRAWING INK

DusT cLoTH

TRACING PAPER

TRACING CLOTH

GLASS CLOTH

DRAWING FILM

10
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INTRODUCTION —— PLEASE RCAD CAREFULLY:

DRAVING MEDIA: THE FIVE TYPES OF DRAWING
MED!A ARE DRAWING PAPER, TRACING PAPER,
TRACING CLOTH, GLASS CLOTH, AND DRAWING
FiLM.

TRACING PAPER IS A THIN TRANSPARENT PAPER

WHICH 1S EITHER LEFT IN ITS NATURAL STATE
OR TREATED WITH SOME TRANSPARENTIZING
AGENT., THE TREATED PAPERS ARE CALLED
VELLUMS WHILE THE UNTREATED TYPES ARE
CALLED NATURAL PAPERS. OF THESE FIVE
MED!A, TRACING PAPEK |5 THE MaST COM-
MONLY USED.

TRACING CLOTH 1S A TRANSPARENT!ZED FABRIC

AND 1S USED WHEN THE ORIGINAL TRACING HAS
TO BE PRESERVED FOR A LONG PERIOD OF TIME.

GLASS CLOTH 1S A TRANSPARENT MATERIAL
WHICH HAS BEEN IMPREGNATED AND PROCESSED
TO PROVIDE AN EXCELLENT DRAWING SURFACE.
BECAUSE OF ITS HIGH DIMENSIONAL STABILITY,
IT IS USED EXWENSIVELY IN INDUSTRY FOR
TOOL DRAWINGS OF J1GS, FIXTURES, DIES

AND FOR MAPS AND SHOP LAYOUTS.

DRAFTING FILMS ARE EXTREMELY TRANSPARENT
AND CAN WiTHSTAND USAGE THAT WOULD NOR=-
MALLY DESTROY OTHER DRAFTING MEDIUMS.
NON-GRAPHITE PENCILS CAM BE USED ON T,
DRAWING PAPER IS OPANUE. OF THESE FIVE

TYPES OF CRAWING MEDIA, iT 1S THE ONLY
ONE WHICH CANNOT BE USED FOR BLUEPRINTS.

PENCIL LEADS: PeNCIL LEADS COME IN THE
FOLLOWING GRADES:

Harp - 9H, 8H, 7H, 6H, SH, 4H

Mepium - 3H, 2H, H, F, HB, B

SorT - 2B, 3B, 4B, 5B, 68, 7B

6H, 5H, 4H IN THE HARD GROUP AND ALL OF
THE MEDIUM GROUP ARE THE LEADS NORMALLY
USED BY ARCHITECTURAL AND MECHANICAL
DRAFTSMEN., THE SOFT LEADS HAVE A TEN=
DENCY TO SMEAR. THE HARD LEADS WILL
HOLD A POINT LONGER, BUT SOMETIMES ARE
NOT DARK ENOUGH. THE LEAD THAT YOU USE
DEPENDS UPON THE HUMIDITY, THE PRESSURE
THAT YOU APPLY, THE MANUFACTURER OF THE
LEAD, AND THE CUALITY O THE PAPER.

11
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CARE OF THE DRAWIMG: 1T 1S EASY TO SMEAR
THE DRAWING OR TEAR THE PAPER BY PUSHING
A TRIANGLE, A PARALLEL BAR, A SCALE, A
BOOK, OR YOUR HANDS OVER THE DRAWING. IT
SHOULD BT NOTED THAT THIS DrAWING WILL BER
PLACED I A PERMANENT FILE FOR USE OVER
AND OVER AGAIN. |IT SHOULD B8E HANDLED WITH
CARE., HERE ARE SOME RULES TO FOLLOWS

Never RUZ YOUR HAND OVER THE DRAWING.
USE A BRUSH OR A CLOTH. YOUR HANDS GET
SWEATY AND WILL SMTAR THE DRAWING.

NEVER PUSH YOUR HAND, TRI'ANGLE,
PARALLEL BAR, SCALE, OR BOOK OVER THE
DRAWING., ALWAYS PICK UP THE ITEM BEFORE
YOU MOVE IT.

WHEN ERASING ALWAYS USE AN ERASING
SHIELDs THIS KEEFS YOUR HANDS OFF THE
DRAWING.

WHEN SHARPENING THE PENCIL POINT,
ALWAYS CLEAN THE POINT ON A CLOTH OR A
PAPER TOWEL BEFORE USING IT AGAIN.

BEFORE QUITTING WORK FCR THE DAY,
ALWAYS MAKE SURE THAT THE DRAW:ING IS
COVERED UP OR TAKEN OFF THE BOARD AND
PUT AWAY IN ITS PROPER PLACE.

MAKE SURE THAT THE EQMIPMENT IS
ALWAYS CLEAN. WASH IT WITH SOAP AND
WATER AND DRY IT WiTH A PAPER TOWEL.

Do NOT DROP YOUR TOOLS OR EQUIP=~
MENT ON THE FLOOR. '

Do KOT APPLY TOO MUCH PRESSURE ON
THE PENCIL., TOO MUCH PRESSURE CAN CUT
THROUGH THE PAPER SO DEEPLY THAT IT
CANNOT BE ERASEUD. REVISIONS ARE NEEDED
FROM TIME TO TIME ON A DRAWINGe THERE=
FORE, A GREAT DEAL OF CARE SHOULD BE
GIVEN TO THE CORRECT AMOUNT OF PRESSURE.
WHEN YOU ARE CUTTING TOO BEEP, YOU MAY
NEED TO LET UM off THE PR&ssunt AND/OR
GO TO A SOFTER LEAG.

12
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A.

B.

C.

D.

E.

Fo

LINE WIDTH: LiMES SHOULD BE DBRAVWN A
SPECIFIC WiIDTHe THE APPROXIMATYE WIDTHS
FOR DIFFERENT LINES ARE SHOWN BEL OWS

VISIBLE LINES SHOULD BE APPROXIMATELY
«020 wine (Use A 2H PENCIL).

HI9DEN LINES SHOULD BE APPROXIMATELY
015 wioe (Use A 4H peENCIL).

CENTER LINES SHOULD BE APPROXIMATELY
010 vive {Use A Gl rroociL).

Paanroq LINES SHOULD BE APPROXIMATELY
-010 wine (Use A 6H peNCIL),

DIMENSION LINES AND EXTENSION LINES
SHOULD BE APPROXIMATELY .010 wioe
(Use & 6H pENCIL)..

SECTION LINES SHOULD BE APPROXIMATELY
o010 wine (Use a 64 penCIL),

ONE THING TO REMEMBER 1S THAT ALL
LINES EXCEPT CONSTRUCTION LINES ARE
DARK, BUT THAT THEY VARY IN WIDTH
ACCORDING TO THE TYPE OF LIKE BEING
DRAWN . ’

13
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TOOLS: THE T-SOUARE OR THE PARALLEL
RUL ING STRAIGHTEDGE 1S AN INSTRUMENT
USED TO DRAV HORIZONTAL LINES OR TO
GUIDE THE TRIANGLE IN DRAWING VERTICAL
OR INCLINED LINES.

THE TRIANGLE 1S AN INSTRUMENT USED
FOR DRAWING VERTICAL OR INCLINED LINES.

THE SCALE 1S AN INSTRUMENT USED FOR
MAREEG HEASUNCHENTS. THESE MEASUREMENTS
WILL EITHER BE FULL SI:E, I 0USIL $1ZE
CR ENLARGED SI1ZEs. THERE ARE SCALES
AVAILABLE TO FIT EACH PEED. [N THIS
EXPERIENCE, YOU ONLY HAVE THE ARCHITECT'S
SCALE TO WORK WI!TH,

THE ARCHITECT'S SCALE HAS A WIBE
RANGE OF SCALE REDUCTIONS. THE BASIC
MEASURING SCALES ON THIS INSTRUMENT ARES
1/8, 3/32, 3/16, 1/4, 3/8, 1/2, 3/4, 1,
1%5, 3 AND FULL SIZE.

THE UECIMAL SCALES ARE MABE WITH
SCALES pivitio into 10, 20, 30, 4o, 50,
AND 60 PARTS PER INCHe THIS HEALS THAT
AN EDGE MARKED 20 HAS HAD EVERY INCH
SUBBIVIDED 18TO 20 PARTS.

THE SET OF DRAWING INSTRUMENTS
INCLUDES A SMALL COMPASS, A LARGE COMPASS,
DIVIDERS, BOW DIVIDERS, AND A RULING PCN.

THE COMPASS IS USED FOR DRAWING
CURVED LINES OR CIRCLES.

THE DIVIDERS ARE USED FOR SETTING
OFF DISTANCES OR TRANSFERRING MEASURE=
MENTS.

THE RULING PEN IS USED FOR INKING.

You SHOULD DEVELCP ACCURACY, NEAT-
NESS, SPEED, AND LEGIBILITY WITH THESE
INSTRUMENTS.

REFZRENCES:

TECHNICAL DRAVING ey GIESECKE,
MiITCHELL, SPENCER AND HiLL = CHAPTER 2,
ENGINEERING DRAWING BY GRAKT =~

CHAPTER A.

14
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STEPS TO FOLLOW 1IN PLACING A CONICAL PGINT OH A PENCIL LEADS

TOOLS AND MATERIALS NEEDED: PeNCIL POINTER
PENCIL (WOOD PENCIL OR MECHANICAL PENCIL)

- | WHAT YOU MUST KNOW
WHAT You MUST DO To Do THESE STEPS

1« |F YOU ARE USING A MECHANICAL PENCIL
PLACE THE LEAD IN THE PENCIL LEAVIKG
ABOUT 3/8" EXPOSED. IF YOU ARE USING
A WOCD PENCIL SHARPEN THE PENCIL
LEAVING ABOUT 3/8'* OF LEAD EXPOSED

-FlG, 16 <’

2. PLACE THE PENCIL IN THE POINTER AND
ROTATE 1T UNTIL A POINT HAS BEEN
PLACED ON THE LEAD Fig, 16

3. CLEAN THE POINT ON A PAPER TOWEL
OR A CLOTH - wewaeme» THE POINT SHOULD BE CLEANED TO HELP YOU
KEEP YOUR DRAWING CLEAN.

L. HoLD THE PENCIL VERTICALLY. WITH A

FEW ROTARY MOTIONS ON THE PAPER, WEAR

THE POINT DOWN SLIGHTLY TO THE DESIREN

SHAPE o THIS STEP . 1S IMPORTANT TO MELP YOU GET
THE DES{RED WIDTH OF LINE., YOUR
INSTRUCTOR OR A STUDENT ASSISTANT WilLlL
AID YOU IN GETTING A POINT APPROPRIATE
TO YOUR WORK.




STEPS TO FOLLOW 11' TAPING YOUUR PAPER TO THE LRAWING BCARDS

TOOLS AND MATERIALS NEEDED: DRAWING GOARD
PARALLEL RULING STRAIGHTEDGE
DRAFTING TAPE
SHELT CF PAPER

- Sentad .-y

WHAT YOU MUST DO WHAT Vou JUS T (~HOW
10 VO THESE STEPS

1.

2.

3.

V'.SH YOUR HANDS BEFORZ TOUCHING THE
PAPER

LINE UP THE BOTTOM OF THE PAPER WITH
A T-~SQUARE, A PARALLEL RULING STRAIGIT-

EDGE OR A DRAFTING MACHINE o~ THE E0TTO0!I OF THE PAPER SHOULD BE
) PARALLEL TO THE BOTTOM OF THE DRAVWING
BOARD,

TAPE ALL FOUR CORNERS FiG. 17

- _
\\leNEUPFHRALLEL
TO STRAIGHTELGS

Fiee 17

15
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STEPS TO FOLLOW IN DRAWING VERTICAL LINES:

TOULS AND MATERIALS REEDED: DrRAWING BOARD
300 x €90 triatcre on hEO yuyancLE
PARALLLL RULING STHAIGHTEDGE
PENCIL
85 % 11 SHEEY OF rAPER
ERASER

WHAT YOU MusT KNOVY
TO DO THESE STEPS

WHAT YOU MUsT 365

1.

2,

FOrR RIGHT-HANDED INDIVIDUALS PLACE

THE VERTICAL EDGE OF THE TRIANGLE

TO THE LEFT SIDE OF THE BOARDw=wwwwwis THIS HELPS TO KEEP THE DRAWING NEATER
SINCE YOUR HAND MOVES OVER THE TRIANGLE
INSTEAD OF OVER THE PAPER AS YOU DRAW
Tht Likc. FiGc. 18

WiTH THE PENCIL T!'LTED AT ABOUT 60°
MOVE IT FROM THE BOTTOM OF PAPER TO

THE T0Pe ROTATE THE PENCIL AS YOU

MOVE IT -t [N FREEHAND SKETCHING YOU WERE TAUGHT
TO MOVE YOUR PENCiL FROM THE TOP OF
. THE PAGE TO BOTTOM, BUT IN JRAWING WITH
INSTRUMENTS 1T 1S THE OPPOSITE. ROTATING
THE PENCIL HELPS TO KEEP A POINT ON THE
LEAD,

Fig. 18

133
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STEPS TO FOLLOW 11 URAWING HOR!ZOHWTAL LINESS

TOOLS AND MATERIALS NEEUED: DrRaAVING BOARD
PARALLEL RULING STRAIGHTEDGE

PENCIL
83 x 11 SHEET OF PAPER
ErRASER
. WHAT YOU MUST DO WHAT YOU MUST I<NOW

TO DO THESE STEPS

1e PLACE A PARALLEL RULING STRAIGHTEDGE
AT THE PLACE ON THE PAPER WHERE YOU
WANT TO DRAW HORIZOWTAL LINE

Fic. 19

2. MOVeE A PENCIL TILTED AT ABOyT 600

' FROM LEFT TO RUGHT WITH TME PARALLEL
RULIHG STRAIGHTEDGE AS A GUIDE,
ROTATING THE PENCIL AS YOU MOVE

Fle. 19

STEPS TO FOLLOYW tN READING A FULL S1ZE SCALES

TOOLS AND MATERIALS NEEDED: ARCHITECT'S SCALE
PENCIL

le LOOK AT THE FOLLOWING ILLUSTRATIONS.

Notes 19/32 COMES HALFWAY BETWEEN

9/16 anp S/B-oFuc. 20 cocmvmcacmncecadid A FULL-DIVIDED ARCHITECT'S SCALE HAS
16 EQUAL PARTS PER INCH MARKED ON TME
SCALE. FOR MORE:PRECISE MEASUREMENT
EACH OF THE 16 PARTS CAN BE MENTALLY
DIVIDED INTO U4 MORE EQUAL PARTS. THIS
GIVES YOU 64 DIVISIONS PER INCH.

THE STEEL SCALE USED BY MACHINISTS HAS
64 DIVISIONS PER INCH MARKED. HoOWEVER,
THE ARCHITECT'S SCALE HAS ONLY 16 DlIVI~

Fic. 20 SIONS PER INCH MARKED ON THE SCALE.
(¥ »
TTTITK-‘JH" . lTT- ‘lY?]THlIHI'ITIIﬁ]T7er
! 1 | 2

NOTE:

© ot eSS . b S et et ra— s s b g b e



WHAT YouMUcT DO WHAT YOU MUST |RHOY

2. PLACE YOUR ARCHITECT'S SCALE ON EACH \
OF THE FOLLOWING LINES

3. MEASURE AND RECORD THE LENGTH OF
EACH LINEww=F 10, 21 comcovcwcacao w—e=ize B2 SURE YO READ THE SCALE WITH AN
ACCURACY TO THE NEAREST 1/64. To
OBTAIN THIS ACCURACY MWITH THE ARCHI=-
THE SMALLEST MARKED DIVISION ON THE
S5CALE INTO L4 SMALLER SECTIONS.

Fie, 21

23w ~al alb»-~

8

X
]

&

x

3

|

-~
-~

D
©

N D
N~

&

N
A

N
W

L, CHECX WITH YOUR INSTKRUCTOR TO SEE HOW
WiLllL YOU DI

19 :
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YOUR2 "TRii> a0 S0 iid W BVLAETING (il Lils

TO DRAW THE BORDER LINES AND THE
11) OF PAPER.

STEPS TO FOLLOW iN DRAWING THE BORDER LINES AND THE TITLE BLOCK ON AN A=SIZE SHEET
OF PAPER:

TOOLS AND MATERIALS MEEDED: &3 x 11 SHEET OF PAPER
DharTine vir e
hueniiaet!'s SCALE
PENCIL
300 x 600 TriANGLE OR 450 x 900 TRIANGLE
DRAWING BOARD WITH PARALLEL RULING STRAIGHTEDGE
T-SQUARE OR DRAFTING MACHINE
DUSTILG BRUSH
ERASING SHIELD
ERASER

WHAT YOU MUST KNOW

WHAT You MUsi DO
: TO DO THESE STEPS

1. MEASURE !5 INCH FROM THE TOP OF THE
PAPER AND MAKE A SMALL POINT WITH
THE PENCIL- g~ REFER TO EARLIER EXPERIENCES FOR INFOR-"
MATICH. O SHARPERING YOUR PENCIL, TAPING
DOWN THE PAPER, DRAWING LINES, AND READIKG
SCALLE.

2. MEASURE 8 1NCHES DOWM FRCM THE FIRST .
"POINT AND MAKE ANOTHER POINTemww——=j»AS YOU ARE DRAWING, COMPARE YOUR WORK
WITH Fig. 22

MEA 51!/&2-':;‘: INCH FROM TOP OF THE PAPER,

________ TR,
. 11
%

- Fic, 22 pee— - Aiﬁ"f*”**“ff”"*i

E
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WHAT YOU MUST [

,
¢

9_.__‘:\"”
o N

5.

6.

7.

8.

10,

11,

12,

13,

‘“.

- .,5;

DRAW LIGHT HORIZONTAL LINES ACROSS
THE PAPER AT THESE POINTS

MEASURE OVER 1§ 1NCH FROM THE LEFT
SIDE OF THE PAPER AND MAKE A SMALL POINT

MEASURE OVER 10'3 INCHES FROM THE
POINT MARKED IN STEP L AND MAKE
ANOTHER POINT

DRAW LIGHT VERTICAL LILES THROUGH
YHE POINTS MARKED IH STEPS 4 AND
L COHNELTING THE HOR!IZONTAL LINES
DRAWN IN STEP 3

MEASURE up 3/8 INCH FROM THE BGTTOM
HORIZONTAL LINE AND MAKE ANOTHER POINT

DRAW A LIGHT HORIZONTAL LINE ACROSS
THE PAGE THROUGH THE POINT MADE IN
STE® 7. THIS SHOULD CONNECT THE
VERTICAL LINES TO FORM THE TITLE BLOCK

MEASURE 3 INCHES OVER FROM THE
LEFT=SIDE VERTICAL LINE AND MAKE
A POINT IN THE TITLE BLOCK

MEASURE 3 INCHES OVER FROM THE
POINT MADE IN STEP 9 AND MAKE -
ANOTHER POINT

MEASURE 1% INCHES OVER FROM THE
POINT MADE IN STEP 10 AND MAKE
ANOTHER POINT

MeASURE 115 INCHES OVER FROM THE
POINT MADE IN STEP 11 AND MAKE ANOTHER POINT

Measure 15 INCHES OVER FROM THE
POINT MADE IN STEP 12 AND MAKE
ANOTHER POINT '

DRAW DARK VERTICAL LINES THROUGH
THE POINTS MADE IN STEPS 9, 10,
11, 12, aAND 13 CONMECTING THE
LOWER TWO HORIZONTAL LINES

USING THE STRAIGHTEDZE, UARKEMN IN ALL LIGHT LINES

21
137
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TO MEASURE A BL. o
THE TOP, FRONT, AND RiG.. LiDE VIEWS
WITH THE SAME MEASUREMENTS AS THE
BLOCK 1TSELF.

INTRODUCTION -- PLEASE KREAD CAREFULLY:

REFER TO EARLIER EXPERIENCES FOR
INFORMATION ON SHARPENRING YOUR PENCIL,
TAPING DOVN THE PAPER, ORarfina LiNUS,
ARD REAUING SCALL.

S5ieS TU FOLLOW 18 MEASURING THE BLOCK AHD DRAWING THE TOP, THE FRONT, AND THE RIGHT=
SIDE VIEWS WITH THE SAME MEASURENLNTS AS THE BLOCK ITSELF?

TOOLS AND MATERIALS NEEDED: 8% x 11 SHEET OF PAPER
DRAFTING TAPE
SCRATCH PAPER
ARCHITECT'S SCALE

. Pencit
;o 300 x 60° or 45° x 90° TriawGLE
N DRAWING BOARD WITH PARALLEL RULING STRAIGHTEDGE

T=SQUARE 0R DRAFTING MACHINE
DUSTING BRUSH

ERASING SHIELD

ERASER

WHAT YOU MUST D& WHAT YOU MUST KNG
- TO DO THESE STEFPS

1e DRAW THE BORDER LINES AND THE TITLE
BLOCK - —omamos wanmenneedps REFER TO THE EXPERIENCE ON DRAWING -THE
BORDER LINES AND THE TITLE BLOCK.,

2. MEASURE AND RECORD THE DIMENSIONS OF
THE BLOCK ON SCRATCH PAPER

3. DRAW THE TOP, 'THE FRONT, AND THE RIGHT=

SIDE VIEWS TO THE DIMENSIONS RECORDED
IN STee 2 - - Pp- REFER TO THE EXPERIENCE ON SKETCHING

: . THT TOP, THE FRONT, AND THE RIGHT=SIDE
(;) VIEWS OF AN OBJECT.

22
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gy CURTIS LAMARR

CoNE INTERESTING FACTS ABOUT ELECTRICTY-ELECTRONICS

1e WHAT KIND OF WORK 1S DONE?

ELECTRICITY -~ ELECTRICAL CONSTRUC~
TION, FLECTRICAL MAINTENANCE, ELECTRI-
CAL CONTRACTING.

FLECTRCN'CS - ELECTRONICS REPAIR, ;
ELECTRONICS TESTING, ELECTRONICS CON- )
STRUCTION, TELEVISION SALFS AND SERVICE,
TECHN!CAL SALES, BROADCASTING, INSTRU-
MENTATION, AND COMPUTTR MAINTENMNCE.

2. VCRKING CONDITIONS

ELECTR:CITY - AN ELECTRICIAN

MIGHT WORK IN A WELL-EQUIPPED, AlIR- ;
CONDITIONED SHOP, IN A ESILDING UNDER §
CONSTRUCTION, OR OUTSIDE, 3
ELECTRONICS = MOST ELECTRONIC I
EOUIPMENT 1S HOUSED IN CLEAN, WELL~
KEPT BUILDINGS, THEREFORE, WORKING
CONDITIONS ARE USUALLY EXCELLENT. THE
108 MIGHT INVOLVE AMYTHING FROM SELLING
THE EQUIPMEMT TO O2ERATIMG OR SERVICING
THE EQUIPMENT, VJORKERS IN BOTH OF THESE
FIELDS MAY BE REQUIRED TO GO ON SERVICE
CALLS.

R e ¥ T VR

3. SALARY SCALE: :

THE SALARY MIGHT vazy from $56,000 _
o $10,000 P~2 YEAR, DESPIND:NG DN EX= ;
PERTENCE ANC TRAINING, IN GENERAL,
ELECTRICITY AND ELECTRONICS ARE HIGHLY
PAID FIELDS OF WORK.

' , !
o jﬂl{)

o~ 0 M



(]

L, Tvpe OF CLOTHING WORN:

THE CLOTH:NG W:LL VARY WITH THE
Joa, NEAT WORK CLOTHES ARE USUALLY
ADECUATE.,

5., PERSONAL QUALITIES NECESSARY:

MAN{PULATIVE SKILLS: SINCE ELEC=-
TRICIANS AND ESPECIALLY ELECTRONIC
TECHNICIANS MUST OFTEN WORK W!TH SMALL
WIRES, TUSES, AND OTHER DELICATE OBJECTS,
GOOD MANUAL DEXTER!TY (Uss OF THE HANDS)
1S IMPORTANT,

PERSONALITY CHARACTERISTICS: A
WORKER IN THESE AREAS SHOULD BE ABLE TO
WORK WELL WITH OTHERS, TO COMPLETE AN
ASSIGNED TASK, AND TO ENJOY WORKING WITH
MECHANICAL EQUIPMENT,

EDUCATIONAL QUALIFICATIONS: A HIGH
SCHOOL EDUCATION 1S ESSENTIAL FOR PRACTI=~
CALLY ANY JOB IN ONE OF THESE ARZAS. ONE
COULD PROBABLY BECOME AN ELECTRICIAN OR
AN ELECTRONIC MECHANIC W!TH ONLY HIGH
SCHOOL VOCATIONAL PREFARATION, BUT TO DO
MORE TECHNICAL WORK MORE TRAINING 1S
NECESSARY.

141
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TO VIIRE A THREE=-WAY SWITCH,

INTRODUCTIONM ..~ PLEASE READ CAREFULLY:

A THREE~WAY SWITCH 1S USED WHEN IT
IS NECESSARY TO TURN A LIGHT ON OR OFF
FROM TWO DIFFERENT LOCATIONS. FOR EXAM=
PLE, SOMEONE MIGHT WISH TO CONTROL A
LIGHT FROM BOTH ENDS OF A HALL OR FROM
BOTH THE BOTTOM AND THE TOP LANDINGS OF
A STAIRWAY. & THREE-=WAY SWITCH HAS A
SINGLE TERMINAL AT THE OPPOSITE ENDS.
TH: SINGLE TERMINAL 1S CONNECTED WITHIN
THE SWITCH SO THAT IT MAKES CONTACT WiTi
ONE OF TWO OTHER TERMINALS AT ALL TIMES,
WHETHER THE SWITCH LEVER 1S IN THE UPPER
OR IN THE LOWER POSITION.

DO NOT PLUG YOUR WIRING IN Ok CON=-
NECT IT TO THE "SOURCE' UNTIL THE IN-
STRUCTOR INSPECTS YOUR WORK.

BE SURE THf THERE ARE NO EXPOSED
WIRES AND THAT ALL COMNECTIONS ARE
PROPERLY CONNECTED AND TIGHT.

FOLLOW THE CORRECT CO!LOR CODE
THROUGHOUT YOUR WIRING,

LoOK OVER THE DIAGRAM BEFORE YOU
BEGIN WORK AND REFER TO IT DURING YOUR
WORK.

REFERENCES:

ALL ABOUT HOUSE WIRING BY MiX AND
P2 1TCHARD. '

SIMPLIFIED ELECTRIC WIRING HAND-
BOOK (SeArRs, ROEBUCK AND COMPANY).

ELECTRICITY AND ELECTRONICS,
BASIC BY STEINBERG.

. 3
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STEPS TO FOLLOY 1M CONNECTING A 3-WAY SWITCH:

TOOLS AND MATERIALS NEEDED: KeYLESS RECEPTACLE
Two 10 AMPERE FUSE PLUGS

TWO THREE=WAY SWITCHES

12-3 CONNECTING WIRE

TWO SW TCH COVERS

ONE CEILING OUTLET

Two SWITCH BOXES

SIX WIFE KUTS

One A.C, PLUG

6 reeT oF A.C.. LINE CorD #18
WIRE

LONG NOSE PLIERS

ELECTRICIAN'S PLIERS

WIRE STRIPPER

ONE LARGE SCREWDRIVER

ONE SMALL SCREWDRIVER

ONE MOUNTING BOARD (6 FT.
HiGH, 36 INCHES WIDE,
WITH AN 18 INCH PIECE
oF 15 INCH PLYWOOD TO
COVER THE MOUNTING
BOARD)

WHAT YOoU MUsT DO WHAT YOUu MUsT KNOKW
TO DO THESE STEPS

}e REMOVE THE INSULATION FROM BOTH

ENDS OF ALL WIRES BY CUTTING IT
AT A SLANT==AS IN SHARPENING A < = :‘__(%?—-‘_—'-'-"

PENCIL., EXPOSE !5 INCH OF COPPER X %_'umze
conoucTorR  FiG. 1 WRONG WAY /
RIGHT sVA‘l' }
Fig, 1

2. CONNECT THE WHITE WIRE oF THE A.C,

LINE CORD TO ONE TERMINAL OF THE .
LAMP SOCKET p USE WIRE NUTS (SOLDERLESS CONNECTORS)
TO CONNECT THE WIRES, Fjg. 2

SOLPERLESS

Fte. 2




WHAT YOU MUST X6 WHAT YOU MUST {2751

3.

“\\Jhy

COMNECT THE OTHER TERMINAL OF THE
LAMP SOCKET TO THE SINGLE TERMINAL
OF ONE OF THE SWITCHES USING BLACK

COLOR CODED WIRE====-— - - e o o s e mewp>> WHEN CONNECTING THE WIRE AT THE SCREW

TERMINALS BEND THE END OF THE WIRE INTO
A LOOP TO FIT AROUND THE SCREW. BE SURE
TO ATTACH THE LOOP IN THE DIRECTION IN
WHICH THE SCREW TURNS WHEN TIGHTENED,

Fig, 3
WRON6 WAY
RIGHT WAY
Fige 3
Fice 4
WIRING DIAGRAA
WHITE
C—— —
A orbe ! I l BLACK ;l_b POWER SOURCE
WHITE WIRE F“$E
RED WIRE WHITE WIRE
RED WIRE
BLACK WIRE -t - — —
BLACK Wwirél
i LAMP
| RECEPTACLE
RETURN - ‘o
et | SWITeH
<y
\ SINGLE
SINGLE TerrNe L
TERMINAL
SUNTEH A

144 °
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l”'/AT YOU MUST v

5.

6.

7.

oM
.

9.

10.

11.

12,

13.

14,

CoNNECT A WIRE (EITHER RED OR WHITE)
TO ONE OF THE OTHER SWITCH TERMINALS
(NOT VHE SINGLE TERMINAL) AND PLACE
THE OTHER END OF THE WIRE INTO THE
LAMP RECEPTACLE

REPEAT STEP L WITH THE SAME COLOR
CODED WIRE USING THE OTHER SWITCH

CONNECT TOGETHER THE WIRES USED IN

sTEPS L4 AND 5

REPEAT STEPS L, 5, AND 6 WITH THE
OTHER COLOR CODED W!RE

CONNECT A BLACK WIRE FROM THE RE~-
MAINING SINGLE TERMINAL OF THE
THREE=WAY SWITCH TO THE LAMP
RECEPTACLE

CONNECT THE WIRE IN STEP 8 TO THE
BLACK WIRE IN THE A.C. CORD

LONNECT THE FREe EMNDS oF THE ALC.
LINE CORD TO THE TERMINALS OF THE
FUSE SOCKET

CONNECT THE OTHER TERMINALS OF THE
FUSE SOCKET TO ANOTHER SECTION OF
A,C., LINE CORD

ConNECT THE A.Ce PLUG TO THE FREE
END OF THE LINE CORD

e et

CHECK YOUR WORK=— -

PLACE THE COVERS ON THE SWITC: BOXES

WHAT YOU MUST 12827

NOT PLUG YOUR WIRING IN UNTIL

Sters 4-13
See Fic. 4

ALL CONNECTIONS SHOULD BE TIGHT AND
SHOULD MAKE GOOD CONTACT. ALi SCREWS
SHOULD BE TIGHT. THERE SHOULD BE NO
EXPOSED WIRES. THE CORRECT COLOR CODE

MUST BE FOLLOWED THROUGHOUT THE WIRING.

COMPARE YOUR WIRING TO THE DIAGRAM.
IT HAS
INSPECTED BY YOUR INSTRUCTOR.

D—o .

BEEN

6445
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PART I  BY CAROLYN MAJCR
THERESA SHARP

SOME INTERESTING FACTS ABOUT HEALTH OCCUFATIONS

1. HAT KIND OF WORK 1S DONE?
SOME GENERAL AREAS OF HE/LTH WOKK ARES
s MEDICAL sPeEcCiAL1zATION (VARIOUS KINDS

OF DOCTORS), RESEARCH (CANCER, BIRTH
DEFECTS, DRUG DISCOVERY), TEACHING
(NURSING, LABORATORY, IN=~SERVICE EDUCA~
TION IN HOSPITALS), X~RAY (RADIOLOGISTS,
TECHNICIANS), NURSING (REGISTERED NURSES,
LICENSED PRACTICAL NURSES)e WORK IS
ALSO AVAILABLE FOR LABORATORY SPECIALISTS,
AND TECHNICIANS, OCCUPATIONAL, PHYSICAL,
AND RECREATIONAL THERAPISTS AND AIDES,
NURSING ASSISTANTS, CUSTODIANS, CLERKS,
FOOD SPECIALISTS, FCOD WORKERS AMD
ENGINEERS.

DURING THE HEALTH OCCUPATIONS
COURSE THE SKILLS LEARNED AND PRACTICED
IN THE LABORATORY ARE THOSE REQUIRED OF
A NURSING ASSISTANT. HOWEVER, THE
KNOWLEDGE AND THE EXPERIENCE GAINED
FROM THESE WILL BE HELPFUL IN ANY HEALTH
FIELD JOB OR IN ANY TRAINING WHICH THE
STUDENT MIGHT EVENTUALLY ENTER.,

2. VIORKING CONDITIONSS

\JORKING CONDITIONS ARE USUALLY VERY
PLEASANT., MOST HOSPITALS AND HEALTH
CARE INSTITUTIONS IN USE TOGAY ARE
EITHER NEW OR HAVE BEEN MODERNIZED TO
MEET SANITATION AND SAFETY STANDARDS.
HENCE, THESE USUALLY HAVE CENTRALIZED
VENTILATION AND TEMPERATURE CONTRCL,

Q 147
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3. SALARY SCALE:

IN THIS COMMUNITY YOU CAN EXPECT
TO START AS A NURSING ASSISTANT AT THE
MINIMUM WAGE OF $1.60 PER HOUR (PERHAPS
HIGHER N SOME INSTANCES). JoBS OF
ADVANCED TRAINING PRODUCE HIGHER SALA-
RIES. GENERALLY, WAGES ARE VERY GOOD.
L, TYPE OF CLOTHING WORN:

CLOTHING WILL BE SUITABLE FOR THE
JOB TO BE PERFORMEDe. UNIFORMS ARE NOT
NECESSARY FOR HEALTH WORKERS ON CAMP
STAFFS OR PEDIATRIC AIDES. HOWEVER,
SOME TYPE OF UNIFORM 1S USUALLY REQUIRED.
THE UNIFORM REGULATIONS ARE SPECIFIED
BY THE DEPARTMENT TO WHICH THE WORKER
1S ASSIGNED.

5. PERSONAL QUALITIES NECESSARY:?

MANIPULATIVE SKILLS: [T 1S HELPFU!
TO BE ABLE TO USE EITHER HAND EQUALLY
WELL.

PERSONALITY CHARACTERISTICS: A
GENUINE INTEREST AND CONCERN FOR THE
PATIENT IS ESSENTIAL. YOU MUST ALSO
BE ABLE TO FOLLOW DIRECTIONS AND
GET ALONMG WELL WITH OTHERS. PERSONAL
PREJUDICES SHOULD NEVER BE ALLOWED TO
INTERFERE WITH TJE PATIENT'S CARE,

EDUCATIONAL QUALIFICATIONS: MosT
INSTITUTIONS REQUIRE A HIGH SCHOOL
DIPLOMA FOR WORK IN THE HEALTH FIELD.
THIRTEEN MONTHS OF CLASSROOM WORK AND
HOSPITAL EXPERIENCE ARE REQUIRED TO
BECOME A LICENSED PRACTICAL NURSE. 71O
BECOME A REGISTERED NURSE YOU CAN
ATTEND EITHER A 2 YEAR ASSOCIATE DEGREE
PROGRAM, A 3 YEAR DIPLOMA SCHOOL OR
A L4 YEAR COLLEGE PROGRAM.

6. OTHER FACTS OF INTEREST:

IN 1960 THE HEALTH SERVICES INDUSTRY
RANKED THIRG BEHIND AGRICULTURE AND
CONSTRUCTION IN TERMS OF THE NUMBER OF
EMPLOYEES IN THE U.S. SOON IT MAY WELL
SURPASS BOTH TO BECOME THE NATION'S TOP
EMPLOYMENT FIELD.

ONE OF THE GREATEST ASSETS OF OUR
NATION 1S THE HEALTH OF ITS PEOPLE. IF
YOU SHOULD BECOME INTERESTED IN WORKING
IN SOME CAPACITY IN THE HEALTH FIELD,
THINK OF THE CONTRIBUTIONS WHICH YOU
MIGHT BEf ABLE TO MAKE TO THE HALTH OF
THE PEOPLE OF THIS NATION. OPPORTUNITIES
AND REWARDS ABOUND IN THE HEALTH
OCCUPATIONS,

148
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QUIR FIRST EX

ERIENCT IN HEALTH OCCUPATIONS WiLL {5

TOo T~ST A SAMPLE OF YOUR URINE
FOR SUGAR ‘NG THE CLINITEST METHOD,

INTRODUCTION - PLEASE READ CAREFULLY:

THIS TEST 1S A VERY IMPORTANT AID
TO THE DOCTOR AND TO THE PATIENT IN THE
DIAGNOS:S AND CONTROL OF A D!SEASE
KNOWN AS ''DIABETES."

ALTHOUGH THIS IS ONLY A LABURATORY
LEARNING EXPERIENCE YOU ARE DIRECTED TO
CARRY OUT TH!S PROCEDURE IN A VERY
RESPONSIBLE MANNER. YOU ARE CAUTIONED
TO HANDLE THE SPECIMEN CAREFULLY.

REFERENCES:
EACH HOSPITAL HAS ITS OWUN PROCEDURE

MANUAL, .
CLINITEST INSTRUCTION SHEET.

149
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STEPS TC FCLL™! 1N TESTING URINE FOR SUGAR (CLINITEST METHOD):

TOCLS AND MATERIALS NEED:

URINE

WATER 7
PAPER CUP ¢
CLINITEST KiT

WHAT YoU MUST DO

1.

2.
3.

b

5.

TAKE A PAPER CUP AND GO TO THE
NEAREST STUDEKT RESTROOM IN THE
BUILDING. BRING BACK TO THE
UTILITY ROOM A SMALL AMOUNT OF

WHAT YoU MUST KNow
TO PO THECE SRS |

YOUR URINE IN A (UP =m-——wmecmmeee-eecfpe A SMALL AMOUNT OF URINE WILL BE §

OpeN THE CLINITEST KIT

UNFOLD THE COLOR CHART SO THAT IT

1S EASILY VISIBLE ———eeceececacceeeee--ie RESULTS OF THE TEST WILL BE DETERMINED

UsiNG THE DROPPER PLACE 5 DROPS OF
URINE INTO A TEST TUuBE FiG6. 1

RINSE THE DROPPER UNDER A FAUCET,

UsiING THE DROPPER ADD 10 DROPS OF
WATER TO THE TEST TUBE FiGe 2

ADEQUATE (ONLY 5 DROPS ARE REQUIRED
FOR THE TEST)e

CAREFUL HANDLING OF THE SPECIMEN 18§
IMPORTANT TO PREVENT THE SPREAD OF
GERMS THAT MIGHT CAUSE DISEASE.

BY A COMPARISON WITH TH!S CHART.

O T T P TS T L  A  CL

Kl

R e

! —

s 5 DROPS OF

URINE IN A

| » TEST TUBE.-. g

... THEN ADD 10 t&

D\fo?,:: OF I¥ b !

ATER

“ F- -*\xy} :
l

e e et b
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WHAT YOU MUST DO WHAT YOU MUST KNOW

7. Removt ONE CLIN “£3T TABLET FROM

T1f LOTTLE OF C INITEST TABLETS | =7

ANDL DROP THE CME TABLET 1NTO T:HE l

TEST TUBE *piq, 3 cmmmnemenceceneeeed?  WHEN THE TABLET S DROPPED iIN, A
BUBBLING REACTION BEGINS,

Do NOT SHAKE FOR AT LEAST 15 SECONDS
AFTER THE REACTION BEGINS

8. WHEN THE REACTION SLOWS OR STOPS,
GENTLY SHAKE THE TEST TUBE

CLINITEST

TABLET

FiGe 3

9. COMPARE THE COLOR OF THE CONTENTS OF

THE TEST TUBE TO THE CLINITEST COLOR
CHART - ———————— === |N THE HOSPITAL OR DOCTOR'S OFFICE YOU

WOULD IMMEDIATELY REPORT THE COLOR '
ResuLTs (NEGATIVE = 1+, 2+, 3+, L+)
TO THE PERSON WHO INSTRUCTED YOU TO
DO THE TESTe

L 4

10. NOW THAT THE PROCEDURE, !S ENDED,
POUR THE CONTENTS OF THE TEST
TUBE AND THE REMAINDER OF THE
URINE SPECIMEN DOWN A DRAIN =F:G, U4-=P» POUR DIRECTLY INTO THE DRAIN OPENING
. S0 AS NOT TO SPLASH URINE ALL OVER THE

SINK AND THE COUNTER. RUN THE WATER A
FEW SECONDS TO SEND ALL THE URINE DOWN
THE DRAIN.

11« STUFF A PAPER TOWEL INTO THE CUP

AND DISCARD THE CUP IN A TRASH CAN Fice &

12. THOROUGHLY RINSE THE TEST TUBE AND
THE MEDICINE DROPPER UNDER COOL
RUNNING WATER

13 PLACE THE TEST TUBE ON A PAPER
TOWEL BY THE SINK TO DRAIN DRY

14, WiPE AWAY ANY WATER SPOTS

156 FOLD THE COLOR CHART AND REPLACE IT
WITH THE BOTTLE IN THE CLINITEST KIT

CONTAINER AND LEAVE THE KIT ON THE ‘
COUNTER ——— p= DO NOT ABUSE OF MISPLACE THE COLOR

CHARTe REFERRING TO A CHART IS MUCH
MORE ACCURATE THAN GUESSING OR RELY!ING
ON MEMORY.
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16,

Ve

WHEN YOU ARE COMPLETELY FINISHED,

VASH YO''R HANDS THORQUGHLY WITH

SOAP AND WATER = FiG, 5 ===swsws—ccaatie HEPATITIS CAN BE CONTRACTED FROM
HUMAN WASTE AND UNCLEANLINESS.

VERBALLY REPORT YDUR RESULTS TO THE
HEALTH OCCUPATIONS TEACHER

Fige 5 ' ‘
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TO INSERT A RECTAL TUBE INTO A
MANIKINS

INTRCDUCTION -~ PLEASE READ CARCIULLY:

THIS PROCEDURE 1S EMPLCYED TO
RELIEVE ABDOMINAL BISTENTION (FILLING
OF THE ABDOMINAL CAVITY WITH GAS OR
FLUID $O THAT THE ABDOMEN BFCOMES GHEATLY
ENLARGED). OFTEN AFTER A PATIENT HAS
HAD SURGERY CR H,S BEEN INACTIVE FOR
sor.t Ting, "GAs'" (FLATUS) FORMS IN THE
LAXGE INTESTINES. THIS CAUSES DISTENTION
OF THE ABDOMEN AND DISCOMFORT TO THE
PATIENT. INSERTION OF A HOLLOYW TUBE
INTO THE RECTUM ALLOWS THE FLATUS T?
ESCAPE, RELIEVING THE ABDOMINAL PAIN,
TH1S PROCEDURE 1S NOT USED WITHOUT
THE ORDER OF A PHYSICIAN,

REFEREMNCES:

EACH HOSPITAL HAS 1TSS OWN WRITTEN
INSTRUCTIONS FOR NURSING ASSISTANTS.
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STEPS TO FCLLOY IN THE ITHSERTION OF A RECTAL TUBE:

TOOLS AlD MATERIALS KEEDEDQ: RECTAL Tusek
SPECIMEN CONTAINER WITH LID
TaPE
TOILET TiISSUE
MANIKIN (ADULT DOLL)
BATH BLANKET

WHAT YOU musT DO

WHAT YOU MUsT KNOW
TO DO THESE STeEPs

1.

2.

k4,

5.

6.

7.

PROVIDE PRIVACY FOR THE PATIENT cw—ePpm |F THE PATIENT IS IN A PRIVATE ROOH,
CLOSE THE poor. |IF HE IS IN A SEMI~-
PRIVATE ROOM, PULL THE CURTAINS OR
PUT A PORTABLE SCREEN AROUND HIM.

PLACE THE MANIKIN ON 1TS BACK ON
THE STRETCHER cmmmcnmcaneeeemae~ea=efe COVER THE MANIKIN WITH TH: BATH BLANKET.

INSERT THE LARGE END OF THE RECTAL
TUBE THROUGH THE HOLE IN THE CENTER
OF THE LID OF THE SPECIMEN CONTAINER

TAPE THE TUBE TO THE LID SO THAT IT
wiLi NOT SLIP OUT

INSERT THE FREE END OF THE RECTAL
TUBE 3-6 INCHES !NTO THE RECTAL

OPENING OF THE MANIKIN ———ec-cmece=pm NEYER TRY TO FORCE THE TUBE INTO THE

OPENINGe. |F YOU SHOULD ENCOUNTER
RESISTANCE, REPORT THIS TO THE NURSE.
IN ACTUAL PRACTICE, A SMALL AMOUNT OF
LUBRICANT 1S PLACED ON THE END OF THE
TUBE $0 THAT THERE WILL BE LESS DIS~
COMFORT FOR THE PATIENT., HOWEVER,
LUBRICANT 1S NOT USED WHEN WORKING

WITH THE MANIKIN,
LEAVE THE TUBE IN PLACE FOR THE
DESIRED LENGTH OF TIME mecemmmawe-eepw THE RECTAL TUBE SHOULD NOT 3E LEFT IN

THE PATIENT FOR MORE THAN 15-20 MINUTES
AT ONE TIME. THE SPECIMEN CUP WILL REST
ON THE STRETCHER BETWEEN THE LEGS.

NEMOVE EACH PIECE OF EQUIFMENT; WASH
IT WITH SOAP POWDER AND WATER3 RINSE

IT WELL, AND RETURN IT TO THE STONRAGE
AREA WHERE YOU OBTAINED 17 ---------l’~>AN IMPORTANT PART OF ANY JOB 1S KEEPING

YOUR EQUIPMENT IN WORKING ORDER AND IN
THE PROPER STORAGE PLACE.
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YOUR THIRD EXPERICNCE 1M 1AL COCUPATIONS WILL B2

To ~iLL AND APPLY A HOT WATER
BOTTLE TO THE ABDOMEN OF A MANIKIN.

INTRODUCTION - PLEASE READ CAREFULLY:

HoT WATER B8O0TTLES MAY BE USED TOC
APPLY CONTINUOUS HEAT TO AN AREA.  THE
TEMPERATURE OF THE WATER MUST BE CHECKED
CAREFULLY TO PREVENT BSURNING THE PATIENT,
YOU SHOULD NEVER APPLY A HOT WATER BOTTLE
WiTHOUT THE DIRECT ORDEN OF A NURSE.

THIS EXPERIENCE SHOULD BE APPROACHED
SERIOUSLY. T tS IMPORTANT TO REMEMBER
THE FOLLOWING POINTS:

OLOER PATIENTS ARE EASILY BURNED =
THEIR SKIN 1S VERY DELICATE,.

INFANTS ARE EASILY JURNED = THEIR

. YOUNG SKIN IS VERY TENDER. THEY CAHNNSCT
TELL YOU THAT THEY ARE BEING BURNED.

NEVER PUT THE HOT WATER BOTTLE ON
TOP OF THE PAINFUL SPOT = THE WEIGHT
WiLL INCREASE THE PAIN.

IF THE PATIENT S UNCONSCIOUS,
ALWAYS PROTECT HIM r20M A BURN BY
PUTTING A BLANKET OR A DRY TOWEL BETWEEN
H1S SKIN AND THE HOT WATER BOTTLE.

YoU SHOULD BE SENSITIVE TO THE
COMFORT OF THE PATIENT. THE FIRST STEP
OF CARRYING OUT ANY PROCEDURE IS TO
GREET THE PATIENT 8Y NAME, AND THEN TO
EXPLAIN WHAT YOU ARE GOING TO DO.

ALL PROCEDURES SHOULD BE COMPLETED
WITH A MINIMUM OF MESS AND DISORDER,
YoUu ARE EXPECTED TO CLEAN, ORY AND
REPLACE EQUIPMENT WHERE YOU OBTAINED
1T, JUST AS YOU WOULD IN THE PATIENT
CARE ENVIRONMENT. TO PREVENT POSSIBLE
ACCIDENTS, COUNTERS AND THE FLOOR MUST
BE LEFT FREE OF WATER SPOTS,

REFERENCES:
STUDENT MANUAL, BEING A HURSING
AIDE, HospITAL RESEARCH AND EDUCATIONAL

TrusT (Sge cxAaPTTR CONTAINING PROCEDURE
FOR APPLICATION SF HOT WATFR GOTTLE).

9
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STCES TO FOLLOY 1t FILLING AND A®PLYING A HOT WATER EUTTLES

TOOLS AMD PATERIALS NCEDED:  FrounT botl (manikN) BotrTLe COVER (PILLOW CASE)
STRETCHER BATH THERMOMETER
Hor water (110°-1200) WATER CONTA!NER

HOT MATER BOITLE

WHAT You MUsT DO WHAT YOU MUST KNOW
TO DO THESE STEPS

BOTTLE, AND HOT WATER BOTTLE COVER
(PILLOW CASE WILL BE USED)

2., PUT THE WATER IN THE CCNTAINER

3. CHECK THE TEMPERATURE OF THE WATER
WITH A BATH THERMOMETER ===w-m-——=—wJo THE TEMPERATURE SHOULD BE 110°—120° Feo
IF 1T 1S TOO WARM OR TOO COOL, ADD
MORE HOT OR COLD WATER UNT'L. THE EXACT
TEMPERATURE 1S OBTAINED.

. FiLL THE HOT WATER BOTTLE HALF
FULL WITH WATER ==F{Ge 6 ==~——c-=f» |F THE BOTTLE IS FILLED MORE THAN HALF
FULL (T WILL CAUSE DISCOMFORT TO THE
PATIENT.

5. PLACE THE BOTTLE ON A TLAT SURFACE
. AND HOLD THE NECK OF THE BOTTLE
UPRIGHT

6. EXPEL THE AIR FROM THE BOTTLE =—==-P> FLATTEN THE BOTTLE OR PRESS ON IT UNTIL
THE WATER REACHES THE NECK OF THE BOTTLE
AND FORCES THE AIR OUT. AIR IN THE BOTTLE
CAUSES DISCOMFORT TO THE PATIENT. DO NOT
LET AIR ENTER THE BOTTLE AFTER IT HAS

BEEN EXPELLED.

FiLL E§C>7“77_£5

o._____!NL' HALF"FULL
WITH WATER
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WHAT YOU pMusT DO WHAT YOU M -

7. FASTEN THE TOP OF THE BOTTLE -
SECURELY == FiGe ] ‘m=—======="=="" o GRASP THE BOTTLE WITH THE PLATE AUAY
[ ]

FROM YOU AND FOLD 1 ON 2 shuGLY. THed
Foup 3 oN 4 snugLy. FOLD THE FLAPS
AROUND THE TOP OF THE BOTTLE (HOLDING
FIRMLY) AND BUTTOM THE FLAPS.

8. WiPE THE BOTTLE DRY

9. AFTER THE BOTTLE HAS BEEN DRIED,
INSPECT IT FOR SIGNS OF WATER LEAKS

10. PLACE THE BOTTLE IN A COVER cmee———fme PLACE THE TOP OF THE HOT WATER BOTTLE
IN THE PILLOW CASE FIRST. FOLD THE
PILLOW CASE AROUND THE HOT WATER BOTTLE
NEATLY SO THAT THE ENDS DO NOT DANGLE.

11« APPLY THE HOT WATER BOTTLE TO

THE ABDOMEN ===w====- - ------&' DO NOT LEAVE IT IN PLACE LONGER THAN
THE TIME SPECIFIED BY THE NURSE OR
PHYSIC1AN.

"12. CHECK AT INTERVALS TO MAKE SURE
THAT YOUR PATIENT 1S NOT RECEIVING oL
A BURN, THAT THE BOTTLE IS IN ITS Fo;f: ‘ngzl
PROPER PLACE, AND THAT THE WATER FlRMLY
HAS NOT BECOME COLD.

2 r"u !"’\ 1if o~
SR
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TURN BOTLE OVER. . THEH TUTTON
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YOUI NEXT EXPERIENCE IN HEALT OCCUPATIONS WILL BE:

To GIVE AND TO REMOVE A BEDPAN
IN A MANNER THAT WOULD CAUSE THE LEAST
EMBARRASSMENT AND DISCOMFORTY TO THE
PATIENT.

IWTRCOUCTICH - PLEASC READ CAREFULLY:

THIS EXPERIENCE SHOULD BE APPROACHED
SERIOUSLY, THE PATIENT HAS 2 TOILET NEEDSS
THE NEED ¥9O EXCRETE Frebs (0erucave) FROM
THE RECTUM AND THE NEED TO EXCRETE (voip)
URINE FROM THE BLADDER. UNTIL THE TIME AT
WHICH HE WAS ADMITTED TO THE HOSPITAL, THE
PATIENT WAS ACCUSTOMED TO CARING FOR HIS
OWN PERSONAL NEEDS. NOW HE MUST ASK YOU
FOR HELP. THIS IS OFTEN CiSTRESSING. HE
FEELS EMBARRASSED AKD ASHAMED ASKING YOU
FOR THE BEDPAN AND EVEN WORSE ABOUT YOUR
HAVING TO EMPTY AND CLEAN THE PAN. THINK
OF YOURSELF IN THE PA IENT'S SITUATION.
You WOULD WANT PRIVACY AND AN ATTITUDE ON
THE PART OF THE HEALTH WORKER WHICH WOULD
CAUSE YOU AS LITTLE EMBARRASSMENT AS POS=
SIBLEe YOU WOULD HOPE THAT THE HEALTH
WORKER WOULD BE ABLE TO PERFORM THIS SKILL
EASILY, WITHOUT CAUSING FURTHER EMBARRASS~-
MENT AND DISCOMFORT.

ELIMINATION OF WASTES FROM THE BODY
1S ESSENTIAL TO LIFE. ALTHOUGH ASSIST=
ANCE AT THESE TIMES IS NOT ALWAYS A PLEAS~
ANT TASKs 1T 1S NOT SO UNPLEASANT IF WE
REMEMBER THAT WE ARE HELPING THE PATIENT
MAINTAIN LIFE BY HELPING HIM GET RID OF
HIS WASTEe.

MuCH OF THE FOOD WHICH YOU EAT IS
ABSORBED INTO YOUR BODY. [T SERVES
DIFFERENT FUNCTIONS ACCORDING TO THE
TYPES OF NUTRIENTS WHICH !T CONTAINS.

SOME PARTS OF THE FOOD ARE NOT USED BY
THE BODY AND BECOME WASTE MATTER. THEY
ARE ELIMINATEL FRCM THE BODY AS URINE
THROUGH THE KIPWEYS AND AS FECES THROUGH
THE LARGE INTESTINES.

NORMAL. URINE 1S A CLEAR YELLOWISH
(L1GHT AMBER) FLUID WITH AN AMMONIA~LIKE
O0OR.

NORMAL FECES ARE A BROWNISH COLOR
4F SOFT SOLID CONSISTENCY.

REFERENCES:

STUDENT MANUAL, NURSING AIDE Hos»iTAL
ReSEARCH AND EDUCATIONAL TrusT (SEE
CHAPTER ON PersSONAL CARE OF THF PATIZNT)

12
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STEPS TO FCLLOW IN GiIVING A BEDPAN?

TOOLS AND MATERIALS NEEDED: ADULT DOLL (MANTKIN) SOAP
STRETCHER WASH CLOTH
SCREEN BepPAN
TotLey Pargn WASH BASIN

NewsPAPER (TO BE USED AS TOWEL
BEDPAN COVER)

WHAT You MUgT DO WHAT YOU MUST KNOW.
TO PO THESE STEPS

1. PROVIDE PRIVACY FGR THE PATIENT =—==fw [N A SEMI=PRIVATE ROOM PULL THE CURTAIN
OR PLACE A PORTABLE SCREEN AROUND THE
PATIENT'S BED.
i IN A PRIVATE ROOM CLOSE THE DOOR.
IN OUR CLASSROOM=LAB WE WILL CONSIDER
THAT YOU ARE IN A PRIVATE ROOM.

2., REMOVE THE BEDPAN FROM THE PATIENT'S
BEDSIDE TABLE OR FROM THE BATHROOM

3., PLACE THE BECDPAN ON THE SIDE OF THE
BED OR THE CHAIR ==wemm=—momme== ~—==f3 Do NOT PLACE THE BEDPAN ON THE BEDSIDE
ST

TABLE.

Le TURN BACK THE UPPER BEDDING. LEAVE
A SHEET COVERING THE LOWER PORTION
OF THE PATIENT'S BODY

5. WARM THE BEDPAN BY RUNNING WARM
WATER ON THE INSIDE =eccmccme—ec—- $ SINCE MOST BEDPANS ARE METAL THEY ARE
COLD 70 TOUCH., THE DESIRE TO VOID CAN
BE LOST DUE TO THE TOUCH OF A COLD BEDPAN,




WHAT You must DO

WHAT YOU MUST KNOW

6. INSTRUCT THE PATIENT TO FLEX (BEND)
HIS KNEES mommmmmemca e cc e m o e P THE PATIENT PLACES THE BOTTOM OF HIS
FEET ON THE BED WITH HIS KNEES BENT.
7. DRAISE THE PATIENT'S GOWN TO HIS WAIST
OR LOWER H!S PAJAMAS TO HIS KNEES
&, DPLACE ONE HAND UNDER THE PATIENT'S
HIPS
Q, AsSIST THE PATIENT IN RAISING HIS
BUTTOCKS (BOTTOM) OFF THE BED ===—=w=-p= LIFT THE PATIENT WITH YOUR HAND UNDER
HIS HI?S.
10. SLIDE THE PAN UNDER THE PATIENT'S
BUTTOCKS =-f g, § ‘====—=======——-===P THE FLATTENED RIM OF THE PAN SHOULD BE
BELOW THE HiP BONE,
FiGg. 9
'1\\\\ | —\_
N y 4 /‘;} \\i\\;i\
| ——\ |
11. MAKE THE PATIENT COMFORTABLE =—=====-=f |F THE PATIENT IS NOT COMFORTABLE
LYING FLAT, ADDITIONAL PILLOWS MAY
BE PLACED UNDER HIS HEAD.
12. RECHECKX THE PAN =w—==—e-- emmmmmoememenedm | T MAY BECOME DISPLACED WHEN THE
HEAD 1S ELEVATED.
13. PLACE THE SIGNAL CORD AND THE TOILET
TISSUE WITHIN REACH OF THE PATIENT -~ DO NOT LEAVE A PATIENT HELPLESS =
PROVIDE MEASURES FOR HIM TO OBTAIN
HELP.
ENOUGH TOILET PAPER SHOULD BE PROVIDED
TO MEET THE PATIENT'S NEEDS.
14, INSTRUCT THE PATIENT TO USE THE CALL
LIGHT FOR ASSISTANCE
15. LEAVE THE PATIENT'S ROOM cecmmawmnaa—de PATIENTS WHO ARE VERY ILL SHOULD NOT

BE LEFT. FATIENTS WHO CAN BE LEFT
NEED PRIVACY.

14
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STEPS TO FOLLOW IN REMOVING A BEDPANS

TOOLS AND MATERIALS NEEDED: AouLt DOLL (MANTIKIN) SOAP
STRETCHER ToweL
SCREEN WASH CLOTH
TOILET PAPER BEDPAN

NewspAPER {70 BE USED AS  WASH BASIN
BEOPAN COVER)

WHAT You Must DO WHAT YOU MUST KNOW
TO DO THESE STEFRS

SUPPORT THE PATIENT AS BEFORE ===~——==Pw= L |FT THE PATIENT BY PLACING ONE HAND
UNDER HIS #IPSe

HANDS - meemmmmamecean—~e=]s BE AS CONSIDERATE OF THE PATIENT AS
YOU WOULD BE OF YOURSELF. PROVIDE

A VASH CLOTH, A BASIN WITH WARM WATER,
SOAP, AND A TOWEL FOR THE PATIENT TO
USE TO RINSE OR TO WASH HIS HANDS.

RINSE THE BEDPAN WITH WATER =w=—w=—=-=cfe= |F YOU ARE UNABLE TO CLEAN IT WITH
PLAIN WATER, OBTAIM A BRUSM FROM THE

HOUSEKREEPER. FiGe. 1

r

Te

2. WITH THE OTHER HAND, SLIP THE
BEDPAN OUT AND COVER IT WITH A
NEVSPAPER FigGe 10

3. CARRY THE COVERED BEDPAN TO THE
PATIERT'S BATHROOM OR SERVICE
ROOM

L, ALLOW PATIENT TO RINSE OR WASH

<

5. CBSERVE THE CONTENT OF BEDPAN FOR
COLOR, AMOUNT AND CONSISTENCY

6. REPORT YOUR OBSERVATIONS TO THE
NURSE IN CHARGE

7.

8. RETURN THE BEDPAN TO THE PROPER

STORAGE PLACE CLEAN IT ITH WATER/
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PART II BY PROJECT STAFF

To MAKE UP AN UNOCCUPIED HTSPITAL BED,

INTRODUCTION -~ PLEASE READ CAREFULLY:

THE PROCEDURE FOR BEDMAKING VARIES

FROM ONE HOSPITAL TO ANOTHER. SOME

HOSPITALS PROVIDE ONLY ONE PILLOW WHILE

‘OTHERS PROVIDE TWO. SPECIAL SHEETS
CALLED "DRAW SHEETS' ARE USED IN SOME
PLACES BUT NOT IN OTHERS. LIKEWISE,
MATTRESS PADS ARE OFTEN USED., SHEETS
ARE SOMETIMES TUZKED WITi "seyare!
CORNERS ALD/SOMETIMES WITH “MITERED"
COLIELSe SOME HOSPITALS EVEN PROVIDE
CONTOUR FITTED BOTTOM SHEETS., YET
DESPITE THESE MINOR VARIATIONS, THE
BASIC TECHNIQUE FOR BEDMAKING REMAINS
UNCHANGED.

162
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STEPS TO FOLLOW i1N MAKING UP AN UNOCCUFIED BEDS

TOOLS AND MATERIALS NEEDED: TwO LARGE SHEETS
BEDSPREAD
PiLLOWw CASE

WHAT YOU MUST &89 WHAT YOU MUST KKNSL7
TO DO THESE STEPS

e PLACE THE CLEAN LINEN ON A CHAIR
NEAR THE BED FiGe 12

2. PLACE THE LOWER SHEET FULL LENGTH

ALONG THE EDGE OF THE BED AND UNFOLD
1T AWAY FROM YOU p~ DO NOT SHAKE OR FLIP THE SHEET TO UNFOLD

IT QUICKLY = THIS RAISES DUST AND LINT.

3. CHECK TO SEE THATS
A. THE SHEET 1S RIGHT Sipe up (THE
HEMS OR SEWED EDGES ARE ON THE
SIDE NEXT TO THE MATTRESS)
Be THE CREASE IS IN THE CENTER
Coe THE SMALL HEM 1S AT THE BOTTOM

De THE SMALL HEM 1S EVEN WITH THE _
EDGE OF THE MATTRESS smewm=fs [N THE HOSPITAL AN EFFICIENT NURSE WOULD

COMPLETE AS MANY OF THE FOLLOWING STEPS
AS POSSIBLE ON ONE SIDE OF THE BED BEFORE
MAKING THE OTHER S1DE. HOWEVER, TO
SIMPLIFY THIS EXPERIENCE, COMPLETE EACH
STEP ON BOTH SIDES OF THr BED BEFORE
MOVING TO THE OTHER SIDE.

L, Tucxk AsouT 8" OF MATERIAL UNDER THE
HEAD OF THE MATTRESS ~p»~ THERE WILL NOT BE ENOUGH MATERIAL AT
: THE FOOT OF THE BED TO TUCK THME SHEET

IN THERE,

TUucK ABour
8 incHiEs
OF SHEET
UNDER
HEAD? OF
MATTRE=S




WHAT YOU MUGT « % WHAT YOU MUGT i

—

5, MITER THE TOP CORNERS==Fig, 13 =-——=}> To MITER TVHE C(GRNERS YOU SHOULD:

A, FoLD THE SIDE EDGE OF THE SHEET BACKR
ON THE RED

8. TUCK IN THE HANGING EDGE

> ¢, HOLD THE SHEET AGAINST THE SIDE OF

THE MATTRESS

0. BRING THE FREE EDGE BACK OVER TIHE
SIDE OF THE MATTRESS

€. TuCh Tiu S10L EUGE ULDER THE MATTRESS

Fie, 13 ———<< ' \
—"
FoLD SIDE
FDEGE BACK
»
BRING SIDE
OFSHEET
. DOWN....
A
’///_/
—"
@ AND UNDER.
6. TUCK tN THE SIDES
7. SPREAD THE TOP SHEET WITH THE DEEP
HEM AT THE TOP AND WITH THE SHEET
WRONG S10E UP (THE HEMS OR SEWED
E€DGES ARE NOT ON THE SIDE NEXT TO
THE MATTRESS) mmeemmmeees P WHEN YOU FOLD BACK THE TOP SHEET TO FORM
A CUFF THE "RIGHT SIDE' OF THE SHEET WiLL
¢ | THEN BE ON TOP.
18
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WHAT YOU MUST {2

9.

10.

11.

12.

13.

14,

5.

16.

17.

TUCK IN THE BOTTOM

MITER THE 2 CORNERS AT THE FOOT
OF THE BED

>

Pick up LU-6" OF MATERIAL ACROSS THE

FOOT OF THE BED AND FOLD 17 BACK TO
MAKE A FINISHED PLEAT THAT 1S ABOUT
2V=3 WiDE=== FiGe 14 {F
FOLD BACK THE TOP SHEET TO FORM A
CUFF
PLACE THE SPREAD ON THE BED
TUCK 1T IN AT THE FOOT OF THE BED
MITER THE 2 BOTTOM CORNERS
PULL THE SPREAD UP OVER ALL OF THE
BEDDING NOW ON THE BED -
REST THE PILLOW ON THE FRESHLY
MADE BED AND PUT ON THE PILLOW
case Fie. 15
|{F THE CASE 1S TOO LARGE TUCK THE
OPEX END OF THE PILLOW CASE UNDER
THE PILLOW

19
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WHAT YOU MUST

SEE STEP 5.

THIS 15 A T0% FLEFT. IT RELIEYES THE

PRESSURE OF THE BEUDING OVER THE PATIENT'S

TOES AND FEZT.

F
PICK UP SHEET HERE AND
¢ FOLD TOWARP HEAD

/T: TO MAKE-TOE PLEAT.
NN

~, oo

7’

THE PILLOW WILL GO ON TOP OF THE SPREAD.
{F A PATIENT 1S WAITING TO OCCUPY THE
BED, INSTEAD OF FOLLOWING STEP 15, MAKE
BOTH THE SPREAD AND THE TOP SHEET INTO
A FOLD ABOUT 2 FEET WIDE AT THE FOOT OF

THE BED. L
HEAD oF BED
—
<= ‘“#‘/4¢Q§u${
SREA " Fi16. 15 ‘h
h
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- To MAKE UP AN OCCUPIED BED.

INTRODUCTION -~ PLEASE READ CAREFULLY:

[

BE CAREFUL NOT TO DISTURB THE
PATIENT ANY MORE THAN 1S NECESSARY.
YOUR FIRST THOUGHT SHOULD ALWAYS BE
OF THE PATIENT'S COMFORT. YOU SHOULD
ALSO BE FAMILIAR ENOUGH WITH HIS CON=-
DITION TO MAKE ANY NECESSARY CHANGES
IN YOUR BEDMAKING ROUTINE. FOR EXAM-
PLE, SOME PATIENTS MIGHT RZQUIRE A
PILLOW UNDER THUIR HEADS AT ALL TIMES,
OR MIGHT HAVE TO KEEP SOME PORTION OF
THEIR BODY IMMOBILE AT ALL TIMES,

20
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STEPS TO FOLLOW iN MAKING AN OCCUPIED BEDS

TOOLS ANDU MATERIALS NEEDED: Two LARGE SHEETS
SPREAD
PiLLow CASE
BATH BLANKET

WHAT YOU MUsT DO WHAT You MUST KNOW
TO PO THESE STEPS

1e PLACE THE CLEAN LINEN ON A CHAIR
NEAR THE BED

2. SLIDE YOUR ARM UNDER THE PATIENT'S
ARM SO THAT YOUR HAND 1S BENEATH
THE PATIENT'S SHOULDER FiG6. 16

LIFT PATIENTS BACK
WITH ONE ARM.

YOUR OWN ARM AND UPPER BODY REMOVE PlLLOW WITH
OTHER HAND.

3. LIFT TME PATIENT'S BACK BY RAISING

L. MiTH YOUR FREE HAND, REMOVE THE
PILLOW

5. LOOSEN ALL COVERS

6. COVER THE PATIENT WITH A BATH
BLANKET

7. DIRECT THE PATIENT TO THE SIDE OF

THE BED OPPOSITE FROM WHERE YOU ARE
WORK INGmmemmmm e e e - - PROTECT HIM FROM FALLING BY USING THE

SIDE RAILS,

21
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WHAT You MusT DO WHAT YOU MUST KNOW

8. REMOVE THE TOP SHEET

9, FoLD THE SOILED BOTTOM SHEET CLOSE
TO0 THE PATIENT'S BACK Fige 17

|
I

10  PLACE A CLEAN SHEET ON THE MATTRESS=-Y THE SHEET SHOULD BE RIGHT SIDE UP,
SHOULD HAVE THE CREASED HEM IN THE
CENTER, AND SHOULD HAVE THE SHORT HEM
AT THE BOTTOM.

11e TUCK IT AT THE HEAD

12. MITER THE CORNERS-- - > REFER TO THE EXPERIENCE ON MAKIMG THE
UNOCCUP:ED BED.

13, Tuck IN SIDE

14, DIRECT THE PATIENT TO THE CLEAN SIDE
OF THE BED~~ %p PROTECT HIM FROM FALLING BY USING THE
SIDE RAILS.

15. MOVE TO THE OTHER SIDE OF THE BED

©
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WHAT You mMusT DO

16.

17.

18.

19.

20.

21,

22,

23.

REMOVE THE SOILED BOTTOM SHEET

PULL THE CLEAN BOTTOM SHEET OVER TO
COVER THE EXPOSED MATTRESS

TUCK 1T AT THE HEAD

MITER THE CORNER

PULL THE SHEET TIGHT AND TUCK IN
THE SIDE Fice 18

DIRECT THE PATIENT TO THE CENTER
OF TME BED

PLACE THE TOP SHEET OVER THE PATIENT
AND REMOVE THE BATH BLANKET

TUCK IN THE FOOT OF THE BED AND
MITER THE 2 CORNERS AT THE FOOT

23
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WHAT YOU MUsT KNOK/

MOVE PATIENT To OTHER

SIDE OF BED AND PULL-

CLEAN SHEET TIGHT AND
TucK IN.

THE TOP SHEET SHOULD BE WRONG SIDE UP
AND SHOULD HAVE THE SHORT HEM AT THE
BOTTOM.



WHAT YoUu musT DO WHAT YOU MusT KNO:/

2L4. RELIEVE THE PRESSURE OF THE BEDDING
OVER THE TOES BY MAKING A TOE PLEAT

IN THE TOP SHEET-~FiG. 19 ---“-~--~§9 REFER TO THE EXPERIENCE ON MAKING AN
UNOCCUPIED BED.

25, PLACE THE SPREAD ON THE BED

26, TucCK IN THE FOOT OF THE BED AND
MITER THE CORNERS AT THE FOOT

27. FOLD THE T4P EDGE OF THE SHEET OVER
THE TOP EDGE OF THE SPREAD TO MAKE
A CUFF

28. PUT THE PILLOWCASE ON THE PILLOW

29. SLIDE YOUR ARM UNDER THE PATIENT'S
ARM SO THAT YOUR HAND 1S BENEATH
THE PATIENT'S SHOULDER

30, LIFT THE PATIENT'S BACK BY RAISING
YOUR OWN ARM AND UPPER BOOY

31. WiITH YOUR FREE MAND, REPLACE THE
PILLOW

24
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SOME INTERESTING FACTS ABOUVT CHILD CARE ZGUIDANCE

1. WHAT KIND OF WORK IS DONE?

CPPORTUNITIES ARE AVAILABLE AS?

DAY CARE CENTER ASSISTANTS

PRIVATE OR COMMUNITY NURSERY SCHOOL
AIDES

PuBLIC HOUSING ROJECT NURSERY
SCHOOL AIDES

DEPARTMENT STORE NURSERY WORKERS

AIRPORT OR BOWLING LANES NURSERY
AIDES

AIDES TO PRIVATE KINDERGARTEN
TEACHERS

BABY SITTERS

RECREATION CENTER AIDES

AsSISTANTS IN CHILDREN'S HOMES,
CLINICS, OR PEDIATRIC WARDS IN HOSPITALS

SALES CLERKS FOR CHILDREN'S TOYS,
BOOKS AND CLOTHING

NURSEMAIDS FOR PRIVATE FAMILIES.

2. WORKING CONDITIONS?

WORKING CONDITIONS FOR THE ABOVE
EMPLOYMENT OPPORTUNITIES MAY VARY
GREATLYe MANY OF THESE JOBS REQUIRE
OUTDOCR WORK IN GOOD WEATHER. HOURS
WILL ALSO VARY ACCORDING TO THE JOB.

IN GENERAL, A JOB ACCEPTED WiTH A
LICENSED CENTER SHOULD BE A VERY CLEAN,
PLEASANT ONE WITH A MODERATE AI!GUNT OF
NOISE.

1%3
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3. SALARY SCALE:?

BABY SITTERS MAY BEGIN AT 50¢ AN
HOUR. A DAY CARE CENTER DIRECTOR MAY
EARN AN AVERAGE SALARY OF $550 A
MONTHe NATURALLY, A COLLEGE DEGREE
INCREASES THE SALARY.

L, Type OF CLOTHING WORN:

CLEAN, CASUAL CLOTHING AND LOW
HEELED SHOES SHOULD BE WORNe A FEW
JOBS SUCH AS IN AN AIRPORT OR HOSPITAL
MAY REQUIRE UNIFORMS.

5. PERSONLAL QUALITIES NECESSARY:

MANIPULATIVE SKILLS: IT IS HELP~-
FUL IF YOU ARE ABLE TO PLAY A MUSICAL
INSTRUMENT OR TO READ MUSIC.

PERSONALITY CHARACTERISTICS: YouU
SHOULD BE CHEERFUL, PATIENT, ENERGETIC,
COOPERATIVE, ALERT, ABLE TO TAKE CON=-
STRUCTIVE CRITIC!SM, ANO ABLE TO SPEAK
CLEARLY. A LOVE FOR CHILDREN 1S ESSENTIAL,
YOUu WILL FIND THAT CREATIVITY AND THE
ABILITY TO COMMUNICATE WiTH OTHERS ARE
ADVANTAGEOQOUS.

EDUCATIONAL QUALIFICATIONS: A

HiIGH SCHOOL DIPLOMA |S NECESSARY AND

ONE YEAR OF SCCUPATIONAL CHILD CARE IS
HELPFUL. |F & DIRECTORSHIP IS DESIRED,
A COLLEGE DEGREE MUST BE OBTAINED WITH
A MAJOR IN CHILD DEVELOPMENT.

REFERENCES

PYCHILD CARE'" TAKEN FROM TRAINING
PROGRAM FOR TEACHERS AND LEADERS OF
GAINFUL EMPLOYMENT TRAINING PROGRAMS
IN Home EconOMICS, CALAHOMA STATE
UNIVERSITY. REPRODUCED BY STATE OF
TenN., DepT. OF EDUCATION DivisSiON
oF VOCATIONAL EDUCATION, 205 CORDELL
HuLL BLDG., NASHViILLE, TENN. 37219.

YHELPING PARENTS TEACH YOUNG CHILDREN'
FeDERAL EXTENSION SERViICE, U.S. DeEpPT OF
AGRICULTURE,

HPARENT INVOLVEMENT'' PROJECT HeAD
START, OfFFICE oF CHiILD DEVELOPMENT, U.S.
Derpr. OF NEW, WasHinaTON, D.C. 20201,

A NURSERY SCHOOL HANDBOOK sY Wooo
- AND GREEN.
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TO MAKE A PAPER BAG PUPPET

INTRODUCTION -=- PLEASE READ CAREFULLY:

CREATIVITY 1S A SIGN OF HIGH
INTELL!GENCE. ART 1S ONE Gr THE MEANS
THROUGH WHI1C1i CHILDRER CaM LEARN 70 BE
CREATIVE. BY PARTICIPATINC n 10 ART
ACTIVITY, A CHILD M2Y GAIN STRENGTH IN
ORIGINALITY OF IDEAS, !HNDEPENDENCE,
CONFIDENCE IN KIS OWN ABILITY, FREEDOM
TO EXPRESS HIS OWN iDEA5 AND FEEL INGS,
ACCEPTANCE OF HIMSELF AS A UNIQUE AND
VALUABLE PERSON, AND CLARIFICATION OF
IDEAS AND CO! 1pPTS.

A TRAINTS uik WELL=QUALIFIED
TEACHER OF CHILDREN MUST LEARN TO BE
ADAPTABLE AND CREATIVE. SOMETIMES
EXPENSIVE PLAY EQUIPMENT 1S NUT AVAIL=-
ABLE. T:UiREFORE, THE TEACIHER MUST
LEARN TO USE NO=COST OR LOW-COST ITEMS
WHICH ARE READILY AVAILABLE. NOT ONLY
ARE THESE ITEMS A HELP TO ANY SCHOOL
BUDGET, BUT THEY STIMULATE CREATIVITY
IN THE FIRST SCHOOL EXPERIENCES. THROUGH
CREATIVE PLAY, CHILDREN ARE GIVEN AN
OPPORTUNITY TO WORK AND SOLYE PROBLEMS
FOR THEMSELVES.

GENERAL RULES:S

1« BE CONSERVATIVE WITH THE
MATERIALS. USE ONLY THE AMOUNT THAT
YOU NEED. :

2., FOLLOW INSTRUCTIONS CAREFULLY.

3. STUuDY THE DIAGRAMS BEFORE BE~-
GINNING THE PROJECT.

L., Be NEeAT.

5. LEAVE THE AREA AS CLEAM AS 1V
FOUND 1T,




STEPS TO FOLLOW 1IN MAKING A PAPER BAG PUPPET?

TooLS AND MATERIALS NEEDED: SMALL PAPER BAGS COLOR CRAYONS
COMSTRUCTION PAPER PASTE
STRING ON Y. RN SCi$SORS
WHAT YOUu must B0 WHAT YOU MUsT Moy

TO DO THESE STEPRS

1. PASTE BITS OF COLORED PAPER AS EYES,
MOUTH, ETC,===== o P~ PLACE MOUTH AT FLAP AS SHOWN ON DIAGRAM.

2. PASTE STRING OR YARN AT EDGE OF BAG

FOR HAlRw=mmmmmmmannnowa - ~--gp= THIS COULD BE CUT SHORT, PUT IN PONY
' TAILS OR PLAITED.

3. DRrAW CLOTHING ON LOWER PART OF THE
BAG  Fig. ?

i, INSERT HAND AS IN DIAGRAM TO MAKE
MOUTH OF BAG PUPPET TALK Fig, 2

/‘““\Q\\
—HAND |IN BAG
Fig. 2

1%¢
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To MAKE A COLLAGE

INTRODUCTION -~ PLEASE READ CAREFULLY:

A COLLAGE 1S A FORM OF ART CREATED
BY PASTING PAPER CR OTHER MATERIALS ON
A PIECE OF HEAVY PAPER TC FORM ANY KIND
OF PICTURE OR DESIGNe. YOU MAY PASTE ON
ANY COMBINATION OF MATERIALS TO MAKE ANY
DESIGN YOU WISH,

L

STEPS TO FOLLOW IN MAKING A COLLAGE?:

TOOLS AND MATERIALS NEEDED: CRUSHED EGG SHELL RiICE
MACARON! (SHELL,STARS,WAGON DRIED BEANS
quELs,aowrlEs,ALPuAeETs,ETc.) GLue
HEAVY CONSTRUCTION PAPER Foop COLORING
WHAT YOU musT RO ~ WHAT YOU MUsST KNOW
TO DO THESE STEPS )
1« MAKE A PICTURE OR DESIG! BY PASTING ?

VARIOUS FOOD PRODUCTS ON HEAVY CONe

STRUCTION PAPER== F|qa. 3 - > THE DRIED PRODUCTS MAY BE PAINTED OR
DYED IN FOOD COLORING BEFORE BEING
LIGHTLY GLUED., REMEMBER == BE CREATIVE
AND ORIGINAL., THE PRE~-SCHOOLERS WiILL BE.

o5
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To MAKE PLAY DOUGH

STEPS TO FOLLOW IN MAKING PLAY DOUGHS

TOOLS AND MATERIALS NEEDED: 1 CuP FLOUR - MIXING BOWL
15 cup SALT SPOON
> 6 TABLESPOONS WATER MEASURING SPOONS
MEASURING CUPS SPATULA

FOoOD COLORING

WHAT YOU MUET & w9 . WHAT YOU MUST RIOV
TO DO THESE STEPS

1. MEASURE 1 CUP FLOUR, !5 CUP SALT,

AND MiX IN A BOWL==FiG, L ==—=====--b USE A DRY MEASURING CUP FOR THE FLOUR

- AND SALT. USE MEASURING SPOONS FOR

THE WATER. LEVEL EACH MEASUREMENT
WITH A SPATULA. USE ONLY THE AMOUNTS
SUGGESTED FOR A PERFECT PRODUCT.,
MEASURE WATER INTO A LIQUID MEASURING
cuP.

2. ADD A FEW DROPS OF FOOD COLORING

Y0 6 TABLESPOORS OF WATER IN A

LIQUID MEASURING CUP, USE OHLY

ENOUGH COLORING TO GIVE THE WATER

A DEEP, RICH COLOR=- F1G, 5 e-—=======pp-T0OO MUCH FOOD COLORING CAN MAKE THE .
DOUGH TOO STICKY BECAUSE 1T ALTERS THE
PROPORTIONS OF THE INGREDIENTS.

3. ADD THE COLORED WATER GRADUALLY TO
THE SALT AND FLOUR MIXTURE. STIR
CONSTANTLY UNTIL THE MIXTURE 1S FIRM
AND DOES NOT STICK ON THE HANDS-FiG. 6-p> DO NOT ADD ALL THE WATER AT ONCE. App
ONLY ENOUGH WATER TO MAKE DOUGH DESIRED
CONSISTENCY. ALL OF THE WATER MAY NOT

Fig. 6 _ 8E NEEDED, DEPENDING ON THE TYPE OF
FLOUR.
~~
Cr~r
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7




/ T /@4 £ Ffr- L LN S PR
v _-": ‘n: - ’_; - ", Lo U V
w 1'1 O X ivi v § &P /

»‘34""‘7-‘3&(\ /’)t:“::a

[/ '»'»3/,/,*4‘1. e

.r--

k!

(4 1§‘J ~J‘ o i\

n\ f‘\!’ )[} /,/ })

- von m——

-

B

/ 7 ~////}3// /r{.

B R R T

= erm PRt B oA T



SOME INTERESTING FACTS ABOUT TEXTILES

& CLOTHING

1« WHAT KIND OF WORK 1S DONE?

THERE ARE OPPORTUNITIES FOR TEACHING
IN HIGH SCHOOLS, COLLEGES, ADULT AND
EVENING CLASSES, FOR WORKING IN MERCHAN=-
DISINGy, PLANNING, PROMOTION, JOURNALISM,
MODELING, AND IN BUYING. YOU MIGHT ALSO
WORK AS A HOME DEMONSTRATION AGENT, A
CLOYHING SFECIALIST, A TEXTILE DESIGNER
OR RESEARCHER, A DRESS MAKER, AN ALTERA=-
TIoNS WORKER, A FASHION DESIGNER, AN
ILLUSTRATOR, A DISPLAY MANAGER, OR A
FACTORY SEAMSTRESS.

2. VWORKING CONDITIONS:

WORKING CONDITIONS VARY, BUT MOST
WOULD BE PLEASANT. WORKING WITH OTHER
PEOPLE WOULD BE COMMON.

3. SALARY SCALE:

SALARIES ARE VARIED FROM $50.00
A WEEK UP TOo $1,000 A WEEK OR MORE.

L, Tyepe OF CLOTHING WORNS

STREET DRESS ‘WOULD BE WORN IN MOST
JOBS, BUT LAB COATS OR SPECIAL CLOTHING
MIGHT BE NECESSARY FOR WORKING IN
TEXTILE TESTING, RESEARCH, OR FACTORIES,

6. PERSONAL QUALITIES NECESSARY:

ApTITUDE: ORIGINALITY, CREATIVITY,
AND A TOLERANCE FOR REPETITIOUS WORK
ARE HELPFUL.

MANIPULATIVE SKILLS: FINGER
DEXTERITY WOULD BE NECESSARY FOR ANY
JOB REQUIRING SEWING, CUTTING, OR
RESEARCHs A FLAIR FOR FASHION AND
DRAWING ABILITY ARE REQUIRED FOR
DESIGNING,

9
1ED
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PERSONAL i TY CHARACTERISTICS: You
SHOULD BE DEFENDABLE, COOPERATIVE,
PLEASANYT TO WORK WITH, VERSATILE, AND
ABLE TO FOLLOW DIRECTIONS.

EDUCATIONAL QUALIFICATIONS: A
HIGH SCHOOL DIPLOMA 1S REQUIRED FOR
ALL THE ABOVE POSITIONS., A YEAR OF
OCCUPATIONAL TEXTILES AND CLOTHING
{$ HELPFUL, A COLLEGE DEGRYE 1S
REQUIRED FOR TEACHING OR FOR BECOMING
A HOME DEMONSTRATION AGENT.

‘6. OTHER FACTS OF INTEREST:

THiIS 1S AN EXCITING CAREER WITH A
WIDE VARIETY OF JOB OPPORTUNITIES.
ADVANCEMENT 1S RAPID AND SALARIES ARE
GENERALLY BETTER THAN IN OTHER SO
CALLED '"WOMEN'SY OCCUPATIONS.

16 181
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TO WIND A SEWING MACHINE BOBBIN
AND 10 THREAD A SEWING MACHINE.

'lNTRODUCTION -~ PLEASE READ CAREFULLY:

THE SEWING MACHINE 1S ONE OF THE
MAJOR PIECES OF LARGE EQUIPMENT WHICH
1S USED IN OCCUPATIONAL TEXTILES AND
CLOTHING., SINCE IT IS EXPENSIVE AND
IS EASILY DAMAGED, CHECK WITH YOUR
STUDENT SUPERVISOR |F YOU ARE NOT SURE
OF YOUR ASSIGNMENTS, ALSO, BE CAREFUL
NOT TO CATCH YOUR FINGER UNDER THE
NEEDLE.

REFERENCES:

ELNA SEWING MACHINE MANUAL




STEPS TO FOLLOW IN WINDING A BOBBIN?

TOOLS AND MATERIALS MNEEDED: THREAD, BOBBIN, SEWING MACHINE

WHAT You MUST DO WHAT YOU MUST KNOW
TO DO THESE STEPS

1. TURN THE LIGHT ON === -

- | > Bg SURE THAT THE MACHINE 1S PLUGGED
IN.

2. PLACE THE BOBBIN ON THE BOBBIN
HOLDER AND PUSH TO THE RIGHT =ww=po

Fic. 7

3. L0OOSZN THE BALANCE WHEEL = Fi1Ge 8==t THE CENTER OF THE BALANCE WHEEL

ON THE RIGHT OF THE MACHINE HEAD
WILL LOOSEN IF YOU GRIP 1T TIGHTLY
AND TURN IT TOWARD YOU.

Fic. 8




l/!/HAT YOU MU5T éia;)

WHAT YOU MUST [G3G0!

L, PLACE THE THREAD ON THE THREAD
HOLDER

5. THREAD THE MACHINE FROM THE THREAD
HOLDER TO THE THREAD CULIDE ON THE
LEFT END OF THE MACHINE HEAD

6. PLACE THE END OF THE THREAD THROUGH
THE BoBBIN FiG6, 9

7. HoLD THE THREAD WITH YOUR LEFT HAND
AND START THE MACHINE BY SLOWLY
PRESSING THE FOOT PEDAL == i e e P

8. CONTINUE WINDING UNTIL THE BOBBIN
is visisLy FuLL Fie. 10

9., Cutr OR BREAK THE THREAD AND REMOVE

THE BOSBIN FROM THE B0BBIN HOLDER
Fig. 11

10. TIGHTEN THE BALANCE WHEEL BY TURNING
IT AWAY FROM YOU

Fié. 9

Qr/ |

Be CAREFUL NOT TO MAKE THE MACHINE
RUN TOO FAST.

Fic. 10
BoBgiN

(FuLy)

REMOVE AND CUT THREAD

11

~ af)



STEPS TO FOLLOW tn THREADING A SEWING MACHINES

TOOLS AND MATSRIALS NEEDED: THREAD, SEWING MACHINE, BOBBIN, MATERIAL

1.

2.

3.

5.

WHAT YOU MUST 9

Prrer THE BOBBIN WITH THE THREAD

WHAT YOU MUST Xt

ALLTADY ON 1T IN THE ROBBIN CASE ==—=wpe PRESS DOWN ON THE BACK OF THE THROATY

Fig.

GUIDE THE THREAD FROM LEFT TO RI

12

pr———— g o -~ .
(E:r- ;

FLATE AND YOU WilL SEE THE BOBBIN CASE.

BOBBIN CA
wu.anﬁ:. &

GHT

AS YOU PUT THE BOBBIN IN ITS CASE weeepe |F NECESSARY ASK A STUDENT OR THE

FiG.

CLOSE THE THROAT PLATE

13

PUT THE THREAD ON THE THREAD HOLDER

LEAD THE THREAD THROUGH THE TWO
THREAD GUIDES DOWN THROUGH THE
OPEN TENSION == THEN FROM LEFT

TO RIGHT THROUGH THE THREAD TAKE=UP

."AD THE THREAD THROUGH THE 2 OTHER

THREAD GUIDES

14
L5

TEACHER FOR ASSISTANCE,

Fice 13

FEED
TareAD
THROUGH
Guipes
AS Sy
y BY Ak, .5
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AT YOU MUST £ WHAT YOU MUST .20

1
7. PUT THREAD THROUGH THE NEEDLE FROM (\
FRONT TO BACK Fig, 14 I
W)
8, PULL THE BOBBIN THREAD AND THE TOP
THREAD TO THE RIGHT OF THE NEEDLE PUT THREAD
THROUGH
Fig. 14 NEEDLE
¢, boy YHE MATCRIZL UNDER THE PRESSER FROM FRONT
FCoT TO BACK.
L

10. LOWER THE PRESSER FOOT WITH THE
PRESSER FOOT RELEASE =F1Ge 15 wupo LET THE MACHINE PULL THE MATERIAL AS
YOU STITCH « DO NOT PUSH THE MATERIAL.

L~ ]

PRESGER,
FooT
£ LUASE

11. PRESS ON THE FOOT PEDAL AND STITCH

STITCHING,

Fig. 16

12, RAI1SE THE PRESSER FOOT AND ADJUST
THE SALANCE WHEEL SO THAT THE NEEDLE
WiLL BE IN AN UP POSITION Fig., 16

13, GRASP THE MATERIAL AND DRAW IT Crm
3 INCHES TOWARD YOU g '_.-VJ...L‘
we vl
TowArD
You.

14, Cur OR BRZAK THE THREAD NEAR MATErR14/..
THE MATERIAL . .

e omwan

15
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To SEW STRAIGHT LINES, TO TURN
CORNERS, TO SEW CIRCLES, AND TO CREATE
' AN ORIGINAL DESIGN.

STEPS TO FOLLOW IN STITCHING A STRAIGHT LINE ON A PIECE OF PAPERS

TOOLS AND MATERIALS NEEDED: 10 SHEETS OF PATTERNED PAPER, SEWING MACHINE,
THREAD

WHAT YOU MUST DO WHAT YOU MUST KNOW
TO DO THESE STERPS

& Sraree oo e

ie CHECK THE FOOT PEDAL TO BE SURE

THAT IT 1S IN THE NEGATIVE (=)

RATHER THAN THE POSITIVE (+)

POSITION mecmmemececeaneoe - IF BUTTON INDICATES POSITIVE, SLIDE
THE PEDAL TO THE NEGATIVE POSITION.

I F'G.;J;;rr k$§t§?

GINTSH

2. TURN THE LIGHT SWITCH TO THE '‘oN"
POSITION. IT CAN BE FCUND AT THE
FAR RIGHT OF THE MACHLINE HEAD F1G6e 17-p=

3. PUT ONE SHEET OF HOTEBOOK PAPER
UNDER THE PRESSER FOOTe Fg, 18 PLACE THE PAPER SO THAT THE NEEOLE 1§
ABOVE THE BLUE LINE ON THE PAPER.




Iy, LOWER THE PRESSER FOOT WITH THE

PRESSER FOOY RELEASE,

—— E1G. ]9-m-~—~-—--~-~—-——-—~bﬂ' NEVER FORCE THE MACHINE IF (T WILL

NOT $EW, REMOVE YOUR FQOT FROM THE
PEDAL,

LOWER. THE
PrRESCER. FOOT
torry THeE

[ T S
A

Tuii L) keleAse
[

Fige. 19
5. PRESS ON THE FOOT PEDAL SLOWLY AND
BEGIN STITCHING, FOLLOW THE LINES
ON THE PAPER = F g, 20°~ ~p» LET THE MACHINE PULL THE PAPER. YOU

PROBABLY WILL NOT STITCH STRAIGHT
THE FIRST TIME,

PRESS oN THE Foo'T
PEDAL- SLOWLY.

6. AFTER COMPLETING ONE LINE BEGIN
STITCHING THE SECOND AMD CONTINUE
UNTIL EACH LINE HAS BEEN COMPLETELY

STITCHED mmmmcccnccacnmnoneaneeenee-jie [RY TO |IMPROVE YOUR SKILL IN EACH LINE,

7¢ PRACTICE WITH A SECOND SHEET OF
PAPER

| 17
Q :12553




STEPS TO FOLLOY 1n STITCHING A MAZES

TOOLS AND MATERIALS NEEDED: 2 SHEETS OF PATTERNED PAPER, SEWING MACHIKE

WHAT YOoU MUsT F2O WHAT YOU MUST IENOWY
TO0 DO THESEZ= STERFS

s ot -t o

1. CHECK FOOT PEDAL TO BE SURE IT IS
on (=) rarner Tean (+)

2. TURN THE LIGHT SWITCH ON

3. PUT ONE SHEET OF PATTERNED PAPER
UNDER THE PRESSER FOOT, LINING UP
MACHINE NEEDLE ABOVE CENTER OF
MAZE == F1G, 2] recamcmcnccacecnae=pe BE CAREFUL NOT TO CATCH YOUR FINGER

IN THEC NEEODLE.

I Fig. 21

steer oF %_: PATER WITH A

D MMAZE]

eSS

IO, S

L, LOWER PRESSER FOOT WITH PRESSER
FOOT RELEASE = oo imm s cue oo s cms e o, S LET THE MACHINE PULL THE PAPER AS
Yyou STi1TCHe DO NOT PUSH THE PAPER,

5. PRESS ON FO0T PEDAL SLOWLY AND BEGIN

6, FOLLOW MAZE FROM CENTER UMTIL THE

END OF TME MAZE, TURNING CORNERS
CAREFULLY mwrmecemmecanecmcacacaneseede 70 TURN A CORMER?

A. StoP

8. REMOVE YOUR FOOT FROM THE FOOT
PEDAL

Co PAISE THE PRESSER FOOT, LEAVING
THE NEEDLE IN THE PAPER

De TURN THE PAPER

7. BEGIN STITCHING AGAIN

1%




STEPS TO FOLLOW 1M STITCHING IH 3PIRALS AND CREATING AN ORIGINMNAL DESIGNS

TOOLS AND MATERIALS NEEDED:s 1 SHEET OF PATTERNED PAPER
1 SEWING MACHINE
1 SHEEY OF LINELESS PAPER

WHAT YOU MUST DO WHAT YOU MusT KNOYY
To DO THESE S7EAS

1« CHECK FOOT PEDAL TO BE SURE IT 1§

oN (=)emwacam ———— g~ REFER TO THE INSTRUCTIORS FOR SEVING
A STRAIGHT LINE AND FOR STITCHING A
MAZE. '

2. TURN THE LIGHT SWITCH ON

Fie, 22

3. PUT A SHEET OF PATTERNED PAPER UNDER

THE PRESSER FOOT _ ,////’,-—

L, LINE UP THE MACIIINZ HEEDLE ABOVE THE //
CEWTER OF THE SPIRAL Fige 22 ‘ 3

5, LOWER THE PRESSER FOOT WITH THE —
PRESSER FOOT RELEASE

6. PRESS ON THE FOOT PEDAL SLOWLY AND
BEGIN STITCHING FROM THE CENTER OF
THE SPIRAL. STITCH IN A CONTINUOUS
SPIRAL UNTIL YOU REACH THE EDGE OF
THE PAPER.

7. REPEAT THE PROCEDURE, CREATING AN
ORIGINAL DESIGN USINs STRAIGHT LINES,
CURVES, CIRCLES, AND SQUARES

150
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SOME INTERESTING FACTS ABOUT ORNAMENTAL HORTICULTURE.

1. WHAT KIND OF WORK 1S DONE?

You WOULD BE INVOLVED MAINLY 1IN
LANDSCAPE GARDENING, PLANT IDENTIFICA=
TION, PLANT PROPOGATION (REPRODUCTION),
AND THE MAINTENANCE OF TREES, SHRUBS,
FLOWERS, AND TURF.

WORK 1S AVAILABLE IN GARDEN CEN-
TERS, IN FLORIST SHOPS, IN NURSERIES,
AND IN LANDSCAPING CENTERS.

2. WORKING COMDITIONS:

BOTH INDOOR AND OUTDOOR WORK IS
AVAILABLE THROUGHOUT THE YEAR. WORK
1S DONE UNDER SUPERVISION AND ON AN
INDIVIDUAL BASIS.

3. SALARY SCALE:

BEGINNERS START AT THE MINIMUM
WAGE AND ADVANCE ACCORDING TO THEIR
ABILITY AND THE OPPORTUNITIES AVAIL=
ABLE.

L, TyYpPeE CLOTHES WORN:

WORK CLOTHES ARE USUALLY WORN.
SOME LANDSCAPING AP.D GARDEN!NG FIRMS
REQUIRE THYAT YOU WEAR A UNIFORM,

1
L G )
o &g
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5. PERSONAL QUALITIES NECESSARYS

MANIHULATIVE SKiLLS: YOU StoulDd
BE CAPABLE OF WORKING WITH YOUR HANDS
AND OF OPERATING SMALL EQUIPMENT.

PERSGNALITY CHARACTERISTICS: You
MUST BE FRIENDLY AND ARLE TO DEAL WELL
WITH PEOPLE,

EDUCATIONAL QUALIFICATIONS: A
HIGH SCHOOL EBUCATION WITH VOCATIONAL
TRAINING IN HORT!ICULTURE IS DESIRABLE.
MORE TRAINING WOULD BE NECESSARY FOR
WORKING 11! ARFAS OF SPECIALIZATION SUCH
45 THE RAISING CF ORCHIDS, RESEARCH INTO
PLANT DISEASES, OR THE DEVELOPMENT OF
MORC PRODUCTIVE TYPES OF PLANTS. FiG, 1

*A PROFER TRANSPLANT

FiGe 1

1¢3
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YOL’ ATRIEST CHFPETASNCE IN GO HOTRTICULETURGS WiLL (°2¢

TO TRANSPLANT TwWO DOZEN SEEDLINGS
* FROM SEED FLATS TO0 POTS.

Fig, 2

A GOOD SEED FLAT

STEPS TO FOLLOW IN TRANSPLANTING THE SEEDLINGSS

TOOLS AND MATERIALS NEEDED: SoiL MEDIA PLANT MARKERS
Pots PUTTY KNIFE OR SPOON
PLANTS WATERING CAN
WATER

WHAT You MUST DO T WHAT You MUST KNOW
TO DO THESE STEPS

1o MiIX THE SOIL MEDIA THOROUGHLYwww==—==m—=lm=  USE A MIXTURE OF 2 PARTS TOP SOIL,
' 1 PART SAND, 1 PART PEAT.

- SELECT YHE SEEDLINGS FROM THE. SEED
FLAT - -==-» SELECT ONLY THOSE THAT HAVE DEVELOPED
TWO TROUE LEAVES.

3. REMOVE THE SEEDLINGS FROM THE SFED
FLAT - ® USE A PUTTY KNIFE, FLAT BOARD, OR SPOON
TO REMOVE THE SEEDLINGS FROM THE FLAT SO
THAT THE ROOTS WILL NOT BE DISTURBED.

REMOVE ONLY A FEW SEEDLINGS AT ONE TIME,

USEF CARE=~NEVEE JUST ''ryct' THDM OUT,

1A




WHAT YOoUu MusT DO WHAT YOI MUS T (<MD

L, FiLL tHE poTS 2/3 FULL WITH THE SOIL
MEDIA= FiG, 3

> USE THE SOIL MIXTURE FROM STEP 1.

—S0IL LEVEL-

5. MAKE THE HOLE FOR EACH SEEDLING WiTH
YOUR FINGER ;’ THE HOLE IN THE SOIL MEDIA SHOULD BE
THE SAME DEPTH THAT THE SEEDLING WAS
GROWING IN THE SEED FLAT.

6. PiICK EACH SEEDLING UP GENTLY BY ITS
LEAVES

7. HOLD THE SEEDLING VERY CAREFULLY IN
ONE HAND AND WITH THE OTHER HAND
GENTLY GUIDE THE ROOTS INTO THE HOLE

-

8. ADD SOIL AROUND THE SEEDLING =

‘ve FIRM THE SOIL DOWN




WHAT YOu musT 2O WHAT YOu MUST [K1207

10, WATER THE SEEDLING=F g, 4§ =m=e==- -3» AS SOON AS THE PLANT 1S TRANSPLANTED,
WATER IT WITH A SPRINKLER.

-

11. REPLAT THESE STEPS UNYIL YOU HAVE
TRANSPLANTED TWO DOZEN (2L4) sSEeDLiNGS

196
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To REPRODUCE OR PROPOGATE SIX PLANTS
BY CUTTINGS FROM THE TERMINAL GROWTH OF
THE PARENT PLANTS. .

STEPS TO FOLLOW IN PROPOGATION BY CUTTINGSS

TOOLS AND MATERIALS NEEDED: KNIFE
PoTs
MATERIALS FOR CUTTINGS
ROOT ING HORMONE
SolL MEDIA

WHAT You MUST DO T HAT YOU MUST KNOW
: TO DO THESE STEFPS

1. TAKE S1X CUTTINGS 4" To 6" IN LENGTH

FROM THE TERMINAL OF END GROUTH OF
THE PARENT PLANT= F1G, § ‘t=wm===- awwm=i ~  MAKE SURE TO SELECT NEW GROWTH,.

¢

THE CUT SKOULD BE MADE ON A SLANT
ACROSS THE STEM.

2. REMOVE ALL LEAVES UP TO WITHIN 2''-
3' OF THE TOP OF THE CUTTING

¢
177



FILMED FROM BEST AVAILABLE COPY

L e

WHAT You must Eiod i WHAT YOU MUST INDY
3. DIP THE BASE OF THE CUTTIHE INTO THE
ROGVILG HURMONE=-{iG, § ~==—- -wmw=w== - THE ROOTING HORMONE HELPS THE CUTTING
CiviL2s .ONTS MORE QUICKLY,
>

A{
\ReoTing iHORMONE [ Fis. 6
L

L, Inserr 1/3 OF THE LENGTH OF THE CUT=-
TING INTO THE SOIL MEDIA FiG. 7

5. FIRM THE SOIL AROUND THE CUTTING

Full Tt Provided by ERIC.

ERIC
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T0 PREPARE THE $J!'L MEClA ARD SOW
THE SEED.

STEPS TO FOLLOW IN PREPARING THE SOIL MEDIA AND SOWING THE SEEDS

TOOLS AND MATERIALS NEEDED: 3 GALLON JIFFEY-MIX (COMMERCIALLY PREPARED MIXTURE OF

HALF PEAT AND HALF VERMICULITE)

1 JIFFEY FLAT 6 x 9 x 2

Seed (GET THESE FROM THE INSTRUCTOR)

HoT WATER (THE WATER SHOULE NOT BE TOO HOT FOR YOU TO
HOLD YOUR HAND IN)

8" x 12" pOLYETHYLENE FILM

MASKING TAPE

GERMiNATION BOX

L gMpTY CLAY POT

9 WooD LABEL

Ot GALLON CAN

» WHAT You MusT PO WHAT YOU MUST KNOW
| 70 DO THESE STEFS
1o MEASURE !5 GALLON OF THE JIFFEY=M{|X==» FILL THE GALLON CAN 5 FuLL.

2. ADD ENOUGH HOT WATER TO THE JIFFEY=-

MIX TO MAKE IT THE CONSISTENCY OF
THICK DOUGH- F(G, 8 >» USING YOUR HANDS, STIR THE JIFFEY-MIX
AS THE WATER IS ADDED.

JNFFEY~MYY.

Fic. 8

J? FLAT

3. FiLL THE JIFFEY FLAT TO A LEVEL "
FROM THE TOP WITH THE JI FEY=NIXmawag® BE SURE NOT TO FILL THE JIFFEY FLAT
FiGge 9 CCMPLETELY FULL. THE JIFFEY=MIX MUST
BE ' FROM THE TOP.

8
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WHAT YOU MUST 20 WHAT YOu MUsT KNOVY

Lk, MAKE ROWS IN THE WET JIFFE¥=MIX,
USING THE 13' WoOD LABEL= F1Gs 10 =~=p MAKE THE ROWS 2'' APART ANG '4' DEEP.

5. SOW THE SEED IN THE ROWS > DISTRIBUTE THE SEED EVENLY (N THE
ROWS. IT 1S USUALLY BEST TO DIVIDE
THE SEED 1IN HALF, DISTRIBUTING HALF
THE SEED OVER THE ENTIRE AREA THEN
REPEATING THiS OPERATION WITH THE
REMAINING HALF OF THE SXED.

6., COVER THE SEED WITH THE JIFFEY=MIX=w» DO NOT COVER THE SEER WITH TOO MUCH
Fige 11 MIXe WiITH SMALL SEED (SNAP DRAGON
OR PETUNIA), COVER JUST EKOUGH TO
HIDE THE SEED. WITH LARGER SEED,
COVER WITH A DEPTH EQUAL TG THE
THICKNESS OF THE SEED ITSELF.

7. FIRM THE SOIL > PRESS LIGHTLY WITH THE EMPTY POT.

N——— . POLYETHELENE

Fics 1!

8. COVER THE FLAT WITH THE POLYETHYLENE
FILM ;2 STRETCH THE COVERING TIGHT AND TAPE T
WITH THE MASKING TAPE, DE SURE THAT THE
FILM 1S TIGHT AND 1S HOT TOUCHING THE
soitL.

© e P . e = e -. B A ce emam -y - . e



WHAT You MusT 20O WHAT You MusT KiowW

9. PLACE THE FLAT IN THE GERMINATION
BOX Fig. 12

10. CLOSE THE LID AND TURN ON THE LIGHTS
5 IN THE BOX

NATION BoX

GERM

Fice 12
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COHE INTERESTING FACTS ABOUT SHEET ME TAL WORK

f— - ———ems

1o WHAT KIND OF WORK IS DONE?

CONSTRUCTION = AIR CONDITIONING DUCTS,
R00F ING, GUTTERINGS, ARCHITECTURAL SHEET
MeTAL (COVERINGS FOR BUILDINGS).

INDUSTRIAL = ELECTRONIC HOUSINGS
AND CABINETS, OFFICE AND SCHOOL FURNi=

. : TURE, MECHANISMS FOR COMPUTERS, TELE-
PHONE AND ELECTRICAL SWITCHING EQUIP=
MENT

AIRCRAFT AND AEROSPACE =~ AIR
FRAME, ENGINES MISSILE CASINGS AND
ENGINES,

2., VWORKING CONDITIONS?

CONSTRUCTION = YOU MAY BE SUBJECTED
TO EXTREME VARIATIONS IN CLIMATE AND
MAY BE REQUIRED TO WORK AT HEIGHTS IN
EXCESS OF 30 FT. ALSO, THE WORK IS
OFTEN ONLY TEMPORARY,

INDUSTRIAL = THIS 1S USUALLY
REPETITIOUS, HIGH SPEED PRODUCTION
EXCEPT IN PROTOTYPE AND MODEL WORK.
HOWEVER, IT 1S NOT SUBJECT TO EXTREMES
IN TEMPERATURE,

AIRCRAFT AND AEROSPACE = LIMITED
PRODUCTION, INTERESTING — GENERALLY
GOOD WORKING CONDITICNS.

3. SALARY SCALE?

CONSTRUCTION = [N THE JNION,
JOURNEYMAN WAGES PANGE FROM $6.00 ToO
$20,00 PER HNUR WITH STARTING APPREN-

4

TICE WasZS AT 607 0F WHAT THC JIGURNEY=

1
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MAN RECEIVES. Hon-uniow Pay 1$ $2.50
10 $5.00 PER HOUR, DEPENDING OMN
EXPERIENCE.,

INDUSTRIAL - MINIMUM WAGE TO ABOUT
33.50 pPeER HOUR,

AIRCRAFT AND AEROSPACE - 352,50 TO
$L,50 PER HOUR WITH CONSiDERABLE
OVERTIME.

L, Type OF CLOTHING WORN:

CONSTRUCTION « ROUGH WORK CLOTHES,
BOOTS.

INDUSTRIAL - STREET CLOTHES, S$HOP
APRONS,

AIRCRAFT AND AEROSPACE ~ STREET
CLOTHES.

L. PERSONAL QUALITIES MECESSARY:

MANIPULATIVE SKILLS?

CONSTRUCTION — YOU MUST KNOW HOW
TO HANDLE HEAVY EQUIPMENT, LADDERS,
HOISTS, ROPES, ETC.

. INDUSTRIAL -~ IT 1S NOT NECESSARY
70 HAVE HIGHLY DEVELOPED MANIPULATIVE
SKILLS.

A1RCRAFT AND AEROSPACE -~ A GREAT
DEAL CF MANIPULATIVE SKILL AND
MECHANICAL INGENUITY 1S REQUIREG.

PERSONAL ITY CHARACTERISTICSS

ConSTRUCTION = YOU MUST HAVE
OPT{M!SM AND CONFIDENCE AND BE CAPABLE
OF DEALING WiTH CONSTANTLY CHANGING
EMPLOYMINT CONDITIONS.

INDUSTRIAL - YOU MUST BE ABLE TO
DO REPETITIONS TASKS AND BE ABLE TO
WITHSTANND MONOTONY AND WORKING ALONE.

AI1RCRAFT AND AEROSPACE -~ YOU MUST
HAVE MUCH MECHANICAL CURIOSITY AND
INVENTIVENESS AND BE ABLE TO WORK
ALONE OR WITH A TEAM.

EOUCATIONAL QUALIFICATIONS?

CONSTRUCTION = HIGH SCHOOL OIPLOMA

INDUSTRIAL -~ GENERALLY HIGH SCHOOL
DIPLOMA

AIRCRAFT AND AEROSPACE -~ HIGH
SCHOOL DIPLCMA. A DEGREE FROM A
VOCATIONAL SCHOOL OR EVIDEMCE OF
TECHNICAL TRAINING 1S NOT NECESSARY,
Your MOST IMPORTANT ASSETS ARE SKILL
IN SHEET METAL WORK AND A POSITIVE
WORK ATT!TUDE,

504
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To LAY OUT AND SHAPE TWO BOOK ENDS.

INTRODUCT1ON - PLEASE READ CAREFULLY:

A SET OF BOOK ENDS WiLL BE PRODUCED
USING TOOLS THAT MAY BE DANGEROUS OR
MAY BE DAMAGED IF MISUSED BY THE
STUDENT. ALL STUDENTS WILL &7 INSTRUCTED
IN THE USE OF THES® T0a3LS5 LRD \VHpLL B
EXPELTLL TO ASK HIS STUDENT INSTRUCTOR
IF HE 1S CONFUSED ABOUT USING THE TOOL.

ALL TRIMMING MUST BE DONE WITHIN
1/16" OF THE SCRIBED LINE OF THE WOTK=-
PIECE. ALL BENDING MUST BE WITHIN 20
OF SQUARE.

1e READ THROUGH ASSIGNMENT,
OPERATION AND OTHEZR SHEETS WITH THE
STUDENT INSTRUCTOR.

2. THE STUDENT MUST FOLLOW THE
OPERATION SHEET STEP BY STEP AND EACH
OPERATION MUST BE COMPLETED AND
INITIALED BY THE STUDENT INSTRUCTOR
BEFORE THE STUDENT PROCEDES TO THE
NEXT OPERATION.

3, CHECK THE TOOLS OUT OF THE
CRIB.

e CHECK OUT THE SAFETY GOGGLES®
FROM THE SAFETY SUPERVISOR.

5. OBTAIN TWO BLANK PIECES OF
MATERIAL FROM THE STUDENT INSTRUCTOR.

6., Do NOT ATTEMPT TO USE ANY
TOOLS UNTIL THE STUDENT INSTRUCTOL
GIVES INSTRUCTION IN THEIR USE.

3209
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STEPS 7O FOLLO'Y! LAYING OUT THE BOOK ENDS?

TOOLS AND MATERIALS NEEDED: TeMPLATE, 1" C-CLAMPS, SCRATCH AWL, 2 PIECES
G x 9! 20 GAGE SHEET METAL

WHAT You MusT RO WHAT YOU MUST KNOW
TO DO THESE STEFPS

1., PLACE THE TEMPLATE OVER 20 GAGE

METAL MAKING SURE EDGES ARE EVEN ww=w==-k> WHEN THE TEMPLATE IS IN POSITION ON

Fie. 1 THE BLANK SHEET METAL, THE TWO PI1ECES
OF METAL MUST BE HELD TOGETHER

TIGHTLY SO THAT THEY WILL NOT SLIP.
BE SURE TO COMPLETE THE REMAINING 5
OPERATIONS ON ONE BOOK END BEFORE
BEGINNING WORK ON THE OTHER ONE.

2. FASTEN THE C-CLAMPS TIGHTLY OVER
THE TEMPLATE AND BLANK - Fi1Ge 2 -%b Do NOT TIGHTEN THE C-CLAMPS EXCESSIVELY
OR THEY WILL TWIST OUT OF SHAPE.
PosiTioN C=CLAMP AT VERY EDGE ON
OPPOSITE SIDES OF TEMPLATE AND BLANKS,

FiGe 2

=te




VIHAT YOU MUST & 03 WHAT YOU MUST )i

3., USE THE SCRATCH AWL AND SCRATCH
ONE SMOOTH LINE ON THE BLANK
AROURD THE TEMPLATE === FlG, 3 w=-P HoLD THE SCRATCH AWL AT A SLIGHT
' ANGLE $2 THE LINE SCRATCHED WILL
BE EXACTLY THE SAME SIZE AS THE
> TEMPLATE.

4, PLACE THE BLANK AND THE TEMPLATE ON
THE WORK BENCH WITH THE C-CLAMPS
EXTENDING OUT AWAY FROM WORK BENCH —-——gtw THE PARTS MUST BE PLACED SO THCY ARE
FLAT ON BENCH,

5. PLACE THE SHARP END OF THE SCRATCH
AWL THROUGH THE TWO HOLES PUNCHED
IN THE TEMPLATE AND STRIKE THE
HANDLE A SHARP BLOW WITH THE HEEL
OF YOUR HAND - Fyg, U4 r=—===—== P~ THE PARTS MUST BE FLAT OMN THE BENCH TO
PROVIDE BACKUP FOR THE SCRATCH AWL (N
MAKING A PUNCH MARK,

6. ReLEASE THE C~CLAMPS AND REPEAT THE
PRECEDING OPERATIONS ON THE SECOMD
BOOK ENO

207
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STEPS TO FOLLOY 1IN SHAPING THE BOOK ENUS?

TOOLS AND MATERIALS NEEDED: AVIATION SHiPs, ACH VISE,
b Fr. CORNICE BRa W, sON SUUARE
WHAT You MUST 10 WHAT YOU MUGT J)3IS\Y

Te DO THESE STEFS

1. TRIM THE EXCESS MATERIAL APPROX=-
IMATELY 1/8" FROM THE SCRIBED
OUTLINE ON THE BLANK USING
AVIATION SNIPS ~= FiGe 5 =——=—mw=ap SNIPS MUST BE HELD 90% vo
MATERIAL AT ALL TIMES,

cur asouT /8" = .
Fgmugmgwa :",,-«*‘ =33 i
/', ==
//
/ METAL-
"\ 2 ].‘:,”
\\‘..-.---."—"“——_‘__.—-“"
Fie. 5
. ]

2. MAKE THE FINAL TRIM EXACTLY ON THE
SCRIBE LINE, USING AVIATION SNIPS wmwep= MOVE THE SNIPS ALONG THE SCRIBE
LINE CUTTING AS CONTINUOUSLY AS
POSSIBLE,

3. FILE YOUR WORK PIECES SMOOTHLY 7O
THE SCRIBE LINES == F{6, 6 ===~==w}~ PRESS THE FILE TIGHTLY FGAINST THE
WORK PIECE ON THE FORW/ KD STRC.E
ONLY, RAISING FILE ON THE BACK STROKE.

Fi1G. 6 e
FILE F.,o,.“-'NZD /,:f )

MOVE [ A CHT o e )

I O L B N e
AT N e =
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4, VLACE YOUR UDRKPIECE 1! YTHE CORNICE
REAKE WITE THE UPPSR JAYMS PLACED
SvENLY ON THE PUNCH HARYS MADE
WiTH THE SCRATCH AUL « Fige, 7 =—=--= | e THE STUDENT INSTRUCTOR WILL
DEMONSTRATE AND AtD THE STUDENT 1IN
THE OPERATION OF THE CORNICE BRAKE,

: FiGe 7 Fige 8

Qpo OO

PJ/ / M ETA L— y ‘j 'i
V'SE ! /“_{" ‘ - - . ' |
t WORK BeucH
FW?R K EENC'_,;M - ,J RAISE THE }iOVALLL
PLACE METAL. 11! CORNICE ST OF THE CORNICE
- %Rfke f&’éﬂg‘{;&;ﬂﬂm BRAKE 10§ D METAL. 9O°
o RKS .

"« + mewa-svwtrtgd

5., Benp THe workepiece up 90° FiG. 8
6., REMOVE THE WORKPIECE FROM THE BRAKE

7. CHECK THE BEND TO SEE THAT IT
1S SQUARE OR 900 wmemcmmcmen et USE A COMBINATION SQUARE.

8. IF YOUR WORKFIECE IS MOT BENT SQUARE,
CORRECY THE BEND BY USING YOUR
HANDS o= em e coee o oo o e o mem e oo e g AGAIN CHECK THE BEND WITH A
COMBINATION SQUARE.
THIS BEMD MUST 2t WiTHIN 20
OF SQUARE.

9., REPEAT THE ABOVE OPERATIONS ON
THE SECOND WORKPIECE

10, PRESENT THE WORKPIECES TO THE
INSTRUCTOR FOR EVALUATION =wwmwawmce=f ALL THE PARTS MUST BE TRIMMED WITHIN

1/16" oF THE SCRIBE LINES AND ALL
BENDING MUST 5¢ WITHIN 29 OF BEING

SQUARE,

2C9
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TO MAKE A SHEET METAL BOX MITH A
CLIDIMNG TOP.

INTRODUCTION - PLEASE READ CAREFULLY:

LW

INSTRUCTIONS Witl. BE GIVEN 3Y THE
STUDECNY INSTRUCTOR ON THE USE OF SHEET
METAL LAYOUT AND SHAPING TOOLS.

VLAYOUT' INVOLVES SCRATCHIMNG THE
PAYTERN OR THE DESIGN ON THE METAL.

PiL LAYOUT MUST BE WITHIN 1/16"
OF THE SPECIFIED DIMENSIONS,

ALL TRIMMING MUST BE WITHIN 1/16Y
OF THE SPECIFIED GIMENS{OKS,

1
S
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o

STEPS T FOLLOW i3 THE LAYOUT OF THE TOP AND THE BOTTOM OF THE BO¥X:

TOOLS AND MATERIALS NEEDED: COMBINATION SQUARE
SCRATCH AWL
PROTRACTOR
1 piece 7B GAGE SHEET METAL = 4 1/8% x § 7/4¢
1 PiECE 28 GAGE SHEET METAL = 52 x 7hM

WHAT YOU MUST 28 WHAT YOU MUST [SNOVY
TO DO THESE STEPS

1. STUDY THE LAYOUT DI1AGRAM AND
THE tLLUSYTRAY!CN OF THE COMPLETED
Box e S wme D W%y G it € amb D 4 G AP TES SR WD S WS W D G dmp VS D —--‘----P REFER To THESE THROUGHOUT YOUR WORKQ

2. LAY ouT PART B ON 80TH SIDES OF

THE MATERIAL YO THE DIMENSIONS

SPECIFIED ON THE SKETCHES = Fige 9 ~P» USE THE COMBINATION SQUARE, THE
SCIATCH AVWL, AND THE PiiOTRACTOR.
THZ LAYOUT MUST BE DONE ON BOTH SIDES
OF THE MATERIAL BECAUSE BENDS MUST BE
MADE ON BOTH SIDES.
THE BLADE OF THE SQUARE MUST BE SET
AT THE DIMENSION SPECIFIED ON THE

SKETCHe
FiGe 9 Yo rye
| 4fLCs.
%" v 75°ANGLE
_¥__ 7 — V,{_/_\/ TYP. 8 PLCS.
-7 K"

PART B | 3

L';'Tl . ). Y.
Ly % |

. 1 4 !
Fho 4 "’;




WHAT YOU MUST . .2

3.

LAY OUT PART /A ON BOTH SIDES OF
“1E MATCRIAL T2 THE DIMENSICNS

WHAT YOU MUusT [LI3WN

SPECITIED OH THE SKETCHES —=fF1G. 10--=f»  USE A COMBINATION SQUARE AND THE
SCRATCH AWL.
* THE BLADE OF THE SQUARE MUST BE SET
AT THE DIMENSION SHFECIFIED ON THE
SKETCHe.
YRESENT BOTH LAYQUTS TO THE STuDCHT
INSTRUCTON SN THAT HE CAN CHICH
TuEM TER ACCURACY
NenpAT TI08T STE™S IF YOUR VORI
1'AS INACCURATE .
I
i% TYP, 271CS.
- Gt NN G Gupat NS GREND MWN *» ow— S VSN S
” [ ) —— G Gty
;[;HG;TWRZFKS £ ,
FiGs 10 1
2l A :
% S y
q PART A
Oy z . &
2 Hg :
i :
o -
Lo :
| b
| BEND DOWN - /4,
| 3 Gt '
| %4 {4% 7] >=

O e B Y
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STEPS TO FOLLOW 1n SHAPING THE TOP AND THE BOTTOM OF THE BOX3

TOOLS AND MATERIALS NEEDED:

PROTRACTOR
AVIATION sHiPS

Box ANS PAN BRAKE

COMBINATION SQUARE

SMOOTH FiILE

16 GAGE SCRAP PIECE OF METAL
SPOT WELDER

THE LAYOUTS FOR PARTS A AND B

WHAT YOU MUsT DO

WHAT YOU MLST KN,
1O DO THESE STEFS

1.

2.
3.

Trix ouT THE TWo 3/4% x 9/i6"
NOTCHES ON PART A

%

REMOVE THE SHARP EDGES AND BURRS --~~%?

BEND ALLornneelﬁ" HEMS ON PART A
CVER 180" == i, 11 =

3

BEND J/"HEMS 1807 AS SHOWN BY ARROWS.

<13

11

REFER TO THE DEMONSTRATION BY THE
STUDENT INSTRUCTOR ON THE USE OF LEFT
AND RIGHT HAND AVIATION sNiPSe KEEP
THE EXCESS MATERIAL OVER THE LOWER
BLADE OF THE AVIATION SNIPS.

Use A SMOOTH FILE.
Use THE BOX AND A PAN BRAKE TO MAKE

THE BENDS. PEFER TO THE DEMONSTRATION
BY THE SYULEHT INSTRUCTOR Ol THE USE

OF THIS EQUIPMENT.



WHAT YOU MUST 233 WHAT YOU MUST ]/

b4,

¢+ by

6.

7.

FLATTEN THE %' X 3" HEM ON THE LEFT
gr’'p OF PART A

PLACE A 16 G/AGE SCRAP PILUL OF METAL
BETWEEN THE FOLDS OF THE HEMS ON
BOTH SIDES OF PART A AND FLATTEN

THE HEMS ONTO 1T

REMOVE THE 16 GAGE SCRAPS FROM THE
S1DE HEMS OF PARY A =rm—mcccacrce—wcs g~ DO NOT DISTORT THE WORKPIECE.

BEND /2’ END FLANGE
90° IN THE OPFPOSITE
DIRECTION FROM HEMS
IN STEP =.
BEND THE !5'' END FLANGE ON PART A
90° §N THE OPPOSITE DIRECTION FROM
THE BEND OF THE HEMS IN STEP 3eFiG. 12p»~ USE THE BOX AND PAN BRAKE.

214
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WHAT You MUST &2 WHAT YOU MUST [E:I007

8.

PART 8 OVER 180° AND FLATTEN THEM ==w=pw

9.

BEND THE TWO %' X 3" END HEMS IN
Use THE BOX AND PAN BRAKE. FiGe 13

BeND THE TWO X" x 5" SIDE HEMS OVER

600 N THE SAME DIRCCTION AS THE
BENDS IN STEP 8 moccmmncrcmrc—aa N A Uieg THE BOX AND PAN ERAKE AND THE
COLBINATION SQUARE.

END THIS HEM UNDER
B (N 1802

4

- {
BEND THISY

HEM UNDER
180°

®_/ BEND THIS
HEM UNPER
180°

10.

et ?

PA

e’

BEND |/STRIP
UP 90°% AS SHOWN

Fice 14

IN PART B BEND THE TWO 1'' STRIPS
ON TH: 5% sipes up S00 IN Th:

OFF “~1TE DIRECTION FROM THE BEND

OF THE HEMS IN STEPS 8 AND 9 g g, 14-P» USE THE BOX AND PAN BRAKE AND THE
COMBINATION SQUARE.

M5



WHAT You MusT 20

11.

12.

13.

14,

15.
16.

BEND THE Four 3/l taABs up 90°
(PART B) =m—m——m—waw—mmmmm———ecm—— e ‘.

BEND THE STRIPS ON THE 3'' ENDS

WHAT YOU MUST JSNG!L

fonD THE TABS IN THE SAME DIRECTION
AS THE BENDS IN STEP 10, USE THE BCX
AND PAN BRAKE AND THE COMBINATION
SQUARGC .

up 900 (PART B) =~ Fige 15 -§>
r/
Fice 15
‘ ! < <25
/" P~
(7 Q?&@
BEND
THESE EN

up 9o07..

...THEN BEND
THIs PANEL
ue 90°

REPEAT THIS ON
OTHER. END

SPOT WELD THE 3/4" TABS ON PART B
TO THE INSIDES OF THE BOX =m==—w==- ---ia

/‘\
\ epet®
CHECK TO SEE THAT THE TOP SLIDES
ON AND OFF THE BOX EASILY

REWORK IT IF NECESSARY

PRESENT THE BOX TO THE INSTRUCTOR
FOR EVALUATION

14
<16

\
NEXT, SPOT WELD THESE
BT NNECTIONS ON

- ALL FOUR CORNERS

Use A 3" upPER JAW IN THE BOX AND

PAN BRAKE.

As YOU BEND THE s1Des up 90° Be

SURE THAT THE 3/4" TABS GO TO THE
INSIDES OF THE BOX. THESE WILL BE

BENT IN THE SAME DIRECTION AS THE BENDS
tN sTers 10 AND i1,

USE THE SPOT WELDER UNDER THE
SUPERVISION OF A STUDENT INSTRUCTOR.
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SOME INTERESTING FACTS ABOUT VOC. OFFICE EDUCATION

1. WHAT KIND OF WORK 1S DONE?

PEOPLE IN OFFICE OCCUPATIONS
HANDLE THE PAPER WORK OF BUSINESS.,
OFFICE WORKERS MUST PROCESS AND STORE
THE INFORMATION NEEDED FOR THE OPERA-~
TION OF A -BUSINESS AMND MUST BE ABLE
TO PRODUCE THIS IMFORMATION IN A
USABLE FORM WHEN IT 1S NEEDED. IT
MAY BE AS SIMPLE AS TAKING A MESSAGE
ON THE PHONE OR HAND WRITING A CUS~
TOMER ORDER, OR |7 MAY MEAM BEING
THE YRIGHTHAND MAN'' FOR THE PRESIDENT
OF A LARGE CORPORATION. USUALLY THIS
WiLL INVOLVE THE OPERATION OF SOME
KIND OF OFFICE MACHINERY.

OFFICE J9BS CHANGE FROM ONE OFFICE
TO ANOTHER DEPENDING UPON THE NATURE OF
THE BUSINESS, I1TS SI1ZE, THE NUMBER OF
PEOPLE EMPLOYED, AND THE AMOUNT OF PAPER
WORK AND RECORDKEEZPING INVOLVED. OFFICE
WORKERS ARE USUALLY RESPONSIBLE FOR
TYPING, FILING, RECE!VING CALLERS, AND
MANDLING MAIL,

TYPES OF JOBS FOR BEGINNING OFFICE
WORKERS ARE: BILLING CHECKER OR INVOICE
CHECKER, JUNIOR BOOXKKEEPER, CASHIER, TELLER,
DUPLICATING MACHINE OPERATOR, KEY PUNCH
OPERATOR, BEGINNING GENERAL CLERK, FILE
CLERK, MAIL CLERK, MESSENGER, RECEPTIONIST,
TELEPHONE OPERATOR, CLERK-TYPIST, SECRE~
TARY, STENOGRAPHER, TRANSCRIBING MACHINE
OPERATOR, TYPIST, AND TELETYPE OPERATOR.
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2. WOOKING CONDITIONSS

MOST WORK IN OFFICE OCCUPATIONS IS
ON THE INSIDE, USUALLY UHNDER VERY GOOD
CONDITIONS., OFTEN OFFICES ARE CARPETED
AND AIR~CONDITIONED. OCCASIONALLY A
SECRETARY °*S NEEDED WHO CAN TRAVEL WHEN
THE WGRK Ot YDS 1T. FOR EXAMPLE, A
SECRETARY WOk ING FOR AN ENGINEER OR AN
ARCHITECT MAY HAVE TO LEAVE THE OFFICE
TO ACCOMPANY HER BOSS TO THE WORK SITE.

THE RANGE FOR OFFICE WORKERS IS ABOUT
$65 - $150 i WEEK. THEY USUALLY BEGIN WITH
THE MINIMUM WAGE, THOUGH SOME MAY EARN LESS.

U, TYPE OF CLOTHING WORNS

THE DRESS OF AN OFFICE WORKER

. DEPENDS UPONK THE POLICY OF THE COMPANY
OR OF THE INDIVIDUAL OFFICE IN WHICH
THE WORKER 1S EMPLOYED., USUALLY MEN
WEAR DRESS SHIRTS AND TIES, AND WOMEN
CFFICE WORKERS WEAR STREET DRESSES CR
HATCHED PANTS SUITS.

b, PERSONAL QUALITIES NECESSARYS

SKiLLS: ANYONE ENTERING AN OFFICE
UCCUPATION NEEDS TYPING SKILL AND A KNOWL-
EDGE OF BOOKKEEPING AND OFFICE MACHINES,
OF COURSE, THE MORE SKILLED THAT THE
APPLICANT 1S, THE BETTER CHANCE HE HAS
FOR A HIGHER=-PAYING J0B. PERSONS WITH
MIGHLY DEVELOPED TYPING AND SHORTHARD
SKILLS WILL HAVE NO TROUBLE FINDING A
JOB IN THE FIELD OF OFFICE OCCUPATIONS,
REGARDLESS OF THE JOB MARKET SITUATION.

PERSONALITY CHARACTERISTICSS
ANYONE ENTERING THIS FIELD SHOULD BE NEAT,
ORDERLY, RESPONSIBLE, PROMPT, COURTEOUS,
AND SHOULD TAKE PRIDE IN WORK WELL DONE.
THEY SHOULD HAVE SELF~CONTROL AND THE
ABILITY TO GET ALONG WELL WITH OTHERS,

BE ABLE TO FOLLOW DIRECTIONS, AND BE ABLE
TO BANDLE CONFIDENT!AL MATTERS.
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EDUCATION QUALIFICATIONS: A HIGH
SCHOOL DIPLOMA 1S ALWAYS NECESSARY. ANY=
ONE WHO USVELOPS GOOD SKILLS i SHORTHAND
AND TYPING IN HIGH SCHOOL CAN USUALLY
FIND A JOB WITHOUT FURTHER TRAIN!RNG,

6., OTHER FACTS OF iHTEREST:

IN 1970 CLERICAL WORKERS REPRESENTED
17.l4 PERCENT OR THE SECOND LARGEST EMPLOY-
MENT GROUP OF THE ENTIRE LABOR FORCE 1IN
THE UNITED STATES.

CTHERE 1S A SENILUE SKOEINTE GF
QUALIFIED TYPISTS, STEWJGRAPHIKS, SECRE=

B weves eay

TARIES, AND BOOXKEEPERS.
ALMOST ALL COLLEGES ACCEPT SOME
CREDITS IN BUSINESS COURSES FOR ENTRANCE.
IN TODAY'S LABOR FORCE, 1 OUT OF 7
PERSONS 1S IN OFFICE WORK.

TRANSPORTATION COMPANIES PREFER
MALE OFF1CE WORKERS.

FOR MANY YEARS THE UNEMPLOYMENT RATE
FOR THOSE POSSESSING OFFICE SKILLS HAS
BEEN LOWER THAN THE NATIONAL RATE OF
UNEMPLOYMENT. '

Topay, 7 OouT OF EVERY 10 pERSONS wii0
GRADUATE FROM HIGH SCHOOL SEEK ENMPLOY=
MENT IMMED!ATELY.

JoB OPPORTUNITIES FOR CLERICAL AND
SALES WORKERS ARE EXPECTED TO IMCREASE
MORE THAN 30 PERCENT BETWEEN NOW AND
1975.

ACCORDING TO A SURVEY MADE OF THE
GRADUATES OF ALL LOCAL HIGH SC™OOLS,
THOSE GRADUATES WHO MAJORED IN JUSINESS
IN HIGH SCHOOL SEEMED TO FIND EMPLOY=-
MENT IN WORK RELATED TO THEIR CURRICULUM
MOKE READILY THAN THOSE WHO FOLLOWED ANY
OTHER CURRICULUM, ALSO, MORT GRALUATES
IX THE LOCAL ARZA FCUHD EMFLOYMENT IN
BUSINESS SERVICES AKD RETAILING BUSI~=
NESSES THAN IN ANY OTHER TYPE OF BUSI~-
NESS ORGANIZATION,

REPRESENTATIVES OF THE STATE OFFICE
oF EMPLOYMENT SECURITY STATE THAT THE
MAJORITY OF STUDENTS WHO MAJOR IN BUSI-
NESS IN HIGH SCHOJL AND YHO LIVELOGP GoOD
SKILLS IN SHORTHAND AND TVPiNG CAN BE
PLACED ON A JOB WITHOUT HAviMG FURTHER
TRAINING AFTER HIGH SCHOOL. ''FY EMPHA=~
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S1ZE THAT, IN ADDITION TO SKILL, EQUAL
{MPORTARCE 1S GIVEN TO MATURITY, POISE,
AND APPEARANCE.,

FOR THOSE OF YOU WHO HAVE FOUI 5 A
BUSINESS AREA THAT INYERESTS YuU ANLD
THAT YOU THIMK RERLISTICALLY MATCHES
YOUR APTITUDES, ABILITIES, AND PERSON-
ALITY, YOUR NEXT STEP IS TO TALK TO
YOUR BUSINESS TEACHCRS, THE HEAD OF
THE BUSINESS DEPARTMENT IN YOUR SCHOOL,
AND YOUR GUIDANCE COUNSELOR. THEY WILL
HELP YCU PLAN THE COURSE OF STUDY THAT
WiLL MAKE IT POSSIBLE FOR YOU TO ACHIEVE
YOUR GOALS.
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To READ AND CODE DATA PROCESSING
CARDS.

*

INTRODUCTION -~ PLEASE READ CAREFULLY:

ALL INFORMATION RECEIVED BY, SEHT FROM,
OR USED IN AN OFFICE CAN &L nUTi:nTn TU
AS D2TA, VMHATEVER 1S DONE WITH THIS
CATA IS CALLED PROCESSING, THEREFORE,
WE HAVE A VERY POPULAR TERM ~ DATA
PROCESSING, WORKING WITH DATA BY HAND
1S CALLED MANUAL DATA PROCESSING.
MACHINES ARE NOW BEING USED YO 00 MORE
OF THIS MANUAL NORK, AND IT IS WITH
THIS LAST PHASE (MACHINE DATA PROCESSING
UR AUTOMATED DATA PROCESSING) THAT WE
WAKT TO FOCUS YOUR ATTENTION.

MANY DATA PROCESS!ING MACMINES ‘'READY
THEIR INFORMATION FROM CARDS WITH HOLES
PUNCHED IN THEM. A CARD HAS 12 ROWS DOWN
AND 80 COLUMNS ACROSS.

TO RECORD A LETTER, TWO HOLES ARE
PUNCHED 1N THE SAME COLUMN, OWNE PUNCH
1S CALLED THE ZONE PUNCH AND APPEARS (N

THE 12, 11, oOR 0 RowS., THE i1 awp 12

ARE NOT PRINTED ON THE ACTUAL CAROS.
THE NUMBER PUNCH APPEARS IN THE 1-9 ROWS.,

THE ALPHABET 1S CODED AS FOLLOWS:S

A=12+1 J=1141 $-:0+2
B=12+2 K=11+2 T=0+3
€C=12+3 L=11+3 U=0+4
D=12+4 M=11+4 V=0+5
E=12+5 N=11+5 W=0+6
F=12+6 0=11+6 X=0+7
G=12+7 P=11+7 Y=0+8
H=12+8 Q=11+8 1=0+9
1=12+9 R=11+9

5
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STEPS TO FOLLOW IN READING ARD CODING INFORMATION ON DATA PROCESSING CARDS?

TOOLS AND MATERIALS NEEDED: Pencit
Conep {BM carp
BLANK IBM CcARD
PAPER

(¥}

WHAT YOU MUsT &2 WHAT YOU MLET LM
0 D5 TIERE £

- e -

1. At THE STUDENT RECEPTIONIST
FOR YOUR MATERIALS

2. CoPY THE WAME “SALLY STENO'' ON A
BLANK ®IECE OF PAPER FiGe 1

3. 1JSING THE CODE GIVEN TO YOU 1IN
YHE INTRODUCTION, WRITE THE ZOKE
AND THE NUMBER CODE FOR EACH LETTER
IN THE NAME SALLY STENQew===

FOR EXAMPLES

; o0 A N S M 1 T H
i11/1 11/6 12/1 11/5 0/2 11/ 12/9 0/3 12/8

L, TAKE YOUR PROBLEM TO THE STUDENT
RECEPTIONIST TO SEE HOW WELL YOU
910

5., WRiTE THE NaMe VANY TOWN HIGH
SCHOOL' ON A BLANK P!ECE OF PAPER

6. USING iME CODE, WRITE THE ZONE AND
NUMBER CODE FOK EACH LETTER JUST
AS YOU DID FOR "SALLY STENO" pyg, 2

<&3
ERIC

Aruitoxt provided by Eic:
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L.

WHAT You MUsY 05 AT YOU MUST 120508

7. LET THE STUDENT RECEPTIONIST LOOK
AT YOUR WORK

8. LOCATE THE PUNCHED CARD !N YOUR
PACKET OF MATEZLIALS

9. READ THE PUNCHES CODED IH EACH
COLUMN AND PRINT THE LETTERS ON
A SEPARATE PIECE OF PAPER Fi6, 3

10. TAKE YOUR PAPER TO THE STUDENT
RECEPTIONIST TO PE CHECKED

Fige 3
. : Special
Digits Letters Characters
0123456789 ABCDEFGH 1 JXLMNOPQRSTUVWXYZ 8.0° 50/, %2@
] 1RERBR !
ZONE / 18¢ | )
PUNCHES ?
111l "
TIITIIL grenaena {1144 (dansaEigerannnsnanatie praesees - o
- 12360812108 b ¢ pgunnunny 3 22 94 llj I RUYNSUNRNNUYQ D jnuannnae

HHHIH IRRERER] ' IERRERRERER! } IRRERRRA {

nnnnnk 122222222 1 1148 11222210222224821 42 122222122 1
DIGIT 313333333338 tERERRREREER] | 13 {113 ERERREEREEREY IRY ERY IR ERRRREREE! mRo

wS

PUNCHES ¢ YITTTYIIIY tuuuuuk Y IR R RN IR R R R EYYRYYYTRRRT LAY LXN 1T LYRYTYYVINS I

s8ss5ss5ssssssBiffsssssssssss #ssss sssi 1 §55558838853§5438 5355858838 s |

nuuuuuuﬁii nnuunul? T sessgqbeaasansasssiqede sesstens ]

I AR RRERRRRERR] RRRERRRRERRE] IR RRRRERY SR ERRREE SR RRRRRRRRERRRRRERE IRRRRERRE 1

uunauxusaullnuuuuuul sssoosafByosssssffossssssssssBiogls lhnuuu ]
ROCLUMN N\ nuunanu:naa,unsnunustsuusu 998989988 900089999999993999099000489999 s/
SCALE B R R R R B R R E RN PN R TR RIS S B DRI XRUO S T Y] UMM YABE NN aRUUIB AN RNRBRNARE
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To ALPHABETICALLY INDEX TWO LISTS
OF HAMES AND SEVERAL LETTERS.,

INTRODUCTION -- PLEASE READ CAREFULLY: E

THOUSANDS OF PAPERS ARE SENT AND _
RECEIVED LY OFFICES EVERY DaY. EACH )
ITEM RECEIVED MUST BE KEPT AND STORED
FOR FUTURE REFERENCE. RECORDS MUST
ALSO BE KEPT OF EVERYTHING THAT IS
MAILED FROM AN OFFICE. THE PROCESS OF
STORING THESE ITEMS AND FINDING THEM
FOR FUTURE USE 1S CALLED FILING,

QR R A e

FILING IS A VERY SYSTEMATIC PRO~
CeESSe THERE 1S A PLACE FOR EVERYTHING
AND EVERYTHING MUST BE IN ITS PLACE, 3
THE FOLLOYING RULES ARE BUT A FEW OF
THE LARGE NUMBER REQUIRED TO COVER THE
MANY SITUATIONS THAT CAN ARISE IN STOR=-
ING AND FINDING ITENMS,.

FORRY. 1 PR N T

THE FIRST STEP IN ViLE FILIUG
PROCEDURE 1S THE INDEXIBG. WHEN YOU
ARRANGE NAMES FOR FILING PURPOSES, YOU
ARE INDEXING, THE FOLLOWING ARE RULES
FOR ALPHABETIC INDEXINGS

1. WHEN YOU CONSIDER THE NAME
WALTER B, ANDERSON, EACH WORD AND EACH
INITIAL OR ABBREVIATION IS A SEPARATE
INDEXING UNIT. THUS, YOU HAVE THREE
SEPARATE INDEXING UNITS. THE UNITS OF
AN INDIVIDUAL'S NRAME ARE CONSIDERED IN
THis orper: (A) SURNAME (LAST NAME)
(8) FIRST NAME, INITIAL, OR ABBREVIATION ;
(c) MIDDLE NAME, INITIAL, OR ABBREVIA- 5
TION., THEREFORE ANDERSON IS THE FIRST ,
INDEXING UNIT, WALTER IS THE SECOND, i
AND B. IS THE THIRD., '

T e thbr e

2. WHEN THE SURNAMES OF INDIVID=
UALS ARE DIFFERENT, THE ALPHABETIC ORDER
IS DETERMINED BY THE SURNAMES ALONE. FOR
EXAMPLE: HaLl, Hitt, Hutl

e DD+ il T o S
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3. WHEN THE SURNAMES ARE ALIKE, YOU
THEK COUSIDER THE FIRST MNAMES GF INDIVIDUALS
IN DETERMINING ALPHABET!IC OFDER. WHEN THE
SURNAMES AND THE FIRST NAMES ARE ALIKE, THE
MIDDLE NAMES DETERMINE ALPHABETIC ORDER.

UHIT 1 UNIT 2 uniT 3
SMITH WiLtL 1AM A.
SMiITH ZELDA

THoMPSON WALTER CLARK
THOMPSON WALTER CRANE

L, A FIRST OR MIDDLE INITIAL IS
CONSIDERED AH INOEXING UHIT Al PALCEDES
ALL NAMES THAT BEGIN WITH THE SAME LETTER.

BROGAN Re
BROGAN ROBERT
REFERELCES:

SECRETARIAL OFFICE PRACTICE, 67H.
ED., BY AGMEW AKD MEENAN.

GENERAL OFFICE PRACTICE, 2nD. ED.,
BY ARCHER ET AL,

BUSIHESS FILING, 2np, £D., DY
BASSETT AND AGNEW.

PROGRESSIVE FILING, 7TH: ED. BY
KAHN ET AL. o '

e ARt eaee e ar wmreimtem. 4t o+ e Do g W Wy -



STEPS 10 FOLLGW 1IN ALPHABETIC IMDEXINGS

TOOLS AND MATERIALS NEEDED: PenciL
PAPER
DUPLICATED LETTERS
Pat ER CUTTER

AP WAL T e e e TS e e o AU A R

WHAT YOoU MUsST DO WHAT YOU MUST KNQ—‘W
TO DO THESE $TEFS

voromm

1. ASK THE STUDENT RECEPTIONIST FOR
YOUR MATERIALS

2., ON A PLAIN PIECE OF PAPER, ALPHA=-
BETICALLY INDEX THE FOLLOWING NAMES
ACCORDING TO THE RULES GIVEN IN THE
INTRODUCTIONS

Henry Davip BRowN THOMAS F. SMITH

EowarRD J. COX JOHN H. KRAMER
Je Be Davss L. STEVEN MORRIS
MicHAeL F. Ross L. C. ANDREWS
MArRY P. SMITH MENRY To ALLAN====«= FOR EXAMPLES
UNIT 1 UNIT 2 UNIT 3
BrROWN HENRY Davio
Cox ECWARD Jo
3. TAKE THIS EXERCISE T6 THE STUDENT
RECEPTIONRIST TO HAVE 1T CHECKED
4, LOCATE SMEETS A, B, AND C IN YOUR
PACKET OF MATERIALS Fig. 4
6. CUT EACH SHEET INTO FOURTHS YOU MAY USE THE PAPER CUTTER FOR THIS.

THERE ARE NOW 12 SMALL LETTERS.

10
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(::) July 16, 19--

Fr. FEdw.rd 2aldwin
Pallirsr and Perrot Jewelry Co.
Danviile, Illinoia

Dear Mr. Baldwin:

Needless to say. 1 am very happy to learn that
John Bridges, manager of our Advertiaing Depart-
ment, 18 buinw cousidered for the “advervising
Executive of the Year™" award glven by the latlonal
Adverttsing Foundatior.

Mr, Bridges started 23 a copy writer and layout
man in our Advertisirg Pepartment, His work was
so outstaniing that after only five yoars {and as
still a very young ran) he wes the 3075 Ladenae
gor when the Tea-er af cut Adverililn] Topavhirant
petii- .. t.c. ..o idges had served in tiv capacity
of 11t -1 r.r tp2 past nine years; and under his
1.0, ntp our magazine has not only tripled 1ts
adverivising businezs, it also has won four awards
from your Institute for Advertising Artistry.

We belleve Fr. Bridges more than mzcts your atand-
ards of creativeness, integrity, and service; he

does the advertising industry proud. 1 am sure

that the selection of John Bridges as recipient of
this year's award would be hailed enthusiastically
here and nationally. .

As you request, we shall regard all correspondence
pertaining to the award with the utmost secrecy.

Sincerely yours,
TOUR AND TRAV.L MAGAZINE

Walter Stanton
cP Managing Editor

Fice b

July 9, 19--

Mr. B. Brager
45 Crosby Street
New York 24, New York

Dear Mr. Brager: .

Mr. Philip Becker has applied for a position
as internal auditor in our Accounting Department,
He tells us he was employed in your crganization
for two years.

We are very much interested in Mr. Becker.
His high school and college records are quite im-
pressive. We should, however, like to have your
opinion of this young man. 13 h> trustworthy?
13 ne a hard worker? Does he get along well with
his co-workers? Any information you can give us
absul Mr. Backer's on-the-Jod perforrmance will be
very much appresiated,

Your reply will be kept 1n strict confidence,
T am enclosing a self-addressed envelcpe .for your

convenience.
Sincerzly ycurs,
TOUR AND TRAVEL MAGAZINE
James Cromwell
Ofrice Maniger .
MO

Lnclosure

™)
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) August 29, 19--

Mr. E. M, Bradley, President
Beerdslee Chandelier Mfg. Co.
216 South Jefferson Street '
Chicago 14, Illinois

Dear Mr. Bradley:

Enclosed are thrze marked coples of the '
August issue of our magazine in which your article
appeared.

Some provocative letters have already been
resatved sbout your article, Some of these let-
tirs will v pofnted in the “Letters to the
Editor™ cottoa o7 Ul nisal itoro This s the
kind of lively i1csponse we wolud 2.

Possibly you will want to make some response
to your critics in the same column in a subsequent
%ssue. I hope so--readers love to see a good

fight" in print. And I'm convinced that they
learn more through these exchanges than through
the article 1itself!

Sincerely yours,

TOUR AND TRAVEL MAGAZINE

Roy Milton
Assistant Editor .
“P !
Enclosures

August 24, 19--

Mr. B. G. Baker
29 Jones Street
Newburgh, New York

Dear Mr. Baker:

Thank you for your letter of Augus: 20 con-
cerning a position as assistant office manager.

Although we do not have a vacancy at the mo-
ment, we expect that one will be creaced at the
end of this year when a member of our staff re-
tires. We are interested in young men with your
background and experience, and 1 shall certainly
keep your application in mind. Naturally, we are
hoping to attract a number of applications,

By all means, telephone mc when you arc in
the New York City area. 1 should llke to rwetl
you and learn more about ycur education and on<
the-job experience. My telephone extension
is 2179.

incidentally, I had lunch with Dean Ledpe
last week. He is making a remavkable pecord at
gentral University, and I have a very high repard
or him,

Sincerely yours,

TOUR AND TRAVEL MAGAZINE

Jarovs Crore 31
Ofrice Manager

MO
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g July 25, 19--

. Thomas Saunders
L.slng T irtrent

‘can Con o oLpany
Tragd. v
& York
by fowes Iprst
cenetT ~ ry that faulty packing caused part
w. - July ;. shipment to arrive in a damaged
condition.

Your account has been credited for $50, and
we are shipping a fresh supply by truck today.
Would you please return the damaged materials to
us, freight collect.

We shall do everything in our power to avoid
a repetition of this arnoying incident.

Sincerely yours,
TOUR AND TRAVEL MAGAZINE

Henry Watkins, Manager
Job Printing Department

HC

August 24, 19--

Mr. Paul 0. Abbe
30 Broad Strset
New York 12, New York

Dear Mr, Abbde:
Thank you for your letter of August 21.

Our business does nct sSell mailing 1lists for
direct mail campalgns. May we suggest Mailing
~spyices, Ine., 60 Broadway; or R, L. Barton &

_ . 1 247 Sussex Street, both of New York City. We
.. +=red the services of thess two organizations
- T .mplete satisfaction.

- 7.4 . : are in the publishing and printing
busine:s. POIM AND TRAVEL MAGAZINE nas the world's
largest circulation for publications of its type.
A display advertisement in it can help put across
any selling campalgn you are contemplating.

The rate schedule you requested is enclosed,
Our trained advertising counselors can help you
plan a message to Send to yur prospective cus=
tomers. L t us help you make 55,000 new contacts.

Sincerely ours,

TOUR AND TRAVEL MAGAZINE

John Bridpes, MNanapsr
Advertlsing Department

X

ne.

Fice &

29
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July 23, 19--

Dr. Loulis RBell, Chatraan
Soclal Scleuce Department
Allegheny University
Fulton, New York

Dear Louls:

Of course I'm disappointed that we can't
have that series of articles from you right away
so that it might be published in TOUR AND TRAVEL
late this year. Alas, we'll Just have {o wait.

I am convinced, however, that these articles
are 8 "must® {n next year's issues. Travelers are
becoming morc and more aware of the role of the
early settlers in our rich American heritage. In
every state there are literally hundreds of places
of interest centering around their adventures.

The storics must be told. and my guess is that 1t
wlll take a dozen issues to do the Job right.

Please let me know the instant you are free,
I can't think of any other person who ¢could bring
this topic off as well as you. I want tc sit down
and discuss 1t with you at your first cpportunlty.
Cordially yours,

TOUR AND TRAVEL MAGAZINE

Charles Lyons, Editor

August 31, 19--

pr. C. B, Babcoek
768 Mission Street
Joliet, Illinols

Dear Doctor Babcock:

Your article is such a "natural” for the fea-
ture in our Valentine-scason {ssue=-=-Fetruary-~that
we have taken the liberty of holding it until then.

" Many new subscriptions to TOUR AND TRAVEL are
comin% in every week. This means thati your fine
article will be read by many more people in
February.

Sincerely yours,

TOUK AND THAVEL MAGAZINE

Mary Paxton
Assistant Bdltoe

™



July 24, 19--

Mr. E, A, Brett, Manager
Commercial Division
Brett & Goode Company
461 Eighth Avenue

New York 33, New York

Dear Mr. Brett:

A portion of the floor on.the second story
of our factory is badly cracked.

We should like to have it resurfaced immedi-
ately before it causes one of our workers to have
an accident.

If you will let us know when the repairs can
be started, we shall adjust our production ached-
ules accordingly.

Sincerely yours,

TOUR AND TRAVEL MAGAZINE

Walter Stanton
Managing Editor

CF

Fia.

July 13, 19--

¥r. Frederic W. Donahoe, Fditor
Advertising and ¥erchandising Journal
Benfield-Leach Combany

445 Plymouth Court

Chicago 40, Illinois

Dear Mr. Donahoe:

I am pleased to recommend & consultant for
the "Vacation" issue of the Advertising and Mer-
chandising Journa!. He is Mr., Thomas Burnside,
marager of the Travel and Transportation Depart-
ment of Abbott-Knox Corporation, Peoria, lllinois.

In his work at Abbott-Knox, Mr. Burnside
makes use of all methods of commercial travel (in-
sluding chartered). During the year he plans hun=-
dreds of business and pleasure trips for the
members of his organization. I know of no one who
has such an excellent grasp of the entire travel
and transportaticn industry. Bestides, he 1s a
good writer. He has written a number of articles
for TOUR AND TRAVEL, and I am enclosing a reprint
of one of his best.

You may write to Mr. Burnside directly; and,
1f you wish, 1t will be perfectly all right to
mention my name. .

Sincerely yours,

TOUR AND' TRAVEL MAGAZINE

FT Charles Lyons, Bditor

<30
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(::) August 22, 19--

Mr. E. Bert Fenton, Manager
Publicity Department

W. S. Ba: :tow & Company

50 Pine Street

Bloomington, Illinols

Dear Mr. Fenton:

The readers certainly shared your enthusiasm
about the new Picture-a-Minute camera. If our
mail response was any indication, your mail room
must have been swamped!

Since the article had such "pulling" power,
we*'d like to suggest that you use reprints of it
as an advertising plece. If you decide to do this,
we can produce thesSe reprints for you at a price
of fifteen cents a copy. Won't you send us your
approval without delay?

Sincerely yours,

TOUR AND TRAVEL MAGAZINE

Mary Paxton
Assistant Editor

DN

:

Mr. Harold Bagley
205 Rose lLane
Springfield 5, Illinois

Dear Mr. Bagley:

Have you ever dreamed you were lolling on the
sands of Waikiki, climbing the Pyramids in Egypt,
or taking in an exciting bullfight in Spain? It
is a rare person who is not periodically seized
w{th a yen to taste the pleasures of faraway
places.

Even 1f you can't enjoy the pleasure of
traveling to these exciting places and events in
person, you can be there in spirit--through the
pages of TOUR AND TRAVEL MAGAZINE. You can climd
the challenging precipices of Mount Everest or -
bask on the =hores of some idyllic Pacific isle
tgro?gh the magle of our fascinating articles and
stories.

Mail the enclosed card today to get zway from
the cares of the work-a-day world. A 12-issue
subscription will enable you to travel.to your
heart's content for only $3.

Sincerely yours,
TOUR AND TRAVEL MAGAZINE

August 7, 19--

Edgar Bailey, Manager
Circulation Depariumcnt
LD
Enc.

PS If you travel widely, TiUr AND TRAVEL MAGAZINE
?131 bl you to get the moot fur your tiee
At ey,
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WHAT YOU MusT {22

WHAT YOU MUST 1ot

INDEX THE NAMES ON EACH LETTER BY

DRAWING ONE LINE UNDER THE FIRST

UNIT, TWO LIMES UNDER THE SECORD
ML TANMEIITACR

LD TMP'V LINES UNDER THE THIRD

I TR VT Tt |

UN!T

SORT THE LETTERS IN ALPHABETICAL
ORDER

ON A PLAIN PIECE OF PAPER, LIST THE
NUMBER OF EACH LETTER AS IT APPEARS
N ALPHABETICAL ORDER

TAKE YOUR PROBLEM TO THE STUDENT
RECEPTIONIST TO BE CHECKED FiGe 5

231
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YOUR TP (RPTE AL I VOSAT eorv. "l OFFICE B, 163

To PREPARE, conaecr, RUN, AND FILE
A SPIRIT DUPLICATING MASTER.

. INTRODUCTION —-= PLEASE READ CAREFULLY:

¥ YOU EXPECT TO WORK IN AN OFFICE,
YOU MUST KNOW HOW TO MAKE MANY COPIES OF
NOTICES, ANNOUNCEMENTS, REPORTS, NEWS
RELEASES, SCHEDULES, PRICE CHANGES, AND
HUNDREDS OF OTHER BUSINESS PAPERS. KNOW-
ING HOW TO MAKE COP!ES 1S JUST AS IMPOR~
TANT AS KNOWING HOW TO TYPEWRITE OR HOW
TO ANSWER A TELEPHONE.

IF YOU NEZD JUST 5 OR 6 COPIES, YOU
CAN WRITE OR TYPE THEM ALL AT ONCE 8Y
USING A CARBON PAPER. BUT WHAT IF YOU
NEED 25 OR 300 coP1ES? IT WOULD TAKE TO0O
LONG TO WRITE OR TO TYPE THEM, EVEN WITH
CARBON PAPEHR. DBESIDES, THE COPIES MIGHT
NOT BE EXACTLY ALIKE., SO, YOU WOULD USE
A MACHINE THAT MAKES EXACT COPIES OF THE
ONE COPY THAT YOU PREPARE. THIS MACHINE
IS CALLED A '""DUPLICATOR,"

BUSINESSMEN RREFER A "“?PIRIT DUPLI~-
CATOR BECAUSE IT 1S THE QUICKEST AND
CHEAPEST WAY TO MAKE COPIES. THOUGH
YOUR EXPERIENCE IN THIS DEPARTMENT WiLL
BE WITH ONLY ONE BRAND OF MACHINE, YOU
WiLL BE ABLE TO USE OTHER SIMILAR MA-
CHINES.

THiIS PROCESS HAS SOME OTHER NAMES.
BECAUSE THE PAPER TOUCHES THE MASTER
pDIReECTLY, DITTO INCORPORATED CALL IT
THE "DIRECT PROCESS.'' BECAUSE A WATERY
LIQUID 1S USED, THE PROCESS 1S ALSO
CALLED A "LI1QUID PROCESS.! BECAUSE THE
LIQUID IS A CHEMICAL, THE TERM ''sPIRIT
PROCESS' 1S ALSO USED.

THE SPIRIT DUPLICATING PRUCESS WORKS
LIKE THIS:

1. YOU MAKE .E OR!GINAL COPY,
USING A SPECIAL CARBON PAPER. - IT 1S
SPECIAL BECAUSE 1T CGNTAINS ANILINE DYE.
THE ORIGINAL COPY IS CALLED THE '"MASTER.M

Koo




2. YOU FASTEN THE MASTER ONTO THE
prRUM (THE REVOLVING PART) OF THE DUPLI~
CATING MACHINE,

3. AS YOU TURN THE HANOLE OF THE
DRUM, MANY THINGS HAPPEN AUTOMATICALLY?
?e THE PAPER 1S ORAWN INTO THE

MACHINE.
5 B. THE PAPER 1S DAMPENED WITH A
CHEMICAL o
C. THE PAPER 1S PRESSED AGAINST THE
MASTER.

0e SOME OF THE DYE IS DISSOLVED FROM
THE MASTER, MAKING AN EXACT COPY,
E. THE PAPER COMES OUT INTO A TRAY.

REFERENCES:

CLERICAL OFFICE PRACTICE, 3rD.
ED., BY AGNEW AND MEEHAN.

GENERAL OFFICE PRACTICE, 2ND.
ED.y BY ARZHER.

EFFECTIVE SECRETARIAL PRACTICES,
LrH., €D., BY BEAMER.

APPLIED SECRETARIAL PRACTICE,
ETH, ED., BY GREGG. .

COLLEGE SECRETARIAL PRACTICE,
LTH. ED., BY REGINER.

<33
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STEPS TO FOLLOW 1IN PREPARING A SPIRIT MASTER?

TOOLS AND MATERIALS NEEDED: SPIRIT MASTER BLOCKOUT PENCIL

PEN OR PENCIL PLAST!IC BACKING SHEET
RAZOR BLADE TYPEWRITER (OrTIONAL)
Scortel TirE Spr1wiT CUPLICATOR
SCISSORS GURIMEN LABEL

WHAT YOU MusT DO WHAT YOU MUST KNS
TO DO THOSE ST1EFPS

1. ASK THE STUDENT RECEPTIONIST FOR
THE MATERIALS LISTED ABOVE~- MANY TYPISTS USE '""MASTERSETS!' INSTEAD
' OF LOOSE CARBONS AND MASTER SHEETS., A

MASTERSET CONSISTS OF ONE SHEET OF CAR-
BON AND ONE SHEET OF MASTER PAPER
FASTENED TOGETHER AT THE BOTTOM, WITH
A THIN SHEET OF TISSUE PAPER SFPARATING
THE TWO. THE TISSUE MUST BE TAKEN OUT
BEFORE YOU TYPE OR WRITE ON A MASTERSET.
THE CARBON PAPER CAN BE USED ONLY ONCE.

2. YOU MAY WRITE, TYPE OR DRAW ANYTHING
THAT YOU CHOOSE ON YOUR SPIRIT MASTER.
THiIS MAY BE COPIED OR 1T MAY BE YOUR

OWN CREATIVE WORK===F |G, 6§ ‘ommmmwc== . ,
IF YOU WISH TO DRAW OR WRITE ON A MASTER,

USE A BALL-POINT PEN OR A PENCIL WITH A VERY
MARD LEAD. PRESS EVENLY AND FIRMIY., [F YOU
HAVE A PLASTIC BACKING SHEET, PL. .. 1T UNDER
THE BACK OF THE CARBON. DOING TH.. WiLL GIVE
YOU A CLEARER COPY.

/

Z7)
4

Ficge 6

S

IF YOU WISH TO TYPE ON YOUR MASTER, BE
SURE THAT YOU TYPE ON THE MASTER PAPER
AND NOT ON THE CARBON SHEET,

" Q

-
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STEPS TO FOLLOW N CORRECTING A SPIRIT MASTERS

TOOLS -ND MATERIALS NEEDED:

SPIRIT MASTER
RAZOR BLADE
SCOTCH TAPE

SCISSORS
BLOCKOUT PENCIL
GUMMED LABEL

T YOU MUST DO

1.

2.

3

1 vOU DO NOT NEED TO WRITE OVER THE

|- STAKE, You CAN (A) CuT 1T ouT OF

14E PAPER WITH A RAZOR BLADE, KNIFE

or scissors {8) COVER THE EFPROR WITH

SCOTCH TAPE, GUMMED LABEL, OR THE

UBLOCKOUT! WAX OF A BLOCKOUT PENCIlLe==
Fice 7

IF YOU MUST MAKE A CORRECTION AT
Tii POINT OF THE ERROR (AS IN A
M| SSPELLED WORD), YOU MUST FIiRST
ELIMINATE THE ERROR. THIS YOU DO
BY:
LIGHTLY SCRAPINS OFF THE CARBON
OrR, BY COATING THE ERROR W'TH
BLOCKOUT WAX
OR, BY ERASING THE ERROR VERY

THOROUGHLY
OrR, BY SCRAPING AND COATING
THE ERROR FiGe 7

INSERT A SLIP OF FRESH CARSON (cuT
FROM THE BOTTOM OF TME CARBON SHEET
OR FROM ANOTHER CARBON SHEET) UNDER
THE MASTER AT THE POINT WHERE YOU
MUST TYPE -

248

WHAT YOU MUST KNOW
0 DO THEGE STEPS

WHEN YOU PREPARE A MASTER, YOUR WORK
SIMPLY PUTS CARBON ON THE BACK OF THE
MASTER. WHEN YOU MAKE AN ERROR, YOU
HAVE CARBON WHERE YOU DO NOT WANT 1IT.

IF THE ERROR IS CUT OUT OR COVERED OVER,
IT CANNOT REPRODUCE., EITHER METHOD IS

GOOD FOR ELIMINATING AN EXTRA LETTER
BETWEEN WORDS,
THE MARGIN,
PUNCTUATION MARK,

A WORD THAT RUNS INTO
AN UNWANTED UNDERSCORE OR
ETC.

AFTER THE ERROR MAS BEEN DISPOSED OF,
YOU ARE READY TO MAKE THE CORRECT!ION.
HOWEVER, REMEMBERING THAT YOU ''USED
UP'" THE CARBON AT THAT POINT WHEN YOU
TYPED THE ERROR, YOU MUST PROVIDE SOME
NEW CARBON THERE.

il
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WHAT YOU MUST DO WHAT You MUST KNOV!

L, MAKE THE CORRECTION

5. REMOVE THE EXTRA SLIP OF CARBON
PAPER BEFORE GOING ©ON

STEPS TO FOLLOW IN RUNNING A SPIRIT MASTER?

TOOLS AND MATERIALS NEEDED: SPIRIT MASTER
SPIRIT DUPLICATOR

() PLEASE DO NOT ATTEMPT TO opsnu;z'rne DUPLICATOR WITHOUT THE AID OF THE STUDENT
RECEPTIONIST,

WHAT You musT DO WHAT You MUsT KNOW
TO DO THESE STEPS

1. BE SURE THAT THERE 1S FLUID IN THE
FLUID TANK Fi1Ge 8

2. PLACE THE PAPER ON THE FEED TRAY

3. ADJUST THE GUIDF RA!L AT THE SCALE
MARKING ON THE FEED TAB! * CORRES-
PONDING TO THE WIDTH OF THE PAPER

L, See THAT THE PAPER TRAY (WHICH
CATCHES THE COPIES) 1S IN POSITION

19
ERIC
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WHAT YoU MUeT DO

56

~

6.

7.

9.

10.

11,

WHAT YOU MUST [{N0LY

SET THE COPY CONTROL LEVER AT MepiUM-bx= ON SOME MACHINES THE COPY CONTROL LEVER

| DARK
PY
wreor [ MEDIM
- \XUBHT

Fié. 9

SET THE IMPRESSION ROLLER PRESSURE
AT LOW

OPEN THE MASTER CLAMP IF NECESSARY===pm

INSERT THE MASTER (CARBON IMAGE SIDE
UP) INTO THE CLAMP=== o g ‘=m=====

CLOSE THE CLAMP AND GENTLY PULL ON
THE BOTTOM OF THE MASTER TO CREASE
{T AT THE EDGE OF THE CLAMP

SET THE MASTER SELECTOR LEVER (ON
ELECTRIC MODELS) TO THE LENGTH OF
tHe MasTER (11% or 14)

START THE MACHINE

1S CALLED THE WICK PRESSURE CONTROL OR
THE PRESSURE LEVER. EACH DUPLICATOR HAS
A STRIP OF FELT CALLED THE "WicK' PLACED
WHERE IT MOISTENS A RUBBER ROLLER WHICH
10 TURE MOISTHEUS THE PATER THAT COMES
INTO THE MACHINE., THE WICK KUSY BE
MOIST WHEN YOU ARE RUNNING COPIES. IF
YOU MAKE THE WICK VERY WET, YOU WILL GET
DARKER COPIES. IF THE WicK 1S TOO DRY
YOU WILL GET LIGHT COPIESs THE COPY
CONTROL LEVER CONTROLS THE AMOUNT OF

MOISTURE (N THE WICK. FiG. 9

ON SOME MACHINES THE MASTER CLAMP OPENS
AUTOMATICALLY.,

THE SCALE ON THE CLAMP INDICATES THE
EXACT CENTERING OF THE MASTER.

—

Fice 10

437

R

~m



WHAT YOU MUsT L3

12.

13.

14,

15,

16,

17.

18.

MOVE THE FEED LEVER TO FEED A SINGLE
SHEET OF PAPER THROUGH THE DUPLI-
cAToRnn F‘G. l‘ v D G W U S S G A I3 A O D SO W R N P B W

SET FEED LEVER
For ONE COPY.

SET THE COPY COUNTER AT ZERO AND
MOVE THE FEED LEVER FOR CONTINUOUS
FEEDING OF THE PAPER

WHEN YOU ARE THROUGH WITH THE
MACHINE, POSITION THE FEED LEVER
IN THE STOP POSITION Fig, 13
TURN OFF THE MOTOR

RELEASE THE IMPRESSION ROLLER AND
THE WICK PRESSURE

YOoUu MAY NEED TO TURN THE FLUID
TANK SO THAT THE VALVE IS UP

OPEN THE MASTER CLAMP AND REMOVE
THE MASTER

21

WHAT YOU MUST K2l

|F YOUR MATERIAL HAS BEEN DUPLICATED
EITHER T0O0 HIGH OR Y00 LOW ON THES

SHEET, FOLLOW THE IKSTRUCTIONS GIVEN
BY THE STUDFHT ASSISTANT TO RAISE OR
LOWER THE COPY,

Fice 12

CHECK POSITION OF
CoeyY on DUPLICATED

SHEET.
Fice 12

AS THE COPIES ARE RUN, THE INTENSITY OF
THE COLOR WiLL SLOWLY FADE. |INCREASING
THE IMPRESSION ROLLER PRESSURE WILL
SUPPLY ADDITIONAL COPIES WITH INCREASED
INTENSITY.

WHEN

THROUGH,
TURN

MOTOR
OFF.

Fice 13

<3



STEPS TO FOLLOW N FILING A SPIRIT MASTER:

TOOLS AND MATEKIALS NEEDEDs SPIRIT MASTER
CLEAN SHEET OF PAPER OR

THE PROTECTIVE SHEET

WHAT YOU MUST PO WHAT YOU MUST KNOW
TO DO THESE STEPS

1. PLACE A CLEAN SHEET OF PAPER AGAINST

THE CARBON SIDE OF THE MASTER TO
PROTECT THE IMAGE---f,gq, 14 THE PROTECTIVE SHEET MAY BE USED FOR

THIS PURPOSE,

Fi6. 14
Sl
SR | ~
.'952%52:
ag%%%%L
é‘e

22
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AN N\!"“"“fi—’@é?( CT/QN '“b

8Y CHARLES RUTHERFORD

SOME INTERESTING FACT]S ALOUT WELDING

1 WHAT KIND OF WORK IS DONE?

THOUGH MILD STEEL, STAINLESS STEEL,
ALUMINUM, AND CAST STEEL ARE THE MOST
COMMONL USED METALS, PRACTICALLY ALL
KNOWN METALS CAN BE WELDED. AUTOMO=-
BILES, 7RAINS, BUILDINGS, SHIPS, AIR~-
PLANES, WINDOW FRAMES, AND KITCHEN
EQUIPMENT ARE TYPICAL METAL PRODUCTS.
WELDING 1S UTILIZED IN CONSTRUCTION
AS WELL AS IN REPAIR WORK. THE JOB
DEPENDS UPON BOTH THE TYPE OF METAL

_ AND THE END PRODUCT.

2. WORKING CONDITIONS:

MOST WELDING SHOPS ARE CLEAN, WITH
GOOD VENTILATION AND GOOD SAFETY CONDI~
TIONS. HOWEVER, CONSTRUCTION WORK IS
OFTEN HAZARDOUS.

3. SALARY SCALE:

THE SALARY RANGES FROM THE MINIMUM
WwAGE OoF $1.60 Per Hour 10 $8.00 - $9.00
PER HOUR, WITH TIME AND ONE=HALF TO
DOUBLE TIME PAID FOR OVER 40 HOURS PER
WEEK. MOST CONSTRUCTION WAGE CONTRACTS
CALL FOR DOUBLE TIME FOR ANY WORK BEYOND
8 HOURS 14 ONE DAY AND FOR WORK ON wsex-

ENDS AND HOLIDAYS.

4L, TYPE OF CLOTHING WORN:S

A WELDER MUST OFTEN WEAR PROTECTIVE
CLOTHING SUCH AS A LEATHER JACKET OR
APRON, A LONG SLEEVE SHIRT, HIGH TOP
SHOES OR BOOTS, LEATHER GLOVES, AND A

1
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WELDING HEAD SHIELD WITH A SUITABLE
FILTER LENS. .

5. PERSONAL QUALITIES NECESSARY!

MARIPULATIVE SKILLS: YOU SHOULD
HAVE GOOD EYESIGHT AND SUFFICIENT CO-
ORDINATION TO USE TOOLS WELL. THE
ABILITY TO USE BLUEPRINTS OR SHOP
SKETCHES 1S HELPFUL.

PERSONALITY CHARACTERISTICS: You
SHOULD HAVE GOOD WORK HABITS AND BE
PATIENT ENOUGH TO STAY WITH A PROJECT
UNTIL IT IS COMPLETED.

EDUCATIONAL QUALIFICATIONS: A
WELDER SHOULD HAVE A HIGH SCHOOL EDU=-
CATION. HOWEVER, THE MORE EDUCATION
THAT YOU HAVE, THE FURTHER YOU WILL
ADVANCE IN RESPONSIBILITY AND IN SALARY.

6. OTHER FACTS OF INTERESTS

THE PROCESS OF JOINING METALS BY
WELDING 1S BECOMING INCREASINGLY IM-
PORTANT IN OUR INDUSTRIAL SOCIETY. A
QUALIFIED WELDER CAN USUALLY FIND WORK
IN OTHER COUNTRIES OR IN ANY SECTION
OF THE UNITED STATES.

e s ML o L e A o 5 80T
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YOUR FIRGT EXPERIENCE IN WELDING WilL. EE*

TO STRIKE AND HOLD AN ARC

INTRCDUCTIOH -~ PLEASE READ CAREFULLY:

BECAUSE OF THE INTENSE LIGHT EMITTED
BY THE WELDING ARC, EYE SAFETY BECOMES AN
IMPORTANT FACTOR IN THE WELDING. SHOP, BE
SURE TO OBSERVE ALL SAFETY RULES AND REG=-
ULATIONS. EYE SAFETY CANNOT BE EMPHA-
S1ZED ENOUGH. THE FILTER LENS IN THE
WELDING HEAD SHIELD 1S DESIGNED TO FlL=
TER OUT THE HARMFUL ULTRAVIOLET RAYS THAT
CAUSE EYE BURN.,

L 3



STEPS TO FOLLOW 1IN STRIKING AND HOLDING AN ARCS

TOOLS AND MATERIALS NEEDED: 1/4" yo 3/8' x 6! x 6' SCRAP METAL, 1/8 INCH DIAMETER

ELECTRODES # E~6012 OR Ewb013, SLAG HAMMER, WELD!NG
SHIELD, FILTER LEN? WELDING MACHINE, GLOVES, JACKET
OR LONG SLEEVE Siilhr

- WHAT YoUu MusT PO WHAT YoU MusT Kot/

70 DO THEGE STEPS

1

2.

3.

b,
5.

6.
7.

8.

PUT ON THE SAFETY EQUIPMENTew=m=w=«n EQUIPMENT NEEDED? GLOVES, WELDING
SHIELD AND FILTER LENS, JACKET OR
LONG SLEEVE SHIRT. '

CHECK THE WELDING SHIELD FILTER LENS
FOR CLEANLINESS. REPLACE THE LERS IF IT
1S BROKEN.

CONNECT THE GROUND CLAMP==we wmmw=we THE GROUHD CLAMP IS THE CABLE WITH THE
ILLSULATED SPRING CLAMP ON THE END. CoON-
NECT IT TO THE METAL LEG OF THE WGRK
TABLE.

SET THE MAGHINE AMPERAGE=====emmmw= SET THE AMPERAGE HAND WHEEL UNTIL THE
POINTER POINTS TO 100,

SET THE MACHINE POLARITY - P= SET THE POLARITY TO A.Ce POSITION.

PLACE AN ELECTRODE IN THE HOLDER===}w= SELECT AN ELECTRODE. PLACE THE BARE
END SSTWEEN THE JAWS OF THE ELECTRODE
HOLDER. -

PLACE SCRAP METAL ON THE WORK TABLE

TURN ON THE MACH:NE~-—== P> LOCATE THE ON = OFF SWITCH,
PUSH THE BLACK BUTTON TO START.
DO NOT TOUCH THE ELECTRODE TO THE MITAL
PLATE BEFORE THE FACE SHIELD 1S IN PLACE,

LOWER THE FACE SHIELD OVER YOUR
FACE

<44



WHAT YOU MUST DO

WHAT YOU MUST [IROLS

G, STRIKE AN ARCw=w=mmmwemmmm=—aw==w=  USE A SCRATCHING MOTION WITH THE ELECTRODE
AGAINST SCRAP METAL
10, HoLp THe eLecTropE 1/8'' ABOVE THE
METAL, KEEPING THE ARC GOING F1G. 1
: Fige 1
SL—ELECTRODE
N FiINISH
ST N
PTART N (AND HOLD)
A /
~ /
S -~ ‘g@"
S oS wd -,
ScrhHP META L
- SRS R e
11. UsSING A CIRCULAR MOTION, MAKE A

12,

SMALL PUDDLE OF MOLTEN METAL=ww=m=izs

DO NOT ATTEMPT TO RUN A WELD BEAD UNTIL

YOU HAVE PRACTICED STRIKING AND HOLDING

AN ARC FOR SEVERAL MiINUTES. THE INSTRUCTOR
WiLL CHECK THE PUDDLES.

LIFT THE ELECTRODE TO EXTINGUISH
THE ARC Fig, 2
M ﬂ
Flg. 2
BLECTRODE w
—-—* /
) ~ UPRT TO
EXTINGUISH
7
/ >
A~

A cmey,
- /\ NST7o0n M 4:.2;5
A PLOLLE OF
MOLTEN ME 7L,

5“3&&34@g7naL_
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STEPS TO FOLLOW IN RUNNING A STRAIGHT WELD BEAD:

TOOLS AND MATERIALS NEEDED: SCRAP METAL, 1/8" DIAMETER ELECTRODES #6012 or E-6013,
PROTECTIVE CLOTHING, WELDIMNG SHIELD, FILTER LENS, SLAG
HAMMER, ELECTRODES, LEATHER GLOVES, SCRAP METAL, WELDING
MACHINE

@ ———— - -

, WHAT YOU MUST DO WHAT YOU MUST KNOY
7O DO THESE TESTS

1. SET UP AND ADJUST THE MACHINE====pP== REFER TO THE STEPS TO FOLLOW IN STRIKING
AND HOLDING AN ARC.

2. USE PROTECTIVE CLOTHING===- - $» GLOVES, WELDING SHIELD, FILTER LENS,
JACKET OR LONG SLEEVE SHIRT.

3. STRIKE AN ARC - - mmememed REFER TO THE STEPS TO FOLLOW IN STRIKING
AND HOLDING AN ARC.

L4, RUN A WELD. BEAD ALL THE WAY ACROSS A
PRACTICE PLATE=FiGs 3  =====~===-=dp- USE A DRAGGING MOVEMENT ACROSS THE PLATE.
THe BEAD (THE METAL DEPOSITED ON THE
PLATE BY THE ELECTRODE) SHOULD BE 1/8¢
THICK,

é&CTgﬁU"AA£577AL- FiG6e 3 : Bl iCTRODES 4
-t

«
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%iémvumn< _

it . Pt ® e S Sh M Are. T 1 e s .onT T AT SN

5. REPEAT STEP U4, MAKING SEVERAL WELD
BEADS

6. USE THE SLAG HAMMER TO REMOVE THE
SLAG FROM WELDmmmrmeccccommeeae=ne: b= SLAG IS THE LOOSE CRUST ON THE WELD.
VISUALLY INSPECT THE WELD FOR EVENNESS
AND FOR SMALL HOLES. A GOOD WELD WiLL
HAVE SHMCOTH, EVEN RISFLES WITH NO HI.ISe
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