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This survey was conducted by writing to the State Department of Education
in each of the fifty states, describing the Clerical unit of Project NOW and
requesting the name and address of contact persons im any similiar programs in
that state. Thirty-two states replied.

As a result of these replies 144 questionaires were mailed out. Of the
questionaires completed. and returned twenty-two were deemed usable for the
purpose of this survey. Those twenty-two were reproduced and are contained
herein. Obviously there are several times twenty-two such programs in existance
in the United States. However, the information on the questiopaires im this

booklet should prove of great value to anyome setting up or conducting a

similiar program.

The information in this booklet may be reproduced and used in any way

except for commercial purposes.
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Nanie of contact persor Bob Longfellow

" - Name of program ‘Project NOW

_ Address of program 141 E. Hobart Ave.

I — - ‘Findlay, Ohio U5840

" Please identify hand;;&;;:.sﬁxfantage and age group fbr w&:fﬂ ﬁrégram wéé-&évél&ﬁéé:'m
Educable Mentaiiy “=‘arded - High School
- 1. 'IENGTH OF PROGRAM:
Ko specified time. Souierts enter the program at any time during the year and are
_pisced on part-time emp.ovrant a&s soon as they are ready ard a position is available.
Students in the progrem rnay ¢ freshmen, sophomores, junitrs OFr seniors.

" 2, AVERAGE NUMBEE 7F STUIELTS: 15.

3. EQUIPMENT: (Tlease .r. .ude make, mcdel and quartity..

ITEM MAKE MOLEL QUANTITY

Duplicating equipment: .

. Offset dupiicator Rorn Rex-Rotary 1500 1
Cffset plate maker Rkex-Rotary 1518 1
Try -opier 3-M 209 1
Sp.rit duplicator Speed-0~-Print 2400 1
Mimeograph Copy-Rite C-T700 1
Trermal. copier “M Secretary 1l

Addressing equipment.:

Plate embosser Fitney-Bowes 7961 1
Printer I: tney-Bovwes 701 1
Printer Fitney-Bowes Sing.e piate i
Typew: :ters: .
M Sele.t:i: 2
MM Sele-t:i- IX 1
Royal () B X
Royal 860 b
Royal 590 1
*oyal 470 5
=C) 250 1
10-key machines:
Frint-out calcuiator vistor 1800 1
Digital caleculator NCR 18- 1
Calculators vlivettl 600 5
Adders Jiitor Comypt ogr L é

File cabinets KON b.drawer Legai I

Coliatcr GRC 8-bin elez*ric 1

PEX Bosrd Western Electric Cord type 1

Cash regiater i Clas: -. 1

Desks 60"® x 30 r.i 5 x 40" typing return 12



k., CURRICUIUM: (Flease give rationats for sach unit of module,)

Filing:
Datre
Numericz
» Aiphabetic
P Geograph&;

F14 tg., cf - -irse. srould be taught to all clerical students. In

geograrnic S.iing we inslude skills in reading the city map, dividing

the ¢i1ty ¢y prLitical boundaries, quadrants, ets, Aiso, we arrange

addre:ae ar.oriing to which side of the sitreet they are on and how to
t2ll wiich adires: is nearsr the center of town.

— 'iCon ar eLONImLal
: Credit
Credit tureau
Best huy
Supply ani domana anit Limng Lurihfses

Ingurancs
. In t s unit we work on both personal and oftice economics. The
ration oy the office economins 1s that the student may one day be

r23nons %1 for maintaining an adequate surplies inventory at his place
Jf ﬁmp'uvment. Tnsurence ang aredit are :niluded for the students!

LAJ..\I

personai parnefis,

Payroll rezoris;
Addition ant mulsiplitation w.th fracrions.
Extending .o4av - vimes rate and comput.ng overtime,

Withreld.ng=

L orernrids. due to their routine nature, seem to be well
our 2tudents to work with., Also, we feel the students need
¢ rappesns to their own paychneck before they get it.
. e unit: smaiier then i+ hour. Our students punca
tame Ll &t tne begarning and end of our school day. Their time
~3vd: ars Tiater uled fUr math. payroll etc,

Pestal owerviies.
Addressirg, envelores
ZIF -ode-
Apount s and types of pootage
Use of ity dive oy

Teir Wit 20 %0

L WJa .

and msi.. aivertising.

ivepare stuusrts for emplojyment in a mail room

Stock Tumt 0L
Irventory ares
Pur_ naze rejuizitions
Relationy=.n of irventory cari: and puychnase requisitions.

et it te prepace srudent s for ztock room work., The
enphEtl . G 6N mauntallling an adeguete inventory level and ordering




CURRICULUM: {Cont.)

Purchasing:
Matn and terminology related to purchase orders.
Puxrchaze orders

This 1§ to teach the student the operations of & purchasing
department and keeping track of which items ordered have been received.

Receptionist duties:
Switchboard
Telephone manners
Taking mecsszages
Placing telepnone calls
Eothk a switchboard and individual telephones . re worked with.
A lot of emphasis is put on telephone manners and - king accurate
messages. Duties of a receptionist at the front a:- * of an office
are vovered. The switchboard in our room is not & ~‘mulation; all
the telephones in our two btuildings and two trurk lines are connectea

Checking ascounts:
Deposits
wWriting checks
Che~k register
Rank statvements
Reronciliations

Rezonc:lemant of the bank and checkbook balances is actually
& very rYouhine task and ideally suited to the better of our students.

Savings ac:ounts:
Jeposits
Witharawals
Interest

Thi: unit is to help a student understand better what is
lhapper.ing when he is sent on an errand to the bank or asked to
help prerave deposits ete,

Retaii cale-:
3a1e5 SLLL
Saies tax
Cazh register
Froof of <ash in register

Wrarring ~oine
Pacrage wrapping

This unit would ordinarily be taught as a part of distributive
ednuestion rather than office education. However, we don't have a
iiqt~soutive education prosram for these students and we felt it was
appropriate to include it in Clerical.




5.

COMMENTS

The equipment in the room is not taught as separate units. It is included
in the curriculum is nearly all units and is taught to each student the first
time a particular piece is encountered.

All employed students in our program are required to complete and follow
a budget form for each paycheck. On the form they are required to keep track
of their hours worked and to check the arithmetic on their check stub. When
first employed a student is required to budget half their income into savings.
This is later adjusted to meet the needs of the individual students. When a
savings account is built up and & student wants to make a large purchase he
may apply for a loan. The loan is from his own account and is paid back in
instailments which are budgeted. Sometimes the loan is made by a bank vLsing
the student’s savings account to secure it. This is done to give the student
a credit reference.



Name of gontact person: Richard L. Klemens
v  Name of prduram: Business and Office - Clerical Training
Address of program: Lynwood High School
Lynwood Treatment Center
1000 Dorsey Lane
Anchorage, KY 40223
Please identify handicap/disadvantage and age group for which program was
developed. Disadvantaged - High School
1. IENGTH OF PROGRAM: Approximately five months. Students enter the program

at any time during the school year. The average length of a resident's
commitment is six months, efter which time they return to the community.

2. AVERAGE NUMBER OF STUDENTS: 20

3. EQUIPMENT: (Please include make, model and quantity.)

ITEM MAKE MODEL QUANTITY
Cash Register NCR 1l
Proeduce Scale Toledo 1361 Sentinel 1
Typewriters IBM Selectric 1

IBM Executive 1l
Olivetti Editor I1 2
Olivetti 88 5
Remington -4
Adding -Machines:

Ten-Key Adler Mark 12 3
Calculator Olivetti Divisumma 2L 1
Elec. Calculator Cannon 141 1

Duplicating Machines:
Mimeograph A.B. Dick 525 1
Spirit Duplicator A.B. Dazk 215 1
Copying Machine 3M Ls5C 1
Typing Desks(Double) 6
Typing Chairs 12
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Vi, CURRICULIM: (Please give ratiora.s fOr each unit or module.)

The Business and CGfticr prevran ies based on the materiais tound in
the Gregg Office Job Training Pregram whivn consists of the fuilewing training

programs,
Accounts Payakle Cierg Order Cicrk
Accounts Recelvabie Clerg Payroll Civrg
Billing Clerk Personnei Clerk
Clerk - Typist Purchras: ing Clerk
Credit Clerk Stock Control Clerk
File Clerx Trarfic Clerk
Mail Clerk Typist

Office Cashier

The total program has two piurpe:es: 1 expose students to a broad range
of basic clerical skills and to prepare students for employment in one of the
fifteen high-frequency cffice jgob:,

The individual programs are designed so that the student needas cnly the
basic mathematical functions of addition, subtraction, muitip.icaticn, and
division with the simplest number comtrirations. In addition, the student
should be able to read at a fifth-to sixth-grade level.

Students work independently and mast acquire the principles ot following
directions without constant supcrvizion.

A mirimum typing speed of 20 GWAM with less than three errors is a
prerequisite before entering the program.
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A | Name of coract perssy Mr:i . Margare* Gregory

Name of program Vesatoona, Cffice Qrairing
Address cof program Fooe 8

Salt.n. GA O 30720

coerPlemse ldentify hardacap/dlivadvantage and age greup Loy which program was oo o

-—--- - -develcped. High Senocl Juriors and 3ensors.

T 1. LENGTH OF PROGRAM:

R One to 8ix Quarters.

2.  AVERAGE NUMBE®? CF STUTENIS: 30-50 (V0I,
3. EQUIFMENT: (Please :nclude nuke, modeli and quanti‘y.)

ITEM MAKE MCDEL . QUANTITY

——— s - -

Full-Key Monrce 2
‘Ten«Key Addoex 2
Unaerwond 3

Viostar 6

Calcuia‘crs: E.ectrunnn Victor 6
Sharg e 1

Printing Vi-tor 16
Moryce 1

Uriderweoa L

Cepying Macr.rnes M Becrecary i
Di-tat.ng/Trarsiraving oM 2
- Maclhines 2. arhone 2
Jupilcating Matn.nes TOLY e 1l
Sterntil . Mimecgrath FOLC 1
Typewr:*2rs. E.ectrac Vrdsr wesd 17

Rheyai 19
TAN 19+ 6

Manual crlerwo s 12
. Biyal 39
Projectors Film:ztrip EIL i
Overneqd 3-M 3

Shortnand Uictatico Labs. Liztaprore - stat:ons 15
neaiphnes 30

Tape Reccrrders woiensak. kraem, Ampex 3
Key Punch 029 iR (Geased) 1l
Recorl Player Freem 1
Stencil “utte: Ferectreopic 3
Composer R 1

-i"l,..

K1Y



4. CURRICULUM: (Please give rationale for esch unit or module.)
DT S
‘- General Business:
‘How busliness serves you.
How business creates Jjobs.
- Planning and preparing your future.
How we share econamic risks through insurance.
How to manage money.
Banking procedure of checking and samings accounts.
- -~ - . How $0 use eredit wisely. - :
B e e lme1—7=—-—— e e T R S P+ $E R 8% e AP e T i e e o LB e D SR er e f B T EEoAT . Mt men REIS e wmmrw ot e bt e s
Communications.
---——-  Students are given aptitude tests through counselers office to help

determine interests of students.

77777777 Business Mathematics:

S : Reviews addition, subtraction, mnltiplicatiun, division, fractions,
_— percentages, decimals and interests. Exercises in figuring payroll,
discounts, commissions, personal budgets etc. are included.

- Beginning Typewriting:
Introduction to keyboard.
Tabulation.
Centering.
Personal notes. '
Announcements.
Menmos.
Personal letters.
Rough drafts. o :
Outlines and short manuscrirts with footnotes.
Telegraphs, invoices and other forms of office communications.

Advanced Typewriting:
Increases gkill in various forms, letters manuscripts, tables and reports.
Includes specialized typing such as medical, legal and financial
reports; mesters and stencils; practice sets used.

Begirning Shorthand:
--—---  Basic Shorthand Theory.
New Dictation introduced.
Transcription of business letters and reports.

Advanced Shorthand:
Shorthand theory review.
Practice on tapes and transcribing machines.
Speed and accuracy stressed.
Review of spelling and punctuation.
Office style dictation.

Beginning Bookkeeping:
Covers complete bookkeeping system; journalizing, posting, financial
reports and closing entries, special Journals and subsidiary ledgers.

i

Lo b l condd daa



Advahced Bookkeeping:
¢Combination journals and special bookkeeping transactions such
as fixed assets, depreciation, bad debts, valuation of accounts
receivable, sales tax notes and interest on accrued income and
expense.

Business Principles and Management:
Provides instructional materials to aid in students understanding of
American Business organization, management of Personnel and other
problems of management. Projects and case studies are used.

Business English:
Business fundamentals review.
Oral business communications.
Written business communications.

Office Machines:
Office Machines develops an operating knowledge of calculating
machines: ten-key adding, printing calculator, full-keyboard adding,
rotary calculator, and key-driven calculator.

Advanced Office Machines:

Advanced Office Machines is designed to develop occupational
proficiency on selected machines, such: transcribing machines,
copying and duplicating machines, electric typewriters, composers,
posting machines, keypuncii machines, and adding and calculating
machines.

Office Procedures:

Office Procedures develops an appreciation and understanding of
office work, including organization of the modern office; occupational
data; general office duties; desirable personal traits and attitudes;
communications systems; mail; receptionist duties; introduction to
filing and duplicating processes; travel and transportation services;
and supplies; interpreting instructions; special emphasis on accuracy;
and knowledge and skills needed to qualify for, locate, and obtain an
office Job.

Filing and Records Management:

Filing and Records Management presents methods and procedures for
creating and maintaining business records of various types, including
processing, storing, retrieving, and re-storing records and correspond-
ence in the following types of filing systems: alphabetic, geographic,
numerical, and others such as a alpha-meric, soundex, executive, alpha-
code, and compu-color. Use of filing equipment and supplies and
automation in filing is also taught. Practice sets may be used.

Simulated Office Experience:

Simulated Office Experience is a capstone course providing
experience in & model office situation with a job simulation. Students
have the opportunity for perscnal interaction in an integrated situa-
;ion with application of knowledge and skills learned. Also included
is a review and evaluation of office skills and procedures followed by
preparation for employment tests such as the Civil Service Examination,
State Merit Examination, and the National Frsiness Entrance Examinatiors.
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\
Name of congact person

Name of program

Address of program

‘Please identify handicap/disadvartege snd age grewp for wiich progrem wes

developed., Special Educat:ior Students (Hign 3Scneci)

1. LENGTH OF PROGRAM:

The present group is now in its sec.rd year,

2. AVERAGE NUMBER OF STUDENIS: 1C
3. EQUIPMENT: (Please include mak<, molei ara guan'.‘y.)
ITEM MAKE MOLEL QUANTITY

Typewriters IBM Selectric 10



o b CURR?CUU.M* (Please give rat:craie for eacn unit or module.) ' )
\-: “W:_; o ___~
Basic Skills
LAPl - Centering & Tabises
-LAP é' _ &isineSs Forms

};;':'_':'_‘::.:_‘,%3. -Memos; Letters, & Reperts

o " ‘I‘he basic sk.*lls ir.clude develc;.ng *o..ch control of tr.e alphabetie 8- figure
symbol keyboard, building efficient marnipuiaticn techniques, & reaching at least

25 gross words a pinute for five minutes, with no more than 10 errors. After

the above goals are reached, the LAPS are begun.
88 mdieated by the title, thus M them an independent leerning system.

»' "7 The students use their skiils to gcod advantage, since they type their other
~- tlags assignments during their study kalls. - The material in the LAPS have taught -
.&.also helped the students with 1tems tra: tiney are & wili face in their daily

1iving in society.

Each LAP has its own purpose



S 4
Xj'i-'Sng of~eon‘&rtfpérscn"~”
.‘.‘.___'_ Sl - T
- ggqs of—progr&m T

) Address of program

g = m

Louise Watscr -

Cl’i tten 11911 ":‘3 . a

Salem Bcad

Marion, KY . 4206k

(In regular high school-courses e
-"-of Business & Office) - —-——— ——rmm

:lljux E&ease iaentify handivap'disadvantage and age group fbx “hi»h prosran was

develqped,

o 1.

- 2.

3.

_ﬁQUIPMENT:

- High School Year -

AVERAGE NUMBER OF STUDENTS:

ITEM

* Calculators

Cealculators

=" Calculator

Typewriters

Adding
Machines
10-key

"LENGTH OF PROGRAM:

-(3 months)- - -

9 handicapped

50 disadwantaged.

MAKE

Olivetti

printing
10 key

Unicam
electronic
printing

Victor
electronic
(non-printing)

‘Royal Manual

Royal Electric

Underwocod Electric Proxis M8

Addo-X
Olivetti
Remington

-MODEL

Divisumma 24

211

Ours is not for eduﬂabla mentally retarded.
handicapped and for ii sadvanfaged studants enrclled in high schodl,

(Please include mnke, model and,quantityg)

It is for physically

s
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TN th “ CURRI{:H;HM* (ﬁeas#—give ratiamle far each unit or module.} -~ ______ R
T e e (P4 e are - Se1P-@XPlanabory ) - ——— - - —o o e T
introiixcticn t¢ Business
- Typing II
- Shorthand I _ -
_ Secretarial Office Practice (meets individual needs - can include
) - StenotypmgorShorthandII) | |
S V--Bae.ineés Law -
| Business Math
R | Accounting I |
Co-op Office Practice (Students work in offices 1/2 day)
.GGMN‘IS:

Pleb,se excuse this rough copy. -This has been s busy month.

We d¢ not have a separate progrem for the disadvantaged and handicapped.
Our disadvantaged program consists of a business teacliers' aide hired full
time. Ske asgists our vocational teachers so that those teachers can spend
more time with disedvantaged students.

For the handicspped, we have & work station in one business room. It
is equipped with an electric typewriter, adding machine, desks, cheir,
bookcase, helpf '\ reference books, and vertical filing-cabinet.




' Nm or eonta.ct person Ba.sil L. Ea.vey

(.

- ﬂm of prcgram : Clerical Skills
_Address of prosraﬁ | Gov. ‘I‘homas Johnson High School
P I . - Nortn-Market-St. -

Please ideatify handicap/ disadvantage and age grcup for uhiéh program was
tmvel 1 o 102 -

1. LENGTH OF FROGRAN;

- - School year - 2 periods per day - 5 days per week

"2, AVERAGE NUMBER OF STUDENTS: Lo

3. BQUIPMENT: (Please include make, model and quantity.)

: Witers . 3 . IBM- .. Selectric

Underwood T00

Calculators (Electronic) Monroe 1310
Monroe . 3105
Burroughs 3161

Adding Machines Monroe 9il-11
B Remington 40812

—--"""Filing Cabinet | ' 4-draver

Spirit Duplicator Standard Rocket
Desks ‘ 60" x 30" Gov't Surplus

ol I e

S b L g




" CURRICULUM: (Please give rationale for each unit or mo&ule.)
CLERICAL SKILLS
;I;- -SEH§VIORaL GBJECE’VES-_r~ T T et e s
A. The student will be emplcyable by accamplishing the fbllowing
-- skilled and relaxed activitiess
1. Operating adding machines and aaleulators
2. Operating typewriters
= - 3. 0pera 1ng the &wplieator
‘.5,: Spelling . - . oo oo
6. Reading o ’
) 7. Computational skills
- - 8. - Usipg a-telephone - - -
9. Work habits and attitudes
10. Receivicg caliers
1l. Incoming and cutgoing mail .
i 12. VWriting legibly
13. Making cnange
14, Stoeck comtrel .
15. Banking services -
a. Writing cnecks and deposit siips
b. Reccnciling vank statements
B. The student will prepare for initial employment status by
rehearsing the followirng activities:
o 1. Filling out application forms
2., Personal irterviews
3. Appropriate dress and grooming
C. The student willi be able to observe and participate in the
— various aspects of clerical training through:
l. Field trips
2. Simulated work experience
D. The student will “e able to continue and complete related
activities started in other classes, such as typing, math,
and English.
II. COURSE CONTENT

A. Vork habits
l. Good attendar:e
2. Punctual
3. Neatness
L, Accuracy
5. Cooperaticn
6. Non-interrurtive work
T Wise use of time



J. Handiing 1a:’
. LioamLing wAa.
& Openlie it : -
sa_“r: ard vooting it
"\~0 N

: -
PR g e

u, T:;Jztg and : ser‘zng

- -

- B Meraring 4l S

——— e ,,_ﬁ_“_.-*T —-%#rm wrd o rrmeedne- ...egrbt‘:yh T T e o T e e

e “-t'4.t )
— - 8. Edabsvs,¢- “alamns — e
. Juriastars cace of letters
2y Tran: ¥t info-mation on forms

Tom L. Makinag 2

e
[ ) 1]
]

- - M. SANKLNE SE€rVICED
_ 1. _fount avd wrap muney
2. Falica

.t

o CaT o ienosit slaps
T 3 Write o .20r: and maintain accurate balance on stubs
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C.

D.

F.

G.

H.

I.

Computational skills
1. Without machine use:
a. Addition
b. Subtraction
¢. Multiplication
d. Division
2. With machine use:
: a. Extensions
b. Discounts
¢. Sales tax
d. Regular and overtime hours and payroll eductions
Reading and spelling ;

1l. Punctuation

2. Capitalization
3. Reading payroll deiuction schedules
Filing .
1. Neames
2. Index cerds
3. Correspondence
The telephone
1. Act out conversations under given circumstances
2. TFunction of buttons
3. Take messages and fill out forms
The typewriter
l. [Presentation of the keyboard
2. Correct typing techniques
3. Problem typing
&. Centering
b, Memos
c. Letters
d. Tabulations
e. Themes or manuscripts
f. Carbons
4, Related skills
&. Proofreading
b. Erasing
The duplicator
l. Preparation of master units
&. Proper placement
b. Correction of errors
2. Machine operation
The adding machines and calculators
l. Ten-Key
2. Full-Key
3. Electronic calculators (printing and non-printing)
L, Operational skills
a. Add, subtract, multiply, divide
b. Replace machine tape
Receiving callers
l. Keep appointment book
2. Greet and assist customers



\
Name of coktact person: Iucille Fish

Name of program: Special Needs
Address of program: Owosso High School, 765 E. North Street
Owosso, MI 48867
Please identify handicap/disadvantage and age group for which program was
developed. Mentally and Physically Handicapped - High School

1. IENGTH OF FROGRAM:
No specified time. Program has been in operation for 1-1/2
years.

2. AVERAGE NUMEER OF STUDENTS: 9

3. EQUIPMENT: (Please include make, model and quantity.)

ITEM MAKE MODEL QUARTITY
Spirit Duplicator Copy-rite 1l
Mimeograph A. B. Dick 1
Typewriters IBM Selectric 10
Electronic Calculators Dictaphone 3
Singer/Friden 1
Full Key Adder Monroe 2
National 2
Rotary Calculator Monroe 2
Friden 2
Ten Key Adder NCR 3
Desks (Table) 36" x 20" 30
Desks (L. shaped) Lo" x 20" with typewriter shelf 5

L, CURRICULM: (Please give rationale for each unit or module.)

Te basic aim of this program is to prepare students for
a job at the entry level; thus, the following units are
taught ¢

Tyring

Filing

Full key adding machine

Ten-key adding machine

Duplicating machine



5.

3
COMMEN?S

e

The basic skill in the classroom is typing.
As the students progress teyong the first
semester of typing, new akills are idﬁod
commensurate with each student's ability.
The curriculum i3 programmed so tﬁat each
student is on an independent, individualized

course of study.
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Name of oortacse rerson Dariel Buinett.
Address of program Hotdken Hogh School

G*n ani Clin*cn Streets
Hebosen, New Jexrsey 07030
;"le‘sse tient1fy haniicap / ~isaidvantage ani age group for which program was
develored.
1. LENGTH OF PRCGRAM:
Studernts are expectea te Cuemplete the program in three years.
2. AVERAGE NUMEER OF STUDENT3: 12 pev ~id3s

'3, EQUIPMENT: {Please irciude make, mclel and quartity.)

ITEM MAKE MOREL QUANTITY
Rotary Caloulatc: Moryos 3
Rotary Caliu.ator Frilen 1l
Retary Calcu.atcr Mav-chawt 1
Bookkeerp irg Maih. TR 2
Bookkesp.ng Mact. Burrcugrs 1
Key Punch 1 B.M 2
10 Key Calrulator Fen.:gton 2
10 Key Calcula® - Viceo 2
10 Key Adder Remirg*on 2
Comptome ter 5
Full Key Adder Viror ‘1
Electris Typwewriltey 1EM [t
Ditto 3pur v O
M;‘meo D-APA.:..Q’ [y A B D’;:l‘ hsg l




“l: - CURRICULM: (Pleas~ give ra*icnal= for each unit or module.)

T

“PBus. Machine

o Introduces studernt: v var.cus types of office machines. They are
given as much {nsirustior as . they are ._a.p.a.b..e of a.hsoxbmg m eacn area.

'Introduc'..ary T.‘,"pt\\‘f Pt

This ccurse wili provize ail students with a working khowledge of
alphabe ic keys on ?he tyTewsitey,. All instruction is touch typewriting. -

&ecord Keeping

Payroll reccxds and time sa:ds are explai.ned and pavroll diatrihution

- —-sheets are taught,.

Inventory procedures and records with simple addition and sub-
traction are excellent ege builders providing each student with a measure
of success.

Filing prucedures - reviews alphabet and reading skills on a
sophisticated lewvel 4hat secondary sonoel students can accept.

5. COMMENTS:

Special cducatior stuaents are intergrated with slow track groups in
the varicus subject areaz., They ga:n support and remedial instruction when
recessary by the special eduecatr.or teacher.

All-students-nave Some-tuei3s an-tkis-area- o e e et e e o e

(R



Name of ‘tontact person loraine Hohnstein, Business Education Teacher
' '
'  Name of program Colorado School for the Deaf and the Blind
Address of program Kiowa and Institute Streets

Jolorado Springs, CO 80903

Please identify handicar/disadvantage and age group for whith program was developed.
Deaf high scnuol students, freshmen through seniors

1. IENGTH OF PROGRAM: We Lave two programs: (1) A semester-long begimning typing
- ecourse for Junior high school students. Beginning typing and introduction to
10-key adding listing machines and rotary calcalators is given, Training also
glven on on-line teletypes. This semester-long class consists of a 2-1/2 hr. .
block of time Mondey through Fridey. (2) 2-1/2 hr. block given to high school
students for ocne year. This paper will deal with the year-long class only.

2. AVERAGE NUMBER OF STUDENTS: Eigkt to ten.
3. EQUIPMENT: (Please include make, model and quantity.)
ITEM MAKE MODEL

Typewriters Adler (mamual)
IBM--Selectric
Electric
Olivetti electric
Olympia--manual
electric
Remington--manual
Royal 470 manual
Royal L4410 manual
Royal manual bulletin type
SCM manual
Underwood Five manual
IBM Selectric Composer
Victor Automatic Calculator
NCR 10-key adding machine
Olivetti-Underwood Printing Calculator
Friden Rotary Calculator
Olivetti-Underwood 10-key Adding Machine
Olivetti-Underwood Pasting Machine
SCM Figurematic Rotary Calculator
SCM Rotary Calculator
AB Dick 215 Fluid Duplicator
AB Dick 525 Mimeograph
Thermo-Fax "The Secre+ziy"
AB Dick Speed-0O-Print Scope
Speed-0-Print stencil pen holder with 13 pens
IBM Printing Card Punch
Electric Card Punch Verifier
Teletypes

E

N 40 b0 b b b o ot b et Bt ot b et et B bt PO B B G e RO =T e RO ON




\
} 4, CU‘RRIC‘JHJM: (Please g:ve rativnale for each unit or moduie.)

Filing. Alphaveti.a..y, ty subject, chronologically, numericaily, geographizally.
At complet:on ot urnit, student should qualify for entry-level fiiing clerk.

Key Punching. Tisined on iEM 26 Card Punch. At completion of course, student
shoutid guaiify for entry level key punching.

Typewriting. At - ompietion of course, student should qualify for entry level
, «i€rk typrist.

Bookkeeping. Intraduition to bookkeeping given to entire ciass. Those students
w0 8how an aptitude or interest are given opportunity to continue
ir. this area. _ -

10-key adding iistirg machines, ro calculators. All students complete an
. extensive ccurse on these machines. Prepares the students to be
avle to use these machines on future jJobs, as required, without
assistance.

| 50 COMMENTS:

The curriculum as ilsted is taught ia separate units. The mimeograph, fluid
duplicator, and speed-o-print are taught during the typing unit as needed.

Students in tue 2-1/2 hr. block are mixed (both those who have never had typing
before and those who have had one gemester of typing in their junior high years).

Related business subjects such as checking and saving accounts, insurance, retail
sales, payroll, consumer economics, etc., is taught in another class inatructed
by our vocational counselor. Class is titled "Vocational Education.”




t

Name of contact person Mrs. Beverly Reuter
Name of Program Detroi* House of Correction - Clerical Program
Address of progranm Schoolcraft College

18606 Haggerty Road

Livonia, Michigan L8151

Please identify handicap/disadvantage and age group for which program was

developed. For all women in-mates at Detroit House of Correction.

1.. ILENGTH OF PROGRAM:
(5) - 8 week semesters per year

Beginning in Sept. through June 30.
2. AVERAGE NUMBER OF STUDERTS. 12 - 15

3. EQUIFPMENT: (Please include make, model and quantity.)

ITEM MAKE MODEL QUANTITY
Typewriter - Electric & Manual

Adding - listing

Key driven calculator

Electronic calculator

Rotary calculator

Printing calculatcr

Full key



'

N

LI

4. CURRICULIM: (Please give rationale for each unit or module.)

ACCOUNTING 101 .- Introductory Accountirng.
Beg:ioning course in accounting, relating to sole proprietorships. The account-
ing cycle, special journals, financial statements, notes & interest, voucher
system, payrolls and taxes. '

BUSINESS 111 - Machine Calculation :
Provides instruction in the basic operation of rotary calculators, key driven
calculators, full keyboard adding machines, printing calculators, and electronic
calculators. '

BUSINESS 115 - PRINCIPLES OF DATA PROCESSING

. Survey of data processing with emphasis on computers, logical structures of
computers, input and output media, stored program concept, instruction formats,
flow-charting, and use of shared time computer terminals.

BUSINESS 191 - Office Procedures

General office procedures, humsn relations in the office, public relations,
business communications. Also included are duplication procedures, basic
principles and procedures of filing and records, use of reference material.

ADVANCED TYPEWRITIRG :
A greater skill in specialized business procedures offered; selected problems
requiring production of correspondence, tabulations, business forms, rough
drafts, statistical reports, manuscripts and memorandums.

ENGLISH 61 - Communication Skills
In addition to basic writing skills the course may include the study of
advertising, general semantics, oral commmnications, visual presentations,
interviews, and the influence of modern techmology in verious career areas.

ENGLISH 106 - Business English
Includes written and oral communication relating to business, a study of
the psychology and planning of a business letter, specific types of letters.
Also methods of collecting, preparing, and Dresenting data will be studied.

BUSINESS MATH
Review of fundamentals of arithmetic; percentage; graphs; simple and com-
pound interest; taxes; insurance, bonds, and their application to business.

SFEECH
Ba:iz speech techniques with emphasis on self confidence, directness, and
vcice and diction improvement as well as outlining, structuring the speech
and use of effective language.

5. COMMENTS:

Ours is a Co-ordinated, clerical training program. It is offered to all
the women during their confinement, in order that they may be a qualified,
employable individual upon their release. At this time we either help
them select a college for future education or set up employment interviews
if so desired.
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'~ Name sf cortact person Dr. Frei 8. Cook
Name of progranm Seniicr Intensified Program

Address of program 421 College of Eduction
| Wayne State University
Detroit, MI 48202
Please identify handicap/disadvantage and age group for which program was
developed. Not succeeding in the regular high school vocation program.

1. LENGTH OF PROGRAM: Clerk/Typist & Clerk/Stenographer - 36 weeks
Salesperson - 18 weeks

2. AVERAGE NUMBER OF STUDENTS: 200/school year

3. EQUIFMENT: (Please include make, model and quantity.)

ITEM MAKE MODEL QUANTITY
. Typews lters
IBM Selectric 3
IBM Sele-ztric 11 9
Luplicat.rng Equirzent
AR Cick 580 Electric Stencil Maker 1
3M Thermofax Secretary Thermal Copler 1
Stardard Rocket Sprint Duplicator 1l
AB Dick Model 530 Mimeograph 1
Gestetner Model 466 Mimeograph 1
Aulic-Visual Equipment
3M Mcdel 567 Overhead Projectors 2
Panasonic V.dectape Recorder Units 3
M. scslianecus
Fil. Cat.rets {miscellaneous manufacturers) 15
Tyr.rg Tables
LO" X ab" 16
36" X 20" 21

(Other r:s:eilaneous audio-visual equipment utilized on loan from Wayne
State Ur.versity College of Education as needed)
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' Name of cornta t peraon Frackiin 8, McAilister
Name of progran SovaA B - 281 e Dupiliations Fra tice

Address of 1 ooran Waerr: Midile S.roui
s e JOinRa Road
nierne ., Texas 78006

Please iderl.ty rati: ap. to:al.antags and 8ge g:roup tur whl : program was developed.

Disadiantager  Mita.. o.houl - tn.-Bth graaes

1. LENGIH JF FR.UR&N,

2 Tours peY Ay - mottus

-2, AVERAGE NUM=ER .} SIVIRNTIS: L%
3. EQUIPMENT (F.caosc 1 sade make, miael and quantity,.

ITEM MiKE M.IEL GUANT TTY

Light 1atis : 3andiuat 8.-30
Ligrt Tat.e Sar e Si-3C
Light Tatle Sat e SL-32
Coiiator ALk ik Moael 73l&
Electrustati. (op.+#! AP LIk
LIRS

Lectojog Jogar-: Model 665
Duo Fun-n % EBinaer
StyipPrante:
Camlienge Fape- k...
Fastic.1 Pootice Ma -t
Bostyt o kel Bt

Stag.e:

FPlate Make: .7/ A 1w
Fo.ket 10 L.t
dugiioato:
Mimeogrup: Seu ARk
Ofr.at 30k A Don
lectsi. Tyrewr. .t TEM

18 Pape:r Curter
Adding Ma . tline= )
Adding Ma r.us Nur
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~ Address of program

~ “developed.

Name of cbatact persch Mr. Jokn R. Mallino

A ¢
Name of program

Cleriea.l Office Practice I and II
Business Department
Marion Center Area High School

_ Marion Center, PA 15759

Disadvantages Grades 11 and 12

'w.';!.. LENGTH OF PROGRAM: = years Oi semesters)

2. AVERAGE NUMBER OF STUDENTS: 20

3. EQUIHEM (Please include make, model and quantiry.)

ITEM MAKE MODEL
Puplicating Equipment:
Spirit Duplicator A, B. Dick 215
Mimeograph - A. B. Dbick 530
Thermal Copier 3M Secretary
Typewriters:
Underwood Electric Underwoecd Scriptor
Underwood Manual Underwood
Olympia Manual Olympia -
IBM Electric IBM Selectric
Machines:
Printing Calculater 0livetti
Electronic Printing
Calculator Olivetti Logos 328
Adding Machine Olivetti Maltisumma 20
Adding Machine Olivetti Electrosumma 22
Ten-Key Add Monroe 911E11X
Ten-Key Add Monroe 600
Ten-Key Add Friden ACY10
Full-Key Add Monr oe 108-11-011
Rotary Calculator Meonx ce Educator
Key Driven Compt ometer
Mimeoscope A. B. Dick Board #4
Transcriber Dictaphone TB7-4371L46
TB7-4 37204
Transcriber IBM 12.481474

12-481475

Flease identify handica;,"-zzsadvantége and age group for which program was

QUANTITY

o BowB mpw
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MARION CENTER AFEA HI 30HOCOL

\ CLERITAL CFei"E FFATTLOE 1 and 10

COURSE DESCRIPT 10N

Clerical Office Pra:..: =2 is tesigned to teach ofti o proceduires

and skills tc genera. raiiness ostudents so tnat *ory W1l bLe pre-
pared to hoid cisrical prsaticns an baainss: iU, cr . Paplls are
taught the cperat.un ard care of zquipmert <o v found in offices,
They are also *ah* filing and are male familiar ¥-0% f-rms usually
found in tusiness. Eninasis L& placted on priger avt.ide ard the
egtablishment of gnci work habis.

Each class meets five rer.od: a wosk tor W weeks for one credit.
(The complete course reg.ires . wosks. ar fomr zemesters, for
which pupils earn two vrent.ta.

OBJECTIVES

1. To develop desiraiie att.tides anl work “a . °0 A 10h are
necessary for swiasds N an ~roos A1t .at .

2. To provide experienste wn the per: vsan - - ¢ 0~ e
duties.

3. To reinforce ard develop prew.iusly lzarmed ski.ie 0 Cypings
handwriting, English, spelliig and ar.*ionetiv,

k, To teach up-tc.-da*~ t'iiang methodzs, proced s, and eq rent.,

5. To teach thie proper rare ard cp=ration af coractay wed office
machines.

6. To acquaint the puipia J.0h *ie fundasental prorsnoipies O
various business fores and *te apriiaation of rresr firms
to practical problems.

Te To help the sowients learn yuw 0 LI 08® an Tyie businecss
letters.

8. To teach pruper prov-=tares o0 L6 virg & pes.toohoan the
business worla,

UNIT I: THE OFFIIE WCRGEW
I. Objectives

A. To acquain® *he pop.la wors tne d40 e erfalled Lnovaridus

: office prsitiora.

Be To imprecs upon fos pupzle the perroral g.a..° 103 Wil
lead %¢ sutre@ss in & ULsifTiL 2.t L& iTha

IZ, Content leTrviqees and Procedures

A, Your Qareer as an If't. o flale cdiseiaicn
Worker ey 1MPET personal
Be Your Fersoral Juai.tisn qealitied
Log® i an1 baretin beards:
R S G0 At
Foemo art jrarsrarent,eés
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§ .
\ - UNIT II: BUSINESS FORMS
I. Objective:x
As  To train § g das V2 prict o aud Write Leplaly Y LSiTESS
forms. . . . ; ,
B. To beurme tamil.ar with effidiere uigari.cati.n of effice
materialis. ~

e Ce To pezcme a.guaintel with vhe syl ar i lessigh of i

II. Content i2ltmy 4s and Procsdures
A. Handwriting a1l L=**erirg 11.30 on har awriting and
B. Typewritirg amttering
Ce Business Fcrms lesigr Cads8s dis.esSion . o
Zr. il dgluicating, handling

arvels, proofreading,
eras.ra: and cerrections,
trewding and srreading,
LesTifying right margin
UNIT.IIT: PURCHASING AND SELLING |
I. Objectives

A. To become familiar with the routing <f par.tas.ng and selling

IJI. Content Te'tr.3.e- ard Priceduares
A. Purchasing Llsr.ssion
B. Selling Tyie ferms

UNIT IV: TINVENTORY AND THE STOCK ROOM
I, Objectives
A. To beccme familiar with *he ro.'.re. of ha¥iling ‘nsentouy

and s*tock room suyrlaes
B. To btecome familiar with *‘he routine cf shiprirg goods

II. Content Teirig-es und Frecedares
A. Goods Received and o Ll sl
Hand iy aat.onn LT furms, typed
B. Goods Sripped ang ravdwrittern

Lear: vccatilary of shipping
terms
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t

UNIT V:
I.

UNIT VI:
I.

1I.

UNIT VII
I.

PROCESSING DATA
ObJectives

A. - To develop speed a.nd accuracy in the use ¢f Tundamental

processes of business arithmetic
B. To learn how to calculate percentages ard discounts rapidly

and accurately
C. To lesrn how to prepare and verify business papers and : -
| reports by use of adding machines and calculaters .
D. To become familiar with modern data prccessing procedures )
E.  To become familiar with operation and care of voice

recording - transcribing machines, copying and duplicst- -

ing machines.
Oontent Techrniques and Preéednres
A. . Business Arithmetic - ' Class discussion
Fundamental Processes. Drill « arithmetic

B. Percentage and Discount Demons*trations on machines
€. Adding machines and Fotation plan -~ machines

calculators Films .- data processing
D. Automation

MATL AND TELEGRAMS.
Objectives
A. To learn to handle incoming and outgoing mail efficiently

B. To learn the proper use of telegraph services
C. To learn to compose telegrams properly

Content Techniques and Proccdures

A. Incoming Mail Class discussion

B. Outgoing Mail Freparation of forms

C. Telegrsph Service Preparation of telegrams
ani cables

THE TELEFHONE

Objectives

A. To train pupils in proper use of the telephone

B. To acquaint pupils with telephone equipment commonly
found in business offices

C. To impress upon pupils the necessity for courtesy and

gincerity
Content Techniques and Protedures
A. You on the Telephone Class discuzsion
B. Switchboard Operations Use of Bell teletrainer
C. Intercom Systems Films: 1If an Elephant Answers;

How to Lose Your Best Customer,
Without Really Trying; Hello,
I Need to Tell You Something



CLERICAL OFFICE PRACTICE Page k
‘ - UNIT :’II: THE TELEFHONE (Continued) .
| II. Content (Continued) Technijues and Procedures
Visits by telephone company

representatives
Records of conversations

UNIT VIII: THE RECEPTIONIST
- o I. Objectives

A. To familiarize the pupils with the duties of receptionists

B. To acquaint the pupils with the qualities of appearance,
voice, knowledge, and general business behavior required
of receptionists

C. To provide pupils with the ooportunity to evaluate speech

habits
II. Content - : - 'rechniquies and Procedures
A. Meeting People Class Discussion
B. Business Speech Role playing

Use of tape recorder to
evaluate speech habits
Mlms

UNIT IX: BUSINESS FILMING AND RECORDS CONTROL
I. Objectives

A. To familierize pupils with the organization of files and
filing procedures

B, To teach pupils the rules for alphabetic indexing

C. To give practical experience in filing through use of
& practice set

II. Content Techniques and Procedures
A. Records Management Class discussion
B. Alphabetic Filing Rules Drill problems
C. Filing Procedures Films
D. Charge, Follow-Up, Traasfer, Practice get
Storage, and Microfilming Display of sample material

E. Numeric, Subject, and
Geographic Filing

F. Special Files and Filing
Systems
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A :
\ UNIT X1I:
1I.

UNIT XIII:
I.

IT.

UNIT XIV:
I.

II.

TYFING TASKS (Tan*inued)

Content _ Technig.es and Procedures

A. BasiiPse replrts and _ . Ciass awscussicon
Manusczxpts ‘ Jse of reference books

B. Financial Fercrts and : Tyring problemse
Stazements Preparing graphs, charts,

Ce Legai Fazers, Minutes, ant,

ani Resolwtions

FINANCIAL ZUTZES

Objectives

A. To famiiiarize studernss with the services offered by banks

B. To acquaint the students wih 8 variety of methods of making
cazh payments

C. To give students & general hnowiedge of payrcll procedures

D. To a:guaint the students wi*n irfbrmatAon anU.Ved in pre-
paring an income ftax return .

E. To impress upcr students the rgiths ard respe ns;bixlties of
consumers when buying on credit

F. To acquaint *he students with the recessity fer absolute
&coiracy when dealing with financial records

consent Techinigues and Procedures

A, The Checkitook and the Class discussion
Bank Films:

B, Muking Cash Fayments Preparation of checks,

C. Payroll Work deposit slips, recon-

D. Incove Tax Records ciliaticns

E. Credit and Ccliections Preparation of simple

income tax report

YOU A3 AN OFFITE WORKER

Objectives

B. To acquaint purils with merhods cf securing informaticn
cancerrang Job openings

C. To give pupils an opportunity to prepare acceptable appli-
caticn nlanks, personal data sheets, apriication letters,
and cther letters pertaining to employment.

D. To give suggestions to pupils concerning empicyment interviews .

E. To acquaint pupils with the job requiremernts and the prece-
dures and forms of teginning business pesitions

Conten* Techniques and Prccedures

A. Corugatoral Irntormation Class discussion

Be. Ine Fersonai ilata Snheet Films

. End the Agpiicatiln Transparencies

C. The interview Fosters

D. ©Specialized Cierical Iyping: Forms and Letters
Positjons Simulated Interview

E. Orientation of New Emrloyees

To acquaint pupiis with soarces of infcrmaticn camcerning
business careers

‘.qoi . *



5.

¢

-

COMMENTS:

The clerical program in our school was started to provide training for

'disadvanta.ged pupils. The only requirement is that they have at least a "C"

grade in beginning typewriting or a "D" with the teacher s recommendation.

We do not require that pupriis take Clerical Practice 1 in order to take Clericsl
Practice II., Therefcre pupils who have done poorly 'in cur regular progrem mey
transfer to the clerical program in twelfth grade if they wisk. We have tried

-~ 4+o0 synchronize the courses of study so that pupils may ‘rensfer within, missing
- filing or machines instructian, for example.

Students qre not employed; however, they may volunteer to spend free
periods working in a group that prepares duplicated materials, etc., for

~ teachers. They also work in offices throughout the school. In this way they

do gain some practical experience.
Twelfth grade clerical students also take one semes*sr of Record Keeping

. and one semester in Introduction to Retailing.

The total facilities of the business departnent are available for the
instruction of these pupils.



Name of cmtact person Arthur H. Davis ,
Clericsl Skills Lsboratory Pro.ject.

Nm of program
Adch'ess of pmm School Distriet of Philadelphia

John F, Kennedy Center

I 734 Schuylkill Avenue, Philadelphia, PA 19146

" Please identify han&ieap/disadvantage and age group for which program was
developed. Di“.xdmtaged (reaﬂi_g_g'math--at least 2 years below level) High School

1. LENGTH OF PROGR'.q. This is a two-year program for llth and 12th grade students.

Basic keyboard knowledge of the typewriter is a prerequisite for the course. Students

acquire skills during the 1llth year through the use of self-paced individuaslized instruc-
~ tional "modules.” During the 12th year, students are "hired" for a Simmlated Office

- program where they operate their own model business and do the paperwork that actually

rJns the office.

2. AVERAGE NUMBER OF STUDENTS. 2 students per "ladb"
3. EQUIPMENT: (FPlease include make, model and qusntity.)
ITEM MAKE MODEL QUANTTTY

See Suggested List of Equipment in Booklet
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4. CURRICULUM: (Please give rationale for each unit or module.)

We are developi.ng mdules for the fonwing areast second-year typewriﬁ.ng program,
paymll clerk, stock clerk, offi.ce cashier clerk, accuunts payable clerk, accounts receiv-
able clgrl_(_, mail elerk, billing clerk, order clerk, 10-key adding machine, electronic
calculator, spirit duplicator, stencil duplicat.or, and keypunch.

We are using a "Systems Approach" to develop all of our modules. The modules are

designed to teach students sikills wh:lch meet Job entx-y level requimments. The .'"Syst.ens
Approach” calls for the writer to first analyze the tasks that are associated with each

job and write a "Task Analysis." Next, a "Behavioral Analysis" is made of each task,

" and the type of behavior that we wish elicited from the $¥flent is listed. This helps
‘us to create a "Hierarchy Chart"; so that, we can detemi.ne the order in which the student
: ‘should learn the material. After the "Task Analysis," the "Behavioral Analysis," and

the "Hierarchy Chart" are written, the curriculum writer has a much better overview of
the cognitive, psychomotor, and affective educational objectives to be accomplished by
the student, and a blueprint from which to operate.

The Simulated Office Curriculum consists of those jobs found in the real business
world. There are 25 jobs that students perform that correspond to jobs found in industry.

5. COMMENTS:

I am enclosing a booklet that was prepared by a few members of our curriculum
committee. I hope that you will find it useful. If there are any questions please
feel free to correspond.

The Clerical Skills Laboratory is in seven schools at the present time. We

are also planning the expansion of the program.
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This Material Was Prepared For:

THE PHILADELPHIA FEDERATION OF TEACHERS
" EDUCATIONAL CONFERENCE
*PROGRAMS FOR TEACHING®
THE ERLIEVUR-STRATFORD HOTEL

PHILADELPHIA, PENNSYLVANIA
FEBRUARY 23, 1974

~ Speakerss THE CLERICAL SKILLS LABORATORY

Arthur H. Davis, Coordinator, Clerical Skills Laboratory,
Project, School District of Fhiladelphia

Norton Oinsburg, Teacher, Clerical Skills laboratory,
Roxborough High School, Philadelphia, Pennsylvania

Dr. Ruth Horwits, Department Head, Business Educatdon,
Simon Orats High Schocl, Philadelphia, Pennsylvania

lavrence Zack, Department Head, Business Education,
Overbrook High School, Philadelphia, Pennaylvania



CIERICAL SKII!S LABORATORY: SCHOOL DISTRICT OF PHRILADELPHIA
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THE CLERICAL SKILLS LAECRATORY

OBJECTIVES OF THE CIPY-WIDE CLERIOAL SKTLLS LABORATORY PROJECT
S ———
wmmr:mrm;mmmm-

FLOGR PLAN FOR A CLERIGAL SKILLS LABOBATORY

THE SYSTEMS APPROACH 70 CURRICULUM WRITING

SAMPIE PACES OF CIERICAL SKILLS LARCRATORY CURRICUIN/M MODULES
Qe Jundor CSL

Typing

Payroll Clerk
Stock Clerk
Filing

Adding Machines

b. Mor C8L
WESO Employee Handbook
WESO Job Mamual
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The Clericel Skills hbontoxy Projest is a federal program,
funded nnder the Vocationsl Education Amendments of 1968, It is
currently in operation in the following high schools: Bartraa,
Dobbins, Edison, Gratsz, Kensington, Overbrook, and Roxborough.
(Future expansion to additional high schools is a possibility.)
The progrsa is designed for use by dissdvantaged studentis.

The Clerical Skills laboratory program is a 2-year individualised
instructional program vhere students soquire skills with the aid of
self-paced instructional units, correlated multi-media, and & variety
o? equipment. In this course, which is taught for a two-period
block of time on a daily basis, students aoquire skills treditiomally
taught in Clarioal Practice, Typewriting, and Office Prectice.
Currently, it is offered in the Junior and Senior yeers of high school.
The two-year sequence of learning is culminsted by having students
vork in a "similated office"” project in the senior year.

The physical layout of the "Lab® is that of a realistic business
office with individual work stations that generally acoomaocdates
24 to 30 studemts. The teacher of the "Lab" is considered & "manager"
o$ "director of instrustion" rether than a transmitter of information
as in a2 treditional large-group clasdroem.

JUNIOR YRAR--During the Junior year, students vork with self-
peced individuslised meterials. These peckets of instruction are
set up in small modules, Each module hae & protest, which allovs
students to btypess material they already know. Topios covered are
in the areas of typewriting, olerical practice (steck clerk, payrcll
olerk, file olerk, mai) cledk, oto.), snd office mractice (edfing
meobines and caloulators, cuplicating squipment, and office mrocedures).




Exphasis is placed on the development of work habits and attitudes
expected by prospective employers. Each student's work is besed on his
own ocareer objective. A prerequisite for the Junior Clerical Ikills
Iaboratory is scquisitfon of basic keybosrd typewriting skills,

SENIGR JEAR~—In the Senior year, students of the Cleriocel Skillas
laborstory progress to a Simulated Office progrsm. Here they operete
their own model business and do the paperwork that ccttn;lly runs the
office. Reslistio features of the simulation include applicaticn for
jobs in the simulated office baszed on students’ interest and abilities;
use of intercom teiophones and a time cloock; payment for work by check
(simulated, of course!); and students serving as mnagers, secretaries,
ard olerks. Flacemsnt of graduating studexts in entry-level jobs
related to their career objectives is a goal of the Cleriocal Skills
Laboratory.

A prerequisite for the Senior Clericel Skills Laboratory is
knovledge of typing, filing, and adding snd caloulating machines,
(which may be scquired by completing these specific individuslized
modules).



A,

B.

II. Obigohivas of ths Ciiv-¥Wide Clerfosl Skills
laboratery Project

GENERAL OBJECT IVES:

1.

2.

3.

he

To signficantly reduce ihe dropout rate of students in the Clerical
Skills Laborstory Projeotl olssses.

To signfioanily raduce absexteelsm of the participating students.

To signficantly improve the cowputational skills of perticipating
pupile aa measursd by the yre~ and posttest scores,

To signficantly 1wprove student competency ir all business eduoation
areas of instruction, ss measured by the pre- and posttests for the
various areas developed by the curriculus committee.

To develop student competency in communicative skills as measured

by the pre- and posttast scores.

OBJECTIVES OF THE CURRICULUM COMMITTEE:

1.

2.

3.

Using a "systems spproeach” for writing ourriculum, to produce
individualised instructicnal prckets for the cognitive and
psyochomotor domgins for the typewriting, oclerical, and offioce
machines areas.

To coptinue te develop multi-dedia softvare ocorrelated to the
packets and to develsd this software in conformity with the
*gystoms approach” used to develop the paockets,

To comtinue to clsarly emi concisely gtate the terminal perforsence
objectives for each of the tollowing emtry-level business careersi
cashiers, receptionists, accouniing clerks, genersl clerkse, payroll
alerks, office wachine cpersiors, £ile olorks, typists and stock

clecks,



B,

OBJECTIVES oontinued

be

5.

To continue to prepare 2 task analysis of sach job entry-level
sk11ll required for the jobs jisted under number three sbove.

To graphically illustrate, in a hierarchy chart, the learning
sequence of the terminsl objective and emabling objsctive for

euoh task.

To describe, in behavioral objsctive format, the educational

goal of t'9 beﬁnvior to be elicited. This description will
involve a stetement of what the learner will be able to perform,
the conditions under which performance will ocour, and the critexia
for determining acceptable performance.



(8)xopacoey
(8)x038138nTLL
(®)zeuduzdozons
S3A8%, °H WOTTITA
upeTy °f ﬁsun aosdny weqdess
ROBIOPUY STAY] (sTrvroeds Butpeey) xefurs °s Axavy
E (VS T ¥ S TSTE7 ]
esToN JeqIST
vego) eeuey
_ S3TACUCH WSTTTTA xovg Lurel
tidue) UPATY aarey Leapny YBroyy NITY
SOTIVH SOTLTE SAPLIBS TOPYOTH uredrey eutery | £xsyon osog
Lesop °f Aposoq upice] ydesop PTOD wazeqoy UPGL BUFg
IOpTeJQBID LY 3InqsUTH UOIION anolg YTy sTIIo0K jeredruy
upeIspIoOn L PIEADE Atreunoy °f reqoy £xspoxg qITPRL Z3PI0Y RINY
£1eaxy pasnod UPASTIg DIOIVH 20779 TOUIT ureysneg STT09SE

N 1N | |

gﬁa_lﬂn-s S80UTSNE=UOTIRONDPT TEUOTIVI0A UCTSTAW
upny uoeT i— PTYETALRI Y JO FIWISTIC TOOUSS
qo0fcag Ar0tex0q¥] STTINS TB9126TH B
D4VRD RIITICISKOSSSE TERNOSESd ;M_
Eym




W

TSRO AP Uy ~ N

-
Mt b et O SR A P O B N s

W MR o

EQUI PMENT

Calculator, electroni:, printing tape

Calcuiator, electronic, non=-printing

Typewriter, Electric, Interchangeable
Type

Mimeoscope :

Typewriters, Electric 13" carriage

Magnetic Board Wall

. Mle Cabinet, 2 drawer, legal

File .Cabinet, 4 rawer, legal
File Cabinet, 2 drawer for 5x8 cards
File, visible, 5 drawer for /x6 cards

" File, side drawer pullout, legal

Paper Cutter 18"

Motor driven letter opener for
ingtructional purposes in mail
clerk project

Time Clock for payroll projects and
mail clerk projects

Punch, Adjustable

Stapler, Gun Type

Telephone Installation, 8 phones per unit

Adding machine, electric, 10-key Tape
Adding machine, full keyboard
Dupliecstor, spirit, electric

Stand, Duplicator, Spirit, eleotric
Duplicator, Stencil, electric

Stand, Duplicator, Stencil, electrie
Copier, transparency and master maker
Stand, Copior

Poatal Scale

Electric Stapler

AY EQUIPMENT

Screen, Projection 70 x 70

VAV Screen, Rear View Projector 3ereen

'Projector, filmatrip Cassstte Actuated

Projector, overlead

‘Record player

Flayback/Record Slide Projector with
Synchroniged Cassette Sound

Playback Slide Projector with ynchronised

Cagssatte Sound

-QUANTITY

3
1
3

1

W PN = s On O\\BMHm\RNN

DEBSCRIPTION

AV _EQUIPMENT

AV Cagsette System with Built-In Slide
Sync. (Student Use) -

AV Cassette System with Built-In Slide
Synec. (Teacher)

Slide Projector (for use with abowe)

. Slide FProjector (Teacher) with Lamp

Zoom Lens Stack Loader, Remote
Extension Cord

frojector, Sound &mm film

Ektagrarhics Filmstrip Adapter

itrar View Projection Module, with lLight

Haeadset

Listening Center

3ilent Projector

Tape Cassette Playurs

Recorder/Player, Cassette Capable of
Use with foot pedal

i Toot pedal for above recorder

‘Recorder Player (4 speed)

Camera, Instant

Previevwer, filmgtrip

Projector, filmatrip and slides

Labeling Kit for AV Equipment

Study Carrels (Considered Furniture)

FURNIX URE

24 L-shaped student desks

1

Teacher desk

30 Student ohsirs

1

Teacher ohair

3 Tabdbles, for duplicating equipment
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VI. THE SYSTRMS APPRCACH 7O CTRRICTLUM WRITIRG

We are using & "aystems anmnmeak™ to moduce Individuelized ipstructionmal
materials for the Clericsl <xiils laborztory Prolect. This process was
designed by Dr. Peter Ecseff, Profsssor of Educetion of the University of
Maryland. This "systems approzen” 4o writiag ourriculum involves mamy
additional steps that heretofors wes mot inaluded In producing packets of
material,

With a "sysleme a;;proaeh,“ ths teacher must first anslyze the tasks that
are associsted with esch job and writa a ™fask inslysis®, Next, a "Behavioral
Analysis" is mede of esch task, and the itype af behavior that we wish elicited
from the student is listed. This nolps us to crsate a "Hierarchy Chart®
so that ve ocan determins the ordex ir which the student should learn the
Daterial. After the "task saslys=is,® the "bahavioral analysis," and the
"hierarchy chart" ars written, the curriouium writer has & mmwoh better overview
of the cognitive, psychomoter, and affeciive educationsl objectives to be
acoomplished by the student, and s dlusprint Zrom vhich to operste., This
allows him to proceed to comtinue with the "asystems approach” and put in
written form the materisl thet should bs learned by the student.

It should also be noted “hat afisr asok step of the "systems spproach”
1s completed by the criginator, it im snalyred by twe other cxriculus writers
to make swre there is a;Teensri smong ths experts. The materisl is then
amlysed by 8 reading specialist sad va~ifisd thet it is at a lavel of
understanding for the underschiever 'ile sivdeat rsading two years below
lovel).

This entire mrocsdwre i3 a time comsuairg process ard one thet 1s there-
fore ocostly. It is ory, howvert tisd ve bellave necessary to produce the

the type of ourriculum zmusricic 'he sisuld be in owr vocatiomel elassroous,
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DO: Check with your teacher that you have the correct supplies.

READ: Take a good look at the carbon paper. Did you sees that one
side 1s dull and hss printing on it, and that the other side is shiny?
Look again.

DO: Answer this question on the line below.

What is different about the two sides of a piece of carbon paper?

Ansver:

There is a shiny
side, and a dul)

side.
—

READ: How to set up a cardon pack

1. Place your copy paper cu your desk. r=

3
S

e

9
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By - Dol Piole *

A: BIWEEKLY., When employest are paid for two weeks' work, then the
rayroll rerisd is biweekly,

pnother payrcll reried is semimonthly. A
period covers half & mentt. 's work, Faychecks are jesved twice a

month, usually on the first and the fifteenth.

The calendar hz2iow shows & semimonthly payroll period. BEach
paycheck is for hslf & wenvh'2 werk,

-
g

. r
e

: '_; | | 4

SEM

F-AONTHLY

@ I tho emplogory &'n
payrell poried i
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C=9/t=1
(9.1.2.1.1.)
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Answer: A record of inventory is kept on stock record cards,

(2.4.1) REAU: Ine inventory of a business is the article oy merchandise

that the commany sells.
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‘QuIZ TIME
Question: What do we call the merchandise of a company?
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A SeITE, L..1ID . The D in 3aVID cones before the F and J. J

If the last and first names are the same, look at the middle nanme.
Compure the first letters of the middle named.

SMITH, JOHN 'ALL AN

In the example above, the last and first numes are the same.
However, the midile names are different. The A in ALinl comes before
the B in BRUCE, Therefore, SMITE, JOHN ALL.N i3 filed before SMITE,
JOHN BRUCE.

3¢ Which one of the names below comes first?

BROWN, ROBERT JOHN
BROWN, ROBERT CARL
BRO'\MN, ROBERT WILLIAN

A: | (Turn the page to check your answer)
» eT—
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READ The keyboard of your adding machine has keys for the numbers
O thru 9. These keys are called number keys.

Find the 0, 1, 2, 3, U, 5, 6, 7, 8, and 9 keys.

@0 e

QUESTIONS Complete the following statement.
The keys from 0 to 9 on the 10-key adding machine are

called keys.

Tvrn to the next page.

o M 1.2.2 Mot Me1a8=1222
ERIC

Full Tt Provided by ERIC.
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) DEPAATIGXT MANAGERAL Yoy arv t0 wee this form to evaluate sach ewployse, Por ssoh faatar, sslect e growp of wrda whieh
‘ describes yrur Judpment of the eaployee and oirrls the srvvopriste moint wvaluve, Whem you have ruted
the smployre on all facters, edd the prints and record the total score. leturn this fore te the Presidess,

AR DEPARTNINT, JOB TITLR
DATR MTINO COPLETED 8T N L DTS
[
1. JROVLEDGE
Does th. pgsag'lg\lhm vhat o do HAS KXCEPTICMAL KAS GOOD ENOVLEDAE | ABQUIRES A 0000 DEAL | SAS LITTLE ENOMLECE
and why? RNOVLEDGE OF JOB or Jo» OF COACYING or Jos
10 [ 6 4
2. SQUALITY QF WOUX

quality atandarde?
Regardleses of emount done, 1o
vork neat and srcurate?

Row frequent and serious are :

srrors? 15 12 9

5. SUAMIITX OF WS : | '
Consider the ascunt of work 1one Q00D QUANTITT . JAIR na
wnder norwal conditions? .
Is the vorkflov kept moving?
Doas he produce the quantity he
showld for eaad task?

l
I
Deez completed work mset high NIGAEST QUALITY VELL DONE nm om '
[}

LANGE QUUSTITY
13
& v beence RARCLY AMINT OR | OCCASIONALLY AMSDIT | MREENTLY ASmaNY
Sow ia N rd aad
lotesssat’ TCCTdOf @ LATS QR LA O LLT8 WOCEMRE
13
DCELLENT

AIILIIUDR

Conatder attitude toward work,
oampany, end aseccistess ATTITUDR ATTITUDR ATTITIE ATTITRS

Dess be ®pitoh in®?

Deee be work smnothly with
othars? S

Does de make an effort to wdder-
atand and cbeerve coupany

- ——-

mlicies?

1o he villing to do the less

desirudle taske? 20 14 12 [ .
6. MLIADPILITX

Can he got the work owt wander CAR ALMARS M8 GENERALLY CaN B8 SCTINGS CA IR MY CAR 88

pressure? COSNTED OB CoUNTED o8 COTNTED (8 ool (8 '

Com be be dapwnded upon to l

eemplete vork sstisfactorily

and on schedule? 1 I

Is he willing to dig 1o to meet I |

poak loads?

Dosa he "keep Ale aoml®? 13 12 . 9 ¢ :

. PERSOMAL GHASASZERISTICS | !
Cenetder s~pearance, porscmality, | UICILLENT Q00D YR T QENERALLY POOR |
amd howseheeping
Ia ho capable of representiag the
SOmpany aver the phone or
directly with the publis?
Dasa ha dress suitatly for the job?
la the general impression ote of
asatness & cleanlineses?
Dows he kaep his deek or work ares
orderiy7 E_ [ ]

| L
-

Pavu b 12 (VEXO) T2

STUDENTS CAN BE RATED BY THE TEACHER OR
THEIR DEPARTYENT MANAGERS BY THE USE OF
JHIS
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W ‘
Salary Schedule
Job  DEPARTMENT AND JOB TITLE Hourly Daily Weekly Yearly
No, Rate Rate Rate Rate
EXECUT1VE DEPARTMENT .
1 Administrative Assistant $3.00  $%.00 $120.00 $624,0.0C

# 0 6 6 2 & o 6 & 4 0 0 e o 8 & * ¢ 0 0 0 0 0 0 0 0 o 0 0 0 0 06 0 0 O 0 0 0 o o 0 O 0o 0 0 0 0 o

SERVICE CENTER

2 Bank Teller and Mail Clerk 2,00 16,00 80,00 4160,00
10 Duplication ( erk . 2.& 160m 30.00 6160.00
PURCHASING DEPARTMENT
5 Purchasing Manager 3.00 24.00 120,00 62L0.00
) Purchasing Manager's Secretary 2,50 20,00 100,00 5200,00
7 Receiving~Shipping Clerk 2,00 16,00 80.00 4160,00
8 Stock Record Clerk 2,00 16,00 80,00 L160,00
20 Keypunch Operator 2,00 16,00 80.00 4160.00
000oooooocoooooooo‘00000000030000000000000000ooo

SALES DEPARTMENT

9 Ssles Manager 3.00 2,00 120,00 6240,00
10 Sales Manager's Secretary 2,50 20,00 100,00 5200.00
11 Order-Pricing Clerk (A-H,I<Q,R=Z) 2,00 16,00 80,00 460,00
12 Calculation Clerk (A<H,I~Q,R=Z) 2,00 16,00 80,00 4160,00

HOOXKKEEPING DEPARTMENT

13 Head Bookkeeper 3.00 24,00 120,00 6240,00
VA Collection Clerk 2,00 16,00 80,00 4160.00
15 Billing Clerk (A~H,I-Q,R=Z) 2.00 16,00 80,00 4160,00
16 Accounts Receivable Bookkeeper 2,00 16,00 80,00 4160,00
(A-HDI-Q!R-Z)
17 Accounts Payable Bookkeeper 2,00 16,00 80.00 L160,00
18 Cashier-Receipts 2,00 16,00 80.00 4160,00
19 Gﬂﬂhierﬁpaymentﬂ 2.00 160& 80.00 6160.00
20 Keypunch Operator 2,00 16,00 80,00 4160.00
25 Payroll Clerk 2,00 16,00 80,00 4160,.00
..00000000oo.ooo..0000.000!..000'0000000..000..0.

OUTSIDE WORLD

21 Customers' Manager 3.00 2,00 120,00 6240,00
22 Customers' Secretary 2,50 20,00 100,00 §200,00
23 Customers' Bookkeeper 2,00 16,00 80.00 4160,00
2 Suppliers and Servicers 2,50 20.00 100,00 §200,00

"‘0000--oooo-oooooooooo..oo...ooo....o-..o. . e
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w' PURCHASING MANAGER Jot No. $

Job Deecription
JOP DESCRIPTION:

1. You are the person in charge of the Purchasing Department.

2. You will make sure that all work is correctly prepared in your
department.

J. You will keep a record of all paint and paint supplies purchased.

k. You will approve requosts {or the purchsse of products by other
departments.

5. You will keep a proper supply of paint and paint products in stock.

6. You will surchase products that are not kept in stock. (We stock
oniy VARCRAFT productg)

7. As our line of products grows, you will keep inventories for these

items,
lASSIGKSD TO THE PURCHASING MANAGER l

SUPFLIES NEEDED:

9601 Purch#se Record
9502 Purchase Requisition
D=2 Record of Special Orders
D-11 Routing Check Jist
D=14 Number Sheet
D-tl Stock Record Data for ledger Headings
D=t3 Wroleszle Price list
Stapler

STAMPS: Date

MACHINES USED:

Tvpewriter (electric)
Calculator
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FROM
WHEN
YOU DO

YOU GIVE TO
YOU FI.2
wWhere

How

With

WSO
PURCHASING MANAGER Jot Ne. §
Page 1

Purchase Record {960)). This is a reccrd of all VARCRAFT
products wva buy.

SUPPLY CLER¥

At the beginning of the ygar

1.

2.

3.

",

Make out one Purchase Record (9601) for EACH item of
Varcraft paint and paint supplies.

Fill in the information needed on the top half of the
9601 for Varcraft products only. See Wholessle Price

%1sts)(nbu3) and Stock Record Data for Ledger Headings
D~4i1)},

#. M1l 4in all items at the top of the 9601.
t. Enter Wholesale Prices unaer the reading Quotitions.

(1) Vendor--VARCRAFT
(2) Unit price, ¥ Trade Discount, and Quality
Discount--as listesd on Wholesale Price List.

c. Be sure you have on® Purchase Record card (9601)
for each size and color of paint and paint supplies.

4ren @ product is ordered, make an entry on the Purchase
Record (9601) under the heading, Ordered. See page 7.

when the product is received, make an entry on the
Purch;n Record (9601 under the hesding, Received. See
e A D

A
MANAGER HOW TO COMPLETE A PARTICULAR FORN.

THIS FORM IS SHOWN ON THE NEXT PAGE.

ko one

Yes

Ur.finished work fiie

Keep } sepsrate piles: Enameiolds, Latex Paints, and Paint
Suppiias. Then file each pack a.phabetically by Color or
Type of ltem. Finally, file them by SIZL.

hothing



Name of contact person Mrs. Charlotte C. Tucker -

Name of program Office Practice for the Disadvantaged

Address of program Marraguagus High School

Harrington, Maine Ou643

Please identify handicap/disadvantaege and age group for which program was

ieveloped. High School Juniors and seniors

1. LENGTH OF PROGR 4:

LCO minutes a week for tae school year

2 AVERAGE NUMBER OF STUDENTS: 12
3, EQUIPMENT: (Please include meke, model and quantity.)
ITEM MAKE MODEL QUANTITY

Duplicating equipment:

Fluid duplicator Hyer Mark 3 2
Dry Photo Copier 3M 1l
Mimeograph Roneo M 350 1l
Electric Mimeograph Roneo 1
Thermal Copier 3M 1
Typewriters: IBM Delectrics 8
Adding Machines:

10-key electric Olivetti 1l
10-key electric SCM Marchant 1

Calculators:
Rotary Marchant electric 1
10-key print out Marchant electric 1
Sharp 804 3

Dictaphones:
Stenorette 1l
Norelco 2

Mimeoscropes:
A B Dick 1
A B Dick, electric 1l
Record Player General Electric, Solid State 1l
Telephones One outside line and 2 interoffice 3
Jtorage cabinets 2
File cabinets: h-.drawer 1
2-drawer 2
Desks 1k
1l

dverhead Projector
Apex program 3-M




'
4. CURRICULUM: (Please give rationale for each unit or module.)

apex (me>ican “eper Exporters) is u fictitious cornauny which has mauny
br:nch offices with a main office in “ashiarton, J. C, The product is
irformntion ir the form of stautistical reports, comriled withirn the
cofire, ~nd a ewsletter: these are sold to subscribders.

10ility to ty-~e is the one basic resulremernt.

vithin the orientation ~eriod, studernts are rmade a uuinted vith tne
“rozram 4ad vt will oce ex~ected of them as em-~loyees, 1lrcladed
ir this -~-riod is a descri-~tion of the variocus jobs, 2lso the filing
gvste ‘s which the busiqess Jases:
J-te
’nﬁeric
“lrh:n=tice
Sub fent

Teas th % re ava liole :1re: receztionist, regional clerk, subscrivers
file clark, mail clerk, ~ayroll clerk, ty-ist, zeneral file clerk,

in’ uirers file clerk, machines operator, bdilling clerk, desiagn end copy
clerr, stockroor clerk.

ltyients ri:xe out a nlications for the jobs of their choice und are
interviewed, -1 eventuslly "hired." From this time oaward, the
relaticnshir is emnloyer-emdloyee, with the teacher serving us
Nuri: e >,

aach em~lovee has a handbook and learrns her job with as little assistance
rch h-r emnloyer as nossible.

The ir-ut of mail is regulated by the manager in the form of letters

of iruiry, letters subscribing to services, letters re-uesting informa-
tion. Jore of these may oe handled routinely by being corrosed b - the
enrioyece, some result in orders to be billed by the billing clerk, and
some nre dictated (either to shorthend writers or on the dictaphore).

fthere +re sj0ut 70 nieces of mail to be 'rocessed while one set of
stitistics is being orepared and a newsletter is being vorenared »nd
-rinted This results in one unit of work)

"evroll records:
~3yroll recordis are kent with State and Federal tax deductions
each em-~loyee is ~sid by check (which reflects his rank)
overtime is zrar.ted uron re uest.
133«nces resilt in loss of pay.

pgt=2l services:
34dressiny envelones
su~nlving ~i» codes on incaming mail
wei-hinz overwel ht mailings
nosti13e is Raster and Christnas seals

~ajiline letters and bHills

Stock conirol:
is tne vurious farms used in the office and are renroduced by the

»3Ch.128 o~eratcer
syensory 13 ke~t of all forms on hand and a form is rerlenished

whon the stock becomes denleted



!
5. COMMENIS:

“urohasing:
acturl n~urchesing of su-~lies needed within the office is done
bv the er~loyee

Jece~tionist duties:
~12cing calls
tele hone munners
tnkin® messages
relayiny —essazes
recelving gue sts
handling the guest book
conducting tours

Cost aceountine:

re orts made by the regional clerks

re~orts com~iled from raw mater (al surglied by 50 reporting mills

i:00r ‘onaratin, re-orts

~roduction’cuaacity reports

mo:athly surmaries

aarterly surmries

use of caloulators

checkin- for accuracy

These rerorts are du-licated by the machines operator and mailed
to our subscrivers.

Filiazg:
subscrivers file (filed numerically by code)
ir~uirers file (alphabetical)
general file (al-habetical)
c>rd file (of subscribers)
e~~lovees file (a~-lication, evaluation, and 2ll related materials
of each em~loyee)
billing file (filed by renewal date)
c:urd tickler :ile (far subscribers code number)

3illinzg:
2)1 suoscrin-rs
all rerewals
creiit me~orzndums for over-ayment
cov:r lettors where re’ uired

*§ 2n e~~lovee seccnes croficient in her job, she is pronoted to anothcr,
This results in 2 con-lete rotation of jobs about every 4 weeks. The

rew en~loyee is tauzht her iob by the retiring emnloyee in any particular
iob, T7Fach -ro-otion means an increase in waze rate. .in emnrloyee is
ellizible for a -ositivon as de-zartment manager after she has held J
di’ferent jobs with another resultant increase in ~ay.

at -eriodic board neetings, office policy is discussed, emnloyees

~resenrt iforztion on such sudblects as office etiguette, travel
itireraries, 4ress, letter styles, Field triprs are ~lanned and arranied,
4738 i~ rove~ents to the cffice are considered,

This is u relaxed tv-e of learning which is very close to the'"real
thirg.” Tae virious office duties ire intesrated into a meaningful
whole. Tais is ow first year with the nrogram ard I would hiznly

recomnenrnd it.



Neme of contact person __ Susan Krzyskowski or Earl Baumunk

Speclal Needs Occupational Preparatory & Co-op Program

Name of program Office Preparation (General Clerical)
Harrison Riga School '
Address of program 29995 West Twelve Mile Rd.

Farmington, MI L8o2k

Please identify handicap/disadvantage and age group for which program was
developed. Disadvantaged - 16 and over, 1llth and 12th grade

1, LENGTH OF PROGRA :
Usually & one year program, unless a student needs further training.

Students are placed on part time Jobs when they are ready, while continuing
with the class.

2. AVERAGE NUMBER OF STUDENTS: 14

3. EQUIPMENT: (Please include make, model and quantity.)

ITEM MAKE MODEL QUANTITY
Typewriters Olympla--electric 50 17
Duplicating Equipment
Spirit Duplicator Standard Astro II 1l
Mimeograph Gestetner 1l
Thermal Copier Standard 1
10-key machines
Adders Victor 5
Electronic Printing
Calculator Victor 1
Electronic Calculator Victor 83 1

Desks L-shaped o




i ' .
! 4. CURRICULUM: (Please give rationale for each unit or module.)

Career Research:

This is a unit taught at the beginning of the year to help students
determine what area of clerical work they are interested in. Each student
selects three careers he would like or is interested in, researches each$
interviews a person in that job, prepares a typewritten report and gives
an oral presentation.

* Mainly through the Occupational Outlook Hancdbook.

Typing:

All business forms--letter envelope, memo, short report, purchase requi-
sition, purchase order, invoice, agenda, pamphlet,
table, postcard, telegram, etc.

Preparation and running of ditto and stencil

Use of zip codes

The ability to type accurately is necessary for the majority of entry
level office jobs. Therefore, the teaching and/or review of the typing
skill is an essential part of the program. Basic English skills are also
reviewed in conjunction with the typing. If a student needs more than a
review, he is put on a programmed English unit.

Computational Skills:
Addition, subtraction, multiplication, division of whde numbers,

fractions, and decimals
Percents and Percentage
Use of the ten key adder, printing calculator, and electronic calculator

The degree of ability in this area is determined by a pre-test the
first week in class. Review is based upon that test. The use of the
calculating equipment is used to reinforce the computational skills,
as well as train the students to handle business forms. such as purchase
orders and invoices.

Telep&pne Techniques:
Telephone manners
Taking messages
Placing telephone calls

The tele~trainer from Michigan Bell Telephone is used to teach basic
telephone techniques. A telephme system is not available in the classroom.
This unit is very essential and all students participate and practice until
they are successful in placing a call and taking a message properly.

Filing:
Alphabetic
Geographic

This is an esséntial skill, and all students learn to file.

Retail Sales: ’
aking change
Sales tax

This is a distributive education area, but it is really essential to
every person. Many students would not get this basic training enywhere
else.




t

Job Getting Techniquess
Grooming
Attitude and Attendance
Application blank
Data Sheet
Letter of Application
Interview
Follow-up

The first two items are stressed all year. The remainder are covered very
specifically during the second semester. A variety of methods are used
to aid in teaching this most important unit, such as:

Transparencies on job getting techniques

World of Work 2-~-Getting a Job (cassette/workbooik)

Mock interviewing with employers
The students type their data sheets on stencils and produce several copies
to take with ther on interviews. They also put together a work folder which
contains samples of the various kinds of typing tasks they have completed.
This they can also take with them for an interview.

5. COMMENTS:

Students are in class for a three period time block. Much of the first
semester is spent in group work, while during the second semester students
work on an individual basis. A time clock is available part of the year and
during this time students clock in and out and figure payroll.




Name of contact person Rosalind B. Eskew

Name of program KWIK COPY, INC. (Sarascta County Student Center)

Address of program 4450 Beneva Rd.
Sarasote, FL 33581

Please identify handicap/dissdvantage and age group for which program was
ieveloped. Educable Mentally Reggfggd - Jr. High & High School

1. LENGTH OF PROGRAM: ‘

We have a centralized system for the mentally handicapped child. During the
ninth grade students are channeled into the business area. These students are ex-
posted to the machines available in the business lab for a limited time. During their
tenth year we concentrate on developing skills on these machines, By mid-term of

he e e t o have the students ready for partial employment and full-time
Q. A@Eﬁﬁ&f “ﬁﬂﬁhﬁ OFrgf&bEﬁ$§: employment durggé thegr twelfth year.

12
3. EQUIPMENT: (Please include make, model and quantity.)

ITEM MAKE MODEL QUANTITY
Typewriters:
IBM Selectric b
Royal 560 1
Royal W70 5
Royal hhio 2
Royal 440 (Primary) 1
Remington Standard 2
Duplicating Equipment:
Copy Machine Copy Machine (AB Dick) 675 1
Offset Duplicator Offset duplicator " 331 1
Spirit Duplicator Rex Rotary R-15 1l
Standard Rocket ERA 1l
Mimeograph Rex Rotary M-k 1
Automatic Folder
10-Key Machines:
Adding Machine Victor (Printing) 7-57-5k 1
Printing Calculators Victor 19-44628 10
Full Board Machines:
Adding Machine Victor (Printing) 16-83-54 1l
Cash Register Victor 1
Paper Cutter Adana 3k x 29 1
File Cabinets Steelnaster 4-drawer legal 2
Desks 19-1/2 x 47-1/2 plus 17-1/2 x 23-1/2 typing return 12
28 x Sk plus 18 x 2h 2
Chairs, Secretarial Sturgls 506-471 1k
Padding Rack 1
Mimeoscope AB Dick L 1
Tape Printer Kalograph KIM-10 1




t 4. CurricbLUM: (Please give rationa.e for each uait or module.)

I. Typing
A. Introduction to Keyboard Town Typing Method
B. Learning the main operative parts of typewriter and their use
C. Learning to tvpe various business forms and papers

Typing helps mentally retarded students to improve their impression
of themselves. Perhaps they will only be able to do copy typing, but
developing a skill equal to that which is accomplished by their peers
must be of great benefit to these exceptional youngsters. Many other
related tasks can be taught with the aid of the typewriter.

II. Filing
A. Filing personal names
B. Filing business names
C. Filing as a prycedure

A1l students in business related jobs need to know the basics of
filing-~-filing and finding business records, alphabetic correspondence
filing, and something of records management.

III. Duplication
A. Introduction to:
1. Liquid duplicator
2. Mimeograph
3. Photo copier
4. O0Offset press
B. Learning the operational skills, preper care and cleaning of the
above-mentioned machines.
C. Learning the general safety rules and regulations in effect in the
Kopy Center.
Here in Kwik Kopy, Inc. we try to bring together all the necessary skills,
Iv. Calculations work habits, and attitudes necessary to be successfully employed.
A. Introduction to:
1. 10-Key Adding Machine
2. Full Board Adding Machine
3. Electronic Printing Calculator
B. Learning the operational skills, proper care and favorable machine attitude
when operating the above-mentioned machines.

We try to help the student learn to choose the correct process, then
solve their problem with the aid of one of the calculating machines. These
machines are used in business offices and the students are encouraged to
become skiliful in solving business problems.

V. Office Procedures & Telephone Operation

A. Learning the acceptable attitudes and work habits necessary for employment
in the business area--personal characteristics

B. Bringing together all the skills already learned and applying them
to a specific job profile.

€. Students get on-the-job training in mail handling, telephone skills,
and demonstrate receptionist duties in the school library, guidance
office, and in the office of the principal's secretary.

Because our school is centralized we are quite flexible in scheduling
our students for actual experience. Since we are all working with only
mentally handicapped students, we are constantlv evaluating and rewriting

curriculum to meet the current needs of our charges. Many changes come as

ERIC a result of feedback from employers.
LI o




. v
CURPICULUM: (Cont.)

VI. Checker-Cashier

ceneral store policies of a supermarket
Duties of the checker-cashier

Gnod Customer Relations

The transaction

1. Ringing the order

2. Hardling cf coupens

o>

. Handling of taxable items

. Accepting checks

. Bottle deposits and refunds

. Over-rings, under-rings, and departmental errors

3
4
5
6
On-the-job experience in our short order kitchen (homemaking class)




5. COMMENTS:

We believe that the Business Education program is a life-oriented curriculum.
It prepares the student and provides for him social and business knowledge en-
abling him to learn silable skills, contributing toward becoming a worthwhile
and "tax-paying not tax-eating" citizen.

The ultimate goal of our program in Business Education in Sarasota County is
to give the student a feeling of belonging in the World of Work. We try to
help the student develop desirable work habits and attiiudes, to enable
him to manage his own personal business affairs, and to help him find his own
entry level job,

In pursuing this goal we decided to set up our class as an actual
business: KWIK KOPY, INC. Here we type, duplicate, collate, fold, staple,
<ut, and pad work for teachers to use in their classrooms. We also, in con-
junction with one of the communication classes, publish a newspaper. As an
added attraction we sometimes do folding of letters and stuéfing envelopes
and various other jobs for service organizations in our community.

Our campus work program is especially suited for the students trained in
of fice-related jobs. We are Turnished with job descriptions from the varicus
offices and teachers who desire a campus worker. That job description is
covered carefully with all students, then the students have: an option to fill
out an application for the job. On this job application they must get the
recommendation of at least two teachers. The student is then called in and
interviewed by the vocational coordinator and either placed on the job or
rejected. We oresently have twenty-two students working at least one period
a day as office aides, teacher's aides, or lunchroom assistants with the
young deaf children or the trainable youngsters.

In our off campus work program we have students in the following Jjobs:
cashier at a building supply house, two offset press operators, library
assistant at the public library, two stock clerks at a department store,
stock clerk at a small dress shop, and two cafeteria workers.

Since the founding of our ‘centralized system for the EMR students some
five years ago, a remarkable change has come over these students. They arrive
at school early and immediately go to work without being prompted. Since they
now compete with students of 1ike ability, they have had suc-.ess; they have
produced actual work which people use; they have developed salable skills with
which they can earn a wage. Therefore, their self image has improved tre-
mendously. There have been noted changes in their behavior, attitudes, work
habits, dress, and educational goals. Jobs, at which they are now succeeding,
they once thought completely out of their reach.

KWIK KOPY, INC. has involved students with the working world--the exacting
demands; the need for organization and planning; the carrying through of the
plans--above all, it has provided the students with success.




Name of contact person Mr. James S. Williams, Supervisor of Training

Name of program Business Education

Address of program Eastern Kentucky Comprehensive Rehabilitation Center

Please identify handicap/dissdvantage and age group for which program was

developed Physically and Mentally Handicapped - ages 16 through 65

1. LENGTH OF PROG. \WM: 13 months

o, AVERAGE NUMBER OF STUDENTS: 12 per class

3. EQUIPMENT: (Plesse include make, model and quantity.)

ITEM MAKE MODEL QUANTITY
Duplicating Equipment: '
Spirit Duplicator Heyer 06-86-T0-607 1
Blectrostatic Copier A, B. Dick 675 1
Dry Copier 3-M 209 1
Fluid Duplicator A, B, Dick
Typewriters:
M Selectric 12
IM Selectric II 1l
IBM Executive 4
ImM Standard D 1
Transcribers:
IBM Executary 172 8
ImM Executary Combination 273 3
IBM Transcriber Skill for Word
Processing pkg. 6
IEBM Executives Training pkg. L
IBM Composer Training pkg. 1
Calculators:
Victor 06-73-85..54 2
Victor 06-811421 1
Adding Machine:
Victor (full key) 06-16-83-5k4 1
7ictor (10 key) 06-17-83-5k4 2
Cash Register:
Victor 06-X-6
File Cabinet: Steelcase 5 drawer 3
Desk: Height range from 28-3/L to 30-3/4 with L extension

to be 26" to 28"
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. 4. CURRICULUM: (Please give rationale for each unit or module.)

Business English & Vocabulary:
Vocabulary
Business English

To insure the student has enough basic vor:ebulary and possesses
enough language skills to successfully pass the ate, civil service
and private industry section of test dealing wit socabulary and
language skills. Also to enable the student to be better equipped
for transcription and general office language requirements.

Typewriting:
Beginning Typing (Unit I)
Intermediate Typing (Unit II)
Advanced Typing (Unit III)
Typing (Unit IV)
Special Typ7 g

In typing units I ~ IV, all students must have a minimum speed
of 40 WPM for five minutes within a three error limit for a passing
grade. It is desired they have a much faster speed for the steno-
graphic D.O.T.'s.

Special typing 1is taught to students with the use of only one
arm and/or hand. These students are taught the basic keyboard and
typing procedures.

Business Math & Recordkeeping:
Business Math
Recordkeeping

Business math is taught to refresh the student's knowledge of
mathematic fundamentals and to develop the ability to apply these
fundamentals to office occupations. Also, to assure the student
will be able to successfully complete and pass the general math
questions on merit, civil service, and private job tests for entry
on the general office clerk level.

Recordkeeping is taught to equip the student with the ability to
deal with records which he may encounter in the business office or
in a small business.

Accounting:

The Accounting course is designed to give the student the necessary
knowledge of accounting principles and procedures to enable him to
qualify for the position of accounting clerk.

The student will demonstrate his knowledge of accounting principles
and procedures by completing daily exercises, unit tests, and supple-
mentary practice sets with 95% accuracy.
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* CURRICULUM:

(Cont.)

Shorthand:

The student wiil be able to write unpracticed, unpreviewed short-
hand at the minimum rate of 80 WPM for three minutes at least twice
or for five minutes at least once and to transcribe this dictation
with 95% accuracy within thirty minutes. The student will develop
sufficient skill in dictation and transcription to enable him to pass
the shorthand portion of the Civil Service and State Merit Exams.

Office Practice:

The Office Practice course is designed to develop skills in the
handling of materials, techniques, and methods necessary for the
efficient office worker.

For those students who cannot qualify for the position of Stenographer,
General Office Clerk, or Accounting Clerk, modules are included in the
Office Practice Course to qualify them for lesser DOT job descriptioms
such as Cashier Checker, Mimeograph Operator, File Clerk, and others.

The student will demonstrate his skills in office procedures and
communications through assignments, role-playing, written and oral tests,
and on-tne-job performance.



5.

COMMENTS :

This training area is arranged so all types of handicapped people can
operate in this area. If ramps are needed to get to machines, we build
them, if desks are needed to be raised or lowered to fit the student's
needs, this is done.

Students in each class number no more than 12. This is done so the
instructor can have better working arrangements to work with each student.
The student is working on his own level and rate of speed. We feel this
is needed so the students can have more individualized attention and
instruction.

Students are enrolled in class at any time until the number of 12 is
reached in each area and then that area is closed until someone either
graduates, drops out, or is terminated. So far, this has been working on
a pretty good arrangement, but we know we will probably have a few problems

at a later day. We are trying to made ourselves ready for this when the
time comes.



Name of contact person Chester R. Anderson, Specialist III

Name or program Buciness Education and Keypunch

Address of program R. J. Delano School

3708 Linwood Boulevard

Kansas City, Missouri 64128

Please identify handicap/disedvantage and age group for which program was
Orthopedically hendicepped; Educable mentally retarded; DeLano High School
ieveloped. graduates who wish to develop salable skilisj Students with one or more of
the above naued hendicaps who are school dropouts.

1. LENGTH OF PROGT aM: Open entry/Open exit
Note: TFor stuaents enrolled at DeLano (high school) the program
was opened to them January 28, 197h.

2. AVERAGE NUMBFR OF STUDENTS: 20 high school students and ungraded specials
plus 3 adults.
3. EQUIPMENT: (Please include make, model and quantity.)

ITEM MAKE MODEL QUANTITY

———— om——



R. J. Delano School

o |
3. Equipment:

Item Make Model Quantity
Cassette Player/Recorder BSAF 9200 1
Cassette Players Audiotronics 145 3
Cassette Players Sharp RD-455AV 2
Desk Top Viewers Sawyer (GAF) 609)008 3
Dictaphone (Cassette) Dictaphone Corp. 241 1l
Projectors, Slide Kodak E-2 3
Projectors, Rear Screen Caramate by Singer 8806 2
Radio, aM/FM Newcomb AV-750 ]
Adding Machines (Ten Key) Olivetti Electrosuma 23 3
Adding Machine (Ten Key) Victor (Premier) ]
Calculator, Electronic Burroughs J]000 ]
Calculator, Printout Burroughs C2000 ]
Calculator, Printout Victor 84444 ]
Transparency Master Maker A. B. Dick 204 ]
Mimeo Stencil Printer A. B. Dick 525 ]
Spirit Duplicator A. B. Dick 2]7 ]
Mimeoscope A. B. Dick 5 ]
Overhead Projector 3M Co. 567-RCG ]
Projection Table 3M Co. 26-E ]
Portable Screen (Tripcd) 3M Co. ]
Keypunch Machine Univac 170) ]
*Student Work Centers (48x60 plus 30x60) Tables - Adj. height 4
Student Work Centers (Standard desks w/ typing return) 2
File Cabinect (4-Drawer) Haskell ]
Book Cabinet (3-Shelf) Haskell ]
Study Carrels Arto Bell 1301 3
*Student work ~enter tables: Arto Bell Co.
17 Typewriters, Selectrics IBM 3

" Selectric II
" Executive

ol Sl
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4.

J. DelLano School

'
Curriculum:

(1)

(Please give raticnale for each unit or module)

Typing I - Emphasis is placed on training in the operation
of machines that the student will encounter in "on the job"
situations.

Typing I is the first in a series of four individualized
typing courses designed to provide the student with a
mastery of the touch typewriting system and an introduction
to the basic business forms.

The course is also designed to give the review student a
thorough review of the typing of letters, manuscripts,
tar:lation problems, and business forms.

Typing II - Designed to further skills in typewriting
through the preparation of various personal, business, and
professional papers and forms representative of most office
positions. Strict emphasis will be placed on the ability
to follew directions in completing these problems.

Typing III - Presentations have been developed to help
student learn the differences in operation of the IBM
Executive Proportional Spacing Typewriter and other
electric typewriters. There is a Learning Packet and two
slide tape presentations.

Typing IV-(Expert) serves as a "finishing course” in the
general area of typewriting knowledge and 3k.ll as he
moves into the more specialized areas of his interests,
such as the medical, legal, and/or technical secretary.
The course is designed to sharpen student's spelling and
vocabulary abilities. Strict attention will be paid to
mailability of typed work.

Ten Key Adding Machine - This course offers skilled training
in common business mathematics by the performance of

“job problems". Emphasis is placed on neatness, accuracy,
and concentration. Problems missed must be re-worked.

The touch system is taught - with the goal of finely
coorsinated movements. (Performance tests given regularly.)




R. J. DeLano School
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4. Curriculum cont.

* Shorthand I - The first in a series of four shorthand courses
provides the beginning student with a knowledge of the Gregg
Diamond Jubilee shorthand theory.

* Shorthand II - A continuation of Shorthand I designed to in-
crease rate of taking and transcribing shorthand with intensive
dictation and transcribing and reviewing correct punctuation
practices and spelling.

* Shorthand III - IV- Shorthand III serves as a finishing course
in Shorthandand is a prerequisite for Shorthand 1IV. It allows
students to become expert in performance skills before moving
into -~elect areas in which student wishes to specialize.
(Special areas would include legal, medical, educational and
technical levels. Skill demonstration for producing mailable
jobs, transcribing mailable letters with a minimum "production
word per minute" score of 15 , plus ability to take new matter
education related dictation at a minimum of 80 words a minute
for three minutes, plus transcription (95% accuracy is the
objec*ive of this course.

* Filirq Systems and Records Management - Designed to acquaint
tha : .udent with themost c..nmon record management duties and
the v..lue of records to success in business. Performance
record management functions attained through workbook exercises:
creation and storage. Objectives are measured at checkpoint
at end of each lesson.

* Business Math. - A course in the application of basic arith-
metic fundamentals as they apply to the student, both in
personal/business relations and those of potential office jobs.

* Keypunch - The primary objective of this course is to train typics
to use the keypunch machine. A prerequisite is a typing skill
of 39--40 words per minute. This canrge introduces student to
the basic machine used in computor operations. As evidence
of achievement, the student will be able to begin productive
keypunch work at the end of the course.

)
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1“'R. J. DeLang School

5.

Comments:

The multi-media approach is used to individualize instruction
in the DeLano School Business Education Laboratory.

Behavioral objectives are clearly stated for each lesson,
either in reference manuals or through handout sheets (used

for checkpoint evaluation, as well as lesson plans for each
succeeding lesson.

For example, a course is introduced by a slide tape presenta-
tion. Succeeding lessons may be introduced by the same
format, or the student listens to a lesson tape as he
practices his machine. Shorthand, e.g., a brief quizz
follows . each lesson.

The student sets the pace, decides the time and effort he
devotes to achieving the objectives of the course. Therefore.,

he is getting experience and training in assuming responsi-
bilities.

Individual stvdent folders contain record of achievement:
checkpoint evaluation, testouts, performance drills.

NOTE: Business education instructional courses were
designed for the DeLano School by the Business
Education Division of State Fair Community College,

Sedalia, Missouri. (Includes instructional tapes,
slide tape presentations, business education plates,
etc.)



Name of contact person Walter H. Becker, Supervisor Kathleen Lewis, Teacher

Name of program Husiness and QOffice
Address of program Vocational Education Department

Farmington State Hospital
Farmington, Missouri 636L0

Please identify handicap/disadvantage and age group for which progrem was

developed. Emotionally disturbed 12-65

1. LENGTH OF PROC .AM:

Individually developed accordirg to abilities, previous training,
length of stay and patient needs

2. AVERAGE NUMBER OF STUDENTS: 12

3, TRQUIPMENT: (Please include make, model and quantity.)

ITEM MAKE MODEL QUANTITY
Duplicator Speed-0-Print 1l
Mimeograph Speed-O-Print 1
Scope Speed-0-Print 1
Printing Calculator Victor 1l
Auto Calculator ' Vietor 1
Ten-Key Victor 2
Full-Key Victor 2
Dictaphone Victor 1
Manual Typewriter - Royal 3
IBM Selectric IBM 3

Typewriter



l
' 4. CURRICULUM: (Please give rationale for each unit ox nodule. )

Prevocational education in business and office is intended to create readiness
for specific training by using actual or simulated work tasks. A diagnostic profile
is established and used to give both student and staff members regular and repeated
appraisals of vocational direction and potential. The course is designed to cover
broad areas within the field acquainting students with job opportunities, safety
practices, materials and equipment commonly utilized.

The student is encouraged to relate his experience to the developing of interest
and attitudes toward the world of work.

Vocationd education in business and office occupations is intended for initial
preparation, refresher training, and/or upgrading of individuals leading to employ-
ment in business and office occupations.

4 The program is ocrganized to prepare the individual for (1) clerk typist or
general office cler' s, (2) office machine operators, and (3) general bookkeeping.

The individual shall be provided with instruction to develop a person's atti-
tude, technical knowledge and salable skills. The curricular area shall be task
oriented rather than a set length of time. Individual development and learning is
a relative factor and individualization is essential in his milieu.

Special education offers related academic course work for students through the
age of 20 and adult basic education offers related course work for those 21 years
of age and older.

Individualized instruction in the following areas: Bookkeeping, Clerical Record
Keeping, Business Math, Business English, Typewriting, Filing, Office Machines, and
Office Practices.

A newspaper entitled The School Broadcast was published and written by business and
office students. Papers were distributed to staff and patients. It was used as a
learning vehicle.

A prevocational program in the morning involves social skills, employment, and career
education. Students have access to psycho-motor classes and counseling within the
department.

PREVOCATIONAL EDUCATION OBJECTIVES

To develop a broad and basic understanding of office occupations that is explora-
tive in nature.

To develop an understanding of the type of work done in an office.

To develop safety habits in the office.

To develop interest and appreciation of office work.

To devalop orderly procedure in doing a job.

To develop a basic knowledge of the typing keyboard.

To learn how to add, subtract, and multiply on the ten-key and full-key adding-
listing machines and the printing calculator.

=
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5. COMMENTS:

Copies of occupational readiness checklists are enclosed.




Student's Name

' ! Instructor's Name

Date

OCCUPATIONAL READINESS RECORD
PROFICIENCY CHECK LIST

TYPING
PROF. LEVEL
i LM

Safety ~=~-~~eccecmcccccacaao £ Aligning type e —ea

Personal and business
Practices safety in office letters --====-=--
Insure safe conditions of Envelopes
machines -- - Rough draft typing -
Careful handling of machines Headings -~
Careful iu storing com- Main --=-
bustibles —--==-~ Secondary -
Ventalization with soulvents Spread =-e=~----
Posts warning of unsafe Columnar - -
conditions -----cee--- Tables with columnar head-

ings

------- ———— Outlines

Typing Manuscript (Short) --=-=-=---
Machine orientation «--- Form and style
Arrangement of work area --- Footnotes cee———
Part and parts operation Timed writings (Manual and
Typing position =--- - Electric) -
Keyboard Orientation «-----=- -

ONE MINUTE
Alphabetic -- WM ERS
Numeric and symbolic --
Stroking technique and h
continuity FIVE MINUTES

WPM ERS

Typing Abilities ----cccece--
Tabulating procedure
Proofreading - ,
Typing from dictation -
Typing fram script ------=---
Statistical memorandum
typing ==-----cemcccnoe-
Horizontal centering ------
Syllable identification with
dictionary --- ————————
Vertical centering - back-
space method ==-=--c-c=c-c-- ;
Announcements --=-
Personal notes -----
Postal cards




. 1 Student 's Name
Instructor's Name
~ Date
OCCUPATIOYAL NIEADINESS RECORD
PROFICIENCY .CHECK LIST
OFFICE MACHINES
PROF. LEVEL PROF. LEVEL
LMH LMH
Safety -- - Fluid Duplication

Practices safety in office -
Insure safe conditions of

machines ---- - equipment
Careful handling of Operation of machine
machines -=--==c-cece-- Procedure and skills

Careful in storing com-

bustibles ~-- - Typing - —-
Ventalization with solvents- Drawing -- -
Posts warning of unsafe Writing -- -

conditions

Office Machines
Ten-Key adding-1i sting

Machine orieatation

Handling of supplementary

Master preparation

Colored carbon

Correction method

Finished product (Quality) -

Stencil Duplicator

machine - -
Machine orientation - Machine orientation
Machine skills -- - Handling of supplementary
Addition -- equipment --
Subtraction =-=--e-crcccccce- Operation of machine
Multiplication - Procedure and skills
Division - - Stencil assembly
General business problems -- Layout -
Stencil cutting ----=-c-c=e=- -

Printing Calculator --===---
Machine orientation --~--

Machine skills

Addition - an e OB an GD 60 S0 en o e
Subtraction ---- -

Multiplication -~--

Division ~===ccceccace-- -

Correction method -

Finished product (Quality)
Transcribing Machine -=-====---

Assembling and operating
machine --

letter and envelope style

General business problems Mailable material -------
Full Keyboard Adding-List- Copier -
ing Machine ~-

Paper and copy placement
Machine orientation -------- = General operation -
Mgchine skills - -
Addition - ——
Subtraction -- - Rate for transcribing machine
Multiplication ---- -
Division --ece-e-e-=--

General business problems --




Student's Name

Instructor's Name

Date

OCCUPATIONAL READINESS RECORD
PROFICIENCY CHECK LIST

BOOKKEEFPING

LMH
Balance sheet --- ———————— -—- -000
Opening entry -—----=-- 000
Debit and credit columns -- - 000
Journalize transactions ——emene—— 000
Posting -------==c==-- 000
Trial halance -- - 000
Six (olumr work sheet 000
Income sta. -ent -- crmceme———— 000
Close ledge. -=~===-- —————— 000
Purchases jo. nal -- cmcemmmccccecar=e= 0 0 O
Sales journal =----cr==cs====--- - 000
Cash payments journal -— 000
Cash receipts journal - 000
General journal ceerre e cmc e rr e an e - 000
Adjusting and closing entries 000
Payroll - - 000
Depreciation —----===c=cc=- - 000
Disposal of fixed assets —----- -000




ne

Student's Name

Instructor's Name

Date

OCCUPATIONAL READINESS RECORD
PROFICIENCY CHECK LIST

BUSINESS MATH

Division ~=e=-ccccccrcccccaccccccanraa=
Addition -----cmcccmmmcccmccccccc e
Multiplication ~~-ererccmcrccrceccraaaa-"
Subtraction -----~cccccccmcccccccaccna-
Aliquot Parts -~=--=-ecccccccaccccacnn-

0O0O00COT

ODO0O0 OO0O0D OO0O00O0OO0OO0O00D0 O00O0OX

S les Slips---emmemmmcccmccccmccea e
Unit Prices =—===—c-memc oo
Average Prices ==--=-ccc-rccmccnmcann-
Fractions =~==-===mercrccccccccrmceceaa
Mixed Numbe@rs=----—ceccccccccccccccncean
ComMMissionSe==r=m~eccocemcmccnarnrna———
Bonds ==—=c=cm—== - ——— - ———
S4onKke —e-mencrcccmmercmrcccrc e ———
Life INsurance =~-=-—-—ecccecccccercacans
Savings Accounts ~=~rrermcmcceccceana-a

O0O00DO0OO0OO0OO0OO0

Automobile Insuranee ~--~--=c=--- m—————
Cost of operation of auto -===-e-—-ce--
Cost of using public travel agencies --
Cost of shipping goods----=-c--ccccee--

OO0OO00

Social security taxes ----~~c-—-ce=mcc---
Social security benefits ~---ccccee----
Income taXes —————=—-e—— e ceceee
Charts of business operations -e---cec--

QOO0 D000 O000DCOO0O0OO0OO0 s BoNoNeNo R

oNoNeNo




' Student's Name
! Instructor's Name
Date

OCCUPATIONAL READINESS RECORD
PROFICIENCY CHECK LIST

OFFICE PRACTICES AND FILING

PROF. LEVEL
L MH

Safety - - - -
Practices safety in office ~==—---r-cec-e-
Insure safe conditions of machines -----
Careful handling of machines ===---ccesccrcccan=-c
Careful in storing combustibles =---=eee--- -——
Ventalizati .. with solvents - -
Posts warniug of unsafe conditions - -
Office Practices and Filing =------e-cecamcoccac—-
General procedures ——
Ability to follow directions -- ———
Handwriting techniques =-- —————— -
Spelling =-—-=-=-c-- ——— - ———— -
Communication systems --- ———— - -
Telephone calls -- -
Switchboard --=-=- —— _—
Interoffice ==—=eecereca- ceemrmne—r————een e ———-
Petty cash ====c=r- — -
Business letters =-- - ———————
Mail and messenger service =---- -
Piling =—~ec—ecee- ——
Rules =m-wemcecea- -t e e e
Alphabetic ==e==m-- - - -
NUmber eeccccccmmcacrccccrcccccrenmea= ——
Subject =—=eeccccccncu- ——— c—— ——
Geographic =-=-=-- cmmemerccer————————
Susiness papers ==--==-- -
English ==-—e=—cecmccmcmcmcncaranas ——




' Student.'s Name
Instructor's Name

Date
OCCUPATIONAL READINESS RECORD
PROFICIENCY CHECK LIST
RECORD KEEPING I & II
RECORD KEEPING I PROF. LEVEL RECORD KEEPING II PROF, LEVEL
L LA

Safety ~=—eree- -~ Ability to follow dir-

ections -- ——ecen-
Practices safety in office -----
Insure safe conditions of Purchase Records --===-r=we--
machines «-=~==---
Carelul handling of machines Inventory
Careful in sturing combustibles- Purchase requisitions
Ventalization with solve ts Purchase orders
Posts warning of unsafe con- Purchase invoices -
ditions -«-- Purchase journal -
Record Keeping I Sales Records

. - A0ility. 10 follow. gﬁ,regtions et ] e, Lo Sples orders copmitrroTeer T e

Cashiers records S8ales invoices ———— '
Receipts and proof of cash Sales returns -- - ——-
Report forms -- - Allowance journals
Nank dapneita «- Salee jnnmale - -

Cash receipts journai --
Checks and Bank Statements Accounts receivable & stat-

ement ----
Checkbocx orientation
Endorsaments - , Payroll Records -
Banx reccnciliation -

Computation of wages and
Petty Cash =~~==- - overtime =----

Payroll books ~====-=~ -
Budget Records ~-~= : Social Security -

Withholding taxes (W-2) -
Receipts -=--- : Distribution payroll --
Payrants ==c-cccecccccccccccac-a

Unit 10 -- Practice of
Salesclark Pecords (Retail)----- Cumulative Learnings: ----==--
Cales slip and taxes —=—~--meee-- Grade:
Crnarze asccunis ==—e--=-
Statenanti of account -- - General Observation from Bnit

10 Practice:




Name:

Date Sent

OCCUPATIONAL EVALUATION

Puilding Trades

Business and Office

Instructor:
Date: Time: hrs.
Willingness to take directions
iGood L1 R NN N jPoon)
10 9 68 ¢ 6 5 L4 3 2 1
Cooperates and works with others
| | | 1 } X A } i |
10 ¢ 8 7 6 5 4 3 2 1
Physically able to perform work
[ | i J ! A 1 L
i0 9 o ¢ 6 5 h 3 2 1
Comprehends instruction nad can
apply kimsel® (or herself)
1 ] I B ] i 1 L1
10 9 8 7 6 5 4L 3 2 1
Actual work performance
[ i ] i 4 } ] 1 | I |
10 9 8 7 6 5 L 3 2 1
Remarks:

Food Service
Instructor:
Date: Time: hrs.
Willingness to taxe directions
Good | 4 4 4 g4y Poory
10 9 8 ¢ 6 5 L 3 2 1
Sooperates and works with others
L 1 § 1 | i [ ] R |
16 v 86 7 6 5 4 3 2 1
Physically able to perform work
L i I | ] J| | ! [N
0 9 8 7 6 5 L4 3 2 1l
Comprehends instruction and can
apply himself (or herself)
1 1 i | | i A
RS T S A SN T B R §
Actual work performance
L J | 1 1 i 1 ] L J
0 9 6 ¢ 6 5 L 3 2 1

Remarks:

Ingtructor:
Date: Time: hrs.
Willingness to take directions )
good 4 ¢+ 4 4 4 4 4 Poor
0 9 8 7 6 5 L 3 2 1
Cooperates and works with others
L A 1 i 1 3 A4 1 L ]
10 9 8 7 © 5 4 3 2 1
Physically able to perform work
[ 1 ] 1 } i 1 I ] 3
10 9 8 7 6 5 L 3 2 1
Comprehends instruction and can
apply himself (or herself)
Lt 1 4 A1 L N 1 1 1
10 9 8 7 © '5F L 3 2 1
Actual work performance
1 i 4 ) i L 4 1 1 [}
9 ¢ 8 7 6 5 L 3 2 1
Remarks:

Metals Cluster
Instructor:
Date: Time: hrs.
Willingness to take directions
Q‘OOd 1 g 1 [] | A . I'|
o s+t 1 ¢ 5 L 3 2 1
Cooperates and works with others
L L 1 L 1 1 1 1 L s |
10 9 686 ¢ © 5 L 3 2 1
Physically able to perform work
| | - i [ 1 1 | ] _ﬁl
eS¢ 5 L 3 2 1
Comprehends instruction and can
apply himself (or herself)
L L g i 1 i 2 1 bl
10 9 8 7 6 5 4L 3 2 1
Actual work performance
L | i A L i L 1 [ |
10 9 8 17 6 5 h 3 2 1

Remarks:



. ) Instructor

Name

Date

PRE-VOCATIONAL READINESS RECCRD

FOR Business and Office

ED. CODE __20.0300

. LMBH
Safety
Practices of safety procedures =-=--=-=-=-- 000

Insures safe working cond:tion of equip- - 000
ment
Uses care in storing and using combustibles0 O O

6ccupational Orientation ———
Typewriting

Practical and neat arrangement of work area0 O O
Familiar vith parts and uses them properly-0 0 0
Correct typing position -~--c-cccccccacc-- 000

Keyboard Orientation

I; familiar with the numbers and symbols - 0 0 O

S"“I\H ne m“ﬂ‘\ﬂiﬂu: an Cm«&-z X doe

o W omem - .- hs Wuks s & Whin W

Quick, snap stroke with immediate release-0 0 0
Hands, wrists, and arms quiet and relaxedi-0 0 0
Uniform key-stroking action —~-~cececeneca 000
Each key struck with proper finger ------- 000
Raturns carriage quickly at end of lines - 0 0 0
Right thurb curved--on or close to space - 0 0 0
bar

No pause before or after spacing -=------- 00O
Eves kept on copy =-----—--eececccecccnaa- 000
Rhythnm put.iern fluent and continuovus ----- 000
Tvoins avtlitizs

Can correctly tabulate items -----=cvee--- 000
Can horinontally center items ----veceac-- 000
Can type :u:ouncements neatly -----------= 000
Can typs personal notes using correct form 0 0 O
Is able to find and correct typing errors-0 00

Timed ¥ritines
One rminute: WM ERS
Three rinvute: WPM ERS

S —————

Voo Te T te

m" . - ; D -‘.“ -———

LMBE
Office Machines

Printing Calculator, Full-Key

and Ten-Key Adding-lLising Machines
Demonstrate proper finger tech- - 0 0 0
nique

Locate and explain use of foliow-

ing:

Repeat Key ---—-vrec~erecaccca 000
Subtotal Key ——n—- ~--000
Total Key e -000
Subtract Key - mmweeen= 000
Plus Bar ---=cececrccncmccwcn- 000
Demonstrate proper position at -=- 00 0
machine
Given prohslems will be able to -~ 00 0O

add

Given problems will be able to -=- 000
subtract

uilven proolems w.il be able to -- 00 0
multiply

Given problems add correctly --~- 00 0
using repeat key

Name home row keys ----=c-ccwee= 00 0

Working Characteristics:

Convey meaning through speech --- 0 0 O
Comprehends instructions and =--- 0 0 0
can apply himself

Physically able to periorm work - 0 0 0
Actual work performance «---e--e- 000
Ciass attendance --=-~v-cccmwcnc—u= ooco
Personality Characteristics:

Perscnal appearance -e--~=ceeceeee== 000
Selt control =---cecmccccaccencann 000
Cooperativeness --------—cemaace- 000
Adaptability-c-ec-c-cccccaracnaaa 000
Reacticn to criticism ~=ccccacaew 000
Initlative cccmcmcmccacmcccee o 000
Interest in vocational area ----- 000
Follows directions ---cv-ccccacc-o 00¢C
Participation in assignments ---- 0 0

I - Timited--D~>2: gimnle parts of ta-k but requires close -upervigion,

M - duderato--Forforne tacks with linited superyision,
H - Hiph--Can work indep-ndently (even chow others).




Name of contact person Mrs. Elizebeth M. Foller

Clerical Skills Lab
Phoenixville Area High School
Address of program Gay Street & City Line Avenue

Phoenixville, PA 19460

Name of program

Please identify handicap/disadvantege and age group for which program was
developed. Disadvantaged- High School

1. LENGTH OF PROGRAM:

Two years- Students presently in the program are juniors. Beginning the 1974-75
school term it will consist of Juniors and seniors.

2. AVERAGE NUMBER OF STUDENTS: 15

3. EQUIPMENT: (Please include make, model and quantity.)

ITEM MAKE MODEL QUANTITY
Spirit duplicator A, B, Dick 217 1
Typewriters:

Underwood Scriptor
Olivettl Underwood

Editor 2
Calculators:
Print-out Ailer 1214P 2
Electronic read-ocut  iiler 1214 3
Printing calculator !NCR 18-38 1
Ten-key adding machine NCR 1l
File cabinet 1l
File cabinets and drawers Shaw-Walker 1 (Built-In
Counter Unit)
Pacesetter S. W. Pub. Co. 02930 1l
Transcribing-Recording
Units IBM 273 2
Cassette Tape Player Sharp RD45TAV 1
Stereo headphones Sharp HP-200 1l
ON ORDER:
Keypunch IBM 029 1l

Electric typewriters Adler 21FS 5




¢ 4. CURRICULUM: (Please give rationale for each unit or module.)

wccounts Payable Clerk. Keeps records on what the company buys from other busi-
nesses, Al30 keeps track of the payments made to these businesses. Cam tell the
:ompany how much it owes thege businesses at any time. Makes sure the company
»ays its bills on time.

\ccounts .leceivable Clerk. Keeps records on customers and the amount of any pur~
thases and payments they make., Sends out a statement to each customer cvery
wonth to tell how much is owed.

‘11ling Clerk. Works with information supplied by other clerks to prepare an ac~
Surate bill for each sale that the company mak:s,

slerk-Typist. Does a lot of different things each day. lNeeds a wide range of
3 s and abilities to cope with an ever-changing workload. May have contact
rith many perople in and out of the company.,

.redit lerx, Helps determine credit limits--how much a customer can owe the
sompany without having to pay his bill right away. Has to okay orders to make
sure these customers don't go beyond their credit limit, Has to keep a lot of
sonfidential records,

“ile llerk. Puts business: papers of all kinds in order, Stores papers in files
and helps locate information on file whenever it is needed.

7ail Tlerk. Sorts incoming mail for delivery within the company. Plcks up mail
*ror: cach department and gets it ready for delivery within the company or adds
postage to ret it ready for the post office. Moves around a lot., Meets and talks
to a lot of people. Must stick to a pick-up and delivery schedule.

Of fice “ashier. Handles all cash and checks received by the company. Puts this
oncy in the bank. Writes checks to pay the company's bills, Must keep correct
records of what money the company gets and spends. ilust keep money safe from loss,

Jrder Tlerx. Vorks with orders from the customers, Makes sure orders are clear
and correct, Then transfers all the order information to the company's order form.

Jayroll Jlerk. dorks with confidential salary info.mation, time cards, and tax
t§€§es to> figure out how much money each cmployee ha: earned and “ow much he will
ictually receive, 'ust keep all payroll information confidential.

versonnal lerk., Checks job applications, scores tests, and fill: out forms for
peopls applylnr for jobs. Keeps records for people alreaiy employed. Lots of
zontact with pcople in and out of the company,

“urchacing Olers, Prepares purchase orders for things the company needs to run
its busin~ss. .hen the things arrive, makes sure the company got what it ordered,
ots of sontast -ith people in and out of the company.

4o, larntrol Slerke Keeps records of the goods and supolies that come into and
0 out of the company's warchouse or stockroom. Asks for additional goods and
sapplirs when cuantities get low.

raffic Slerxk, dorks with business forms needed to transport goods into and out
3% the company. 'ses traffic charts to figure freight charges. Handles -:laims
far lost or danaged shipments.

TZEist. Types many different business papers—lctters, memos, lists, envelopes,
M1~ cards, checks, lables, and so on, Uorks from rough copy. Checks work carc-
filly and corrects errors if necessary,

eIy, continued on next page
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5. COMMEN§S: ,
Since this is a federally funded program and we have just applied for ad-

ditional equipment, we are unable Lo outline our entire program for you. Ac-
ceptance of our second year progpsl will not be known until later this year.

v CURRICULUM: (con't)

Junior Year:

Additional materials and units are being prepared to be included with the
above jobs for the junior year.

Senior Year:
This summer units will be planned and written for the senior program.

23a




Name of contact person
Name of program

Address of program

Ms. Linda S. Rice

DOVE Project (Clerical and Related Occupations)

Fairfield Schoeol

10th Avenue and Bruce Street

Huntington, West Virginia

25701

Please identify handicap/disadventage and age group for which program was

developed.

1. LENGTH OF PROGRAM:

ég The student must complete 1,800 Hours to re
Students in the program are freshmen, sopmmoges,

2, AVERAGE NUMBER OF STUDENTS: 12

Educable Mentélly Retarded - High School

3., EQUIPMENT: (Please include make, model and quantity.)

ITEM

S ————

Typewriters (Elec.)

10-Key machines
Adders

File Cabinets

Cash Register

Tape Recorder

Duplicator

A I Typing
Projector

Speaker

Sound Movie cartridges

Daylight screen
Cassette players
Cassette player
File drawers *
A I cassette tapes
Desks
Overhead
Typewriters (Elec.)
10-Key machines
Adders
Calculator
Teletrainer
File fabinets
Overhead
Tape Recorder

MAKE

Smith-Corona

Adler
HON
JCM
Avid

AB Dick

Technicolor
Cartridge

Techaicolor

Hitachi
Hitachi
Luxor

Smith System
Apollo 6

Olympia

Adler

Sharp
Western Elzctric

Apollo 6
Hamilton

MODEL
Secretarial 300

Mark 12
4~drawer letter

AAC 100
217

Model 1000B

(Phase I)

TPQ-201
TPQ-~-200

(Phase II)
Student L-shaped

50

Mark 12
Cs-621

3-drawer Lateral

"HAT20

ceive a Vocational Certificate.
juniors and seniors.

QUANTTTY

bd
w

H H HEFPDW

-

-
NN W



4. CURRICﬁLUM: (Please give ratiponale for each unit or module. )
YEAR ONE - BEGINNING TYPEWRITING

Preparing to Type
Alphabetic Keyboard
Numbers

Symbols

Skill Building
Speed Bullding
Centering
Tabulation

Typing Postal Cards
Typing lLetters
Addressing Envelopes
Art Typing

The student will be able to operate all parts of the type-
writer necessary for producing a neat, acceptable copy and he
will be able to touch type at & minimum of 15 GWAM for a
1-minute timed writing,
' SECOND YEAR - OFFICE OCCUPATIONS I
I. Typewriting I
A. Preparing to Type
B. Alphabetic Keyboard

1. Letters
2. Punctuation
2. Special Keys

C. Speed Building
D. Numbers

E. Symbols

F. Margin Planning
G. Centering

H. Tabulating

I. Typing Postcards

1. Message side
2. Address side

J. Typing Letters

1. Personal
2. Business
a. block style
b. modified block style

©

ERIC

Aruitoxt provided by Eic:
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ITEM MAKE MODEL QUANTITY
Duplicating equipment
Spirit duplicator A.B. Dick 227 1
Master/trp. maker A.B. Dick 204 1
Copier A.B. Dick 675 1
Offset Duplicator A.B. Dick 326 1
Collator A.B. Dick ORD24 1
Folder A.B. Dick 58 1
Platemaker A.B. Dick 111 1
Exposure Unit A.B. Dick 107 1
Electropunch NSC 1
Paper drill Challenge JF 1
Paper Cutter Challenge HL 1
Light Table Nu Arc RR26 1
Light Table Nu Arc VLT23F 1
Light Table Nu Arc VLT18F 1
Jogger Lectrojog 665 1
Binder NSC 28-H 1
Stapler Staplex SS-45H 1
Stripprinter 1
Desks student L-shaped 13
Paper Stacker 1
Paper stand (wire) 1
Portable screen 1
Keypunch IBM 22 2
Projector Dukane 14A650C 1
Technicolor 1000 Model B 1
Graflex Auto-Vance Study Mate 1
Cassette Players Hitachi TPQ 201 b

ERIC

Full Tt Provided by ERIC.
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K. Typing Envelopes

1. Large
2. Small

L. Typing Reports

1. Outlines
2. Manuseripts

M. Art Typing

After demonstrating a working knowledge of the operational
parts of the typewriter and mastering the entire keyboard, the
student will demonstrate his ability to apply his typing skill
to common business situations.

II. Business Forms
A. Sales Tax Chart
B. Sales Slips
C. Charge Slips
D. Credit Cards
E. Order Blanks
F. Statements
G. Receipts

The student will be able to correctly fill in various
business forms end use a tax chart to figure West Virginia state
sales tax on sales slips and order blanks.

III. Business English 1

A. Plurals
B. Homonyms
C. Synonyms
D. Antonyms

E. Prefixes

F. Suffixes

G. Pronunciction

H. Verbs and Tense

I. Composition

J. Punctuation

K. Vocabulary

L. Spelling .

The student will be able to apply basic language arts skills
to clerical situations and develop a spelling vocabulary basic
to adult communications.

ERIC

Full Tt Provided by ERIC.
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4, CURRICULUM:

IV. Business Arithmetic I
A. Reading and writing numbers
B. Addition
C. Subtraction
D. Multiplication
E. Division
F. Decimals
G. Fractions and Percents

The student will be able to read and write numbers, and
perform the fundamental mathematical operations.

V. Personal Qualities I
A. The World of Work and You
B. Personal Inventory
C. Health

1. P.oper rest
2. DNutrition
3. Cleanliness
4, Exercise

D. Appearance and Grooming

1. Skin care
2. Hair care
3., Teeth care

E. Posture and Poise

F. Dress

G. Voice and Speech

H. Manners and Attitudes

The student will be aware of the personal qualities expected
of prospective employees and will work to develop good posture,
grooming habits, and manners, as well as apply guidelines for
dressing for work and school.

VI. Telephone Training I
" A. Telephcne Directory
1. Introductory Information

a. cpecial services

b. types of telephone calls
2. Alphabetic Section
3, Classified Section

B. Incoming Calls
C. Outgoing Calls




' -Page 4~
4, CURRICULUM:

D. Telephone Records

1. Messages
2. List of Frequently Called Numbers

E. Telephone Voice

While the student is learning to improve his telephone
voice in this unit, he will be learning to use the telephone
directory; how to place and answer local and long distance
calls; and how to take accurate telephone messages.

VII. Money and Banking I
A. Counting Money
B. Making Change
C. Banking Services
D. Opening a Bank Account
E. Making Deposits
F. Writing Checks
G. Bank Statements
H. Budgeting Money
I. Practical Application

After demonstrating his ability to count money and make
change up to $50.00 quickly and accurately, the student will
be introduced to the facilities and services available to him
from banks and be required to perform all operations related to
opening and maintaining a checkiag account at a local bank.
Also, the student will be responsible for budgeting small sums
of money and shopping for the best prices.

VIiI. Office Machines I
A. Cash Register

1. Jobs and Qualifications
2. Money Handling

3., Cash Register Procedure
4, Ringing Up Items

5. Check-Out Techniques

6. Special Situations

B. Ten-Key Adding Machines

1. Addition

2. Subtraction

3., Multiplication
4, Division

The student will develop entry-level job skills on the
Cash Register and Ten-Key adding machine.
IX. Filing I
A. Alphabetic Filing Rules

1. Infividual Names
2. Business Names
N 3, Other Names
ERIC

Full Tt Provided by ERIC.
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B. Card Filing System
C. Correspondence Filing System

After learning the alphabetic filing system for individuals,
businesses, and othey names; the student will be required to
set up and use a vertical card filing system and vertical
correspondence filing system.

THIRD YEAR - OFFICE OCCUPATIONS II

I. Typewriting II

A. Keyboard Review

B. Numbers Review

C. Symbols Review

D. Speed Building

E. Erasing

F. Using Carbon Paper

G. Centering and Tables

1. Horizontal Centering

2. Vertical Centering

3. Tables without Column Heads
4, Tables with Column Heads

5. Skill Building

H. Business Forms

1. Horizontally Ruled Fores
2. Vertically Ruled Forms
3. Unruled Forms

4, Labels

I. 3Business Correspondence

1. Menmorandums

2. Business Letters
3. Special Lettlers
4, Reports

J. Integrated Work Project

1. Service Office

2. Menufacturing Office
3. Retail Sales Office
4, Government Office

K. Special Typing

1. Masters
2. Offset Masters

The student will display entry-level ability to type tables,
business forms, and business correspondence.

ERIC

Full Tt Provided by ERIC.
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II. Business English II
A. Sentence/Paragraph Structure
B. Nouns
C. Pronouns
D. Verbs and Tense
E. Descriptive Words
F. Composition
G. Punctuation
H. Vocabulary and Word Choice
I. Spelling

The student will understand and apply rules common to
effective communications.

III. Business Arithmetic II
A. Addition
B. Subtraction
C. Multiplication
D. Division *
E. Fractions
F. Decimals and Percerts
G. Special Numbers Usage

1. Measurencnt
2. Time

The studen. will demonstrate the four fundamental mathe-
matical operations and apply his skills to situations.

IV. Personal Qualities II
A. Personal laventory
B. Health and Appearance
C. Business Manners
D. Personality
E. Attitudes

The student will understand and apply basic grooming and
dressing principles.

V. Telephone Treining II
A. Incoming Calls
B.. Outgoing Calls
C. Special Situations

1. Interruption of Call
2. Transferring Calls
2. Handling a Complaint
4, Safeguarding Information
ERIC

Full Tt Provided by ERIC.
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D. Special Services
E. Telephone Records

1. Message Forms
2. List of Frequently Called Numbers

F. Telephone Voice

The student will place and answer telephone calls in a
businesslike manner. .

Vi. Money and Bankirz II
A. Counting Money
B. Making Change
C. Banking Services
D. Checking Accounts
E. Bank Statements
F. Checkbook Reconciliations
G. Budgeting Money
H. Consumer Protection

1. Federal Income Tax
2. Social Security
3. Insuranrce

The student will be able to count money, meke change, and
use banking services to the degree that he is able to handle
his personal finances adequately.

VII. Office Machines II
A. Printing Calculator

1. Addition

2. Sudbtraction

3, Multiplication
&, Division

5. Application

B. Adding Machine

1. Addition

2. Subtraction

3., Multipiication
4, Application

C. Fluid Duplicator

1. Machine Operation
2. Master Preparation

ERIC

Full Tt Provided by ERIC.
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4, CURRICULUM:

D. Master/Transparency Maker

1. Master Units
2. Transparency Units
3. Lamination

The student will develop entry-level ability to operate
the printing calculator, ten-key adding machine, and fluid
duplicator.

VIII. Filing II
A. Alphsbetic Filing Review
B. Subject Filing
C. Geographic Filing
D. Numeric Filing
E. Vigible Card Filing System
F. Lateral Filing Systenm
G. Open Filing System

The student will be able to use thealphabetic, subject,
geographic and pumeric filing systems.

IX. Processing Materials
A. Mailing Procedures
B. Delivery Services

The student will know the proper way to process incoming
and outgoing mail for an office.

X. EKeypunch
A. Orientation to Data Processing

1. Explanation of Data Processing
2. Manual Processing of Data

3. The Punched Card

4, Machines for Data Processing

B. Card Punch Machine Operation

1. Machine Preparation
2. Function Switches

C. Numeric Punching
D. Alpha-Numeric Punching
E. Speed Building

1. Numeric
2. Alpha

F. The Punched Card
G. The Program Card
H. Applied Keyboard Practice

ERIC

Full Tt Provided by ERIC.



-Page 9-
e [ ]
&4, CURRICULUM:

I. The Keyjpunch Machine
J. Applied Machine Operation
K. Keypunch Projects

1.. Authorizations for Mailing Checks
2. Change of Address Forums

3. Hospital Admission Forms

4, Accounts Payable Vouchers

5. Library Shelf Cards

6. Student Course Cards

7. Recording Credits

8. New Bank Accounts

9. Inventory Control
10. Department Store Charge Accounts

The student will have a basic knowledge of the keypunch
mg:gine and be able to punch a lphabetic and numeric data into
cards. :

XI. Job Seeking Techniques
A. Chooeing A Career

1. Self-Analysis
2. Available Jobs
3., Career Selection

B. Locating Job Openings

1. School Placement

2. Part-Time Work

3., Employment Agencies

4, Newspaper Leads

5. Civil Service Coumission
6. Personal Contacts

C. Letter of Application

D. Personal Data Sheet

E. Application Form

F. Preparing for the Interview

1. Personal Appearance
2. Working Papers

G. The Job Interview

1. Questions Asked
2. Behavior of Interviewed
3, Interview Rating and Follow Up

H. Follow-Up Letter
I. On the Job

1. Keeping Your Jod
2. Your Paycheck

The student will kmow how to conduct a job search and make
application in a manner conducive to his employment.

ERIC

Full Tt Provided by ERIC.
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&, CURRICULUM:

FOURTH YEAR - REPROGRAPHICS
I. Introduction to Graphic Communications
A. The Communications Cycle

1. Man the Communicator
2. Man the Producer

3. Man the User

4, Man the Humanitarian

B. Components of Graphic Communications

1. Artwork

2. Image Assembly

3. Photo Conversion

4, Image Carrier Preparation
5. Image Transfer

6. Finishing Procedures

The student will receive an overview of the elements
involved in producing a communications message.

II. Artwork
A. Principles of Graphic Design

1. Proportion
2. Balance
2. Contrast

« Rhythm
5. Harmony

B. Planning for Graphic Communications

1. Graphic Layouts
2. Letter Images

C. Graphic Color

1. Color Wheel
2. Uses of Color

D. Preparation of Artwork

1. Pasteup
2. Photographs

The student will understand and apply the fundamentals of
graphic design.

III. Image Assemdbly
A. Image Assembly

1. Photographic: Body

2. Photographic: Headline

3, Hot Metal: Body and Headline
4, Strike-On: Body

5. Computers and Perforators

6. Hand Assembled: Headlines

ERIC

Full Tt Provided by ERIC.
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B. Pasteup: The Final Assembly
C. Direct Image Masters: Body and Headline

The student will paste up ramera - ready copy from assembled
images using standard methods.

IV. Photo Conversion

The student will understand the basic principles of photo
conversion.

V. Image Carrier Preparation
A. Types of Image Carriers
B. Photomasking
C. Exposing and Processing Image Carriers
D. Using Image Carrier Preparation Machines

1. Electrostatic Copier
2. Plate Exposure Unit
2. Offset Platemaker

The student will be able to prepare paper, plastic, and
metal plates.

VI..Image Transfer
A. Introduction to Modern Offset
B. The Paper Master

1. Types of Masters
2. Electrostatic Masters

C. Artwork

1. Layout

2. Color Choice
3. Type Styles
4, Photographs

D. Preparing Presensitized Metal Offset Plates

1. Plate Exposure Unit 107
2. Offset Platemaker 111

E. Selecting Offset Inks

1. Inks
2. Paper

F. Operating A Floor Model Offset Machine

1. Set Up *
2. Running

G. Operating A Table-Top Offset Duplicator

1. 8Set Up
2. Running
3. Shut Down

ERIC

Full Tt Provided by ERIC.
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H. @ips for the Offset Operator

1. Inking

2. Working with Short Masters

3. Runring Heavy Stock

4. Running Pre-Printed and Regenerated Masters

I. Offset Applications

The student will be able to prepare, adjust, run, amd
clean the offset duplicator.

VII. Finishing Procedures
A. Methods of Finishing

1. Paper Cutting
2. Paper Finishing Techniques

B. Methods of Sheet Fastening

1. Conventional
2. loose-leaf
3. Mechanical

The student will finish papers by cutting, folding, drilling,
punching, gathering, collating, jogging, padding, gluing, stap-
ling and binding.

VIII. Fluid Duplication
A. Duplicator Operation

1. Principles of Fluid Dupljcating
2. Moistening System

3. Feeding System

4, Receiving System

5. Impression System

6. Operator Tips

B. Master Imaging

1. Master Units

2. Direct Imaging

2. Latent Imeging

4, Multi-Color Copies
5. Making Corrections
6. Thermal Imaging

C. Fluid Applications

1. History of Fluid Duplicating
2. Modern Fluid Duplicating

3, Special Masters and Services
4. Blockout Techniques

5. Systems Work

6. Applications

The student will be able to prepare a master and a trans-
parency, and run copies using the master/transparency maker and
the fluid duplicator.

IX. Integrated Work Projects
A. School Reproduction Work

B. Student Initiated Work
The student will be able to plan, reproduce, and finish

Eﬁgg written communications with minimal supervision.



t5. Comperggs:

Beginning Typewriting is a pre-vocational course that will enable
the student to apply his acquired skills in personal use typing.

In addition to being able to touch type all letters, numbers, and
symbols confidently and without hesitation, the student will be able
to operate all parts of the typewriter necessary for producing a neat,
acceptable copy. Also, the student must be able to type mailable
post%l cards, and business and personal letters with accompanying
envelopes.

The purpose of Office Occupations I and II is to provide basic
orientation and training for the student's future as wage earners in
the business world. The bulk of classroom time is also devoted to
development of entxy level skills or the typewriter, the keypunch
machine, and small office machines.

-Keyboard skills in typing and keypunch operation are taught
through the use of stimulus-response automated instruction, and students
develop keyboard skills at their individual rates of progress.

Upon successful completion of this course, students may qualify
to hold entry-level positions in clerical and related occupations
such as receptionist, waiter or waitress, cashier, messenger, stock-
room clerk, and/or office clerk.

The purpose of Reprographics is to develop the students skill in
reproduction and grephic communications to an employable level.

Modular units allow flexible imstruction so that students may
proceegmgt their own rate and need not study the same unit at the
same time.

A major part of classroom time is also devoted to reproduction
work and to student projects in order to develop student initiative
and responsibility for working with minimal supervision.

Students who successfully oomplete this course may be placed
in the rerroduction department of large organizations, in smaller
offices that may require kmowledge of duplication techniques as part
of the total job-responsibilities for their employees, and/or in
commercial printing shops.

©
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Name of contact person Mrs. Ray R. Mickle
— e do not have & definite program, when the students

Name of program are identified with & problem, they are then given the
Individual study treatment wsually with & student tutor.

Address of program

Madisonville North Hopkins High School

Medisonville, KY L4243l

Please identify handicaep/disadvantage and age group for which program was

developed. This program is for any of the students mejoring in our department
gredes 10, 11, 12

1. LENGTH OF PROGRA :

Varies with the need of the student and the student's
ability. (Some use the program as make-up or reinforcement)

2. AVERAGE NUMBER OF STUDENTS: About 20-25 per year

3. EQUIPMENT: (Please include make, model and quentity.)

ITEM MAKE MODEL QUANTTTY
Collator
Offset Duplicator A. B. Dick 321 1
Offset plate maker A. B. Dick 106 1
Mimeograph A. B. Dick 1l
Spirit Duplicator A. B. Dick 215 1l
Thermofax 3M 96 1
Typewriters IBM Selectric I Many (35-40)
2 Mimeoscope A. B. Dick IBM Selectric II i
Royal 970 Several
Remington 26 Several
Checkwriter Paymaster 1l
10-key calculators Victor 7
Victor electronic L
Thermofax Monroe 2
Comptometer 1l
Cash register NCR ' 1l
Desks, file cabinets and individual study carrels, supply cabinet
Transcribers IBM 18
IBM #e2h L
Tape recorder Wallensach 1l
Record players ™ 5
3 Cassettes, 4 Overheads, 4 Filmstrips, Movie projector - 105 Filmstrips
Time Clock Latham
Pictype Program
Keypunch

Intercom - 5 phones
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.4'. CURRICULUM: (Please give rationale ror each unit ox module.)

OQur curriculum varies with the need. There have been study sheets made for the

most often needed units in all our classes. Instruction has been put on cassette
tapes or machine belts. Some typing records are used for the independent study
students.

As the need arises the student is given the extra help by the teacher and very

often by another student. The slower student Is not segrsgated from the other

students but given the extra time and attention independently when this student
can.

5. COMMENTS:

Many of our slower students have been brought up to employable in this manner

and have gotten actusl office experience by working in some of the offices down
town. The service recruiters are always happy to have them for their clerical
tasks and understand -ne guidance that must be given to them. Our EMR students
are kept in the same class with the other students but are just given more teacher
time
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Name of contact person 2atricia ilerron, Instructor
Name Of program :*.A.T. (turents and Youth)
Address of prozZram 1t . Pleasant High School

Scouth Elizabeth

Mt. Pleasant, MI L8358

Please identify handicap/disadvantage and age group for which progrem was

leveloped. iisadvantased, primarily 11lth and 12th graders

1. ~GTH OF PROGI M: 2 semesters (1 year)

e AVERAGE NUMBER OF STUDENTS: 15

3. EQUIPMENT: (Please in:lude make, model and quantity.) We have access to the

tollowin:s:
ITEM MAKE MODEL QUANTITY
Typewr: tera:
IBM Sleectircs 18
IBM Executive 1l
Olivetti Editor 2 1
Duplicatin:; ~quioment:
Fluidi mpiicatoer Rell & Howell E-21 1
Mimeccraoh A, B. Dick 1l
Photo-conier Thermc-fax The Secretary 1
Copier RRY 107 Copier 1l
10-key machines:
Adding machines Monroe 2
Printins ealculators Monroe 570 3
"mderwaci-0livetti Multisumma 1l
Electrcnic ealculators Yonros 1330 3
Facit 1122 1
™riden 130 1l
Rotary calculators Monroe Classmate 2
Transcription equipment:
3M 10
Cash resister NCw 1
Overheal preoiector and
sereen 1
Tables L
Student desk:c and posture
chaire 20
File cabinet: L
Paper cutter ‘large) 1
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“4. CURRICTLUM: (I'lease give rationale fer each unit or module.)

The rationale for most of the units was obtained from a published study of
skills needed by clerical workers in order of importance according to frequency performed.
The course was orpanized to a large extent around this study. The intent was to concentrate
student effort on areas where the skill was needed to help ensure success on the job.

Filing

Students learn alphabetic filing rules and techniques, using filing exercises,
filmstrips and accomjanying records. Upon completion of this unit, students are
given a set of 25 curds with names of individuals and business firms to index, code,
and file in alphabetie order within a 30-minute time limit,

Fluid Duplicating

Students learn how to prepare and run off ditto masters, including color work.
At the end of the training period, students must demonstrate satisfactory performance
by 755 correctness (1l out of 15) on a performance evaluation sheet.

Ten-Key Adding end Electronic Printing Calculator Machine Operation

Students learn how to do addition, subtraction, multiplication, and division
probiems by touch, and must perform these basic operations with 70% accuracy on
achievement tests. Students must subsequently apply their skills to business prodlems
as described wnder "Data Handling."” The rationale for emphasizing these machines
i{s based upen the popular use of the ten-key keyboard and the trend toward the use
of electronic calculators.

Mimeographing

Students learn how to prepare stencils and run them off, including color work
and how to use the mimeoscope. At the end of the training period, students must
show satisfactory performance by scoring 75% correct (11 out of 15) on a performance
evaluation sheet.

(]

Cashiering

At the end of the training peripd, students must learn to register and make
change for cash sales vith satisfactory performsnce determined by TO% correct on
rating sheet. Tre rationale fcr this unit is based upon the general usefulness of
the skill and high interest shown by the students.

Data Handling

Students, aided by a calculator or an adding machine, are given payroll,
purchasing, and finance projacts which must be completed with 50% correctness.
The rationale for this work is the application of skills previously learned to
business situaticns.

\




* +Umits Continue

Career Information

Students leamn about careers in business from films, filmstrips, literature,
and speakers. Each student takes an interest inventory, and mekes out a career
check list. Students are counseled by teacher and project counselor.

Attitudes and Work Habits

A series of cases on problems which may result in failure on a jJob i.e.
tardiness, inability to get along, etec. are read by students who then react to
them. Tapes are sometimes used, also. Good work habits are encouraged in class.
The rationale for this is that attitudes and work habits are more importent to
Job success than skills. Students learn on the job when. part-time employment can
be arranged for them, Job placement is determined according to finanecial need.

Stock Control

A few students have shown interest in this unit, but satisfactory materials
have nct been discovered yet that fit the individualized kind of instruction in
the course. New materials vere tried again this year, but not vith success. This
unit is, therefore, not presently part of our "official" program stated in terms
of performance objectives as required by the State of Michigan.

Typing

Students come into the course with varying backgrounds of typing ranging from
nocne to a year., Students work in programmed texts and are equired to meet per-
formance standards at various stages of learning., Emphesis is placed on the typing
of forms. The rationale for this is that studies indicate that most office typing
is forms typing.

5. COMMENTS:

If you would like more information on our prograp'a goals gnd objectives, we will
be glad to furnish it. Of course, the units of study described here tie into Project
P.A.Y.'s overall goals and obJectives. As you can see, we work under a system of
performance objectives as required by the State of Michigan. If you would like any

information on specific instructional materials used, we would be also happy to help
in this way.




