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CHAPTER 1  COOPERATIVE OCCUPATIONAL EDUCATION

This manual for business and office education in Washington 1s for all
1n-school personnel involved in cooperative occupationzl education (to be
referred to as COE hereafter)--the teachers conducting or preparing to
conduct the programs, the counselors, «nd the administrators.

This is a "how-to" manual, written to provide an understanding of COE
and step-by-step developmental guldelines. It is based upon the program
development goal of quality rather than that of just meeting current require-
ments to receive state and federal matching funds. The materials in this
marual should provide a base from which the individual school will be able
to develop a program most suitable to its own situation.

Cooperative Occupational Education

COE combines classroom learning with .n-*he-job training to help each
student prepare for his chosen occupational opjective. It is an expansion
from the classroom situation to include the facilities and know-how of the
business community.

Through COE, the student is able to make a smooth transition from the
classroom principles and skills to an application in his chosen career
area. In the process, he receives classroom instruction more closely related
to current business practices. The school and business community are
partners with a common goal: helping students prepare for and start their
careers in business.

COE can be adapted to nearly all occupational areas and educational

levels. It is found in the high schools, vocational-technical schools,
and the community colleges in Washington.

Other Programs Involving a School and Work Combination

In addition to COE, many different combinations of school and work
activities are being used today. They have varying purposes and varying
titles. Nearly all, however, can be classified into one of the following
major groups.

Exploratory

The exploratory program, designed to acquaint students with
different occupational areas, involves student observation and may
or may not include Jjob performance. It is for a short period of
time, usually at the junior high school level. It is often part
of a guidance or careers program intended to help each student in
his selection of a career objective.



General Work Experlence

The general work experience program includes all purposes
other than occupational. It provides for students with economic
needs, those with behavioral problems, those in need of soclal
development, etc. This program, found most {requertly at the
high school level, usually has no direct relations with
classroom instruction.

Work-Study

The work-study program provides employment for students so
they can pursue an educational program. Bmployment is in tax
supported institutions, and government funds are avallable to
help pay the student's salary. Usually there is no direct
relationship between the work the student is doing and his
instructional program.

Neighborhood Youth Corps

The Neighborhood Youth Corps (NYC) has purposes quite similar
to those of the Work-Study programs. It is intended to enable
youth to remain in school or even return to school, to gain work
experience while earning an income, and to develop their maximum
occupational potential through training and career related
services. The Neighborhood Youth Corps is sponsored through the
Economic Opportunity Act. The only role of the local school is
to report the numbar of students in NYC.

Cooperative Occupational Education

COE can be distinguished from these major groups in that
1. Each student has an occupational objective.

2. The on-the-jcb experience is an integral part of
the student's education program.

3. There 1s a related class planned to complement
the student's on-the-job experiences.

4, The on-the-job time carries school credit and
: also involves pay.

5. There are relatad youth organization activities.

6. The related class instructor has had on~the-job
experience.

7. The related class instructor has time assigned to

coordinate the classroom activities with the
training stations.
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The state of Washington has established basic criteria for COE
programs. A copy of the criteria for high schools and for comrunity
colleges, Appendix A and B, 1s provided for your review.




CHAPTER { RELATIONSHIP OF THE PARTS

Students of Cooperative Business and Office Occupational Education
(to be referred to as CBOCE hereafter) participate in a four-phase program
that provides

(1) a base of general knowledge, plus

(2) related occupational instruction, plus
(3) on-the-job training, plus

(3) youth organization activities.

The COE is an integral part of the total program and Business and

Office Education. Students can develop abilities in skill classes and
can apply them through COE.

Role of Base of General Knowledge

The base of general knowledge provides a foundation of knowledge and
attitudes from which each student will build into his specialized area.
It includes subject areas such as communications, mathematics, and social
studies. Although most of the general knowledge is acquired prior to the
student's entering the other phases of CBOOE, it 1s an essential ingredient
for the success of the program.

Role of Related Occupational Instruction

The related occupational instruction enables the student ‘o gain
knowledge of the occupational area and develop some of the skilis involved.
For business and office occupations, much of the related instruction 1is
needed prior to the student's on-the-job training. A student would need
typewriting skills, for example, before going on the job as a typist.

A related class is conducted concurrently with on-the-job training.
The related class enables the student to gain additional knowledge and skills
about the occupational area paralleling his individual needs and progress in
his on-the~job training program. The related class helps provide for a
transfer of classroom-learned skills, kmowledge, and understandings to their
use in business. The related class also provides a seminar learning situation
in which the student can discuss and analyze job problems.

The Business and Office Cooperative related class may be conducted as

part of an existing advanced class such as office practices or as a separate
class.

Kole of On~The-Job Training

On-The~Job training, the application phase of a CBOCE experience, enables
the student to learm by doing. The student uses and develops his knowledges
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and skills as an actual employee 1n a pl-.e of business. What he has been
studying in traditional business classes or in-school laboratory stations
is being experienced in the business world. The student also learns what
is expected of him as an employee in business.

On~the-job training is an integral part of each student's daily
schedule. It replaces some of the time he would be using for other classes.
While on the job, he receives both pay and school credit.

The business in which the student is receiviﬁé his on-the~job training
is known as a training station. The business person assigned to supervise
him on the job 1s the training sponsor. '

Role of Youth Organizations

The youth organization provides for the personal and professional
development of the student. It does thls through leadership training
activities, recognition for achievement, and social and service opportunities.
An essential part of CBOCE, it can supplement, stimulate, and enrich the
instructional program.

The Future Business Leaders of America (FBLA) and Phil Beta Lambda are
the youth organizations that serve business and office occupations in
Washington. In effect, these youth organizations are the proressional
assoclations for the students.

P

Fitting Them All Together

With the base of general knowledge as a foundation and with previously
mastered office skills and knowledge, the related instruction provides
specific knowledges and skills needed to foster success on the student's
inmediate job. On-the-job training provides for practical application and
creates an additional learning enviromment. The youth organization provides
an incentive and opportunity for each student's personal and professional
development. The CBOOE program interlaces these four phases to provide a
close working relationship between the school and the buslness community.
By providing a meaningful educational program for each student, it enables
him to start his chosen career as a part of his high school educational
program.

Upon corpletion of the CBOOE program, the student will be able to meet
all graduation requirements. He will receive the same diploma or degree
as other graduating students.




CHAPTER 3  ADMINISTRATIVE CONSIDERATIONS

There are nunrerous administrative considerations when planning and
conducting a cooperative class in the business and office occupations.
Some of these reflect basic policlies for the program while others, designed
as operationl, enable the program to function. Plans for establishing an
advisory committee, conducting a feasibility study, and promoting and
starting occupational education should be included. A coverage of each 1is
included in Chapter 4.

Appropriate policies need to be established for each of the following
items prior to starting the CBOOE class.

Scheduling the Students' On-The=Job Time

Providing the best possible learning situation for each student is the
prime consideration in schedul!ng his on-the-job time. The training
sponsor can devote more time to the student and, during the less busy hours
of the day, offer him a better learning situation. As the student is
learning, however, he also can be of value to the training station in their
Job production. He can, of course, help the business during its rush hours,
but he needs exposure to both the slack and rush hour activities to gain a
realistic understanding of the business.

Some schools schedule a specific time for all of the students to be
on the job. Since this provides a smooth flowing administrative plan
but may not serve the best interests of the student and the employer, the
schedule for each student should be worked out on an individual basis.
The school will need to plan a general block of time, such as mornings or
afternoons, within which the students will be on the job. This will pro-
vide a basis for the total scheduling of classes and assigning of coordina-
tion time.

A morming on-the-job schedule may offer a better opportunity for the
training sponsor to work with the student, acquainting him with the business
and the work involved. Since an afternoon on-the-job schedule provides for
any build-up of work and activity that has taken place as the business day
progresses and also for outgoing mail deadlines, it may provide a more
realistic learning situation. In addition, the student working in the
morning may have to leave a partially completed task to return to school
while the afternoon student may be able to remain and complete the tasks
he is assigned. ~

Scheduling: of Classes

The major consideration in scheduling is to have classes required for
graduation offered at a time when the CBOOE student is available. If most
of the students work during the afternoon, the graduation requirements
should be scheduled during the morning, and vice versa.
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The related class instruction needs to be scheduled to avoid conflicts
with the graduation requirements, the advanced classes in the business
curriculum, and the students' working schedules. Since basic skill develop-
ment 1s needed prior to the student's enrolling in the cooperative program,
a conflict with a beginning class, such as first year typewriting, should
be of little concern. however, conflicts with advanced business subjects
must be avoided. Scheduling the related class near the middle of the school
day 1s advantageous. One related class can service students working during
the early morning as well as those working in the afternoon. If the size
of the program allows for two related classes, scheduling one in the late
morning and one in the early afternoon works well.

The scheduling of classes and on~the-job time becomes more difficult
in a school with rotating periods. A revision of the rotation plan to
leave the last one or two periods of the day as non-rotating periods will
enable the students to have a uniform time avallable for employment.

Number of Students In the Cooperative Business and Office Occupational
Education Program

The number of students that can be provided for in a CBOOE program
depends upon numerous factors. These include the avallability of suitable
training stations, the number of qualified students, the location and size
of the training stations, and the amount of time provided for coordination
by the school and the training station.

Availlability of suitable training stations is one of the limiting
factors that establish a maxiium within which the program can grow. This
will vary from year to year as additional stations become available, as
some decide not to participate, as business conditions change, and as the
needs and qualifications of the students change.

Only those students capable of succeeding in and profiting by an on-
the-job situation should be included in the CBOOE program. Those not yet
qualified can best be served through additional class instruction, indivi-
dual instruction, the simulation program, and office work within the school.
It 1s better to leave a potential training station unfilled than to attempt
to fill it with an unqualified student. If the training stations are
located near the school and/or each other, the program will be able to
enroll more students than if they are distant or widely scattered. Also,
more students can Le provided for in the program if there are larger training
stations capable of handling more than one student.

Coordination Time

Coordination time is that part of the teacher-coordinator's schedule
in which he relates the classroom instruction and the tralning station
experiences. Teacher-coordinator is the title of the person who usually
teaches the related class and performs the coordination funiction between
the school and business community. Coordination time is an integral part
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of the teacher-coordinator's assignment and an essential ingredient for a
successful CBOCE program. It enables the teacher~coordinator to make
training station visitations, observe the students' on-the-job activities,
learn the needs of the training stations, discuss the student's progress
with the training sponsor, maintain an up-to-date knowledge of the local
business practices, promote the program in the community, and develop new
training stations. The results of these visitations can be related back
to the classroom in the development of a stronger total instructional
progyran.

The amount of coordination time needed will vary with the number of
students enrolled, the location and size of the training stations, and the
coordination tasks. More time 1s needed for a new program than an established
one. Coordination time provides for the "additional" activities essential
in a CBOCE program. Although much of this time should be spent out in the
business community, some of it can be utilized effectively for related
activities within the school itself. If other specific assignments are to
be included, additional time should “e provided. :

The specific time of the day assigned for coordination should be
scheduled in the morning or afternoon to coincide with the time the students
are receiving their on-the-job training. An afternoon schedule is often
more effective for the teacher-coordinator since he doesn't have to shorten
a visitation to return to a class.

Sometimes a school has one person coordinating several different
cooperative occupational classes to ensure a smoother administrative
relationship between the school and the community. This arrangement,
however, may result in a breakdown of a direct relationship between the
training station and the related classroom instruction that exists when
the same person who teaches the related class does the coordination.

Number of Hours for the Students to be On The Job

A CBOCE program combines the student's in-school and on~the-job activities
to make up his total educational package for that time. The combined demands
of his class schedule and his on-the-job schedule, therefore, should approxi-
mate what a normal full-time school or work schedule would demand.

The actual hours worked should vary to fit the individual situation.
A minimum of 10 hours per week and a maximum of about 25 hours per week are
recommended. These limits are intended to provide sufficlent time for a
worthwhile learning experience but not so long as to impose an undue hardship
upon the student.

Pay for Time On The Job

Pay for the time on the job is required for CBOOE students in Washington,
as long as an employer-employee relationship exists. It provides a job .
realism and establishes the student as a regular employee of the business
firm. It also pinpoints responsibility in case of an accident that provides
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workmen's compensation protection. It 1s recommended that pay start at
the minimum rate for the job performed, with periodic raises as the
student progresses. A complete description of the labor laws is contained
in a subsequent section of this chapter.

The U.S. Department of Labor has a provision for CBOCE students to

receive less than minimum wages if necessary. A sample application form
is Included as Appendix C.

Credit for Time On The Job

Just as pay adds job realism, school credit adds educational dignity
to the on-the-job situation. It also encourages a closer relationship
between the training station and the school.

The amount of credit granted 1s controlled by the individual school
involved. For the high school, it needs to be enough so that the average
student will have adequate credits for graduation. On the other hand, it
should not be so much that it allows a poor student to use the program to
make up credits lost previously.

A suggested gulde for credit 1s to glve one-half the credit that would
have been earned for a comparable amount of time in the school classroom.
No credit should be given for the after school hours the student works.
Some schools allow a specific amount of credit for on-the-job tiraining.
Others vary the credit to fit the amount of school time the student is

working.

Contact Time for the Teacher-Coordinator

The teacher-coordinator of a CBOCE program needs to have additionzl
time both prior to the opening of school in the fall and after the term
has ended in the spring.

The major use of this time in the fall will be to finalize the establish-
ment of the training stations, complete student selection, begin the placement
of students, and resolve many of the concerns arising when students are begin-
ning their on-the-job training. The additionzl time in the spring is needed
to follow up on the program. Thils includes such things as providing assis-
tance to students going Into full-time employment, establishing the groundwork
for the program 1n the fall, participation in the summer vocational conference,
and possibly starting some students in summer employment.

The actual amount of additional time provided will vary with the school
and commnity. The teacher-coordinator of an established program will need
approximately two weeks prior to the opening of school in the fall and one
week after school closes in the spring. Pay for the teacher-coordinator
during this extended time should be in keeping with local education agency
policies.




Qualifications of the Teacher-Coordinator

The teacher-coordinator of a CBOOE program needs to have the follow-
ing qualifications: (1) appropriate subject matter background, (2) sufficient
occupational experience, and (3) professional training as a teacher. The
appropriate subject matter background provides him a knowledge about the field
in which he will be teaching, i.e. typewriting, ofi‘ce procedures. This is
sometimes known as "technical" preparation.

Occupational experience in a business or office gives the teacher a
working knowledge of the field and an opportunity to apply his technical
preparation. It establishes a base from which he can better understand the
students' working situations and more effectively communicate with the
training sponsors. His occupational experience also gains him greater
respect from both the students and training sponsors.

Finally, the teacher-coordinator must be qualified as a teacher. This
will provide him with the methods and techniques to teach the students. It
is commonly identified as his "professional" preparation.

The above three qualifications fit together very effectively. The
subject matter background provides a base of knowledge, the occupational
experience adds a realism from the world of work, and the professional train~
ing enables him to teach what he has learned and experienced.

The teacher-coordinator is required to have vocational teacher certifi-
cation for the state of Washington. Each of the above qualificaticns is
included in the requirements for certification. Appendix D contains the
minimum requirements for certification as of December, 1972.

1
Federal and State Laws, Rules, and Regulations

The Department of Labor and Industries of the state of Washington is
responsible for the state laws, rules, and regulations pertaining to
employment in the state of Washington. The department has a Women and
Minors Division that understands the CBOOE programs and is set up to work
- with them.

The first consideration of the Division is to determine whether or not
an employer-enployee relationship exists between the students and their
employers. As a general rule, it does exist in a CBOOE program. It usually
does not exist in an exploratory program. The "Work Permit Regulation,"
Appendix E, explains and defines the terms involved. If an employer-
employee relationship exists, and a student is under age 18, a minor work
permit is required. An application form for this purpose is enclosed,
Appendix F.

The Division's second consideration 1s whether or not the employing
firm is covered by the FAIR LABOR STANDARDS ACT. Most business firms
today are covered. Where so covered the Division must adhere to Child
Labor Provisions of the FAIR LABOR STANDARDS ACT,° as well as to those
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of the Work Per?it Regulation of the state of Washington. The HANDY
REFERENCE GUIDE-® presents general information about the FAIR LABCR
STANDARDS ACT, including which firms are covered.

The third consideration of the Division is the student's wage rate,
the hours that he is working, the working conditions, and any other items
that affect his welfare. There 1is a federal minimum wage applicable to
employment covered by the FAIR LABOR STANDARDS ACT. Since this legisla-
tion 1s considered one of the most complicated to interpret, no attempt
to do so will be made in this manual. You are referred to the U.S.
Department of Labor® for your specific questions. For basic information,
however, you are referred to the HANDY REFERENCE GUIDE. Page 2 contains
statements about the minimum wages, and Page 5 explains about newly
covered enterprises.

Also, there are State of Washington minimum wage rates set according
to the industry involved. These are known as Industrial Welfare Orders.
Each Industrial Welfare Order contains (a) a statement identifying to whom
it applies, (b) definitions of the terms used in the order, (c) the
minimum wages allowed, (d) the hours of permissible employment, and
(e) necessary working conditions. Each order will vary to fit the industry
involved, with some providing additional information. A listing of all the
Industrial Welfare Orders is contained in Appendix G.

Although students in Business and Office Occupations are employed in
all of the industries, only Industrial Welfare Order #13-63, pertaining
to Office Workers, is included as a part of this manual, Appendi:x H.
However, if a student is employed as an office worker in one of the listed
industries, he is covered by that industry's industrial order. For example,
a student doing office work for a Health Care Industry will be covered by
the Health Carc Industry Orders instead of the Office Workers Orders.

State Industrial Insurance Laws (Workmen's Compensation) cover employed
students in the same marmer as other employees of a particular firm. In
case of accldent they receive the same benefits as the other employees of 5
the firm. This 1s explained in the GUIDE TO WORKMEN'S COMPENSATION BENEFITS.

Workmen's Compensation coverage applies only while the student is
carrying out his paid, employee assigned duties. It does not include his
travel to and from work.

Each school should check with its legal counsel in regard to 1liability
coverage for the students' transportation. Indictations are that coverage
on public transportation would be provided by the public carrier, but that
coverage for private transportation would have to be provided for by the
students or thelr parents.

It is imperative that each school check out its situation and inform
all concerned-—students, parents, employers--of the interpretation.

The Department of Labor and Industries maintains 15 branch offices

throughout the state. These are service locations that furnish informa-
tional materlals and work permits. They are listed on the reverse side of
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the work permlt application form, Appendix F, and in the GUIDE TO
WORKMEN'S COMPENSATION BENEFITS. An Industrial Relations Agent (field
representative) has been appointed in each of seven regions. Fis duties
include serving as a liaison person with school programs withiii that
particular area. Appendix I contains a listing of the areas and the
names and phone nurbers of the representatives. The appropriate area
representative or the department office of Women and Minors in Industry
in Olympia will be able to answer any questions relating to the employ-
ment of students in the CBOOE program.

Abiding by the provisions of the FAIR LABOR STANDARDS ACT and the
Washington State Labor Laws actually is the responsibility of the employer,
not the school or the teacher-ccordinator. However, it 1s important that
the teacher-coordinator be familiar with those laws and guide the employer
in hls abiding by them. The attached fact sheet, Appendlx J, answers many
of the common questions that arise about employment of minors.

Miscellaneous Forms

Several sample forms are included in Exhibit A. They include a
business card for the teacher-coordinator, a student introduction card
to be used when making a Job application, and a student permlt-to-leave-
school card. The forms included provide a unique approach that can be simple
and effective. The information for each student form isstamped on the back
of the teacher-coordinator's business card.

Also included are two certificates of appreciation (Exhibit B)--one
for advisory committee members and one for the training station. The
recipients should post these in prominent locations in their places of
business.

The Summary of Training Hours form (Exhibit C) provides a cumulative
total of the student's hours and financial records set up on a weekly basis.
It is suggested that columns 1, 2, and 3 be completed on a weekly basis but
that the remaining columns be done on a time basls consistent with the
student's pay period--weekly, bi-weekly, or monthly.
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CHAPTER 4 HOW TO DO IT

This chapter provides the "how to do it" phase of the cooperative
occupational class in office and business education. It follows a
logical sequence of steps in planning for, starting, and conducting the
. cooperative education program. There is a brief explanation for each
of these steps and then a suggested approach for carrylng them out. The
suggested approach is Intended to provide ideas you will need to adapt
to your own situation.

Informing the Administration About Cooperative Occupational Education

The declision to start COE usually comes from the office of the super-
intendent of schools or the president of the college. Therefore, this
office needs to be informed about the program, what it is, what it will do
for the education program, and how much it will cost.

The principal of the high school or the dean of the college is usually
responsible for conducting the program. His office also needs and under-
standing of how it works, how it relates to the other instructional areas,
and what administrative structure is needed to provide for it.

It would be helpful to have each admlnistrator read What Schogl
Administrators Should Know About Cooperative Vocational Education.

A Suggested Approach for Informing the Administration

1. Talk over the idea of starting a CBOOE class with
fellow staff members and the respective department
head or vocational director to gain their under-
standing and backing.

2. Go to the principal or dean, preferably with the
department head, to explain the proposed program
and what it will do for the students and the
educational program.

3. With the prineipal's approval, go to the super-
intendent to explain the program and gain his
permission to proceed with the feasibility study
and/or the organization of an advisory committee.
He may want the idea presented before the school.
board, too.

The Feasibllity Study

The feasibility study analyzes the school and business community to
determine 1f it 1is feasible to set up the program. It will bring out the
reactions of the community and whether or not there is (1) a need for the
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program, (2) sufficient training stations to support it, and (3) enough
Interested students that want to enroll in it.

The feasibility study 1s an essential first step that should be made
as soon as serlous consideration is given to starting a cooperative program.
Conducting the study in January for a possible program in September 1s none
too soon. Some of the ways to conduct this study are (a) send a survey
form to the businesses to be served, asking them to complete and return it,
(b) conduct a general survey through observation and then visit representative
businesses, and (c¢) make the entire survey through personal contacts.

A Suggested Approach for Conducting the Feasibility Study

1. Develop a brief descriptive statement about the program
and the purposes of the feasibility study.

2. Develop a response form, using check-off statements as
much as possible.

3. Publicize through the local newspapers and radio that
the program is under consideration and that a feasibility
study 1s being made.

4, Send the descriptive.statement and response form to all
of the business establishments. Secure a listing from
the telephone directory, the city directory, the chamber
of commerce, or the Office Management Association.

5. Pick up the survey forms personally, publicizing a day
or two ahead that this will be done.

6. Determine student interest through discussions in the
related business classes.
A sample form and cover letter to assist you in drafting a S urvey
of Business Offices is provided as Exhibits D and E.

7
The Advisory Committee

This committee serves in an advisory capacity for plamning, initiation,
and conducting the CBOOE program. It must be representative of all facets
of the business community the program serves. It should include an equal
number of management and employee members and also a local union representa-
tive. It may include representation from the community at large not directly
connected with the business commnity involved. It also may include a
student or a recent graduate.

The size of the advisory committee may vary to fit the situation and

any personal preferences. From six to twelve members 1s adequate to be
representative yet small enough to be workable. A staggered term of offlce
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is recommended so that there are always experienced members on the commlttee.
A two-or a three-year term can provide for this.

The committee will need a chairman, a vice-chairman, and a secretary.
The teacher-coordinator of the CBOOE program should serve in an ex-officio
position. Meetings should be held only when there 1s a need for them.

As an advisory group, the committee can offer suggestions, provide a
sounding board for new ideas, and help keep the program in touch with the
business community it serves.

A Suggested Approach for Establishing an Advisory Committee

1. Establish a procedure with the approprlate school
authorities for appointing the advisory committee.

2. Develop a letter describing the CBOOE program, the
need for an advisory committee, and the composition
of its membership.

3. Send the letter to the business, soclal, and service
organizations in the community, requesting they
suggest prospective members.

I, Compile the responses and from them select the best
potential members.

Take the recommendations to the apprbpriate school
authority, requesting they appoint the advisory
committee.

Ut

6. Send a letter from the superintendent or president to
the members selected, asking them to serve on the com-
mittee. A sample 1s provided as Exhibit F.

7. Announce the appolntment of the advisory committee
through the local news media.

Promotion of Cooperative Occupational Education Within the School

, Promotion within the school must reach all the personnel with whom
it relates. This includes administrators, counselors, faculty, staff,
and students. ‘ ‘

The administrators need to understand how the CBOOE program operates
so they can provide a suitable class schedule, determine the number of
credits to allow, and set up the necessary administrative framework within
which the program can function.

The counselors must understand the purposes of the program and the
qualifications needed so they can help in student advisement and selection.
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The faculty and staff need a general understanding of the program
as they may have some of the students in other classes. Perhaps some of
thelr assignments can be applied to the CBOOE program. Many of the CBOCE
program activities can enrich instructional classes.

The students need t¢ learn about the program to identify thelr interest
in it. They also need to know the specifics so they can plan their sched-
ules accordingly.

Since most of the Jobs students in a business and office occupational
program hold require that some basic skills be mastered prior to receiving
on-the-job training, the promotional program is simplified. Most of student
acquaintantship can be provided in the business classes. However, sufficient
information should be disseminated to reach the students not in those classes.’

A Suggested Approach for Promotion Within the School

1. Meet with the counselors prior to student registration.
Explain the program, necessary student qualifications,
and the types of jobs they will be preparing for. Share
any counseling materials you may have with them.

2. Meet with the administrators who schedule the classes.
Help them plan a schedule to provide for the students'
needs. '

3. Prepare promotional materials describing the program
that you can use as handouts.

i, Request time in a department meeting to familiarize
the other members with the CBOOE program. Do this
during the plamning stages if possible.

5. Arrange to inform the students about the program. Most
of this can be done for business and office education
through the basic skills classes. A complete coverage
in the high school can be assured through announcements
in a class required of all students in the year prior
to their being eligible for the CBOOE program. For the
community college or vocational technical school, you
will need to rely on the catalog, posted announcements,
and announcements in related area classes.

Pass out the promotional materials and provide general
information.

6. Arrange group meetings with students who have shown an -
' interest in the program to give them detailed infor-
mation and answer their questions.
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7. Request time in an early fall faculty meeting to
explain the program. Describe the program in a
short, 5-minute presentation, stressing the community .
- relationships and the culminating learning experiences
it offers the students.

Promotion of Cooperative Occupational Education Within the Community

Three distinct groupings within the community must be reached in the
promotion of the CBOOE program.  They are (a) the "business and office
- community" directly involved, (b) the "community at large," and (c¢) the
parents of the students who may participate.

The "business and office commnity" identifies those businesses and
business areas directly related to the CBOOE program. From these businesses
training stations willl be selected, instructional materials secured, and
most of the advisory committee members selected. They should have a general
understanding of the program. Specific firms involved wlll need a detailed
knowledge of the program and their role in it.

The "community at large'" identifies the remainder of the entire social
“and economic structure of the total community. This includes the profes-
sional people, the retallers, the manufacturers, the laborers, etc. They
should know about the program and the relationship it is establishing
between the school and the community. They can add enrichment to the pro-
gram and support for it. It may be desirable to have them represented on
the advisory commlttee.

The parents of the students who may participate should know about the
prcgram, what its objectives are, and how it works. It 1s especially
important that they understand the demands it may impose upon them and their
children. They also should be aware of their responsibilities and possible
liabilities in regard to the program.

A Suggested Procedure for Promotion of the Program Within the Community

1. When the development of the program is just beginning,
visit with a few of the organization leaders, such as the
president of the Office Managemerit Society or the
Manager of the Chamber of Commerce. Inform them about
it, get thelr ideas, reactions, and suggestions.

2. Be avallable to meet with any of the social, service, or
- business groups from whom advisory committee member
recommendations had been requested.

3. As the plans for the program become definite, make visita-

tions to several of the leading businesses to inform them
about it.
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i, Arrange to make a short announcement about the program
at the various organization meetings of which the
businessmen are members. Perhaps even provide the
meeting's program. Explain it, pass out the informa-
tlonal materials, answer questions. Work toward
learning which businesses are interestecd.

5. Follow up the organization meetings with individual
visitations to businesses that have expressed an
interest or seem to be potentially good training
stations. Give them detalled specirics, learn about
each business, and analyze its potential as a training
station.

You will find, in Exhibit G, A Suggested Promotional
Activities Chart for Various Functions.

Student Selection

Students for the CBOOE program should be selected on the basis of
their aptitude, attitudes, interests, and preparation. Standardized tests
provide one source of information. A student's aptitude in relation to
the needs of a specific Job can be determined through use of the General
Aptitude Test Battery (GATBE). A relationship of his interests to general
occupational areas can be determined through tests such as the Strong and
the Kuder

Another source of information is the student personnel files in the
school. An anecdotal record or a case history can reveal information of
value in student selection.

The business and office education staff can measure the skills ability
of students through their performance in previous classes or on assignments
given. The simulated office program can provide information about their
personal characteristics.

Past performarice in school as measured by attendance, grades earned,
and extra-curricular activities are also of value. Attendance records -
can give an indication of any health problems that may interfere with a
student's on~the~job performance. Grades achieved may indicate ability,
reliability, and responsibility. The student with high grades, however,
is not necessarily going to excel on the job. The student with average
or low grades may not have been reached by the conventional instructional
program. The student with past low grades may find the CBOCE approach has
an appeal and provides an incentive to him. Participation in extra-
curricular activities will indicate a student's ability to mix and work
with others. It also shows his interests and activities.

The personal interview is an excellent culminating device for student

selection. Through it the teacher-coordinator can clarify any questions
he may have had from previous information, learn about the student's desires
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and ambitions, and galn some insight into his attitudes. The personal
interview also shows how the student handles himself and the impression he
makes.

A Suggested Approach for Student Selection

This is starting from where the promotion within the school
left off.

1. Make sure each interested student has specific information
about the program.

2. Review each student's previous school records. Try to
determine the reasons for &ily excessive or regular
absences and for low grades.

3. Review each student's performance records in previous
business classes. Visit with some of the teachers.

4, Arrange an individual interview with each prospective
student. Inform him that his previous records have
been reviewed. Give him an opportunity to express
himself. Learn about him and his attitudes ambitions,
and desires cam

5. Have each student take information about the program to
his parents. Secure thelr permission for him to
participate in the program.

6. Depending upon the situation, (a) select the students
for the program or (b) discuss this with fellow staff
members or (c) discuss this with the counseling staff.
A sample student personal data sheet and application form, Exhibit H,
and student-parent-school agreement form, Exhibit I, are provided.

Training Station Selection

Criteria for the selection of each training station r: : the training
opportunities it provides, the attitude of management, and the reputation
of the business. The basic consideration, of course, is the training
opportunities it provides. What are the duties the student is to perform?
Will there be an opportunity for Jjob rotation? For advancement? Will the
training provide a base from which the student can lead into other jobs?

The attitude of management sets the climate for the entire training
station. Does it reflect an interest in and desire to help youth who are
starting in the field? Is an attitude of helpfulness toward education
present? Is it wholesome and cooperative?
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. The reputation of the business will have a strong bearing on the
future of the program as well as the recommendation the students receive
from 1t. Is it a well respected business? Is it recognized as being
up to date in its operation?

A Suggested Approach in the Selection of Tralning Stations

This approach is starting from where the promotion within
the community left off.

1. Develop a list of the businesses and their managers.
Those ldentified in the feasibility study will provide
a good starting point. From this list, establish a
priority for making individual visitations.

2. Prepare a letter telling about the program and that a
visitation will be made within a few days. Mail each
letter 3 or 4 days prior to when that specific visita-
tion will be made. Do this on a continuing basis.

3. Make the visitation. Depending upon the nature of the
business and the attitude of the management, Just drop
in or make an appointment. The "drop in" approach brings
a risk of arriving at a busy time and also of possibly
irritating the management. The "appointment' approach
brings a risk of a, "No, I'm not interested!" before
he has really learned about the program.

During the visitation, inform them about the program,
learn about their current developments, and abocut their
specific business.

., If it seems desirable as a training station and there
is a favorable response, explain how the students are
being selected for the program and suggest a procedure
for possible student placement with them. Don't make
a definite commitment at this time.

5. If it doesn't seem a desirable place as a training
station, work the conversation more in the direction
of informing them about the program, etc.

6. After each visitation make notes about it, including
reactions and suggestions for future visitations.
A sample rating chart for a prospective training
station is provided as Exhibit J.

7. For planning purposes, select potential training stations,
placing them in an order of preference.
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Student Placement

Student placement is the matching of the students with the training
stations. It should reflect the student's aptitudes, interests, and
abilities, as well as the characteristics and nature of the training
station. It should be handled so that the student has to apply for and
get his job rather than having it set up for him.

A training station should be used only if it offers a learning
situation for the student assigned to it. With varying student abilities
and rates of progress, what is a worthwhile educational experience for
one student may not be for another. A training station position should
remain unfilled rather than be filled by an unqualified student.

A Suggested Approach for Student Placement

This approach is a continuation of student and training
station selection.

1. TFor planning purposes, match the students' qualifications
with the possible training stations in a general way to
help size up the entire situation.

2. Contact a potential training station, stating some
students seem to fit into its organization and that
they would like to be interviewed for possible assign-
ment. Send two or three students who can qualify for
the position. Inform the manager who they are in
advance and request that he interview each of them and
then contact you about his selection.

3. Send the students individually to be interviewed. They
should know there is a possible job, that other students
are being interviewed also, and that they must apply for
and get the position.

4, If the employer has a preference among the applicants,
place that student with his firm. If he 1is uncertain,
discuss the abilitles of each applicant to help him
make the decision. If he 1s dissatisfied with all of
the applicants, send one or two additional applicants
Af they are qualified. Don't push him to hire a student
he isn't satisfied with.

This placement approach is a joint one. The teacher-coordinator

is only sending those students that he thinks can qualify. The
employer is selecting the one he wants.

The Training Agreement

The training agreement establishes the cooperative relationship
between the school and the business establishment in providing a learning
situation for the student. It is signed by the student, his parents, the
employer,. and the school representative.
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This agreement may also list what the school will provide in the
classroom for the student and the experiences the training station will
provide for him. What each does should be based upon an occupational
analysis and a listing of the duties to be performed. Then it must be
determined which parts can be learned best in class and which can be
learned best on the job. In effect, this encourages the "instructional
team" approach to the total educational program.

A Suggested Approach for. Developing the Training Agreement

1. Meet with the training sponsor to plan what the student
will be doing on the Job and also what he will be
studying in school.

2. Complete the training agreement. Discuss it in a
meeting with the student and the employer to avoid
any misunderstandings and have them sign it.

3. Make a visitation to the student's parents. Inform
them about what their son or daughter will be learning
and doing. Have them sign the agreement.

4, The teacher-coordinator or other designated school
representative should sign the agreement. The school,
training station, and the student should each have a
copy of it. :

A sample training agreement form is provided as Exhibit K.
Sometimes a training plan (Exhibit L) separate from the training agree-
ment is set up. If so, the training agreement establishes the relationship

between the school, the student., and the training station. The training
plan sets up what the student will be doing in school and on the job.

Coordination Visits

Coordination visits are made by the teacher-coordinator to the training
statlons. The purpose 1s to coordinate each student's classroom activities
and his on-the-~job experiences. Through coordination calls, the teacher-~
coordinator will be able to (1) keep the classroom instruction relevant to
the business world, (2) keep himself current with the latest developments,
(3) develop and maintain a working relationship with the training stations,
(4) observe each student in action at hils training station, and (5) adapt
classroom activities to the individual needs of the students.

The frequency for making cocrdination visits will vary with the
individval student needs. Visits should be made often enough so that the
teacher-coordinator knows what is taking place at the training station yet
not so often that he is interfering with the business operation. The
controlling factor should be the needs of the student. As a general rule,
it 1s recommended that a visitation be made to each student at least once
each two weeks, with more frequent visitations when they are needed.
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The coordination calls should be made so that the student is visited
during both slack and rush times. However, consilderation needs to be
glven to the training sponsor to avold making undue demands on his time.

The first visitation should be made after the student has had enough
time on the job to become oriented. Go through the proper channels of
authority for each business. This may be from the owner to the office
manager to the training sponsor. During this first visitation, develop
an understanding of the coordination calls and an approach to use for
making them in the future. Follow this approach on subsequent visitations.
Whatever the arrangements, always 'check in" with the appropriate authority
before going to the student.

. The length of time spent on the coordination call need only be enough
to accomplish the purpose of the visit. If there are no items of specific
concern, it may be a visitation of only a few minutes. The purpose may be
to discuss the student's progress with the training sponsor and the student
together, or to observe the student, or to visit with one or the other
alone. Always follow up the visitation with the student the next day.

This can usually be done during the related class perlod.

Whether or not appointments for coordination calls are necessary is
always a question. Many offices want visitations to be made by appoint-
ment. However, the teacher-coordinator often will observe and learn more
about the training situation if he goes without an appointment. If a
specific problem needs to be discussed during a visitation, an appointment
1s essential.

When making coordination calls, the teacher-coordinator should leave
a listing of the places he plans to visit at the school or college office.
This will serve as a record of hils coordination activities and will also
enable the school to reach him if necessary.

The coordination calls also provide an opportunity for program pro-

- motion. They can be used to inform the community about the program and

what 1s being done in the school. They cann be used to develop new training
stations. Obviously, the coordination calls should be made by the teacher-
coordinator of the CBOOE program. Part of his teaching schedule should be
assigned for thls purpose, and appropriate mileage expenses should be
provided.

A Suggested Approach for Plamning and Making Coordination Calls

1. Plan an overall approach and discuss with the appropriate
school authority. Include

- an understanding of the purposes of the coordination
calls;
a suggested approach for handling the expenses;
-~ administrative aspects within the school;

~ checking in and out

-~ when the coordination calls will be made
frequency of visitations;
how results of visitations will be used.
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2. Explain to fellow staff members the purposes of the
coordination calls, what 1s taking place, and how it
relates to the total instructional program.

3. Discuss the coordination calls with the students in
the related class.

- develop an understanding of their purposes;
- plan a basic approach to be used.

4. Make a general visitation plan.

- cover all training students at desired time intervals;
- group visitations to conserve time and costs.

5. Make initial coordination calls.
- contact each firm by phone prior to initial
visitation;
- inform students prior to initial visitation;
- during visitation set up an approach for sub-
sequent calls., '
6. Make subsequent coordination calls.
- vary frequency to fit situation.

A sample coordinator's visitation record is provided as Exhibit M.

Counseling the Students

Counseling is a continuous process in the CBOCE program. It begins
during the student information and selection process and continues until
after the student graduates. The purposes of counseling is to help each
student evaluate and think through the different aspects of his program
as they develop and to arrive at the best decisions for him. It differs
from the usual school counseling in that much of it 1s an integral part
of the related class Instruction and a much greater portion of it is
conducted by the teacher-coordinator, rather than the school counselors.
Counseling may relate to personal hyglene, appearance, attitudes, selection
of classes, or an on-the-job problem, as well as any other concerns of the
students and employers.

Basic areas that relate to all of the students, such as appearance or
attitudes, can be handled in class on a group counseling basis. Each stu-
dent then could relate them to his or her own job situation. These basic
areas for group counseling can develop as the instructional program pro-
gresses and as on-the-job situations are encountered.

Individual counseling relates to the concerns of a specific student.

Although many of these center around his development at the training
station, they often inter-relate with all phases of his growth and development.

2l




A1l individual counseling should be on a confidential basis. It should not
be critical; instead a positive, "bullding from where the student is"
approach can be very effective.

After each coordination visit, provide for a counseling session, as
appropriate, with the student. This may be merely a comment, a compliment,
or a suggestion. It may be a discussion resulting in a different approach
by the student on the job, or in a change in his individual instruction in
the related class. If the student is having difficulties on the job,
individual counseling must be provided. Often very effective counseling

.can be implemented in cooperation with the training sponsor. The teacher-

coordinator should plan the related class activities to provide some time
for individvual counseling. ‘

A Suggested Procedure for Counseling the Students

(This procedure is for students enrolled in the CBOOE program—-
not for those considering enrolling.)

1. Discuss the CBCOE program's counseling needs with the
counseling staff.

- develop their understanding of what the program
is doing;
- gain their support.

2. Set a base for the group counseling through class
discussions.

- have students apply ildeas to their own situations;
- follow up with individual assignments and
conferences.

3. Visit with each student after making a coordination
call to his training station.

4, Provide time and an opportunity for the students to
come to you with any of thelr problems or concerns.

- have some of this during the related class.

5. Follow up with students on results of counseling efforts.

Student Evaluation

The student in the CBOOE program has two separate considerations for
evaluation--classroom performance and on-the-job performance~-with credit
‘being given for both. The schocl may give separate grades for the class-~
room and the on-the-job experience, or it may give a combined grade including
both. If a combined grade is given, the student should know how much each
part counts and also how he did in each.
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Normal grading procedures can be used for the classroom work. It
is recommended that the grading be more individualized than customary,
since much of the instruction is related to each student's job.

The on-the-job evaluation should reflect (1) the teacher-coordinator's
observations during coordination calls, (2) the teacher-coordinator's
visitations with the student and with the training sponsor, and (3) an
evaluation sheet completed by the training sponsor.

The evaluation sheet should be set ub in a "check-off" form to make
it easier to complete. It also should provide places for comments to be
added. Since some training sponsors evaluate higher or lower than others,

- there may be a need to compensate for thls fact when arriving at a letter

grade. By comparing the evaluation marks with his own markings, the teacher-
coordinator can usually tell if the training sponsor tends to rate students
high or low.

All persons involved in the program should know that the actual grade
earned by the student should be decided by the teacher-coordinator, not
the training sponsor.

The information received on the evaluation sheet is a confldentlal
rating by the training sponsor and should be handled accordingly. State-
ments to the student, such as "You are strong in this area" or "You need
to improve your accuracy" will enable the teacher-coordinator to utilize
the evaluation for counsellng purposes without actually showing it.to the
student. The evaluation also can be a gulde in assigning individual work
to the student. '

A Suggested Procedure for Student Evaluation

1. Develop a total student evaluation plan for the program.

- 1if classroom and on-the~job evaluations are
combined in a single grade, determine how much
each part counts;

- discuss with and gain approval of the appropriate
administrative authority.

2. Explain the total evaluation procedure to the students.

3. Discuss the on-the-job evaluation procedure with each
training sponsor.

- gain his understanding and support;
~ incorporate hils suggestions if feasible;
_ — perhaps have this a Joint conference with the
student.

i,  About two weeks before the end of each school grading
period, send the evaluation sheet to the training sponsor.

- send it by mail or
~ have the student deliver it.
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5. About three days to a week later, make a coordination
call to pick up the completed evaluation sheet.

- discuss it with the training sponsor;
- perhaps include the student in a jolnt conference.

6. Have an individual student conference to discuss his
on-the-job evaluation. ‘ ’

- remember to treat it with confidence.

7. Consider all factors involved and arrive at the student's
grade.

A sample student-trainee evaluation form is provided as Exhibit N.

Follow-up Study

The purpose of a follow-up study is to determine the effectiveness of
the CBOOE program measured by the directions the graduates have taken and
the success they are achieving. It is an integral part of the total program
evaluation. It provides a means of determining how well the program is
serving its purpose, based upon the results achieved.

It 1s suggested that a follow-up study of the students be conducted
one year after graduation and again five years after graduation. The
one year follow-up will show what direction the students have taken, i.e.,
remained on the same or a similar job, entered a related occupation, entered
an unrelated occupation, obtained further training or education, entered
into the military service, or entered the labor market. It will also indi-
cate whether or not the program has prepared them for the business world.

The follow-up at the end of five years provides a long range measure-
ment of the program's effectiveness. By this time, many of the students
who have gone on for further training or education, to the military, or out
of the labor market have returned. Some who have entered an unrelated
occupation direction may have rcturned, yet some may have changed to unrelated
areas. The five-year study adds the dimensions of maturity, experience, and
the influences of the outside world to the base established by the CBOCE ‘
program.

The one-and five~year follow-up studies really give insight into the
effectiveness of the program. The results provide an operational measure
of the effectiveness of the program in reaching the right students and in
providing them the proper base from which they can succeed in the business
world.

Lecating the students for the follow-up study may be a problem. This
can be reduced by getting the name and address of an aunt or uncle in your
records, by contacting former neighbors, and by having your current students
inquire among their friends.
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When the follow-up study is sent ocut, 1t should contain a brief,
friendly letter telling the graduates about the school and the program,
and contaln a request for the information. Enclose a check-off card or
form with a return addressed envelope. Encourage thelr comments.

A Suggested Procedure for Conducting a Follow-up Study

1. Determine appropriate time periods for the follow-up
~ study and develop the cover letter and the check—off
card or form.

2. Inform the current students about the follow-up study,
why it is being done, and what it will do for the

program.

3. Get addresses of former students and send out the
follow-up study materials.

4k, Send a follow-up note and another survey form to those
who have not responded about a week after the requested
response date.

5. Tally the results. Share any notes or comments of
interest with the current students, advisory committee,
and school administration.

6. FEvaluate results of the follow-up study co determine
changes that will make the program more effective.

Program Evaluation

The purpose of program evaluation is much the same as that of the
follow--up study--to determine the effectiveness of the CBOOE program.
However, it encompasses all phases of the program from the initial plamning,
through the follow-up study, and into the changes and preparations made for
the followling year's program.

Program evaluation is a continuous process. It can serve as a tool to
help improve the total CBOOE program, its administrative aspects, its
operational practices, its instructional content, and its training station
experiences. If done well, it will help keep the program current with the
rapildly changling business world

A Suggested Procedure for Program Evaluation

1. As the CBOCE program is planned and developed, maintain
a notebook of all that is done.

= in it include:

materials presented to the administration ;

- results of the feasibility study ;

all forms used in the program ;

a description of all procedures used in the program.
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2. As the year progresses, make notes about'any'fdrms,
procedures, and materials.

- include strengths, inadequacies, ideas, suggestions,

3. When planning and preparing for the following year, go
over the entire process and plan changes.

—~ discuss with advisory committee for their
reactions;

- send any supplemental information to the
administration;

-~ supplement original feasibility study if
necessary.

- results of follow-up study help here,

4, Ask all involved with the program to evaluate it from
their points of view.

- prepare a form or do it through personal
visitations;
- include:

~ administration;
students;

training sponsors;
fellow staff members.

5. Write a year-end report summarizing the results of the
program and setting goals for the following year. Submit
this to the respective department head or vocational
director and the principal or dean.

6. As the following year's program progresses, incorporate
changes in forms and approaches.

=

Continue with thé notebook. It provides a usable,
running account of the program's development.

A sample evaluation of the CBOOE program is provided as Exhibit O.
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CHAPTER 5 RELATED INSTRUCTION

Related instruction should be designed to increase the student's
knowledge, understanding, and ability to solve problems he may encounter
in his chosen occupation, orient him to the CBOCE program, contribute to
his understanding of the world of life of which work is an integral part,
and assist him to become an employable individual capable of making a
smooth transition from school to the job.

Although there are similarities between all cooperative educationzl
programs, the contents for each program can be best identified by making
an occupational analysis of the work station to which the student 1s to be
exposed and inventorying the knowledge, skill, attitude, understandings,
and capabllities of each individual trainee. An occupational analysis of
a particular work station is more apt to assure relevance in instruction
within the related class to the on-the-job requirements and a personal
inventory will aid in identifying relevance to the individual.

When a student is selected to participate in the on-the-job phase
of a cooperative program, it is assumed that certain skills and knowledges
have been attained in previously completed business and other classes.

Learning experiences in school and on the job cannot be isolated; they
must be integrated to produce maximum growth in the individual student.
Where coordination, related classroom instruction, and on-the~job instruction
is performed by different individuals, a coordinated planning effort -
directed towards making the learning program of the student meaningful is
critical.

Indirectly related instruction has a wider perimeter since it includes
those skills, attitudes, understandings, and knowledges all persons going
to work in a variety of occupations or careers should have. To illustrate,
everyone entering the job market should have some conception of what an
employer expects of him as an employee, some of the techniques of getting
along with people, and the effects of employment to him, the employee. The
student has new income to manage.

The concurrent in-school instruction offered in a CRBOOE experience
can be divided into directly and indirectly related categories. The
directly related instruction can be defined as that which provides learn-~
ing experiences to promote skills, attitudes, and provide knowledge
enabling the student to perform efficiently, intelligently, and effectively
in his specific Job assignment or self-chosen occupational career. The
secretarial trainee, for example, needs to know how to type and apply her
skill to the typing of several different styles of business letters. She
also needs to ldentify with her work station and maybe modify the letter
styles learned to conform to the individual peculiarities of her employer's
letter style usage.
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The related classroom instructor has many opportunities not as
universal in other classroom situations.

(1) The student's attitude is more conducive to learning
- because he has selected the part-time CBOCE training
opportunity. He has demonstrated hils interest and
his desire to profit from the learning experiences it
has to offer.

(2) The classroom is now a part of the total occupational
laboratory. integrated with the actual business. The
classroom and the work station provide an environment
for individualized instruction.

(3) The classroom facility is conducive to a relaxed
laboratory-like atmosphere. Classroom facilities
should permit freedom of movement, reference materials
which will contribute to the self-contained classroom
coricept, and an opportunity to enable the students to
work in groups or as individuals.

(4) The classroom instruction is characterized by a need
to know. A need to know NOW because the student 1is
immediately involved in a situation where results
count. Motivation is high because the results of the
learning experience are known inmediately; there are
no long walting periods before the learning is applied
and the results evaluated.

(5) The classroom instructor has the satisfaction of
wltnessing the successful application of his instruction
because the majority of his tutoring must produce
immediate results. He 1s directly involved in guiding
the student from the formal education phase of his life
tu placement on the job.

(6) The classroom teacher and the student must be flexible
and alert to change. The knowledge that both the
student and the teacher are in tune with the business
community today in itself is a reward. One day the
classroom may be characterized by group instruction
and the next be totally involved in individualized
instruction. Job requirements and student needs dictate
the instruction pattern most appropriate for the required
learning experience.

(7) CBOCE is learner-centered.
(8) CBOOE adds three sources of learning: the classroom, the

Job, and the youth organization--Future Business lLeaders
of America.
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(9) The business experience of the teacher provides the
learmner with relevant information.

Length of the Cooperative Business and Office Occupational Education
Experience

Traditionally, cooperative programs have been one-or two-year programs
coinciding with the typical academlc year and carrying Carnegie units of
credit. Realistically, the length of the program should be governed by the
learning that can and should result from the experience. Routine occupa-
tional specialties can be mastered in a short period of time while more
complex occupational endeavors would require a lifetime of learning. Here,
the cocperative program can serve only as a springboard for the student.

A successful cooperative experience does not have to be limited to
the academic year. There is no reason a good cooperative experience cannot
be conducted through the usual summer vacation period. Perhaps the summer
break is better since the student is free from the academic restraints
rnecessary in scheduling and synchronizing a cooperative experience with the
traditional academic program of the total school community. During the
summer months, the student and teacher have an opportunity to maximize the
experience because they are free of traditional restraints of non-cooperative
classroom instruction and school administrative procedures. It alsc offers
the school district an opportunity to maximize the use of the school's physical
plant for the related class instruction. Space and equipment in demand by
the total school community are usually free during the summer and vacation
periods.

It 1is also concelvable that some cfiice cooperative learning experiences
in a particular career cluster can best be received during the summer and
vacation periecd. Christmas vacation work loads provide an experience that
can be obtained only at that period of the year. Careers related to
seasonal occupations can be of the greatest value to the student if the on-
the-job experilence can be ocbtained within that seasonal period.

8
Training Facilities

In the typical cooperative office skills program, related classroom
instruction is carried on in such classes as secretarial practice, office
practice, shorthand 2, and bookkeeping 2. These classroom laboratories
should be suitably equipped with office machines, equipment, and materials
that approximate actual office conditions. Periodic visits to local offices
where students are employed should be made to observe equipment and pro-
cedures currently used in the community. The advisory committee, employers,
and personnel people should be invited into the classroom to observe and
make suggestions. Frequently older but serviceable equipment and materdial
are avallable to schools either on loan, at extremely reasonable cost, or
for the asking.
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A diagram of a model office practice laboratory with a reception
area, Individual offices, and varied "skill centers" is shown in
Exhibit P. Thls classroom should be as businesslike as possible, an
atmosphere of "the office" prevailing. The suggested physical layout
of the laboratory provides for many concurrent activities. Students
could be interviewing each other in the offices, others operating
machines in the duplicating and other rooms. Provision is made for
counseling in the coordinator's office.

The Related Class

The related instructions class should orient students to CBOOE and
the world of work, to improve human relations, and to develop basic busi-
ness skills with specific application to individual job placements.

Objectives
1. Provide students an overview of CBOCE.

2. Provide students an understanding of the governing rules
and regulalions.

3. Provide occupational guidance.

4. Acquaint students with occupational information and
possible job sources.

5. Develop an understanding of employer-employee relations.
6. Develop human relation skilis.
7. Prepare siudents for employment in clerical occupations.

8. Elevate previously acquired skiils to a higher educational
level.

9. Provide specific knowledges and skills that will enable
the student to successfully accomplish his Job responsi-
bilities.

Those desiring a suggested course of study for use in the indirectly
related class might like to review the suggested course outline of the
state of Indiana guide which 1s reproduced as Exhibit Q. This course
outline should be evaluated and modified to meet the specific needs of
your related class.
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CHAPTER 6  WASHINGTON STATE PLAN FOR VOCATIONAL EDUCATION

The provision of the Washington State Plan for Vocational Education,
Part I - Administrative Provisions, July, 1969 pertaining to cooperative
vocational education programs is as follows:

9.0

COOPERATIVE VOCATIONAL EDUCATION PROGRAMS. In addition to the
provisions in 1.0 and 2.0 of Section I of the State Plan, the
following special provisions apply to cooperative vocational
education programs supported with federal funds under Part G of
the Act.

9.1
PROCEDURES FOR APPROVAL OF COOPERATIVE VOCATIONAL EDUCATION PROGRAMS

9.11

SUBMITTAL OF APPLICATIONS. Applications for cooperative work-study
programs under Part G, P.L. 90-576, shall include the information -
stipulated in 3.21 of this Plan (Content of Local Applications), and
will include the following:

1. Estimated number of private nonprofit school students
to participate.

2. Statement of degree and mamner of thelr participation.

3. Statement of assurance that the local educational agency
will maintain administrative control and direction of the
program. '

9.12 '
REVIEW OF APPLICATIONS. Applications shall be reviewed as stipulated
in 6.12 of this Plan.

9.13 _
ACTION ON APPLICATIONS. Applications shall be acted upon as stipu-
lated in Section 6.13 of this Plan.

9.2 :
REQUIREMENTS OF COOPERATIVE VOCATIONAL EDUCATION PROGRAMS. Local and/or

state educational agencies, in making application for grants to operate
cooperative work-study programs, must give assurance that -

9.21

PURPOSE. Cooperative work-study programs under Part G, P.L. 90-576,
shall be programs of vocational education for persons who, through a
cooperative agreement between the school and public or private
employers, receive instruction, including required academic courses
and related vocational instruction by alternation of study in school
with a job in any occupational field; but these two experiences must

~34-



be plarned and supervised by the school and employers, so that
each contributes to the student's education and to his employ-
abl® 7. Work periods and school attendance may be on alternate
half-uays, full-days, weeks or other periods of time in fulfill-
~1ng the cooperative work-study program. Funds will be used only
for developing and operating cooperative work-study programs
which provide training opportunities that may not otherwise be
available and which are designed to serve persons who can benefit
from such programs and that such programs will not supplant on-
going cooperative education programs.

9.22

ON-THE-JOB TRAINING STANDARDS. Necessary procedures have been
established for cooperation with employment ageneies, labor groups,
employers, and other community agencies in ldentifying suitable
jobs for persons who enroll in cooperative work-study programs.

9.22-1
Provided that such on-the-job training is related to existing
career opportunities susceptible of promotion and advancement.

9.22-2 .
The program will be based on coordinated work experience and
in-class instruction, observing the following principles:

1. The program shall be designed to serve individuals.
who can benefit from the program and will be super-
vised, coordinated and continuously evaluated by the
local educational institution or educational authority.

2. The instructional program will include, but not be
limited to, units of study relating to getting and
holding a job, employee and employer responsibilities,

! career opportunities in business and industry, develop~
ment of desirable, personal characteristics and job
attitudes, application of school curricula to the
world of work, and other educatlional experiences cal-
culated to assist students in drawing the greatest
learning value from their job training.

3. The type of meaningful work performed by the students
in connection with their cooperative work-study pro-
gram shall be pre-planned, have a definite educational
value and be compatible with stated career or occupa-
tional objectives.

4. Provision shall be included in the training agreement
for representatives of the local educational institu~-
tlon or educational authority to have adequate access
to the student and employer for instructional and
supervisory visits during the training period.
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9.22-3
NONDISPLACEMENT OF WORKERS

1. Training agreements between the local educational
institution or educational authority and employer
shall assure that students participating in a
cooperative vocational education program will not
displace regular employees performing similar work.

2. Cooperating employers shall certify in an appendix
to the training agreement that the provision prevails.

3. The coordinator-instructor or simllar representative
from the local educational institution or educational
authority shall be allowed time to supervise the stu-
dents and training environment during the training
period, and to ascertain that the provisions of this
section are in effect.

i, Any dispute arising between employer and employee
groups as a result of a cooperative training program
shall be heard by the local advisory committee. If
the dispute camnot be satisfactorily resolved, the
training agreement shall be terminated.

5. A participating student shall be legally employed
and nust have passed his sixteenth birthday.

a. The student shall receive at least the
minimum hourly wage as established by the
United States Department of ILabor or the
Washington State Department of Labor and
Industries.

b. The student shall be covered under the
Industrial Insurance Act where applicable.

c. The student shall not be placed in hazardous
work except as the placement conforms to
minimm age requirements for such work.

6. An employer's report of the student's work record,
indicating progress on the job, shall be filed with
the school.

9.23
IDENTIFICATION OF JOBS

9.23-1 )
Local educational institutions or education authority establish-
ing cooperative work-study programs shall create a local
representative advisory committee including, but not limited to,
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representatives from labor, management, and community organiza-
tions with consultant services from other agencies such as
Employment Security,

9.23-2

The advisory committee detailed in 9.23-1 shall coordinate its
activities with the local Comprehensive Area Manpower Committee
in identifying suitable employment opportunities for students
enrolled in the cooperative work-study program.

9.23-3

The local advisory committee shall establish criteria for job
selection, standards for employment and criteria for evaluating
job performance. Guidelines for such evaluative criteria will
be made available by the Coordinating Council.

9.24
ADDITIONAL COSTS TO EMPLOYERS

9.24-1

Provisions shall be made for reimbursement of added costs to
S employers for on-the-job training of students enrolled in

cooperative programs, provided such on-~the-job training is

related to existing career opportunities.

.1. The payment of added employer costs will be made only
when it is apparent that, without such reimbursement,
employers will not be able to provide quality on-the-
Job training.

2. That such added employer costs will include only that
part of the compensation of students which represents
the difference between the compensation to be paid
and the fair dollar value of services rendered by the
student, as determined by negotiation between the
educational agency and the employer.

3. That such added employer costs will not include the
cost of construction of facilities, purchases. of
equipment, and other capital costs which would innure
-to the benefit of the employer.

4. That such added employer costs shall be set forth in
training agreements required by Reg. 102.98 (b) (4),
identifying and justifying the cost factors applied,
the amount of funds to be paid, and the duration of
reimbursement. '

5. Reimbursable costs shall be based on the previous

employment practices of the employer for employees
of similar or comparable employment.
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6. Actual reimbursement rates shall be determined by
the local advisory council, which shall establish
standards for such activities. Guidelines for
establishing such standards shall be supplied by
the State Office of the Coordinating Council.

7. Such added employer costs shall be set forth in the
training agreement between the local educational
institution or educational authority and the employer,
indicating the cost factors applied, the amount of
funds to be paid and the duration of reimbursement.

9.25

COSTS TO STUDENTS. Provisions shall be made for reimbursing students,
or paying on behalf of students, unusual costs resulting from partici-
pation by such students in a cooperative vocational education program.

1. Payments will be made only for thosc costs which:

a. are not reasonably required of persons engaged
in the field of employment for which coopera-
tive vocational education is being provided,
such as special tools, eyuipment and clothing,
transportation and safety, and other protective
devices; and

b. do not have the effect of underwriting personal
obligations and expenses which students in
similar circumstances are reasonably expected
to assume.

2. Payments may be made for those costs incurring to a student
which are over and above those which would incur to a
similar student not engaged in a cooperative work-study pro-
gram. Relmbursable costs may be made for:

a. transportation costs from the school to the
place of employment. Such costs shall be
based on public transportation if available,
or if public transportation is not available,
mileage may be reimbursed at the local agency
established rate for private transportation.

b. meals and lodging, if the employment so re-
quires and is not normally furnished by the
employer to employees in similar work situations.

3. Payments may be made at the discretion of the local agency

either as direct reimbursement to the student for incurred
costs or to a vendor for goods and services.
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4, In no case shall the payment to students, or on behalf
of students, exceed a rate which 1s reasonable and
prudent. Such rates shall be established and reviewed
periocdically by the local advisory committee.

5. Such student reimbursement costs shall be set forth in
an agreement between the local educational institution
or educational authority and the student or vendor,
indicating cost factors applied, the amount of funds
to be paid, and the duratlon of reimbursement. Such
an agreement shall also stipulate the standards for
performance of students during training to qualify for .
reimbursement.

Editor's Note: The provisions of the 1969 State Plan as stipulated here are
currently undergoing revision, but these will be in force un-

til the "new" State Plan is adoped in 1973.




9.

BIBLIOGRAPHY

Hylton, Evelyn M., Supervisor of Women and Minors in Indusry,
Department of Labor and Industries, General Administration
Building, Olympia, Washington 98504

A Guide to Child Labor Provisions of the Fair Labor Standards Act,
U. S. Department of Labor, Workplace Standards Administration,
Wage and Hour Division, Child Labor Bulletin No. 101

Handy Reference Guide to the Fair Labor Standards Act (Federal
Wage-Hour lLaw), U. S. Department of Labor, Employment standards
Administration, Wage and Hour Division, WHPC Publication No. 1282,
July, 1971

U. S. Department of Labor, Wage & Hour Division, 1821 Smith Tower,
506 Second Avenue, Seattle, Washington 98104

Gulde to Workmen's Compensation Benefits, Washington State Department
of Labor & Industries, Industrial Insurance Division

What School Administrators Should Know About Cocperative Vocational
Education, ERIC Clearinghouse on Vocational and Techrilcal
Education, The Chio State University, Columbus, Chlo, Information
Series No. 37, VT 012 906

The Advisory Committee and Vocational Education, American Vocational
Association, 1510 H Street, N.W. Washington, D.C. 20005

Cooperative Work Experience Manual for Business & Distributive
Education, The University of the state of New York, The State
Education Department, Bureau of Secondary Curriculum Development,
Albany, 1967

A Guide for Business and/or Office Education, Division of Vocational

Education, Business and Office Education, Cffice of State
Superintendent of Public Instruction, State of Indiana, 4th Edition

=U40-



APPENDIX

43~




APPENDIX A
June 26, 1970

CONPERATIVE, FNICATTON CRITTERIA

(Secondarv Schools)

1. A coonerative student must he lerallv ermloved.

2. ™here must he a coordinator ermloved hy the school district who is re-
snonsible for coordinatine the instruction and on-the-ioh trainine,

3. T™e coordinator rust he vocationallv certified.

4, ™ere must he nrovision for the coordinator to meet with the cooperative
student sroun in a related class at a rerularlv scheduled time.

. 5. Fyverv coonerative ororram must have an active, renresentiative advisorv
cormittee commosed o emlovers and emnlovees,

6. Provision must be rade for necessarv record keenines on student ermoloy-
ment, follow-un, and evaluation for local and state nmurnoses.

7. ‘“hmere the corrunity is too small for a snecialized vocational education
prorram, a diversified occunations proeram mav be feasihle and anprov-
ahle if snecific attention 1s miven to each student's occunational ohjec-
tive and snecialized instruction is vrovided with his on-the-1ob trainine.

8. Me worliload of a coordinator should allow at least 1/2 hour rer student
ner week for coordination time, which includes, amone other thines, time
for individual student contact, time for nlannine of related vocational
instruction, and time for consultation with other teachine staff who nro-
vide cooverative students with related instruction.

9. Fach student in a coonerative nromram rust have at least a tentatlve
career objective in mind so that anpropriate nlacement and relevant
vocational instruction can be arranred.

17. The student mav have had the necessarv Eackrround and counseline to
indicate that he is readv and will he likelv to profit from on-the-iob
trainine.,

11. The lensth of student ermmlovment should he determined bv the level of
cometency in the chosen field rather than bv some arhitrarv time standard.

12. Teadershin develonment activities, nrovidinm for transition from school
to job, are nlanned as an interral nart of the nrorram.
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APPENDIX B March 8, 1071

Proposed STAMPARD PALICY AND PROCENIRES MAN'AL Statement

COMIRITTY COLLEGE CONPERATTVE, VNCATTO'IAT, FOICATION CRTTERTA

For a conrunilty collere nroeram to he classi®ied as Coonerative Vocational
Yducation, the nrosram must satisfy the “ollowine criteria:

Snecified for Tederal Vocational Tducation ™undine:

1.

There is an active reoresentative advisorv committee for each coov-
erative vocational rprosram.

™ere 1s a written arreement between the commnity collere and in-
volved emmloyers.

Students are lerally -ermloved durlns coonerative work exnerience.

Students are placed In the prorram on the hasis of a tentative
career ohjective which provides for the structurine of relevant
vocational instruction.

There is an occunationally comnetent instructor-coordinator who is
resnonsible for nlannine, the nrorram and coordinatine the instruction
and coonerative work exverierice, and who meets ermlovment criteria
established by the collece,

There 1s nrovision for coordination of the student on the job and
for the instructor-coordinator to meet with the student in a related
class at a recular scheduled time. Such coordination time is deter-
mined bv nropram needs relative to nrorsram ohlectives.

Recommended in SNF Coonerative Vocational FAuecation Guldelines:

7.

8.

10.

11.

Provision is made for nlannine, develonine work stations and trainine

arreements and performinr other tasks necessary to assure nroeram success.

New orograms are based on sound feasibility studies which clearly:
identify the need for such prorrams.

Teneth of student emnlovment in coonerative work exverlences. 1s based
on the reaulred level of commetency In the occumation rather than
some arbltrary time standard.

Procedures are estabhlished for keening of student records concernine
evaluation and emmlovment, and follow-up.

Provision 1s made ‘or annronriate counseline services for determining
whether or not students are readv for or will be likely to nrofit
from coonerative work exneriences.

Personal develooment actlvities, such as vocational student orraniza-
tions, are nlanned as an interral part of the nrosram.
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APPENDIX C

U.S. DEPARTMENT OF LABOR
WAGE AND HOUR AND PUBLIC CONTRACTS DIVISIONS

450
inz 30010
San Franciecn

APPLICATION FOR A CERTIFICATE TO EMPLOY A STUDENT-LEARNER

Galden Gate Avenue -~ Room 10431

o, Coliforaia 94102

Form Approved:
Budget Bureau No. 44-R0308

LEAVE THIS SPACE BLANK

The certification of the appropriate school official on the reverse side of this application shall constitute a temporary
authorization for the employment of the named student-learner at less than the statutory minimum wage applicable under
section 6 of the Fair Labor Standards Act or at wages below the applicable Walsh-Healey Public Contracts Act or
McNamara-O’Hara Service Contract Act wage determination, effective from the date this application is forwarded to the
Divisions until a student-learner certificate is issued or denied by the Administrator or his authorized representative,
provided the conditions specified in section 520.6(c)(2) of the Student-Leamer Regulation (29 CFR 520) are satisfied.

PRINT OR TYPE ALL ANSWERS. PLEASE READ CAREFULLY THE INSTRUCTIONS FOR COMPLETING TH!S FORM

1. NAME AND ADDRESS, INCLUDING ZIP CODE, OF ESTABLISH-
MENT MAKING APPLICATION:

3A. NAME AND ADDRESS OF STUDENT-LEARNER:

B: DATE OF BIRTH:

(Month, day, year)

2. TYPE OF BUSINESS AND PRODUCTS MANUFACTURED:ﬁ

SOLD, OR SERVICES RENDERED:

4. NAME AND ADDRESS, INCLUDING ZIP CODE, OF SCHOOL IN
WHICH STUDENT-LEARNER IS ENROLLED:

PROPOSED BEGINNING DATE OF
EMPLOYMENT (Month, day. year)

PROPOSED ENDING DATE OF
EMPLOYMENT (Month, day. year)

17° TITLE OF STUDENT-LEARNER OCCUPATION:

PROPOSED GRADUATION DATE
(Month, day, year)

ESTABLISHMENT

18. NUMBER OF EMPLOYEES IN THIS

NUMBER OF WEEKS IN SCHOOL YEAR

19. NUMBER OF EXPERIENCED EMPLOYEES
IN STUDENT-LEARNER*'S OCCUPATION

TOTAL HOURS OF SCHOOL INSTRUCTION

PER WEEK

20. MINIMUM MOURLY WAGE RATE OF
EXPERIENCED WORKERS IN ITEM 19

10.

NUMBER OF SCHOOL HOURS DIRECTLY
RELATED TO EMPLOYMENT TRAINING

HOW IS EMPLOYMENT TRAINING SCHEDULED

(Weekly, alternate weeks, etc.)?

NUMBER OF WEEKS OF EMPLOYMENT TRAINING

AT SPECIAL MINIMUM WAGES

NUMBER OF HOURS OF EMPLGYMENT TRAINING

A WEEK

ARE FEDERAL VOCATIONAL EDUCATI

21. SPECIAL MINIMUM WAGE(s) TO BE PAID STUDENT-LEARNER
(if a progressive wage schedule is proposed, enter each
rate and specify the period during which it will be paid}:

ON

FUNDS BEING USED FOR THIS PROGRAM? 22. IS AN AGE OREMFLOYMENT CERTIFICATE ON

. WAS THIS PROGRAM AUTHORIZED BY THE STATE

BOARD OF VOCATIONAL EDUCATION?

FILE IN THIS ESTABLISHMENT FOR.THES STUDENT-
LEARNER? (If not, see instructions)

IF THE ANSWER TO ITEM 15 1S ""NO*', GIVE THE NAME
OF THE RECOGNIZED EDUCATIONAL BODY WHICH
APPROVED THIS PROGRAM:

23. 1S IT ANTICIPATED THAT THE STUDENT-LEARNER

WiLL BE EMPLOYED IN THE PERFORMANCE OF A
GOVERNMENT CONTRACT SUBJECT TO THE
WALSH-HEALEY PUBLIC CONTRACTS ACT OR

THE MC NAMARA-O'HARA SERVICE CONTRACT ACT?

ERIC

Aruitoxt provided by Eic:

ATTACH SEPARATE PAGES IF NECESSARY
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25. OUTLINE TRAINING ON-THE-JOB (describe briefly the work process in which the student-learner will be trained and list
the types of any machines used).

26. SIGNATURE OF STUDENT-LEARNER:

I have read the statements made above and ask that the requcsted certificate, authorizing my employment training at special
minimum wages and under the conditions stated, be granted by the Administrator or his authorized representative.

(Print or type name of student) Signature of Student Date

27. CERTIFICATION BY SCHOOL OFFICIAL: 28. CERTIFICATION BY EMPLOYER OR AUTHORIZED
REPRESENTATIVE: .

I certify that the student named herein will be receiving
instruction in an accredited school and will be employed
pursuant to a bona fide vocational training program, as
defined in section 520.2 of Student-Learner Regulations.

I certify, in applying for this certificate, that all.of the fore-
going statements are, to the best of my knowledge and be-
lief, true and ccrrect.

(Print or type name of official) (Print or type name of employer or representative)

Signature of School Official * Date ‘Signature of employer or representative Date

Title ' Title

ATTACH SEPARATE SHEETS IF NECESSARY GPO 944466

O
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APPENDIX D

MINTMUM REQUIRFMEMTS WOR BUSINESS AND OFFICE EDUCATTION SUBJFCTS CERTIFICATION

One-Year Vocational Certificate

(a) Minimum education shall be a Bachelor's deeree from an accredited
institution of collere rrade with a major emrhasis in office occu~
"pations subject matter, or eight (8) vears of successful exnerience
as an emmlovee in office occupations of which at least three (3)
vears shall have been on a sunervisorv or manaserial level.

(b) Professional nrevaration in office occunations education shall in-
clude fifteen (15) acuarter credits or one hundred fifty (150) clock
hours, or a comhination of both, of teacher trainine in professional
vocational educatlion subiects.

(¢) Technical nrevaration shall include twentv (20) auarter credits or
demonstrated proficiency in technical office occunations subjects.

(d) Occunmational experience shall consist of at least two (2) vears of
successful emnloyment in an occunation involvine the facilitating
functions of a business office in a nublic or nrivate enternrise.
The amount and nature of occunational experience shall he in line
with the occupnational nacure and level of the workers to he taurht.
The emnlovment need not have been full-time and continuous as lone
as the apgrepate amount of time ermloved is equal to that of a two-
vear neriod (4000 hours) of full-time nald emmloyment in an office
occuvation. Directed ermlovment traininm Included in a teacher
trainine proeram is accentahle for no more than one and a half vears
(3000 hours) of the two-year work renuirement.

Renewal ~ Can he renewed once hv full-time teachers without further college
or in-service worlk,

Three-Year Vocational Certificate

(a) *ust have tausht on a one-vear certificate for one (1) vear.

(b) Three (3) nuarter credits or 30 clock hours of apnroved in-service
business education methods heyond reauirements for one vear certificates.

Renewal - Three (3) quarter credits or 30 clock hours of annroved In-service
business education bevond initial 3-vear certificate reauirements.

Five-Year Vocational Certificate

(a) Two vears successful teachins experience on a three-year certificate.

(b) 8Six (R) ouarter credits or AN clock hours of apnroved husiness educa-
tion classes or in-service work or a combination of both, bevond the
reauirements for a three-vear certifilcate.

Renewal - Six (6) auarter credits of annroved business education classes

or 60 clock hours of in-service work bevond initial reouirements
for five-vear certification.
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Daniel J. Evans, Novernor ¥illiam C. Jacobhs, Director

NEPARTMENT OF LAROR AN TMDUSTRIES

Industrial Relatinns Division fteneral Administration Rldg.
Women and ™inors Section Olympia, Washington 98504
Telerhone: 753-6311

WNRK PERMIT REGULATTON
206-125

WAC 296-125-01n APPLICABRILITY. '“ork nermits are reauired for all minors
unless excluded by statute of Washineton State or nrovision of obliratorv
industrial welfare order. Major exemmted srouns are minors employed:

(1) Under are fourteen who must have nermit issued bv judre of sunerior
court in countv where minor resider

(2) In arriculture.

(3) In domestic work or chores nerformed in or ahout nrivate residence.

(V) Bv common carrier railroads, sleeninm_car commanies and freirht or
exnress commanies subject to rerulations of federal law.

- (5) Counseler staff occunatlions in orranized seasonal recreational camps.

(F) In a vocational education or work exnerience trainine nroerram, when
such nropram is in a nronerly sunervised learnine settine under the direction
of a hona fide school trainine nrorram or in accordance with written asreements
and annroved traininm schedules indicating satisfactorily te the Tndustrial
Welfare Committee that no emmlover-ernloyee relationshin exists.

(a) For the nurnose of this rerulation an employer-employvee relationshin
shall he considered to exist when:

(1) Major sunervision, direction and instruction stems from the business
establishment, firm or individual.

(11) The eﬂplovment takes place durine hours the school attended 1s not
in session or the student has reen excused bv the school from such attendance.
(1i1) Apopreciable benefit is rendered to the emnloyer by the student.

(b) ™e followine factors shall be included in consideration of the exlis-
tence of educational or occuvational traininm exnerience in an industrial
settinm as opnosed to an emmlover-ermlovee relationship:

(1) ™he studeinit is under the supervision of the school throushout, al-
thourh the business establishment, firm, or individual may be Tresponsible for
a nortion of the instruction nrovided.

(11) The trainine experience is durine rerular school hours of no more
than 2 hours daily (excent in Special Fducation, Nccunational Fxploration and
rientation, or related proprams for the handicanned) for a neriod of time not
exceedinr that recosnized as necessarv for that narticular trainine.

(11i1) Mo avnreciable benefit 1is rendered to the business estahlishment,
firm or individual by the student.

(7) Annrentices registered with the “Washinston State Annrenticeshin Council.

VIAC 206-125-015 DFFINITIONG. TFor the nurnpose of this order: (1) A "™inor"
is a verson of either sex under the are of 18 vears.

(2) "Brmlov" means to enrare, suffer or permit to work.

(3) "Emnloyee" means any minor emmloved bv an employer.

(4) "Fmoloyer™ means anv nerson, association, nartnershin, orivate or
rublic corporation who ermlovs or exercises control over the wapeq, hours
or workine conditions of a minor.

(5) "Mivision" means Nivision of Yomen and “inors of the Derartment of
Labor and Industries.
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WAC 296-125-020 WILING OF APPLICATION. ‘henever a work permit is reauired,
the ermlover shall file an anplication for name with the division or its author-
ized agent. Thls annlication shall include the followinr information:

(1) Proof of ame by birth certificate, bantismal certificate, Rihle record,
or Insurance nolicy at least one vear old indicatine birth date.

(2) Personal data:

(a) MName

(b) Are

(c) Sex

(d) School attendance; srade, hours ner dav, erade comolpted

(3) Job offer sierned by emnlover

(4#) Descrintion of tyne of employment:

{a) Full or nart time

(h) Durine or outside of school hours or immediatelv nrecedinm school -davs.

(e) School vacation only.

(d) Fxact job deserintion.

(5) Conditions of ermlovment:

(a) Vares ner hour

(b) Snecific hours of worl

(c) Snecific lunch neriod.

(6) Tyoe of business in which emploved:

(a) Mame of firm and address

(b) Nature of husiness

(e) T.ocation

(d) Under ¥air Tabor Standards Act

(e) Service of intoxicatine heveraces,

(7) Parental nermission hv sirnature.

(8) School authority's sirmature includine statement of school hours
reouired when:

(a) School is in session.

WAC 206-125-025 COMDITINNS ANVERMING ISSUAMA™ NW PRRM

(1) Certification of proof of ame hv division.

{2) "inirum wares. The minimum hourly ware naid to the minor worker shall
be no less than that reaulred hv statute or hv the oblisatorvy order of the In-
dustrial Welfare Conmittee for the industrv in which the minor is to be emnloved
or bv nrovision of the Mederal Fair Iahor Standards Act, whichever 1s hirher,
excent that a lesser rate may he authorized, after satisfactory showine, bv the
Industrial "elfare Committee for ermlovment of minors determined handicanned,

If a auestlon arises concerninm the minirum ware, the Suvervisor of Homen and
Minors, unon investimation and review, shall determine whether or not the wape
is sultahle.

(3) Hours: The followine standards ammlv unless otherwlse nrovided in a
speclfic industrial welfare order:

(2) o minor shall he emnloved more than five hours without a meal neriod,
on the ermlovee's time, of at least thirtv minutes.

(b) There shall be a rest neriod on the ermplover's time of ten minutes in
every four-hour veriod of emmlovment.

(e¢) Minors 11l and 15 vears of ame shall not he emnloved more than eirht
hours in any one dav or five davs in anv one week. Tn cormutine the hours, one-
half the total attendance hours in school shall be included. "hen school is
not in session, sald minors shall not he emnloved more than forty hours in anv
one week.

(d) Minors 15 and 17 vears of are shall not he emmloyed more than eleht
hours in anv one dav or filve davs in anv one weelk, excent in seasonal industries
or in case of emerrencv. '

(e) Minors 1Y and 15 vears of ame shall not he nermitted to work after the

Q@ nours of 7:00 n.m. or hefore 7:00 a.m. unless such emlovment 1is specifically
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authorized by the terms of this order bv the Industrial Welfare Committee of
the State Department of Labor and Industries, or its dulv desienated apent:
for the issuance of such permit.

(f) Minors 16 and 17 years of are attendine school may be employed after
7:00 p.m. for such hours not exceedine, eipht hours in any one day, and in such
emnloyments, as shall be specificallv authorized in the individual permits is-
sued to each minor, when upon investimation by the Supervisor of Women and Minors
in Industry the condltions of emmlovment are found not detrimental to the wel-
fare of the minors or thelr school nrorram. Such nermits shall not he issued
to glrls unless satisfactory assurance 1s riven the Tndustrial Welfare Committee
of the State Department of Lahor and Industries or its authoriypd ament that
such minors are to bée safely conveyed to thelr homes.

(s) No minor shall be employed on consecutive nirhts nreceding, a school
day except where it 1s shown unon irivestiration that such consecutive nifht
work is not detrimental to success™l school achievement.

YAC 296-125-030 PROHIBITED AND HAZARDOUS OCCUPATIONS, Unless nrovided
otherwlse hy an industrial welfare order:

(1) No minor shall be emploved in anv occupation listed below:

(a) In any occunation which reauires the sale or service of intoxlcating
beverages.

(h) As driver or helper on state licensed motor vehicles in traffic con-
mested areas unless a bona fide driver training course has been satisfactorlily
corpleted.,

(¢) In overatine, tending; or in dangerous nroximity to danserous nower-
driven machinerv unless it 1s shown to the satisfaction of the Industrial Wel-
fare Committee that adeauate vocational trainine has been completed by the
minor.

(1) Mo emive sirnals to eneineers in loseine onerations, or to recelve
or forward siesnals.

(e) As an engineer, or within danrerous nroximity to any cables, risging
or hazardous rachinery.

(f) Anv occupation where a labor dispute exists which, in the judsment
of the Supervisor of Women and inors in Industry, subiects minors to anv un-
usual hazard.

(7) Oneration of machinery bv minors under ase 1A in connection with
nrocessing and manufacturine, nlants.

(h) Anv occunation nrohibited by snecific industrial welfare order, or
which the Industrial velfare Cormmittee shall upon due notice and hearine find
and by order declare to be particularly hazardous for the employment of minors
or detrimental to their health and morals.

(1) Anv occupmation subject to and prohibited bv the Child Iabor Provisions
of the federal Talr Tabor Standards Act.

(2) No minor shall be erploved in any occupation listed below unless
satisfactory assurance is riven the Sunervisor of Women and Minors in Industry
that such ermployment is not particularly hazardous or detrimental to the minor.

(a) Tn service occunations mast 8:10 p.m., unless under the sunervision
of" a responsihle adult.

(h) In a nursine home if under are 1A.

(c¢) In nursine occupations unless a minor is a student of a bona fide
nursine occupation tralning nrorram or has success®ully comnleted such a nrogram.

(d) A maid in a motel

(e) In anyv mortuary occupation, includine drivine or helnines on ambulance
calls.

(f) A shaker in a laundry, except on hand towels, handkerchiefs, nankins

@ and similar small articles. )
ERIC (7) A canvasser or neddler from house to house.
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(h) An elevator onerator nast 8:0N n.m.

(1) A hotel bhell-hon.

(i) A caharet verformer.

(V) In shootinm salleries, vennv arcades.

(3) tnere the minor is emnloved in worlr subiect to hoth state and federal
regulations, the hisher standard shall prevail.

WAC 29A-125~0/10 ISSUANICE OF PFRMIT. If the conditions outlined in
WAC 206-125-025 and 296-125-N30 have heen met, the permit shall be issued.

(1) M™e nermit shall be sent to the emplover for retention in his files
until the minor's emplovment 1s terminated or the minor becomes aee 18, at
which time the employer shall return the nermit to the division.

(2) The nroof of are submitted by the minor shall he returned to the
minor.

YAC 206-125-045 DRENIAL OF PERMIT. If the conditions reouired for
issuance are not satisfactorv, the nermlt shall he denied and a letter statine
the reasons for denial shall he sent to the emnloyer, a cony of which shall he
sent to the minor.

WAC 296-125-050 RECORDS. Records showing, the name of' minors emmloved,
dates of employment, wares vald and the hours worked by them, shall be kept
bv the employer and available for inspection by the reoresentatives of the
Industrial “Welfare Cormittee of the State Nenartment of Tabor and Industries
at all reasonahle times.

VNG 29A-125-055 REVNCATIN OF PERMITS, The Tndustrial “elfare Commilttee
or its authorized agent may revolie the nermit unon a showine that the condi-
tions of its 1ssuance are not beinm met, or that other conditions, detrimental
to the health, welfare or morals of the minor, are existent.
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§. F. No. 7509—O0S-—(Rev, 2-71), APPENDI X F
STATE OF WASHINGTON

DEPARTMENT OF LABOR AND INDUSTRIES e 3
WOMEN AND MINORS DIVISION
General Administration Building, Olympia 98501

MINOR’S APPLICATION FOR EMPLOYMENT PERMIT

Please See Instructions on Reverse Side

Part Time Employment.. []

Full Time Employment.. {7] One of these

Outside of School Hours [] E € nust be checked

School Vacation Only... [J Date

Name Age Sex
(Please print) . .

Address City Zip

Are you attending school now?.............. How many hours per day?........... Grade completed

School now attending " .. Liocation

Is this your first permit?.. .. ... _(If ‘yes’, proof of age must be presented with application.)

Birthplace: City.: ' State Zip.

Date of Birth

(Signature of applicant)
(TO BE FILLED IN BY PARENT OR GUARDIAN)
I am willing for my child to be employed at the occupation, and under the conditions stated below.

(Signature of Parent or Guardian) {Address) (City) (State) (Zip)

APPROVAL OF SCHOQOOI. MUST BE SECURED IF WORK IS TO BE PERFORMED ON DAYS WHEN SCHOOL
IS IN SESSION OR ON DAYS IMMEDIATELY PRECEDING DAYS WHEN SCHOOL IS IN SESSION)

The hours of employment stated below meet the requirements of school attendance regulations and are

hereby approved. The minor will attend school as follows:

EX;;.)roved by Superintendent, Attendance Officer or other school authority)
(TO BE FILLED IN BY PROSPECTIVE EMPLOYER)

Minor will be employed to do

(Indicate exact kind of work to be done)

atawageof $.. i, per hour. Work will be performed..............................da_ys per week (not to exceed 6 days)
Hours from. ... ... JAAM.'PM) to.. . e (AM.PM.) .. ...Minules for Lunch

. Iplease indicate A M or PM }
Type of business . ... ... - e
(If manuracturing state principal products)
Premises located at ... ... . ... B . . B
(Street) (Clt\)

Does this business come under the Federal Fair Labor Standards Act? oo e '
iYes or No)

Are intoxicating beverages served on your premises?. . . Will hazardous machinery be used?........
(Yes or No) {Yes or No)
FIrT NAME. i e e retiensen e oo s PO, e e
AdALeSS. oo e e e et e e e oo
(Street) (City) (Zip)
By
(Signature of employer) {Official title)}
(DO NOT WRITE IN THIS SPACE)
Proof of age Permit number
{Blrth Certificate, etc.) .
EMC acked by. . . Returned:. oo, =bl=- Date permit issued
(Department Representatlvc) {Date)




Instructions for Completing Application

You are asking for a permit to work in the State of Washington. Laws are in effect in this State
and under the Federal Fair Labor Standards Act which outline the procedure we must follow in
order to issue a permit. Time will be saved in issuing your permit, if you will complete your
application according to the instructions given below:

FIRST: Be sure that you have read and answered each question in the application correctly
and that the application is signed by YOU, your PARENT, and the employer’s portion completed
in full by your EMPLOYER. ‘

SECOND: If work is to be perfcrmed on days when school is in session or on days immediately
preceding the days when school is in session, take it to your school superintendent or attendance
officer for approval. If you have proof of graduation from high school, such school approval is not
required.

THIRD: You are required to submit proof of age. This proof of age must be any one of the
following in order of preference:

1. BIRTH CERTIFICATE.

2. BAPTISMAL CERTIFICATE.

3. BIBLE RECORD.

4. INSURANCE POLICY, AT LEAST ONE YEAR OLD.

NOTE: You should have a birth certificate. If you do not already have one, send for one as you will need
it many times. In the State of Washington, this certificate may be obtained from the Bureau of Vital Statistics,
Olympia, Washington.

FOURTH: Take your application to the nearest local office of the Department of Labor and
Industries for approval and issuance, or mail it directly to Department of Labor and Industries,
Women and Minors Division, General Administration Building, Olympia, Washington 98501.

The permit will be mailed directly to your employer and the proof of age will be returned
to you.

Branch Offices of the Department of Labor and Industries Are Located:

ABERDEEN: 403 W. Wishkah, P. O, Box €6 _OLYMPIA: General Administration Building
BELLINGHAM: 212 Grand Avenue PORT ANGELES: 405 East 8th Street
BREMERTON: Suite 411, Great Northwest Savings SEATTLE: 300 W. Harrison

Bldg., 5th and Pacitic SPOKANE: ‘103 E. Indiana Avenue

EPHRATA: 121 1st St., SW,, P. O. Box 395
ErVERETT: Eastmont Plaza, P. O Box 67 VANCOUVER: 1408 Franklin Street
KENNEWICK: 209 North Dennis, P. O. B(:x 6126 WENATCHEE: 1139 Princeton, P. O. Box 597
LONGVIEW: 1418 15th Ave., P. O. Box 578 YAKIMA: 1011 So. 3rd St, P. O. Box 527
MT. VERNON: Minor Bldg., 416 Main, P. O. Box 189

TACOMA: 1305 Tacoma Avenue South
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APPENDIX G

Industrial Welfare Orders for Woren and Windrs, State of Washington

Nrder MNo. '“_i'cﬁ
1-71 Mercantile
2-62 Manufacturine Industrvy and feneral “Workinc Conditions
3-62 Laundry, Nry-Cleanins and Nye VWorks Industry
462 Personal Service Tndustry
5-62 ¥ood Processine Industry
6-62 Fresh Wruit and Vermetable Packine Industrv
7-62 Theatrical Amusement and Recreation Tndustry -
8-62 feneral Amusement and Recreation Industryv
9-71 Puhlic Housekeepins
10-68 Health Care Tndustry
11-A3 Counselor Staff Neccunmations in Oreanized Seasonal
Recreational Camms
12-A3 Telenhone and Melesrarh Industryv
13-A3 nefice Vorkers

For further information and conies
of anv of the above, contact:

Nivison of Tndustrial Relations
NDenartment of Tabor and Industries
State of Washinrton

General Administration Buildine
Nlvmia, Yashineton 08504
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APPENDIX H

NEPARTMENT OF TABOR AND TMNUSTRIFS
Industrial 'elfare Comittee
0f The
State of VWashinrton
Industrial Welfare Order Mo. 13-A3, Fffective October 14, 1963
OFFICE WORKERS—=VOMFN AND MINORS
Nated Aupust 15, 1963, Nlympia, YWashinaton
O WHOM IT MAY COMCERM:

TAX NOTICE: That pursuant to and bv virtue of authority vested in it bv
Chapter 10,12 RCW and after notice of conference havine, been duly siven and
held in the manner provided by law, the Tndustrial 'elfare Committee, after
consideration of evidence and recormendations of the Conference, found and
concluded that “inimum Ware Order Mo. U3, enacted hv the Industrial Velfare
Committee on Necember 29, 1948, and effective Anril 1, 1049, should he altered
and revised: .

NOW, TIFREIRE, the Tndustrial Velfare Committee of the State of Washinrton
does herebv alter and revise “inimm Wase Nrder Mo. U3 as follows:

APPLICABILIT™Y

mhis occupational Order shall anolv to all women and minors emnloved in office
worker occunations and similar occupations as hereln defined unless such operation
is performed in an industrv, business, or establishment smecificallv covered hy
another order of the Cormmittee, or in the erploy of an Interstate common carrier
sunject to Wederal rerulations coverine the same nersons and matters.

DERTMITTIONS

(1) The term OFPICE WNRKFER shall include, but not be 1imited to: accountants:
accountine clerks; aovnraisers; board markers; hooklkeevers; canvassers; cashilers;
checlroom attendants; checkers; circulation clerks: claims adjustors; clerks;
collectors; comnilers; commuters; demonstrators; instructors; interviewers; in-
vestirative shopners; librarians and thelr assistants; messenrers; office machine
onerators; PBYX and office telephone operators; nhvsicians' and dentists' assis-
tants: secretaries; social workers; statisticians: stenorraohers; telemhone soli-
citors; tellers; ticket agents; tracers; tvnists: and other related or similar
occunations.

(?) EMPLNY means to enrare, suffer or vermif to work.

(3) FMPLOYEE means any woran or minor erploved bv an emmlover,

(4) EMPLOYER means any nerson, association, nartnershin, nrivate or nublic
corporation who emnloys or exercises control over vaces, hours, or workine condi-
tions of a woman or minor. ‘

(5) WOMAN shall mean all nersons of the female sex eirhteen (18) vears of
age or ahove.

(A) MTNNR shall mean any verson, rale or female, under the are of elrhteen (18)
vears. :

(7) HOURS VNRXEN shall he considered to mean all hours durine which the emolovee
is reauired to be on dutv or on the ermlover's nremises or at a prescribed worimlace.
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MINTMUM WAGES

Every employer shall nav wares of not less than $1.24 an hour to each woman
and minor ermployee for all hours worked whether computed on an hourly, commis—
sion, plece work or other basis, exceot that this provision shall not apnly to
apprentices duly resistered under a bona fide annrenticeshin nroeram annroved
by the State Anprenticeship Council, nor will i1t apnlv to learners or handicanned
workers for whom snecial certificates have been issued by the Department of Tabor
and Industries.

HOURS

Workday
No ermlovee shall be reauired to work more than 8 hours in any work dav.

Worlkweek
No ermloyee shall be reaquired to work more than 6 days in any one workweek.

Meal Period

There shall he a meal veriod of not less than thirty (30) minutes in every
recularly scheduled full-time shift on the ermplovee's own time. Vhere it is
Impractical for the employee to be commletelv relieved of duty, such meal neriod
shall be taken on the employer's time. No emmloyee shall he recuired to work more
than five (5) consecutive hours without a meal period.

Rest Period

Every employer shall authori7e and permit all emplovees to take rest neriods
which, insofar as practicable, shall be in the middle of each work reriod. The
authorized rest period time shall be based on the total hours worked dallv at the
rate of ten (10) minutes ver four (4) hours or major fraction thereof. However,
a rest period need not he authorized for emmlovees whose total daily work time is
less than three (3) hours. Authorized rest veriod time shall be counted as hours
viorked for which there is no deduction from wages.

WORKTNG CONDITIONS

(1) A1l olaces where women and minors are employed shall be maintained in a
clean, sanitary and healthful condition in accordance with such standards and
requirements as may be established by reasonable rerulations of the Denartment
of Labor and Industries.

(2) Lirhtins. Fvery room in which women and minors are emmloyed shall he
supnlied with adeaquate natural or artificial lieht and standards shall conform
with the fieneral Safety Standards of the NDepartment of Tahor and Industries.

(3) Ventilation and Temperature. Fach room in which women and minors are
emploved shrll be pronerly heated and ventilated.

' (4) "loors. Rooms, hallways, and stairs used bv women and minor emplovees
shail be provided with smooth, tipht floors, which shall he kent in a sanitarv
and safe condition.

(5) Tollet Facilities. Toilet rooms, with a sufficient number of toilet
bowls, pronerly sevarated, and isolated to insure nrivacy, shall be provided.
These rooms shall be maintained in a sanitary condition, adeauately lirhted,
heated and ventllated:; also vrovided with adecuate disposal container. A
sufficient numher of wash bowls or sink space shall he located within the
tollet room or adiacent to the tollet room. Any vash bowls or sinks not so located
shall be installed in an annproved location. Sufficient soan, hot and cold
runnine, water, and either individual or vaner towels shall be mrovided.

(6) Clothinm Space. Frmloyers shall provide for adenuate facilities for
keepine, and protectine, emmloyees' outer clothine during working hours, and for
their work clothes during non-workine hours. Uhen the occuvation reouires

[:R\ﬂ: Deoember 1972, $1.65 ~55-




E KC veriod.

wll Toxt Provided by ERIC

a change of clothing, a sultable space adequately heated shall be nrovided
where female employees may make such change in privacy.

(7) (a) Rest Room. A suitable restroom proverly ventilated and heated,
with a cot or couch shall be nrovided for female emmlovees.

(b) Lunch Room. Adenuate facilities for eatine lunch shall he made
available.

(8) 1iftine. Mo woman or mionr shall he permitted to 1ift or carrv an
excessive weicht.

(9) Seats. Suitable seats shall be nrovided for all female emplovees.
When the nature of the work requires standinm, an adeaquate number of said
seats shall be placed adjacent to the work area and employees shall be per-
mitted to use such seats when not enrared in the active dutles of their
emplovment, or when use does not Interfere with the discharee of their duties.

(10) Uhere less than ten (10) women are recularly emoloyed, the Supervisor
of Women and Minors in Trdustrv, uoon application and showing, mav permit a
modified compliance with the foreroine sections or any nart of the same relative
to working conditions.

(11) Yaternity. No female shall knowinglv be ermloved for a period of
four (4) months before anticinated date of confinement for nreenancy, or six
weeks thereafter, unless a certificate is on flle with the mployer from the
ermloyee'’s vhysiclan statine her health will not bhe immaired by such emnloy-
ment to a specified time. Such certificate shall be avallable for insnection
by the Surpervisor of %Women and Minors unon reauest. :

UNTFORMS AN FOUTPMENT

(1) Mo erployee shall he reauired to contribute directly or indirectly “or
the nurchase or maintenance of tools, enuipment, or uniforms; nor for the
laundering and cleanine of uniforms. The term "lniform" includes vearine
apparel and accessories of distinctive deslsn or color, but not suitable for
feneral wear, reauired by the employer to be worn by the emmlovee as A condi-
tion of ermlovment.

(2) Yhen orotective parments, such as rloves, boots, or aprons, are necessary
to safepuard the health or orevent Injurv to an emmlovee, such garments shall he
nrovided and nald for by the emlover.

DFEDNICTINMNS

No erployer shall malte any deduction from the wage of the ermlovee for any
cash shortapes, breakase, or loss of eauipment, notwithstandine anv contract or
arrangement to the contrarv.

MINOR WNRK PERMITS

Mo minor shall be emmloved in any occupmation covered bv this Order unless
the ermlover shall have on file durin~ the neriod of ermlovment an unexnlred
work certificate or nermit issued bv the Tndustrial Welfare Committee of the
State Devartment of Labor and Industries or its duly desirnated arment for the
issuance of such rermit. Such permit will not he issued excent upnon nresen-
tation of such evidence of are as 1s renuired bv the Tndustrial “Yelfare Com-
mittee. ™inors shall not he ermloved in occunations nor durineg hours nrohibited
bv the Tndustrial Welfare Cormittee rerulations sovernine the issuance of Minor
Worl Permits.

STATEMENTS URNISHED

Every erployer shall furnish to each emmlovee at the time of navment of
waFes an ltemized statement of gross wages and all deductions for that nay
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RECORDS

Records showlng, the names of women and minors emmloved, dates of emoloy-
ment, wages vaild, and the hours worked hy them, shall be kent hy the emmlover
for a perlod of at least three vears, and avallable for inspection by the
representatives of the Trrdustrial Welfare Committee of the State Department
of Labor and Industries at all reasonable times.

POSTING OF NRDER

The erployer shall keen nosted a cony of this Order in all establishments
where women and minors Aare emmloved.

SEPARARILITY

If the annlication of any nrovisions of this Order, or anv section, sub-
section, subdivision, sentence, clause, phrase, word or nortion of this Order
shall be held invalid or unconstitutional, the remalninm provisions thereof
shall not be affected thereby, but shalloontinue to be fiven full force and
effect as 1f the nart so held invalid or unconstitutional had not been included
herein.

PENALTIES

The Supervisor of Women and "nors shall investieate the commlaint of anv
individual alleeing; that this Order has been violated. Any verson, employine
a woman or minor in viclation of this Order shall, uoon conviction thereof,
be punished in accordance with RBCY Y49,12,170 which states as follows: "Anv
person employing a woman or minor for whom a minimum wase or standard condl-
tions of labor have heen specified, at less than the minimm wase, or under
conditions of labor prohibited by the order of the committee; o1 violatine
anv other provision of this chanter shall be rullty of a misdemeanor, and
shall, upon conviction thereof, be nunished hyva fine of not less than twenty-
five dollars nor more than one hundred dollars."

TWECTIVE. DATE
- Minirum Yage Order Yo. 43 enacted Necember 29, 1948, and effective Aoril 1,
1949, is hereby rescinded effective the date this Order No. 13-63 heccomes
effective, to wit: October 14, 1963.
Fnacted this 15th Dav of Auerust, 1963.

INDUSTRIAL VELFARE COMMITTER W0R
THE STATE NOF YVASHINGTON

=57~




NOLONIHSVA\ 40 HLVi8 \\.\/.\!\/J
e AVIDIONA W

NRVINHYM

VINVINYNG Zi1TM0D

TL19-€g. u _N_
2 .
HotMaUUaYy | . :mmﬂmmw
. : B} 10
QINSyY uaspnuy auti Toae) ll.&!\d\\

_>>u._

Caraia

:nmm-mmm
Buooe]

. aryany mmmw&
LA s
‘ J‘wﬂ!ﬂ

HILOSY

*

= _

H HYWLIHA sWvay oLg L~tign ¥ 331 1Y

20 2TI83S N \

m : BYHLIMN Uy g Emh n.%

g .l\ 6919~299 to MN mu.m.:.w_q:m
23(jojeuap 2t

L2y urp

WI02HN

NOSU3413r
- aﬂaanc l\kw\ 1ot | )
INYHOUB 0Lgl-tigY mw
a7uqeag
rwm: VIS uoxyg JoBpoy vv m
ausiods HEIWOHONS ' J o) NYTIVIO
Lazoadoy 3K .f\h._:o-\
\NMW >J
- ,Z _._:. .
:05_:A /,\% “lar -
N N
/ q
Mo rlonanate ALUSS HVBONYNG YI0I1vHM
el6t yoeyy sueafiold 2ouails” T HIOH TOOYIS &)
YIn s5usby Su0IIRTaY T-.43SNPUT UDSEI o=

Aruitoxt provided by Eic:

SITUISNNI GV MOAYVT JO INTHIYvdIq

E




APPENDIX J

ANSUERS TO SOME COMMON NUESTTIOMNS MM THE FMPLOYMENT OF MIMORS

~WHAT TS RENITRED IMN HIRING A MIMOR?

Minors are hired in the same way adults are hired--with the additional

reauirement that the empnlover rust ohtain a minor work nermit for each

emplovee under age 18. Anv minor ermlovee under are 14 must bhe covered
hy a written permit from the sunerior court judee in the countv of the

rinor's residence.

—VHY ARE MINOR WORK PERMITS RFEOUIRED?

Work nermits nrotect the minor from:
—hazardous occunations,
—-late and excessive hours,
—less than minimum wages,
~—morally obhjectionable employment.

Work permits orovide the employer with:
—lowered accldent notential,
—ruldelines on minimum wares for minors,
—-assurance of the leralitv of minor enmoloyee's duties.

—--WHAT JOBS ARE PROHTBITFD T MIMORS?

No minor may work at an occunation which reauires him to:

—sell o serve intoxicating beverages,

—-drive or heln on a rotor vehlcle in areas where traffic 1s congested
(unless the minor has had driver training),

—-—-onperate, tend or work near dancerous nower-driven machinery (unless
snecifically apnroved due to vocational trainine),

—work in lopeing operations, sawmills, mines, heavy construction, ex-
nlosives, slaughterine and meat naclkinm, demolition and excavatine
onerations,

Minors under are 16 may not he emnloved in the following occunations if the
emnlover 1s covered hy the Wair Tabor Standards Act:

—-manufacturinge and food processing,

—--warehouse, storare, communications or construction (but mav do off-site
office or sales worl)),

—work in or ahout a hoiler or enrine room, maintenance or revair of
machines or cculbment, outside window washing off the rround, all
work on ladders or scaffolds, operating;, settings up or cleanins fcod
slicers, rrinders, chonners, cutters or mixers,

==UHAT'S LFFT FOR MINORS ™) DN?

Unless nrohibited as above, minors may be emmloyed at the occupations listed
as examples helow, nlus many, many more tvnes of work too numerous to list
here:

Clerks, cashlers, checkers, box-hovs, stockmen, office workers, chlld care
attendants, rround maintenance personnel, service statlon attendants, sales-
men, demonstrators, janlitors, kltchen workers, valtresses, curb service

Q workers, nrice markers, and so on.
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--WHAT ABOUT TNSURANCE COVERAGE?

As with adult employees, minors must he included under the State's in-
"dustrial insurance coverase if apnlicable. ™ere is no difference in
procedure~-excent that minor work vermits are required.

~—HOW DO I OBTATN A MINOR YWNRK PERMIT?

Permits may be obtained from any office of the DNenartment of Labor and
Industries. A vermit application form carries a listing of these offices
on the hack. Instructions for comletins the form are also on the back
of the apolication,

An anolication must be completed and sisned by the emmloyer and his minor
emplovee. One narent of the minor rust also sien. If the work is to he
performed during the school year, annroval must also he obtained from
school authorities. .

Two hints to avold common misunderstandines:
1. You are to descrlbe the duties of the minor--not merely name his job.
2. The minor employee should remember to brinem proof of age to the
Labor and Industries office if avolying for his first permit in
this state.

~-WHERE CAN I GET FURTHFR INFORMATION AND MORE APPLICATION FORYS?

It is impossible to include every detail on minor work nermits in a brief
outline such as this. Additional information on Washineton State laws

may be obtained at any office of the Washinmton State Department of Labor
and Industries, or at its headguarters in the General Administration Build-
ing, Olympia, Washineton 9850i. (Televhone: 753-6311).

Infoamation on federal law and the Wair Tabor Standards Act mav be obtained
from the Wase and Hours Division of the 1.S. Nemartment of Iabor, 1821 Smith
Tower, Seattle, Washington 98104. (Telenhone: 583-4482).

(Prepared by Washington State Nepartment of TAhor and Industries, Tndustrial
Relations Division).
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EXHIBIT A

BUSINESS CARD FOR TEACHER~COORDINATOR

Cooperative Business and Office
Occupational Education

NAME
Teacher-Coordinator
School Name Home Res.
Address " Telephone
Telephone

STUDENT INTRODUCTION CARD
A student-trainee can be introduced to a prospective employer by affixing

the following information on the back side of the teacher-coordinator's
business card. A rubber stamp is ideal....

P Poaillic Gmplogrront

Date Coordinator

STUDENT PERMIT TO LEAVE SCHOOL

The following information can be affixed to the teacher-coordinator's
business card which then serves as a permit to leave schcol.

97— -7

Ji,pannvﬁtﬁwllquZquc.latVHrQI
ot .

Coordinator
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EXHIBIT B
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EXHIBIT B
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EXHIBIT C
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EXHIBIT D

1775 East Tinpan Alley
Snowflake, Washington 99762
June 25, 1972

Mr, Frank Frieze
1207 North Deadend Avenue
Snowflake, Washington 99762

Dear Mr. Frieze:

The Pelican Lake school district 1is presently investigating the
feasibility of establishing cooperative business and office occupational
education programs as part of the high school and post-secondary curri-
culum. ‘

The purpose of the Cooperative Business and Office Occupational
Education Program is to help young people make the transition between
school life and their working life by blending meaningful employment
experiences with related in-school classroom instruction.

A program of this nature yequires the active support of the
businessman in our community. Your school district is conducting a
survey to determine the number of businessmen who would be willing
to participate in such a program. Will you please fill out the
enclosed questionnaire and return it to me as soon as possible? We
have enclosed a self-addressed stamped envelope for your convenience.

Sincerely yours,

Jack J. Jones
Superintendent of Schools

Pee Wee Little
Chairman, Advisory Committee
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EXHIBIT E

Pelican ILake School District
Snowflake, Washington 99762

COOPERATIVE BUSINESS AND OFFICE OCCUPATIONAL EDUCATION

1.. Name of Firm

2. Address Phone

Name of Owner or Manager

. Name of Person. Interviewed

3
4
5. Type of Business
6

Does your firm have difficulty in obtaining trained office personnel?
Yes No

7. Has Coopefative Business and Office Occupational Education been explained
to you and do you understand the program? Yes No

8. Does your firm use high school students as part-time employees? Yes No

9. If Yes, please state number of: Male Female

10. Does your firm use post-secondary students part-time? Yes No

11. 1If Yes, please state number of: DMale Female

12. What means do you use to find new regular and part-time employees?

Private Employment Agencies

Washington State Employment Service

Recommendations of Friends or Other Businessmen

Relatives of Present Employees

Applications Recelved from Individuals who come in off the street

|

|

13. How many additional employees or replacements do you estimate you will need.
in the next year? No.

14, In which job categories will these employees be needed?

15. What 1is the greatest reason for employees leaving employment with your firm?

16. Would your firm be willing to provide employment for cooperative business and
office occupational education students on a part-time basis? Yes No

Q Date B Signed
ERIC | o




EXHIBIT F

EXAMPLE OF AN INVITATION TO A LOCAL CITIZEN TO
SERVE ON A COOPERATIVE BUSINESS AND OFFICE OCCUPATIONAL
EDUCATION ADVISORY COMMITTEE

Sample Letter from School Superintendent to Committee Member

Dear

We are pleased that the Board of Education of
high school has assigned us the responsibility of helping in the selection of
an advisory committee to give guidance and direction to the cooperative busi-
ness and office occupational education program.

It is our belief that successful leaders who have demonstrated a sincere
and dedicated interest in the business and civic community, as well as in the
development of our youny people, are the individuals to be selected to serve
on the advisory committee.

On behalf of the Board of Education, I am writing to ask you to serve és
a member of the Cooperative Business and Office Occupational Education
Advisory Committee for a period of two years beginning September 1, 197 .

The Board, assisted by the steering committee and school leaders, has
nominated persons to advise us.

We hope that you will be willing to serve. The advisory committee includes
representatives of both the school and business community. The main function
is to assist in plamning, developing, and implementing the cooperative business
and office occupational education program.

Although there is no remuneration, we trust you will derive a good deal
of satisfaction from assisting two or four times a year in an educational
program designed to help build our boys and girls into skillful, useful,
employable citizens.

We would like to hold our first meeting at p.m. on
, and would like for you to be our guest for dinner
at . After dimner we will adjourn for

orientation, discussion, and a tour of the school facilities.

We are enclosing a stamped, self-addressed reply card which we shall look
forward to your signing and returning as your acceptance of the app01ntment
Please check the blank regarding dinner reservations.

Sincerely yours,

John J. Doe
Superintendent

Enclosure

Note: A reply card should be constructed and enclosed with the letter.
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- EXHIBIT G
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Speakers

5.
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2
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EXHIBIT H

COOPERATIVE BUSINESS AND OFFICE OCCUPATIONAL EDUCATION
Personal Data Sheet and Application Form ¥

Date

Present
Name Address
(print) last First Middle Phone
Do you live with your parents?  If not, with whom?
Age  Birthday Height ~ Weilght Male Female
Check class you will be next year: Soph Juniorl Senior
Father and Mother are: Iiving together  Apart  Separated Father
deceased  Mother deceased - Father remarried  Mother remarried
How long have you lived in ?
How many brothers? (ages)
How many sisters? (ages)
Your responsibilities at home
Muslcal instruments you play Father's name

Occupation Age

Mother's Name Occupation
Age  TIs 1t necessary for you to work? Why ?

Give details of any illness, accidents, or operations within

last 5 years

Describe briefly any defects 1n sight, hearing, speech, or other physical impair-

ment.

To What school organizations do you belong?

What are your favorite sports, and how do

you spend "off work" hours?

SCHOOL TRAINING:
A. List all courses you have taken in school and the grade you received:
Freshman Year: Sophomore Year: Junior Year:

Ul =0 =
Ul FwhH
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SCHOOL, TRAINING (Cont.)
B. What has been your major course of study?

C. What have been your favorite subjects?

List Present Class Schedule: Courses Teacher Room No.

PAST WORK EXPERIENCE:

List below the places where you have worked in the past.

Type of Work Neme of Flrm Employer Dates Empl.

1
2.
. 3.
b

NAMES OF SCHOOLS ATTENDED:

1. 3.

2. b,

ATTENDANCE RECORD:

Has your attendance been:  excellent good falr poor

FUTURE PLANS:

Further Education Marriage Career plans

List your choice as to the kind of training you want for next year:

1st choice 2nd choice
Do you have your parent's permission to enrcll in this program? _ Will you
have transportation? - Are you now working? _ If yes, where? |
Type of work?

STUDENT DO NOT FILL IN THE BLANKS BELOW:

SCHOOL RECORDS: Absences __Tardles IQ
Grade Average Best Grade in

Remarks:

¥Adapted from materials prepared by Bur°au of Vocational and Continuing Education,

[:R\f: Pennsylvania De
artme
== Baucarion, 1970 et of 71-




EXHIBIT I
CNE EXAMPLE OF A STUDENT-PARENT-SCHOOL AGREEMENT FORM ¥

The program in Cooperative Business and Office
Occupational Education is plamned to develop a student academically, economic-
ally, and soclally. To meet the goal, there are responsibilities the student
must realize and he must agree to ccoperate in carrying them out to the fullest
extent. As a participant in the program, are you willing to assume these
responsibilities in the program?

1. To realize that I am under the jurisdiction of the school throughout
the school day.

2. To know that the Coordinator is the recognized authority for making
adiustments or changes in the training on the job.

3. To know that it is my responsibility throughout the year to be well-
dressed and groomed both in school and on the job.

4, To carry out my training on the job in such a manner that I will
reflect credit upon myself and upon the Cocperative Business and
Office Occupational Education program.

5. To perform all my duties in a commendable manner and perform
related study assignments with earnestness and sincerity.

6. To work toward the group and individual achievement goals.

7. To be regular in attendance in school and on the Job. (This
includes days on the job when school is not in session such
as: teachers' meeting, Christmas vacations, etc.)

8. To be on time at school and on the job.

9. To notify my employer as soon as I know that I will be absent
from work on that day.

10. If I am absent from school I must also be absent from work on
that day. '

11. To notify the coordinator as early in the day as possible on days
that I am absent from school.

12. To know that if I use a car as transportation to and from my work, -
I will observe all traffic regulations and school policies with
extreme care. Any infraction of the traffic laws may be sufficient
cause to terminate the use of my car in commection with Cooperative
Business and Office Occupational Education program.

13. To conduct myself in a satisfactory manner, both on the Job and in
the classroom, or my training may be discontinued and I may be
removed from the program.

14, To know that if I am removed from the program due to failure
either in the class instruction or work experience that I will
receilve a failing grade for the program and will lose all credits.

¥pdapted from materials prepared by Superintendent of Public Instruction,
O State of Indiana.
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15. To understand that if I am required to leave school because of any
diseiplinary reasons, I understand that I cannot report to my

training station as this is the same as any other classroom subject
in which I am enrolled.

16. To agree to not quit or change jobs without first talking the
situation over with my parents and coordinator.

I fully understand the sbove statements, and I agree to cooperate in carrying
them out to the fullest extent.

Date School Year 19 19

Student's Signature

Parent's Slgnature

Principal's Signature

Coordinator's Signature
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EXHIBIT J

RATING CHART FOR PROSPECTIVE TRAINING STATION

Occupation Business Firm

Address . Date 19

Name of Owner or Manager

Poor Fair Good Excellent Superior
Trait to be Rated 1 2 3 4 5

1. Employer's interest in
cooperative business and
office occupational
educaticon training.

2. Aveilable training
facllities.

3. Actual work in related
occupational area.

4, Provisions for super-
vision.

5. Opportunity for employ-
ment after training.

6. Opportunity for ad .ce-
ment.

7. Reputation of business.

8. Pay scale.

9. Fringe venefits received.

10. Regularity of part-time
employmernt .

11. Distance of business from
school.

12. Lack of Hazards.

Post Interview Notes:

~Th-



EXHIBIT X

School's Name _
COOPERATTVE BUSINESS AND OFFICE OCCUPATIONAL
EoUCATION TRAYNING AGREEMENT#*

1. v will be permitted to enter training with
Student's Name

for experience and knowledge related

Firm's Name

located at
COccupation Location

The manager is and may be reached by telephone
at

2. The student will be working with or closely supervised by
(training-station instructor or employer.)

3. The beginning wage to be paid this student is $  per hour and is in con-
formance with the wage and hour provision of the Fair labor Standards Act of
1938 as amended.

4. The employment and training of the student shall be in accordance with all
Federal, State and Local Laws and Regulations pertaining to student-trainees
in a Cooperative Business and Cffice Occupational Education Program. The
employer agrees to instruct the student-trainee in safely procedures.

5. 'The student, during the process of training, will have the status of student-
trainee.

6. This Cooperative Business and Office Occupational Education Program is de-
signed for the 9-month school year with a minimum of 15 clock hours of work
experience per week. However, the student-trainee may be employed during
the sumer months. The school shall provide one period per schocl day for
generally job related instruction.

The student is to receive a varilety of experiences in the training station.

8. The coordinator will consult with the employer and the training-station
instructor regarding training plans; and evuluation of student's progress.
Any complaints will be made to the coordinator and any necessary adjustments
will be made through the cooperation of student, parent, coordinator, and
employer.

9. The parent or guardian shall be responsible for the conduct and attendance
of the student while in training. Prior notice of absence to the employer
is expected.

10. The studerit-trainee will be required to conform to the employer's standards
regarding hair, dress and job conduct.

11. This training agreement may be cancelled for sufficient cause at any time
provided due not ce 1s given all parties concerned.

Student Parent or Guardian
Employer ' Coordinator
[:R\}: ¥ Adapted from materials prepared by the Unlversity of Northern Coloradoc.
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EXHIBIT L

EXAMPLE OF TRAINING PﬁAN_OR_JOB ANALYSTS¥*

The Cooperative Businesé and Office Occupational Education Program
A STEP-BY-STEP TRAINING PLAN

for
Student-Learner Birth Date
Soc. Sec. No.
JOB TITLE CLERK, GENERAL (OFFICE CLERK) OE No. 14.00300

TRAINING STATION Abbott Laboratories, Engineering Department

Address

JOB DEFINITION:

Performs any combination of following and similar clerical tasks not requir-
ing knowledge of systems or procedures: Writes or types bills, statements,
receipts, checks, or other documents, copying information from one record to
another. Proofreads records or forms. Counts, welghs, or measures material.
Sorts and files records. Recelves money from customers and deposits money

in bank. Addresses envelopes by hand or with typewriter or addressograph
machine. Stuffs envelopes by hand or with envelope stuffing machine. Answers
telephone, conveys messages, and runs errands. Stamps, sorts, and distributes
mail. Stamps or numbers forms by hand or machine. Operates office duplicating
equipment. (Dictionary of Occupational Titles, 1965. Volume 1, DEFINITION
OF TITLES, Third Edition. Page 135) '

DESCRIPTION OF TRAINING STATION DUTIES:

Getting Acquainted With The Company
Getting Along with Others

Improving Personal Appearance
Developing Good Work Habits

Learning to File
Handling Telephone Routines

Typewriting

Operating The Duplicating Equipment
Calculating Hours and Gross Wages -

Following Proper Office Production Technigues
Keeping Work Area Clean .

Following Proper Penmanship Techniques

\O O~ A\WJT I o -

e
o

CAREER OBJECTIVES:

To advance from the position of the Office Clerk to The General Office
Cleri:--(Administrative). Eventually to be promoted through the Stenographic
to th. Secretarial classification. :

¥ Adapted from meterials prepared by the Superintendent of Public Instruction,
State of Indiana
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|{TRAINING SCHOOL INSTRUCTION Time

IFARNING EXPERIENCES STATTON Group | Indiviaual Schedule
1. Getting Acquainted With ‘ 1st

The Company: Nine

a. Learning about Abbott : Weeks

Laboratories and the
possibilities for ad-
vancement. X
b. Understanding em-
ployee rules and

regulations:
1. Dress——uniform or

regular clothing. X X X
2. Working hours X

3. Payroll routine-- i
payday schedule,
checking in and
out, disposition
of time cards,

etce. X
4, Discounts on pur-

chases - X
5. Benefits--lunches, _

study group, etc. X

c. learning the function
of the various depart- ,
ments. X X bt

d. Learning the location _

: of each department. X . X

e. Memorizing the names :

of key pérsonnel.. X X

2. Getting Along With Others 1st
+ a. Learning to respect Nine-
the Ilmportance of co- Weeks
workers. X X X
b. Learning to respect
and recognize the wortﬂ
and ideas of others X X X
c. Learning to respect ' '
the ambitions and
career objectives of
others. X X X -
d. learning to carry .
your share of the
work load. X X X
e. Learning the inpor-
tance of meeting
others half-way X X X
f. Learning to guard -
confidential infor-
mation. X X X
g. Learning how to ac-
cept and utilize
criticism. X X X




TRAINING SCHOOL INSTRUCTION Time

LEARNING EXPERTYENCES STATION Group | Individual Schedule
3. Improving Personal 1st
Appearance: Nine
a. Learning to care Weeks
for nails, hair,
face, and teeth. X X

b. Learning to avoid
extremes in clothing
style. ' X X

¢. Learning to control
weight through pro- .
per diet and exer-—
cise. ' X X

d. Learning to improve
posture by walking
and sltting straight. X X

e. Learning to use a
deodorant daily and .
properly. X X

f. Learning to take
proper care of clo-
thing, shoes and
accessoriles. X X

g. Learning to select
the proper clothes

for buslness wear. X X
i, Developing Good Work . 1st
Habits: Semester
a. Learning to plan your :

work to be done. X X X
b. Learning to save time :
and steps by proper
& routing of papers. X X X
¢. Learning to avoid
useless and ineffec-
tive motions. X X X
d. lLearning that proper
timing is important
in getting work com-
pleted. X X X
e. Learning to maintain
standards of neatness
and accuracy 1in all

work. X X X
5. Learning to File: ' ' 1st
a. Learning to file by : Semester

the alphabetic system. X : X X
b. Learning to check the :
work order numbers
with the department
master list. X
c¢. learning to check the
numbers carefully be-
o " fore inserting the
_ [ERJf: . orders into the book. X X .X




» : TRAINING SCHOOL INSTRUCTION Time
LEARNING EXPERIENCES STATION ~ Group | Indiviaual Schedule

d. Learning to check
for proper author-
ization. X X X

e. Learning to route
the inventory records
to the supply crib X

f. Learning to follow
through with changes
in original work .
orders. X

g. Learning to file time
cards numerically. X X - X

6. Handling Telephone Rou- 1st
tines: Semester
a. Learning to develop .
the friendly voice X X X
b. Learning to follow
the office routine
for using the tele-
phone. X X X
c¢. Learning to forward
and receive infor-
mation over the
telephone. X X X
! d. Learning to cover
the telephone sta-
tion for personnel
away from their

work stations. X X X .
7. Typewriting: 1st
a. Learning to properly . . Semester

arrange unarranged
manuscript material
in form for print-
ing. X X X

b. Learning to use the
proper publishers
proofreading marks. X X X

¢. Learning to plan
and to type text
materlals around
pictures, charts,
and illustrations. X X X

d. Learning to develop '

- speed with accuracy
in all typewritten
work. _

e. Learning to type
materials on spe- .
cial forms. X X X

f. Learning to set up
and then to type

Q statistical forms

ERIC and reports. X X X

>3
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TRAINING SCHOOL INSTRUCTION Time
TLEARNING EXPERTENCES STATTION Group { Individual Schedule

g. Learning to use
the proper eras-
ing techniques:’
SnoPac for all
material to be
photographed and
the eraser stick
and pencil for

other forms. X : X X
8. Operating The Duplica- 1st
ting Equipment: Semester

a. Liquid Duplicator
1. ILearn the proper
techniques for -

typing masters. X X X
2. Learn to make :
corrections. X X X

3. Learn to neatly
cut and rearrange
master materials
before running.

. Learn to properly
run materials. X X X

5. Learn the tech-
niques for stor-
ing the machine
and materials
after running the
master. X X X

6. Learn to file the
used masters for
future use. X X X :

b. Mimeograph: 2nd

1. Learn the proper Nine
techniques for Weeks
typing stencils. X X X

2. Learn to make
corrections so
they are not
detectable. X X X

3. Learn to run the

. stencils. X X X.

i, Learn the tech-
niques for stor-
ing the machine
and materials
.after running the
stencils. X X X

5. Learn to file the
run stencils for '
future use. X X

o3
>
>

oS
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TRAINING
LEARNING EXPERTENCES STATION

SCHOOL INSTRUCTION

9. Calculating Hours and

Cross Wages:

a. Learning to arrange
and file time cards
in numerical order. X

b. Learning to calcu-
late daily total
hours--regular and
overtime. X

c. Learning to calcu-
late weekly total
hours—-regular and
overtime X

d. Learning to calcu-
late gross pay—
regular and over-
time. X

e. Learning to check all
calculations before
releasing cards. : X

f. Learning to deliver
time cards to Payroll
Department before _
deadline. X

10. Following Proper Office
Production Techniques:
a. Learning to operate

the Monrce Calculator
and Remington-Rand
Ten Key Adding
Machines. X
b. Learning to operate
the Ditto Liquid Dup-
licator and the A.B.
Dick Mimeograph
Machine. X
c. Learning to handle
tasks accurately and
efficiently as they
arise. X
d. Learning to check on
the accuracy and
directions 1f unsure

before doing the Job. X
e. Learning to work at
maximum output. X

11. Keeping Work Area Clean:
; a. Learning the proper
. methods for storing

o supplies. X

b. Learning to clean
and maintain the

typewriter. (Store

o | cover during day -
ERIC and properly cover

at night X% _81-

Group | Individual
X X
X X
X X
X X
X X
X X
X X
X X
X X
X X
X X
X X

Time
Schedule

nd
Semester

2nd
Semester

NP

All
Year



LEARNING EXPERTENCES

TRAINING
STATION

SCHOOL: INSTRUCTTION

Group

Individual

12.

Following Proper Pen-

manship Techniques:

a. Learning to write
all materials legibly

b. Learning to form all
figures and symbols
so as to avoid mis~
reading.

c. Learning to write
all information in
the proper areas
of any forms.

~50-
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Schedule
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EXHIBIT M

COORDINATOR'S VISITATION RECORD

Training Agency Contract Official

Trainee

Date Time of Visit

Points to Observe:

1. Corditions surrounding the place of business;

2. Attitude of workers toward teacher-coordinator and student:

3. Specific operations in which student is engaged:

4, Immediate related subject matter needed:

5. Pefsonal appearance of the student:

6. Apparent interest of student in work:

7. Apparent interest of employer in student:

8. Apparent interest of sponsor in student:

Comments Received:

NOTES:

ERIC - Iass




EXHIBIT N

CONOPFRATIVE RISINESS AMD NFRTCE NCCITPATIONAL
EDUCATTION STIMFNTTRATHER, BEYATTATTON #

Nate: to Mte:

Name of Student: ) Pirm

TO THE EMPINVER: Read it carefullv. On each line nlace one checlk mark over
the nhrase which descrihes this worker most accuratelw. Tf vou thinlk the
individual is about hal® wav hetween the two deserintions, make vou mark a-
about half way between them on that line. Anv additional comments vou wish
to make will be helnful. :

Coordinator
Hirh School
1. Abilitvy to
follow in- Seems un- Needs re-~ ™ollows Follows Tlses ini-
structions ahle to veated de- most in- instruc- tiative in
follow talled In- structions tions with interpret-
instructions struction with little no diffi- ine and fol-
Aifficultv cultv lowing in-
structions
2. Anhilitv to . : _
ret alonT TFreouentlyv  Sometimes  Tlsuallv Usually Usually tact-
with peopnle rude and un~ lacks rets alone polsed, ful and under-
friendly —— pnoise and  well with courteous, standine in
uncoonera- understand- neonle tactful Iin dealing with
tive Inrm——seems vorkine with all tvnes of
irdifferent neovle neonle.
3. Attitude
toward Maintains Allows work Follows Talkes nride ¥Yeer- work
annear-— careless, station to rood house-~ in amnnear- nlace out-
ance of slovenly become dis- keenines ance and standinelvy
work sta- work sta- oreranized = rules arranrement neat and
tion tion of work sta- efficlently
tion oreanlzed
4., Coonera- :
tion Uncoonera~ Cooperates Cooverates Tlsuallv co- Alvavs co-
tive, antas~ reluctantlv willinelvy  onerates onerates
. onistic—- when asked eaperly eamerly and
hard to ret and cheer- cheerfully
alonr with fullv without beinm
asked
5. Industry :
Alwavs at- Sometimes Does ns- Noes more Shows oriei-
temnts to attemmts  sirmed job than assirmed n2lityv and
avoid work to avold willines fob willinelv resource-
work, 1f given dir- fulness in
ections aoine beyond
assimed job
O  *Adapted from materials prepared by the without con-
ERIC  University of Northern Colorado . tinual direction
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6. Muality of
work Noes almost Toes less TNoes normal Noes more Shows spe-
no accent-  than re- amount of than re- clal apti-
able work auired accentahle aulred a- tude for doine
amount of work mount of neat accurate
satisfaec- neat, accu- work beyond
tory work rate work  the reauired |
‘amount
7. Denenda-
bility Unreliable, Sometimes Meets obli- ™eets obli- Meets all
even under falls in rations ratlons ohlirmations
careful ohlirations under care- with very unfailingly
suvervision even under ful super- 1little without
careful vision sunervision surervision
supervision
8. Appear- : _
ance Slovenly Sometimes Satisfactory Neat and Exceptionally
and- inap- nesslect.ful anpearance  annrooristelv neat and ap-
oronriately of anpear- and person- sroomed —-— oropriately
rroomed =~  Aance - ality. nleasine ner- sroomed--out-
dAisarresable ineffective sonnlitv standing ner-
nersonalitv versonality sonallty
PRNCRESS '
Fails to do Lets dorm ™aintains a Shows consid-Shows outstand-
an adequate on job constant erable nro- 1ins nrosress
joh somevhat  level of Fress
v nerformance
OVER ALL .
ESTIMATE OF Poor ; Below Averare Mbove Nutstanding,
STUDFNT!'S ’ averase average : .
WORK
COMMENTS
Sismature of Rater Nate
o
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EXHIBIT O

AN EVALUATION OF THE COOPERATIVE OFFICE EDUCATION PROGRAMS*

Directions: The items listed below are criterion statements reflecting desir-
able standards for the cooperative vocational education program in the major
segments of the program. Apply the rating scale in describing the present status
of the criterion statements. To help you evaluate the extent to which the opti-
mum practices are being met, a number of evidences are listed below each criterion
statement. Before you rate the criterion statement, rate each statement of evi-
dence using the following rating scale:

Code ' Rating Scale
Very much above average
Above average

Average

Below average

Very much below average
Missing, but not needed
Does not apply

To determine the final rating for each criterion statement, apply the rating
scale suggested ahove to each evidence statement. Average these ratings and
use this average as the indication of how well the criterion statement has been
met., _

Organization and Administration of the Program

Criterion 1: To what extent have the organizational and administrative
structure and procedure been effective in promoting quality
cocperative vocational education programs.

Evidence:

1. Sufficient funds have been allocated to provide cooperative vocational
education based on student needs.

2. Local policies affecting cooperative vocational education have been
developed through.a total staff involvement.

3. School personnel and lay citizens in the commnity are involved in
planning the cooperative vocational education program.

4. Cooperative activities are considered to be an integral part of the
vocational education program.

5. long-range plans are developed for cooperative vocational education.

6. An adequate amount of time has been provided for the teacher—coordi-‘
nators to actively supervise student trainees.

7. Positive efforts are made to famillarize local cooperating business-
men with the cooperative vocational education program.

8. An advisory council is utilized on a regular basis in the conducting
of the program.

¥Adapted from evaluation material prepared by the State Department of Public
Instruction, Raleigh, North Carolina and Office of State Superintendent of
Public Instruction, Helena, Montana.
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The Propram

Criterion 1: The vocational education areas in which coonerative nro-

Fvidence:

1.

1n.

11.

prams are offered are desirmed to meet the occupational
needs of students and emnlovers.

The coonerative vocational education nrosram is desimned to meet
snecific oroesram objectives.

The coonerative vocational education nrosram has sufficient flexi-
bility to meet the vocational ohiective of the individual student.

Provisions are made to serve vouth with snecial needs throush the
coonerative nropram. '

Instructional materilals are nlanned, develoned and revised on a
rerular basis.

The total cooperative nrorram is based on a comnlete community survey.

Adeauate resource material is avallahle to vnrovide needed nrenaratory
trainine.

e nroerram nrovides onnortunity for students with vqrvinﬁ ahllities,
interests and antitudes to succeed.

Standards of nerformance are used as evidence in evaluatine student
achlevement.

The coonerative lahoratorv exnerience nrorram revolves around a
seauence of sraded learnine exneriences.

A variety of anpronriate teachlins techninues are used.
The nrorram reflects the chanclne needs of the service area.

The "acilitles and Fauloment Tised In the Program

Criterlion 1: The extent énd aualitv of the facllities and eauloment are

FEvidence:

1.

sufficient to enable the coonerative vocational educatlon
nropram to he effective in licht of prorram nhllosonhv and
obiectives. '

The classroom and lahoratories are in close nroximitv to one another.

There is armle classroom and lahoratorv space to enable the teacher
to work individuallv with students.

Classroom and laboratorv facllities are attractive and comfortable.

The classroom 1s eaquinned to utillze all amprooriate tvnes of audio-
visual eaninment.
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Criterion 2: The emuirpment used rebresents that used in the occunation
for which the students are belne trained.

Fvidence:

1. A periodic survev of praduates and business filrms 1s conducted tc
determine the kinds of enuinment currentlv bheine used.

The Mualificatlions of and Ablilitv o the Tnstructional Staff

Criterion 1: The cooperative vocational education teacher(s) and coordi-
nator(s) should nossess those nualities inherent in an effec-
tive teacher.

Evidence: The Teacher(s) and Coordinator(s):

Present a good personal appearance.

Sneak distinctly in a well-modulated tone.

Use good grammar when sneakline and writing.

Possers good mental and vhvsical health.

Are accented hv nrofessional colleasies and the community.

Displéy aualities of inteerity and fairness.

Fxermnllfy mond méral character.

RERRARE}

Accent willlnelv new challengses and responsibilities.

Criterion 2: The coonerative vocational education teacher-coordinators
have adenuate nrofessional nrenmaration to he effective.

Tvidence: The coonerative vocetional education teacher-coordinator:

1. ™eets the State's minimum certification renuirements._

————

2. Has a hackeround of collere prenaratorv courses that orovides him
with A thoroush Imowledrme of the nsvchological theories of slkill
develooment. :

3. Possesses nroficicncy in the skills taueht.

 Criterion 3: The coonerative vocational education tzacher-coordinator
seeks actlve measures to further nrofessional rrowth and
develonment; . .
Fvidence: The coonerative vocational education teacher-cocriinator:

1. Takes an active nart in local, state and national assoclation meetines.

e Tnstructional Activities Utilized

Oriterion 1: The teachine methods and technlnues used in-coniunction with
coonerative vocational education should accommodate individual

ERIC needs, interests and abilities.
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Evidence:

The coonerative vocational education teacher-coordinator:

Provides instruction in accorrdance with the ohjectives for cooperative
education.

Provides instruction eeared to the maturity and ahilitv level of the
student.

Mtilizes a variety of supnlemental texts and materials.
Utilizes anpronrinte visual aids,

Jtilizes teachihﬁ techninmues that result in active student involvement.

Criterion 2: 'The materials and fesourc;s selected for and utilized in

Fyridence:

thz coonerative vocational education oroeram are selected
for thelr usefulness in aurmentine the teacher-learnine
process.

-~y

"aterinls are selected and used on the hasis of their value in meeting
sneclfic Instructional obiectlves.

ly accurate, un-to—date materials are used in the Instructional program.

The resources and materials used are closelv related to the occuvations
for which the students are bhelnm trained.

The husinesses in which students are to he placed are used as a resource
and source of teachinp aids to make classroom activities more relevant.

™eld trios are used as a means of showine students the relationshin
hetveen olassroom activities and on-the-ioh trainine.

Criterion 3: The develonment of leadershiv ahility is considered to be a

Fwvidence:

1.

2.

necessary adjunct to the cooverative vocational education
nropram.

Students aré slven an onnortunity to narticinate in orpanized leader-
ship activities. '

Ieadershin traininm is included as part of the classroom instruction.

The Evaluation ©ffort

___priterion 1: TFvaluation should be an interral vart of each ohase of the

Fvidence:

1.
2.

3.

coonerative vocational education nroeram.
The coonerative vocational education teacher-éoordinator:
Tvaluates each segment of the nropram continuallv.
Nevelons snecific objectives for all evaluative efforts.

tilizes a variety of evaluative techninues.
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';Bdf; education nrogram.

, 1tilizes the data rathered throurh evaluation te suonlement nlannine
efforts.

5. Conducts both nrocess and nroduct evaluation.

6. Tocuses evaluation efforts on findinm out vhat is hanneninr to the
students.

7. T1tilizes hoth nrofessicnal and lay nersonnel in prorram evaluation.

8. Tocuses attention on the evaluation of the kev indicators that help
to determine success or fallure.

Criterion 2: Individual student evaluation should he A measure of each
student's nrorress based on nre-determined onerationallv
stated ohijectives.

Evideﬁce: T™e coonerative vocational educntion teacher-coordinator:

1. ™xnlains the nurmose of and nature of individual evaluation to the
students.

2. Mages student evaluation on nre—etermined nerformance objectives
for the coonerative education exnarience.

3. Trmhasizes the evaluation of how rmch has heen learned.
I, Twyaluates on the hasis of recorded facts rather than unon recall.

Criterion 3: The measure of student learnins must take into account what
a. student brines into the coomerative vocational education
prorran in the vay of information, attitude and desires.
rwidence: The coonerative vocational education teacher-coordinator:
1. T"rmhasizes chanred or redirected behavior in student evaluation.

. nathers and records evidence to show student srowth ani develonment
for occupational nroficiency.

2
3

. Ttilizes ermlovers when evaluating, the student's coonerative exneriences.

fuidance, Placement and "ollow-lJo

Criterion 1: fuidance activities are an interral vart of the prorram of
all vocational students involved in coonerative vocational
education.

Bvidence:

1. Tndividual differences are taken into consideration when assistine
students to develon thelr vocational training proeram.

2. Students are sriven an onnortunitv to narticinate in activities de-
siened to assist them in making wise vocational choices.

3. Students are riven heln in nrepsring a sequence of courses that will
adenuately prepare them for marticinating in a coonerative vocational
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Criterion 2: Each teacher-coordinator of cooperative vocational
education engages in guidance activities.

Evidence:

1. Given an opportunity by the school to participate in guidance
activities.

2. Have access to student files, including personnel records.

3. Are glven sufficient time to hold individual conference with
students regarding their vocational gnals.

4, Help each student recognize and evaluate his individual abilities,
interests, limitations and deficiencies.

5. Work closely with school counselor.
6. Provide students with information pertaining to employment oppor-
tunities.
Criterion 3: There is an organized plan to assist in student placement:
Evidence:

1. Up-to-date information on employment opportunities is made available
to all students.

2. Students are given instruction in how toc apply for jobs.

3. An effort is made to assist students in obtaining employment in the
areas for which they were trained.

4, There is cooperative working relationship between the school and
local employment agencies.

_____(riterion U: Curriculum changes should be based on data collected
through well-designed and frequently administered
follow-up studles.

Evidence:

1. Periodic follow-up studies are made and the information collected
is carefully analyzed.

2. Follow-up studies are prepared anc administered cooperatively.

3. Follow-up studies are considered an integral part of the coopera-
tive vocational education program.

4, Follow-up studies are used to gather factual data upon which
recommendations for curriculum changes are made.
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EXHIBIT P

-~ OPTIONAL DOORWAY
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II.

I1I.

V.

VII.
VIII.

EXHIBIT Q

SUGGESTED COURSE CF STUDY FOR THE
COOPERATIVE OFFICE EDUCATION
GENERAL GROUP INSTRUCTION FOR THE

RELATED CLASS 5

ORIENTATION TO THE COCPERATIVE METHOD
ORIENTATION TO OFFICE WORK

HUMAN RELATIONS

PERSONALITY AND SELF-IMPROVEMENT
HOW TO BE A BETTER EMPLOYEE
COMMUNICATIONS

MONEY MANAGEMENT

REVIEW OF OFFICE SKILLS

BUSINESS MANAGEMENT
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1. ORIENTATION TO THE COOPERATIVE, MFTHOD

wWwhat is Cooperative Vocational Education?

Types of Cooperative Vocational Education Programs
How the Cooperative Office Education Program Operates

Duties and Responsibilities of the Student leatrter
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Student learner Records and Reports

Vleekly Work Report

Hours and Wages Report
Enployer Evaluation Reports
Training Agreements

« Student Tralning Plan
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I'.  Advantages to the Student Learmer

G. Rules and Regulations of the Vocational Cooperative Program
II. ORIENTATION TO OFFICE WORK

A. Iployment Preparation

1. Personal Grooming and Hygiene
2. Personal Review

a. Attitudes

b. Personal

¢. Character Traits
d. Skills

Obtaining a Social Security Card
Completing kmployment Application
Building a Resume

. Preparation for and Carrying Out Interview
Taking Employment Tests
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B. Employer-Erployee Relations
1. What an Employee Can Expect From an Employer

Work and Wages

. Training '

Safety on the Job and in Transit
Social Security on the Worker
Taxes on the Worker

Labor Laws
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(1) Child Labor Laws
(2) Workmen's Compensation
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III.

D.

g. Labor Unions
h. Life and Health Insurance
1. Other Fringe Henefits

vhat an Iployer Can Expect From an Employee

Adherence to Company Rules and Repulations
Regular Attendance on the Job

Good Personal Appearance

lLoyalty

Good Judgement in Handling, Information
Proper Care of Equipment and Materials
Initiative

Respect for Supervisors

Full Day's Work for a Full Day's Pay
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Methods of Terndinating Employment

1. Length of Notice
2. Terminating Enployment Properly
3. Future References

HUMAN RELATIONS

A.
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Job Environment and its Importance
Understanding Yourself (Self-Analysis)
Understanding and Winning Respect of Co-Workers
Understanding and Winning Respect of Superiors
Use of Positive Attitude

1. Work Attitude

2. DNental Attitude

3. Social Attitude

Use of Tools

l, Tact

2. Poise

3. Voice and Speech

4, Etiquette

Participation in Activities of the Organization
Loyalty to the Organization

Understanding and Winning Respect of Clients or
Customers.
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IV. PERSONALITY AND PERSONAL IMPROVEMENT
A. What is Personality?

1. Introduction
2. Definition

Types of Persocnality

. Desirable Traits and Habits
Personality and Character Improvement
Self Evaluation

"Success Image"
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Grooming and Personal Appearance

Body Care

Good Health Habits

Posture and Figure Improverent

Hair Styles

Clothing: Styles, Fabric, Comfort, and
Cleanliness
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H. Physical Characteristics that Hurt Personality
I. Volze and Speech
J. Winning Respect of Others
V. HOW TO BE A BETTER EMPLOYEE
A. Avenues of Promotion
B. Developing Proper and Necessary Job Goals
C. Planning for Advancement
Job Competency
Quality of Work
Attitude

Working habits
Seniority and/or Union Regulations

AC RN VSRV

D. Training and BEducation for Advancement

In-Service Training

Public School Adult Evening Programs
College, University, or Business Schcol
. Night Classes

Sw o
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Extension Divisions of Colleges and
Universities

Reading of Trade Magazines and Books
Pertaining to the Business Field

7. Organized Management Trainee
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VI. COMMUNICATIONS
A. Business Vocabulary and Spelling
B. Telephone

1. Voice--Tone, Pitch, Inflection, Speed,

Volume

Placing a Call

Receiving a Call

Screening a Call

Recording a Message

Answering Promptly

Telephone Courtesy

Use of Directories

Types of Equipment--PBX, Call Director,

Button Phone, Data Phone

Special Services—Information, Weather, Time

Automatic Answering Equipment, Mobile Service

1l1. Types of Calls—Person-to-Person, Station-to
Station, Conference, Appointment, Sequence, etc.
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C. Preparation of Reports, Letters, Memos, etc.

1. Using Reference Sources
2. Proofreading for Accuracy

D. Presentation of Oral Reports

o

Learning to Give and Follow Directions

=

Greeting Callers, Taking Messages, Making
Appointments

G. Knowledge of Communicating Devices
H. Mail Handling
I. Conversation Skills--What to Say and When
VII. MONEY MANAGEMENT
A. Plamning Use of Your Money
Personal Budget
Expected Income
Importance of Budgeting Expenses

Irregular Income
Preparing the Budget
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VIII.

IX.

B. Savings and Investments

1.
2.

3.

Stocks
Bonds
Profit Sharing

C. Types of Financial Institutions

.l.
2.
3.
LI.

Savings and Loan
Barks

Credit Unlons
Other

D. Wise Use of Credit

1.
2.

3.

b,
5.

Types of Credit

Reasons Why We Use Credit

Advantages and Disadvantages of Buying on
Credit

Charge Accounts

Installment Loans

E. Banking Services
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Selecting a Bank
Checking Accounts
Savings Accounts
Miscellaneous Services

a. Clubs--Savings

b. Safe Deposit Boxes

¢. Direct Receipt of Salary Checks

d. Money Orders, Cashiers Checks, Travelers
Checks and Savings Bonds

F. How Much is a Job Worth?

REVIEW OF OFFICE SKILLS

A. Possible Areas of Review for Development to Vocational
Competence for Our Students
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Filing i
Mathematics '
Business Machine Operation

Bookkeeping

Typing--Speed or Accuracy Development

Spelling

BUSINESS MANAGEMENT

A. The American Free Enterprise System
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B. What is Free Enterprise?

1. Choice of Occupation

2. Choice of Purchasing Goods

3. PBusiness Cperating in a Free Market
L. Competition and (Supply and Demand)

C. Types of Business Organizatlons

1. Individuzl Proprietorship

2. Partnership
3. Corporation
4. Cooperative

D. Understanding the Responsibilities of Management

1. Management Actlvitiles
2. Specialization and Departmentalization

E. Purpose and Goals of Management

1. The Profit Motive
2. The Necessity for Continued Profit
3. The Relationsldp of Profit to Personnel Policies

F. Business Organization and Line of Authority

1. Problem Solving
2. Decision Making

G. Understanding Personnel Problems of NManagement
X. UNDERSTANDING YOUR JOB

A. Student Learner Manual

B. Purpose of Job Manual

C. Possible Manual Section Topics (A Project For Specific
Related Instruction)

Table of Contents

Job Description

Description and History of Company
Organizational Chart of Firm
Office Layout

Flow Charts

Vocabulary on the Job

Frequently Used Phone Numbers

Job Instruction Sheets for Tasks Performed at
Training Station.

Training Sequence
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11.

12.

13.
14,

Can Studies of Fellow Employees or Employer

a. Background
b. Education
c. Experience
d. Personal Data

Future Career Plans

Company Rules and Regulations
On-the-~Job Clothing, Make-Up, Necessary
Personal Qualities, etc.

XI. CHOOSING AND PLANNING A CAREER

A.
B.

Choosing an Occupation

Sources of Ald

1.
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Information in Magazines, Newspapers, and
Periodicals.

Other Workers and Employers

Trade and Professional Journals
Occupational Monographs

Counselors, Teachers, and School Officlals
Government Agencles

Employment Agenciles

School Catalogs

Magazines such as "Changing Times"

United States Census of Businesses

Self Evaluation

1.
2.
3.

Qualifications Match Job Requirements
Previous Experience
Education and Skills

Factors to Consider in Applying and Accepting a
Position

1.
2.
3.
4

.

U

Economic Trends

Opportunities For Advancement

History and Reputation of Firms

Welghing the Advantages and Disadvantages

of the Position

Other Things--Wage Rate or Salary, Working
Hours, Employee Benefits, and Working Conditions

Applying For a Position

1.
2.
3.

When to Apply by Letter

Information to Include in Letter of Application
Principles of Letter Writing
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F. Common Errors to Avoid in Writing Letters of Applir~tion
G. Personal Data Sheet

H. Samples of letters of Application and Personal Data
Sheets

I. Taking Enployment Tests
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