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ABSTRACT : o

0 ' The project was designed *o he}lp high school students
with industrial occupation&Q goals achieve practical communication-
skills necessary for efficient employmen* entry. Industrial arts and
language arts -*eachers together developed major essential categories
for vocational English (reading skills, correspondence skills,
reference skills, technical terminology, and job hunting’ skills) and
subdivided these into specific cdommunicatioh skills. Multiple job
sheets were ‘developed for each skill u+ilizing content from the ‘
occupational fields (auto mechanics, drafting, electronics, and

» ‘metals). A to*al of 277 job sheets, each about a 50 minute .

assignment, were developed and reviewed by an advisory‘COmmijtee for

each industrial area. After completing 45 sheets a student.received a -

grade and credit for *the class. Student response was positive and

evaluations by +the instructors indicate. their satisfaction with the

program and *he need for its continuation. The course materials (most

of the document) are: student.progress record sheets, performance

evaluation sheet, separate job sheets .for the four industrial areas

_covering skills in *+he essential categories (presenting objec*ives,

materials, and procedures for students to use independently), and a

! bibliography for each area. Also'included are notes from the advisory

(f/ committee meetings, and favorable Pprogram evaluations from parents

\ and outside educators. (Author/Ms) . 3 )
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' " DEVELOPMENT OF COMMUNICATION SKILLS PROGRAM FOR </
- . VOCATIONAL STUDENTS ; ' !

/ hd . ' ' -

/
/

’ fntroduction: This was an exemplary project aimed to extend a program designed
/ : T
o help high school students with industrial occupational ‘Foals and aghieve

. fpxactigalangmmunigation skills necessary to efficient employment entry.® ‘

“Background: The original developmental planning was undertaken by four

industrial teachers, (James Simpeon, Gerald Quinn, Andy Espino, and Don Schméiser),
two language arts teachers, (Ne*ma Cameron and Marilyn Schuberg), chairman of
English (Betty Canon), and the director of vocational education (Dr. Alvin K. Pfahl)

The language arts teachers conferenced a min1mum of four hours in each of the

four industrial currioulum areas observing operation of each machine or piece of -
equipment, viewing the course egntent, surveying the occupational publications

for each field, reviewing the cluster communication skills as suggested in the state *
guide, and interrogating the occupationally oompetent industrial instructors about

the nature of commmnications processes in the respective occupational areas.
Major essential categories of vocational English were established as follows:
1. ® Reading okills o e
2. ¢ Correspondenoe skills o \\ ) ?ﬂ
3. Reference skillg . ' ’ kY
4. Technical terminology, eymbole, abbrevietions, epelling
_5¢ Job hunting skills
.Bach major category was BubdiVided into epecific communication ekilIe. For
each specific skill multiple job eheete were developed to utirize the differentiated

skills. The language aris pereo 1 subdivided the establiehed communication cate-

goriee into differentiate 4kille. Job sheets were developed for each differentiated

ekill. as ghe language arts ers developed job sheets, the vocational instructorsh
Vplugged in" content for their relpective ocoupational field. The aim was .o aocumulate
minimjm of two hundred useable job sheets useable in each industrial are;N
» Accumulation ef a large number of job sheets was necessary for the claee {to
. qcome fnnctional fall semester. It was aimed that each job sheet would be equated
to\about a fifty minute aadmgnment. Some job sheets were aesigned a- mu1t1p1e value.
when a student comp1e€ed/forty—f1ve jobs he received his completed grade and credit
‘*for'this class.
The program operated (1970=71) in a facility where students had aocess to the

vocaﬁional resources of the West Linn School libraries and had access to

v

‘\ ! ) »
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" COMMUNICATION SKTILLS PROGRAM Page 2

the occupational cxportise of the vocational instructors. fThe student response .

--—-to.the course waa. "’-WWHH%WW program had defimite value to Imverdis~ ~ T

clpllnary currlculum deve opments. ¢
-
The unique features of)the exercise were: o

’

‘ ’

1. The iécntyficétion of specific job skills for ¥ommunication in the
delimited industrial arcas of drafti;gg mechanics, metals, and
electronics,

2. The teaching of the communlcatlon skllls wsing relevant occupational -
content. . o ' /

3. Th2 bridging of a pap between "academic'" and. vocational to a
purposeful communicatipns education for etudenta.'

-

Th: original dcvelopmental work was accomplished by the developmental

team spring-1970. In—serv1ce days prior to school clogure were utilized The
“'teachers voluntcercd much addltional time. : -
The Fundcd IExemplary Project t : ,} ‘

All the job sheets that existed were revised. Many were extended in con-
tent. The original experience with them in the clagsoroom ev1dencod that stud?rts
opurated and produced completed asgignments Mﬁch faster than 1n the traditiocnal
lan;\uvu arts classroom. The tcachers rough*estimate was approximately 200} o,
fadter! . “

?hv English modules on file at the Northwest Educational Regional Laboratory
wér: reviewed. Some ideas were adapted and 1ncorporated. Thege were not ag
helpful as eriginally planned. '

Th: ultimate productivity goai was to revise, coﬁplete, or write two

hundr:d job sheets instructionally uscable for eaé\\of tho‘delimitvd industrial

< ar:as. Jome job shvets could be used in cach 1nmtruct10na1 arca- gome were

limit d to on: or snveral of thf areas. . SR

A total of 277 Jjob .sheets were completed and used in the instructional ,

program, . o j o . - )

; N
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C .
The specificd objectives were: YT/ » o\
Ob]ective?ﬁl - Have all existing job sheets revicwed by respective
.4

industrial Advisory Committee to ascertain their occgﬁational relevance.

e — - - AV SOPY -Commitbeefor- €ach delimitedwinduét rial area was- conveneds-— -y
Phe vocational-english 1nstr£2¥or, Marilyn Schuberg, presented all of tho -

% ' ' then existing job shecets to the commltteé for rev1ew. Notes pertalnlng

to the meetlng are attached in appendix addendum.

Advisory Committec feedback was very positive for further 1mplementing

dnd revising the program. What was surprising to the educators involved was
thé difference. . .

ﬁ/f/// ObJectlve #2 = Re-cdit the existing job sheets, revising and extending the
;hdustrlal content. ‘ .

° ' - This was accomplished ﬁy the team of heretofore mentioned industrial

il

tcachers. The lanpguage arts tcadhers agsigted in editing.
bbJectlve #3 - Update and correct biographical materials.

This was accompllched by the team of industrial and language artas
tecachprs. ‘
ObjecthAve.#4 - New job sheets Will be added.

Aiproximately 305 of the total job sheets werg‘added durin& this ° '
. . / . .
al. L

Dropo

Objéctive #5 = Improve the differentiation of lanfuage arts categorieu'

&/ 4 and 5. , ’ R )

This was accomplished. ) J} ’
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VOCATIONAL-ENGLISH RECORD SHEET #1

. AUTQ. - MECHANICS

€

SKILL JOB SHEET NUMBER SKILL - JOB SHEET NUMBER
, ) 1121314 ] | A ki
'I. READING ITI. SPECIAL AUTO. MECH. ) |
| REFERENCE
s OVERVEEWING I 1 e - -
OVERVIEWING I1 A. ALPHABETIZING
— T -
C. SCANNING PHE-TRST 8.0 D. TABLE OF CONTENTS
SCANNING I IV. TEGHNICAL TERMINOLOGY - .
3 » Time: ﬁi - _
SCANNING II ) 1.! Pre-Tost #1
Time: 4 Pf*f)res?#l . .
SCANNING III 2. preTedt #2 -
Time: — Poat~Teat #2
SCANNING POST-TEST “TIMB: 3. Pre-Tept #3
D. SKIMMING _ . /~“Povt<Test #3
E. TRADE NEWSPAPER ' /4. Pre-lest #4
F. ORGANIZING WHAT YOU !HAVE ‘READ . - _poat~Test #4
1. Technidal-Prod. | » . 5. Pre-Test #5
’ 2. Instr. for Proocd Post-Tagt #5 -
3. Major/Winaor Detdil 6. Pre~Test)\#6
) 4. Recosmizing Prof. Post-Test #6
" 5. Analyzing Prop. 7. Pre~Test #7
II. GENERAL REFERENCE ’ Post-Test #7
. 8., Pre-Test #3
A. ALPHABETIZING Postrout #8
B. GUIDE WORDS
C. TABLE OF CONTENTS .
D. INDEX
E. GLOSSARY
F. REFERENCE TABLES
G. COPYRIGHT
/
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» VOCATIONAL-~ENGLIGH RECORD SHERT /#2
. : ) ' AUTO. MEBCHANICS . { _ .
P . v . i - . . \ |
.V. CORRESPONDENCE SKILLS ‘ Vi. SKILL - FINDING% GETTING A JOB
- Job : ' ?Job }
Shoot : Type ! Completed Sheet Type = Completed
~ . Mo. N e No. ) -
1 Exam. & Eval. - T Job Survey Sheet - - ) D
" Lotter of Request ‘ — A '
- 2 Job Explorations
2 Exam & Eval. . (Do three of" these) K
L’r:tter of Request #1 #2 l l #3 I I
3 Writc 3 Letters ' : —
2 of Request ‘ 3 Work Permit ° l
Letter #1 —
‘ Soci S i
. Lottor #2 4 cial Security |
Letter #3 1 5 Letter of Application r“"
4 Exam. & Eval. —
Order Letter 6 \ Application forme
. . . _ (Do three of these)
5 Write 3. Crder vLetter@ . #1 ’ #2 l v 3 *
Latter #1 _
3 . [ .
' Letter #2. ) -1 Apprenticeship Training l
: L tter #3 ‘ —
3 - 3 Apprenticeship Training l
6 Bxam. & Eval. X — !
| Claim Letter — 9 Films/Guest Speakers
T IBxam. Claim Lotters [:]
K Write 3 Claim A Chapter’ ~ Text » Completed
Letters .
) You and Your Job
: Lettoer #1 ' R
Letter #2 i #1
° Letter #3 42
9 Order using a form : i
- ?_- .
» Order #1 | it
order #2 #5
order #3 Lo #6
£l
10 Completce a check
11 Compl:te¢ a money order | |
12 opecific service order
‘ % .




" JOCATIONAL-ENGLISH RECORD SHEET 71
DRAFTING n
SKILL JOB SHERT NUMBER SKILL " JOB SH
’ T AFIEIRZE & _
I. READING | ITI. SPECIAL .DRAFTING REFERENCE
" A. OVERVIEWING I i A. ALPHABETICAL ORIER
' OVERVIEWING II B. GUIDE WORIDS
B. PREVIEWING _ ' C. INDEX
C. SCANNING PRE~TEST - TIME: D. SPECIAL REFERENCE
SCANNING I , IV. TECHNICAL TERMINOLOGY .
° Times ’ ’ . '
. SCANNING IT : A. ABBREVEATTONS
Time: "
SCANNING III | : 1. Pre—Test #1
Time: : Post~Test #l
°  SCANNING POST-TEST TIME: 2. Pre~Test #2
D. SKIMIING X post-Test #2 ‘
E. TRALY NEWSPAPER a " - 3, * Pre=Test #3
F. ORGANIZING WHAT YOU HAVE READ  Post-Test #3
1. Classification , 4. Pre-Test /4
. 2. Recogenizing Prop. Post-Test ‘#4
3, Anolyzing \ 5. Ppre-Test #5
’ 3. TRADE JOURNALS 1 1 : Post-Test #5
II. GENERAL REFERENCE . .
*
A. ALPHABETIZING ' . , :
‘B. GUIDE WORDS 2
G. TABLE UF CONTENTS ’ ’ 5
D, INDix i i '
1. _GLOSSARY \ C F
F. REFERENCE TABLES - _ -
G. _COPYRISHT
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! ' VOCATIONAL-LNGLISH RECORD SHEET #2 /
DRAPTING
V.. CORRE:SPONDENCE SKILLS -1 VI, SIC[LL -~ FINDING & GE‘I'I' _I_L.
CJob ¥ L : Job ' h
Sheet . Type Complected. Sheet - Pype Complwted
oMo e T No. .
1. Lxam. & Iz.“val,
Letter of request 1" | Job Survey Sheet - \
g o 1D 0
- - ﬁi::l(.zr&oli%vzic}ues . 2 Job Exploration
X (Do three of these)
' 3 Write 3 letters bl #2 .
’ of request° . N
Letter “1 [ ] 3 Work: Permitﬁ\
. Letter #2 — — >
Z Lottér #3 _ 4 Social Security [:l
4 Exam. & Eval. - 5 Letter of Applioctis'n' ! '
Order letter —
) 5 Write 3 Order 6 Application Forms
lotters: Do threc of these)
- .Letter /A1 e
Letter #2 i#1. ] i#2 :] i#3 [;,t:]
u ‘ ‘ -
Letter #3 7 Apprentioefhip Training
6 Dram, & Evalz ' —
Claim Letter . 8 Apprentiqg Training [.‘j
‘ 7" Lxam. & Bval. ] p T
L Craim Letter P 9 Filme/Guest Speakers p
) Order ucing an ]
(Ord:r Form
Order # Chapter "I‘ext ‘ . Completed
Order /2 9 ] You and Your Job
Order #3
T#L
9 Complete a check : .
#2 .
10 Complcte a Money Ordey. 3
' —f
4 o
- » #5 ";;,
. #6
14 - .
- i
3 §
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VOCATIONAL-ENCLI 3H RECORD SHEET #1 -

L

ELECTRONICS ‘.\
- [ o . ;- .
SKILL SKILL 4 ° % J0B SHEET NUMBER
CORBESPONDENCE II. DI . /121314 5
- Job : N
Sheet Type Completed Al ovﬁls’qmmm 1
NG. ’ » ﬁ V
, ' ‘ ovmvﬁsgm 11 ,
1 Exam. & Eval. ] —
Letter of Request B. | PREVIEWING ®
e v 3
2 Exam. & Eval. C. [ SCANNING PRE-TEST TIME:
Letter of Request . - - - -
: [ SCANNING I
3 Write 3 Letters of . -~
) Request PIME: s
5 Letter /A v—
i Letter #2 ’ / SCMNI.N(} I,
Letter #3, TIME: -
4 Bram. & Eval. ) SCANNING III
o Order Letter <
- TIME:
79 Writé&B Order Letters - - =
% 8 tal [
I stter A SCMWI‘NG POST-TEST TIME:
' Lotter #2 D. SKIMMING
) ' vt A o
Legtor 7 E. TRADE JOURNALS .
6 Exam. & Bval. S — , R,
Claim Letter . ORGANIZING WHAT YOU HAVE READ
N . 1
K Exam. & Bval. : 1. Technical Proc.
Py
' Claim Letter 2.0 Claomyt/i:cation
! Syl d o i 3 . * N X
} Write 3 Claim Lctt?ra - 3. Cause and Effact
Letter /A - :
Letter #2. 4. ILffoct and Cauge ‘
‘ Letter /#3 ' .- Major and Minopr Detdil '
9 Order uding a form ¥ 6. Statement of F ot "
oy S ‘ =
Order il ’ 7. Outlining .
Order #2 —
order 3 | 8.- Recognizing Prop. N
-+ X0. fompl:te a Check - l 9. Analysing Prop.
11. Complete a Money Orderl o o

T 1.
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- - . : )
. . ‘VOCATIONAL-ENGLIuH RECORD sm:m' #2 .
., ' - ELECTRONICS , - - ,
. III. TECHNICAL TERMINOLOGY / VI. SKILL ~ FINDING & GETTING A JOB ,
s = e — — - Oa — = T
} ABBREV. - SYMBOLS Job . ' -
N _.Ajr* 1 . Sheet- Type Complected
| _ PRE-TEST.#1 . 1 .+ No. g

. ; ) . > . oo, . ) v )
POST-TEST #1 . 1 Tob Survey Sheet .- 1
© i - . K
0 0 L3 i . .

PRE-TEST 72 2 Job Explorations

POST-TEST #2 . (Do three of these)

e | #1:] 1 s I:I

POST-TEST ‘#3

PRE-TEST 4

Work Permif

POST-TEST #4

I

Social Security

alwuwlsa] w

Lefter of Application l—-_l

IV. ‘GENERAL REFERENCE . Application Forms
- " 0B’ SHEET NUMBER v .- (Do three of these)
AREL ml 1 e[ ] #3F:]
A. - ALPHABETIZING 1 Apprenticeship Training
B. . GUIDE WORDS 8 Apprenticeship Training | I
'™ - m - . 1N o~ -
C. TABLE OF €O S, 9 a‘FllnB/Cuest Speakers
D, INDEX l__l T |
5. GLOSSARY Chapter - Text _Complgted
' F. REFERENCE TABLES XoU AND YOUR Q ‘
. . L ¢ & s
V. SPECIAL ELEC. REFERENCE ° 1 "Job Opportunitiesy 4
— 2 "Pick Your Goall"
A. ALPHABETICAL ORDER . — ‘
- - , 3 "Summer Employment"
| B. GCUIDE WORDS —— ; '
— - . 4 .MSelling Your Talents" [ |
C. TABLE OF CONTENTS.y §.~{" : :
. —% 5 "Letter of Application" | |
* D. GLOSSARY ‘ : - —
(11 Job Sheets 6 "Application Blank" |_T
do 1 per week) g -
' ' 7 "Persona},Interlor" [:]_,
E. SPECIAL REFERENCE - [ 8 "First Day on the Jovr [ ]
g ”:x o
lo : )
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. VOCATIONAL-ENGLISH RECORD SHEET #1
| | \ | . METAL SHOP .
SKILL . JOB SHEET NUMBER ' SKILL JOB SHET
. - M EIE R4 T N O
v 9 - . .
'I. READING " II. GENERAL REFERENGE
" A OVERVIEWING I - | N A. ALPHABETIZING
. ] - %
| OVERVIEWING IT _ f ~ B. GUITE WORDS _
. B. PREVIEWING - | C. TABLE OF CONTENTS
C. SCAWNING PRE-TEST” | | TIME: D. INTEX |
SCANNING I , "} . E. GLOSSARY :
- . — — = . ' .
 Time: Sl -. F. REFERENCE TABLES = v |
 SCANNING II T4 1. ¢ coprmremr R
L I Y B F III. SPECIAL.MET. SH. REFERENCE
SCANNING III | 1. - —
: A.. ALPHABETIZING ,,
" Time: - . 2
' B. COPYRIGHT

SCANNING POST—~TEST TIME:

C. INIEX

D. SKIMMING ~ — :
‘ D. TABLE OF CONTENTS

E. TRADE NEWSPAPER o |-

F. ORGANIZING WHAT YOU HAVE READ IV. , TECHNICAL TERMINOLOGY

l. Technical Proc.| ‘ A. ABBREVIATIONS
2. Classification . 1. Pre-Test #1
3. Cause/Effect : ' , Post~Tept #1l
- . % i:_,:\..
4. Inst. for Proc. ' L+ Pre-Test #2
5. Recogriizing Prop. Post~Test #2
6. Analyzing Prop. ( 3. Pre-Test #3
G. TRADE JOURNALS " Post-Test #3

. 4. Pre-Test #4

<B . Post-Test #4

) 5. Pre=Test #5 |

l;ost-’l‘est #5




VOCATIONAL-ENGLISH RECORD SHEET #2
METAL SHOP

x

V. CORRESPONDENCE SKILLS -

VI. SKILL - FINDING AND GETTING A JOB

[ L}

47 Exam. & Eval.
. Order Letter

(Do three of these)

w1

v N A S
~ Job . Job '

Shect Type Completed . Sheet Type. = - " ‘Comploted
Ne. ' No. ) -
1. “'Examb & Eval. - 1. Job Survey Sheet

Letter of Request , - —
~ 2. Job Exploration
L 2 Exam. & Eval. (Do three of these) .
Letter of Requess 8 i Y s Y
3 Write 3 Letters of - - - ,
S Request | : 3. - Work Permit ::]
/ - -y - 1
o « Letter #1 4. Social Security [::]
Letter #2
Lcttér #3 5:. Letter of Application
6. Application Forms

Bml__]

5. Write 3 Order .
Lettors T. Qpprenticeship Training [::]
Letter #1 v -
Letter #2 8. Apprenticeship Training ::]
Letter #3 9. Films/Guest Speakers
6. Order using an Order | L_Jh _::]
Form
, . Letter #1 _—— Chapc \r“va,w Text ) Completed
< Letter #2 - YOU AND YOUR JOB
Letter #3 \ -
1. Complete a check

Complctc a money order

9. * Memo writing




* Performance Evaluation for _ -
Grading Purposes ’ . :

Voc. English Evaluation
2nd 9~weeks T
The follaowing evaluation forx;: is based on a reference check used by a
large company. Fill-it out as though you were writing a reference for
yourself, 'ba.sed on 'your performance in this cla.ss.
‘Date: - ' oo ‘ s
- . ; - g , : - ~T
‘Name: ]

A ol L

., Write a statement regarding éach of the follow;i.ng:
Amount of Work Produced Since,Novembei' Ehmlun.tion:\

. A

rl

‘ . Quality of Work:

Attitude:
Effort
"Honesty & V ) ‘

-  Hork Hebits: |
Efficient Use of Time
’ Ability to Concentrate on Job i

a

Comes Prepared to Work
Attendance:

(Kumber of days present)

¢ On the basis of the above informat:.on rate yourself on the following
. . grading scale: A B CDF

State your reasons for arriving at the above evé.lﬁatidn:

———————————

v @

o

~ % Adapted from personnel evaluation forms-obtained fnom Northwestern Glass :
, .- Inc., GSeattle, Washington

R f
B ¢ ) N l ‘5 )




WORK HABITS RFCORD SHEET

<

™ W Th F M T

Th

3—W uak
Total

Attendance

In class on time
with equipment

Begin #ork -immediately

work until bell

No disruptive behavior

Productivity -

Return all materials

[
- 4

BONUS' PTS.

"TOTkﬁx

. Attendance

|- @

. In class on time
" with equipment

Begin work immediately
work. until bell

No disruptive behavior

Productivity

- Return all materials

-~—
. BONUS PTS. .
TOTAL

Attundance

In class on time
with equipment

Begin work immediately.
work until bell

No disruptive behavior

Productivity

Returh all materials

TOTAL POINTS

A 266~290
B 241-265
C- 226-240

Total Points for 9-Weeks

-

WE

K

BONUS PTS.
TOTAL

DEDUCTIONS
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EVALUATION R N
by Marilyn Schuberg, Vocational English Teachep

Vccational English, as it evclved from an idea in interdisciplinary
education tc a, semester course in our English elective program, has ‘achicved
an impressive degrec of) success for students and teacher alike. IFrom the
" point of view cf the tgbcher, I can not help but iéaﬁ back" “to the tlme when
I taught a traditional English program to the vocatlonally—oriented student,
who, in spite of the best"efforts of both teacher and currlculdm, was turned
off by whatever was offered him. This type of student was impatieqt at being
given reading material in which he had no interest, and writing aﬁségnments
for which he could see no immediate purpose; lack of interest/in;ariabky
breeded behavior problems. By:gontrast, this saméutype of studéﬁt-id the
Vocational English program has responded with enthusiasm to the job sheet
concept, has eagerly read materials directly connected with the vocational
area cf his consumlng interest, and has worked diligently; behavaor problemﬂ
haveé become vi lly non-existent. Students who preV1ously had’ prerlenced
only frustration and failure in English were working hard and ach;ev;ng ‘suc-
cess; without being presumptuous, it is fair to state “that many studénts ac~
quired an imprcved self-image regardiﬂg their ability to use their reading
and writing skills. | "

The students in Vccational English enjoyed the content daterial of the-
reading assigﬁments;.they cguld see some purpose in acquiring refined read-
ing skills, and furthermore, they wanted thc information contained in the
assigned materlal. Alsc, the short assignment concept upon which the job -
sheet 1is based was appeallng, there was satisfaction in belng able to com~
plete a job sheet, turn it in, start another, and oftentimes ccmplete gev—
eral during a class pericd. As the instructcr, I-tried to give students
daily feedback by correcting their job sheets and returning them the fol-
lowing class period. Each student. worked at hiﬁ own speed, kept his own
records, and was rémarkably self-motivated.

ﬁy rcle as the teacher became cne of a faoilitator of learning. I
spent each class period mov1ng around the room, aasrstlng students at
whatever point they needed help. The structure of the class perm1tted
a high degree of individualized teaohing and‘\ipduced a pcsitive Btudent- 4
teacher ‘relaticnship.

All of the preceding contributed toward making Vocational English a

worthwhile course, but, in my opinion,-the key factor to the sucoess of the

Y
la s




Evaluation - Mrs. Schuberg ‘ - Page 2

Y

program was the inter—disciplinary approach and the close worklng relat;pnshlp
between thls English class and the vocational teachers who co—authorad the job
sheets. Since the classroom was locatnd in the shop ‘wing 3?’Wcst Linn High
- School, students were able to move freely between the classyoom and their
. shop if teohnical questions arose ‘which I could not answer, or 1£ materials
needed to be shared. Because.the cgmmunlcatlon gkills which were being taught
" and the materials being used had been selected by the vocational teachers for

whom these students have an enormous respect, there was a new value placed

upon the importance of Englféh; s8kills in reading, writing, cofreSpohdence,

—~—and reference work becams meaningful in a way in yhich they never had before.
*
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EVALUATTON | | -

by Mr. Qerald Quinn, Vocational Meohanics
1. Content-‘ _\ ~ : -

@

. 8. . Subject matter is very relevant to vocational areas.

. . -
b4

b. Student response has been extremely satisfying.
Ay
¢. The students seem to respond towards the idea of moving
along’at individual rate rather than as a group.

d. I can see that Vocational English will need conntant
i revision and monitoring each year.

e. The teacher is a very important tool in the subject and
has to personally be responsive as Mrs. Schuberg has been.
4\“
f. A true evaluation can be reached after about three years of
exploration and student response.

Y At‘%his time the subject has indicated that the students
are ready to accept the change, and can truly see the subject
of English w 4t 18 relevant to the trade or vocation they
interdd to purdaf in their field of work.-

2. Summary:'

! It io my personal opinion that the program can be of great value to
all students even those not purcuing vocational courses. With a yearly
evaluation and updating this coursc can become a most rewarding subject
to the students who participate, and be of great value to the school

. 8ygstem as - a whole in the inducement to have students accept English as
a need rather than being something that is just required.

TPhe true evaluation I believe can be more firmly assessed by the
English teacher who teaches the subject, in comparison use of a student
in the regularly required English course of the same student.

-

o




EVALUATION- ’ e
by Don Schmeiser, Electronics Tecacher .

The Vocational Engllsh project was a huge undertakinp, but the effort,
1 b«llevc, was woll worth it.

This program has been great for the student not only in Engdish but han

made the student more aware 6f his electronics in the electronics classes..

" ' A\

!
“~




" EVALUATION

by A.G. Espino, Vocational Drafting Toaocher

As society bocomes more complex, the role of Vooational English becomes

more enhandd. It is our wish that Vocational English serves as. a liason .

_between the public and ﬁorld of work.

Vocational English added to the curriculum gave meaningful experience to

the students. It supplemented their learned skills in understandlng fully the
gpecified course. The students communlcated more and better, regarding tHelr
experiences in the world of work.

. The new course further encouraged the students to challenge the world of
work‘bécause of its newness.and its uyse to integrate the two field media of
instructions. | '

The students did researoh, since they were curious and at ease with the
printed words. Their research gave meaningful experienées because they

understood what they were doing.

.t

Recommendations J

The course should be requlred the whole year, instead of a semeatral
basis because of itc continuous need.
The teacher concern should be given an opportunity to work with the

gtudents ih the dhop,‘for a complete and better understanding with technical

" terms applied.

"Ad¢quate reference materialo should be provided.

‘Pechnical knowledge and skills go hand in hand, therefore, Vocatiomnal

Englich chould be used, toecomminicate better in thig, ever changing society.

<
i\,.~
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EVALUATION ’
by James B. bmmpson, Vocational Mctals Teacher

I3

- I must drawconclusions from feedback of students in the shop.

-
-

Pro: .

Relationship to-actuality.

Job packet type program.

’resentation of program by Mrs. Schuberg.
Use of shop manuals and catalogs to gather 1ﬂformat10n.
Vocational texts Y{recading skills).: .
Individualized atténtion.

. Job interview trainingu

~N oUW
L]

Con:

1. Not <nough depth for those students enrolled who do well

in standard academic English classes. N
2. Need for more periodical literature (up to date). ( o,
3. More realistic movies. : '

This pfogsram as I see it, is very successful. In order to remain suc ééaf‘l
we arefgoingwio have to council more closely and be sure the stu 8 yho -
enrolliarc those who are definitely vocationally oriented.

-
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2. How do you’rate}thia course as to e?ae or difficulty? g
1. ' truly a snap.course ° {g (\? . .. 5
2. not a great effort required ! }i\ ’ !
3.. just about my level [ \.
.4. Keeps me-on the ball !
5. usually over nwhpead !
3. Has this course been 1nterest1ng to you?
1. hasc been boblng
2. very little interest
. }. occasionally interesting
4. as a rule quite interesting .
pr qultc gxciting
4.. Has the course been appllcable to your life d interest?
R 5oems~peraona11y direéted to “he lﬂ"
2. usualfy has application ’ °
3. osometimes appeals to my interestas
4. only occasionally has practical meaning to me
5. almost all no value :
5.. Have you aneflted from the course?

O e PO
M .

What ié the name of thig course?

1.

2.
3.
4

A\ 2
« e

Ic the 1nstructor,8apable in making thlnga un

1.

f
2.

1.

3.

4.

pr

- Vocational English

/
practically a total logo

littlg gain in understanding

a fairly ugeful oourse

have learned quite a bit Lo

has ghanged my wholg outlook 8 \k
d

ratandable?

can moke anything understandable -

quite good at «xplaining difficult concepto
usually makes points fairly clear
frequéntly ic not clear

vony vague and confusing

do you feel about the inutructor o attitude towdrd students
teaching? : R

. - . 4
treats students as necessary’ evils 4

not much interest in ctudentm

rather impersonal

usually cooperative

shows he really wants to help students

Doec the clasa geccion and course grganization show evidence of
gufficient preparation by the instructor?

very well planned and carried aut

useg_time qulte ngll

falrly well prepared .

not too well prépared .

mootly opur—of-the—moment organization

‘20
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Student Evaluation (cont.)

9. .

o=

How much effort did you as a'sfudent exert in this course?

1.

”

Ce

3.

4.

5.

none at ‘all

a little now and then
busy about half the time
busy most of the time
more than ever before

~NUN O
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. T S READING SKILLS ~ Auto Mech.
. o o | OVERVIEWING I R

&

Job Shdc: # 1 - ‘}
OBJEOTIVE. To develop the akill of ovcrvilwigg a tcchnicll book. 1

Overviewing is a quick and .ffici.nt way to get a gcncral idea about ‘what
is ip a book, a chapter, or an article. By overviewing you find out vhat a .
writer is saying without reading every word he has written. There are two rea- -
sons for overviewing: (1). To examine new materizl to find out what it contains,
and (2) To determine whether a np.cific book contains information you want.

MATERIALS. Motors Repair Manual.:

A ' |
PROCEDURE: 1. Imagine you are looking at this book for the first time and want
to find out what it contains. v

2. Road”the title.
3.i Quickly scan:

(a). The table of contents

(b). The preface or forward »
- (c). The. introduction ' o

(d). The pictures, maps, graphs, or tables

(e). The appendix

(£). The index -

4. Record your findingn below: . .

“(a). The title of this book is _

(b)., Read the lnfroduction or forward and in your own words state
the purpose of the book:

(c). The Table Of Contents shows that this book.contains
: ? _ 0.
of sections, brokeu down into of chapters. ¢
. no.

(d). Your avcr#ilw shows that this book also contains the following:
Check if applicable

(1). Index

(2). Appendix

*(3). Introduction v y
(4). Other (List) '

5. From your overview state:the purposes for which you believe this
book would be ugeful:

1).
(2).
3).




READING SKILLS - Auto Mech.
OVERVIEWING I -

R Job Sheet # 2

~

OBJECTIVE: To develop the skill of overviewing a technical book.
? Overviewing is a quick and efficient way to get a general idea dbout\jhat
is in a book, a chapter, or an article. By overviewing you find out what a
writer is saying without reading every word he has written. There are two rea-
sons for overviewing: (1). To examine new material to find out what it contains,
and  (2). To determine whether a specific book contains information you want.

h .MATERIALS: Motors Flat Rate and Pirts Manual

PROCEDURE: 1. Imagine you are looking at this book for the first time and want
to find out what it contains.

2. Read the title.
3. Quickly scan:
a. Th%i@iblc of Contents
b. ' The Preface or Forward
¢. The Introduction
d. The pictures, maps, graph, or tables

s, The Appendix
f. The Index

" 4. Record your findings below:

a. The title of this book is

. -

b. Read the introduction or forward dnd in your own words state -
the purpose of the book: -

N : 7
' '
c. The Tablc of Contents lhowl that this book contains .
. ‘ . MO,
of sections, brok«q down .into of chapters. _ ' !
no. ?

d. Your overview gp&ws ghnt this book aiso contains the following:

Check 1if applicable <i .

(1). Index
: { ‘ - (2)  Appendix
- i (3). Introduction
: (4). Other (List)

5. From your overview state.the purposes for which you believe this
book would be useful: :

().
(2) .
(3) .




READING SKIL L‘- = puto Mgl
ovmwu WING

Job Sheet # 3

OBJECTIVL: To develop the skill of overviewing a textbook.

‘Overviewing is a quick and efficient way to get a general idea about what
is in a book, a chapter, or an article. By overviewing you find out what a
vriter is saying without reading every work he has written. There are two rea-
sons for overviewing: (1) To examine new material to find out what it contains,
and (2) To determine whether a specific book contains information you want.

MATERIALS: Crouse, William H., Automotive ‘Mechanics,

PROCEDURE: 1. 1Imagine you are looking at this book for the first time and want
to find out what it contains. :

2., Read the title.
3. Quickly scan:

a. The Table of Contents

b. The Preface or Forward

c.: The Introduction

d. The pictures, maps, graphs, or tables

e. The Appendix - , .
- f. The Index _ P , o

* 4. Record your findings below: : ‘ o,

a. The title of this book is

'b. Read the Introduction or Forward and ih}your own words state
the purpose of the book:

c. ?hé table of Conteﬁté,shbws that this book contains
' no.

of sections. breken down into ' ?f chapters.

d. Your overview shows that this book also;containg the following:

Check 1f applicable

(2). ' Appendix
(3). Introduction

}
(1). Index . %

{ .
(4). Other (List) ' ”

—————————
¢

5. From your overview state the purposes for which you believe this
book would be useful:

1). v
(2).
(3).




OBJECTIVE:

READING SKILLS - Auto Mech.
OVERVIEWING I

Job Sheet # 4

To develop the skill of overviewing a textbook.

. Overviewing is a quick and efficient way to get a general 1d|a about what
is in a book, chapter, or an article. By overviewing you find out what a

'writer is saying without reading every work he has written. There are two rea-

sons for overviewing; (1). To examine new material to find out what it contains,

and (2). To determine whéther a specific book contains information you want.

MATERIALS:

" PROCEDURE:

Stephenson, George E. Power Mechanics.

1.

Imagine you are looking at this book for the first time and want
to find out what it contains.

Read the titla.

Quickly ican: ‘ .

a. the table of contents
b.. the preface or forward , o /

c. the introduction
d. the pictures, maps, graphs, or tables °

e. the appendix .
f. the index P . *

Record your findings below:

a. Thc title of this book is

b. Read thc Introduction or Forward and in your own words ltlt.
’ the purpose of the book:

3

c. The Table of Contont- shows that thil‘book contains -~

of sections, broken down into - _._of chapters.

d. Your overview shows' that this book contains the following:

(1).
(2).
3).
(4)

From your

/o Check if applicable | )

Index -

Appendix

Introduction - .

Othor (List) N -

ovorvilw state the purposes for vwhich you believe this

book would. be useful:

\

-, .Q).
) 2).
3).

‘- /

i



READING SKILIS - Auto, Mech.
OVERVIIWING I
o ‘ - Job Sheet #1 '

.

OBJECTIVE: To develop the skill of overviewinz a chapter in a textbook or a
technical book. '

Overviewing is a quick and efficient way to get a general idea about whati is
in a book, a chapter, or an article. By overviewing you find out what a writer
is saying without reading every word he .has written. There are two reasons for
overviewing: (1) To examip€ new material to find out what it contains, and
225 To determine whether & specific chapter contains information which you
want and need.

MATERIALS: Stephenson, George E., Power, Machinist, Section IV, "Electrical
mergo"' )

.

PROCEDURE: Overview the chapter as follows:
1. Read the title.

2. Read the bold-face headings. D

~

~ ’

3. Read the opening paragraph(s).

4. ‘Look for iIldstrations,itables, symbol charts, diagrams, etc..
Read the captions. . ’

a

5« Record your findings below:

a, The title of this chapter is B *

b. . This chapter is divided into of sections.
’ ' 2 no.

c. Most chapters indicate in the opening paragraphs what the
chapter will be about. Read the first paragraph of this
o chapter and in your own words state the purpose!

d. List 511 the bold-face headings which develop the chapter, .

e. State the technical purpose for which the information in
this chapter would be usefull '
. /




| READING SKILLS - Auto Mech.
‘ , - OVERVIEWTNG 1T
Job Sheet #2

.

OBJECTIVE: 'Tb develop the skill of overv1ew1ng a chapter in a textbook or in
a techn1ca1 book.

Overviewing is a quick and efficient way to get a general idea about what ig
in a book, a chapter, or an article. By overviewing you find oit what a writer
is saying w1thout reading every word he has written. There are two reasons for

overviewings : (1) To examine new material to find out what i} containg, and
Z 5 To determlne whether a specific -chapter contains information which you
want and needp

MATERIALS @ Crouse, william ‘He, Automotive Mechanlcs. Chapter #32, "Trang-
. mp551ons with Pluid Coupllng."

PROéEDURE: O&erview thercﬁapferAas follows:
1, Read the title.
2L Read the béld-faﬁe headings.,
3» Read the opening paragraph(s)..

v

4, Look for illustrationg, tables, symbol cnertu, diagrans, etce
©  Read the captions,

5» Record your findings below.

ae The title of thie chapter is . .

bs This chapter is divided into of sections.
N0, -

c. Most chapters indicate in the.openihg paragraphc what the
" chapter will he abont, Read the firet paragraph of this
chapter and in your own words state the purpose.

-

b3

de List all the bold~face headings which develop the chapter:

e. State the technical purpoge for which the information in this
chapter would be useful,

il
y

33 27



OBJECTIVE:

MATERIALS ¢

" FROCEDURE

‘READING SKILLS - Auto, Mech.

OVERVIEWING IT - - T

Joh Sheet #3 .

To overview a chapter in a textbook without writing all the infor-
mation down.

Qverview the

1.
2.
3.
4.

.

5

Read the
Read the
Read the

Look for
Read the

If you have correctly followed the process of overviewing a

chapter,

Motors Auto Repair Manual, "mtomedic Level Control,* ’pp. 1-44

t

chapter ag follows:
title. |
bold-face headingsg.
opening paragraph(s).

illustrations, tables, symbol charte, diagrams, etc.
captiong.

A

you chould now be able to gstate the purpose of this

chapter without having to write out all the information you
listed in Job Sheets #1 and #2., Complete the following
statement:

The purpoce of this chaptep<ip:




READING SKILLS = Auto. Mech.
. r

. : OVERVIEWING II

“1

Job Sheet #4 . ’

/

OBJECTIVE: To overview a chapter in a’ textbook without writing all the ‘infor- .
mation down, : : .

MATERIALS: Crcuse, William H., Antomotlve Mechanics, Chapters 13, "Electrical
System." . ’

n

PROCEDURE: Overview t%gfchapter as follows:
l. Read the title.

’ . e 2e Read the bold—-face headings.

4. Look for 111ustratlons, tables, symbol charta, diagrams, etc.
Read the captions.

e 5 If you have correctly followed the procesﬂ of overv1ewing a
chapter, you should now be able to gtate the purpose of thig
chapter without having to write out all the information you
listed in Job Sheeto #1 and #2. Complete the following
statement:

The parpoce of this chapter is:

, 3. "Read the opening paragraph(s). "
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S . - _ READING SKILLS - Aunto. Moch.
" PREVIIWING " .

Job Cheet /1 .

(BJLCTIVE: To davelop the lell of previuwing an article.
Uvervicwing, as you hav. scen, giv:s you a’runnfal idea of what is ih a bock,
n chaptzr, or an articl:. 1In pr: .vicwiny you tak: a closer look at a chapt r, an
articl:, or 3 booklet to gt 2 more spocific idea of the cont:nts. You now read
- the title, h adings and subh.adings, words in special typ:, captions, ond notes.
hlso, you r-ad the flrut and last paragrawhm and any summary you may find. .

’
-

oroviswin: is most uscful with short uqluctions; it i 1.ast useful-pith
1:ngsthy metorial, lik: o tewztbook. revi :wing helps you sav: valuable time:
and ffort. It sives you a jcood id:a of what ic in an articl. without-r«ading
vary vord. . )

vAMBRIALS: 1. Pamphl t, "Charging, Ignition end Cranking oystems" - Siction IT
2. Pen or pmecil. '

£
PROCEDUIE: 1. Obtain tie samphl it from the file,,
: 2. Preview :ction II of tHe assigned text as follows:
a. Read the title. |
b. Read the introduction.
¢. R.ad the headings and subhoadingo.
d. Rad worls, phras:s, and s:ntencec in boldface, italia, or

obhor 3p:cial type. - :
i, Hewl th e last ﬁuru{ra)h anl any summary thot you might find.
. _ f. -Look nt*th: pictures, tables, maps, and graphc. Head the
canrtions. :
3. Answer the following qu*ﬁtions- o
a. Th: ultl of th: g.ction i : .
b, ‘This so-ction cf the book dcals wlﬁl B .

c. . The first moin cading: of the section t:11c

- E d. What is the second main h-ading of the section?
3, What inlormation can you xpeet under this heading®
£, What kinds of illustration can you find in this o-¢tion, and
for vhat would thay be usiful? ’ )
. PFor what ourpos: would the information in this chaptor b. )
ug ful? : .
1.  Return th: pamphlet to the fil:.

-

0

ERIC

Aruitoxt provided by Eic:




’ °

READING SKILLS - Auto. Mech.
PREVIEWING

Job Shuet 2

QBJECTIVE: To develop the shlll of previewing an article. ' 7

) (vervicwing, ags you havu seen, gives you a gencral idea of what is in o
book, 2 chapter, cr an article. In previswing you take a closer look at a
chapt iry, an article, or a booklet to get a more opecific idea of the contenta.
You now road the title, headings, and subheadings, words in speoial type,
cuvtlons, and notes. Algo, you read the first and last paragraphs and any
summary you may find. :

Privicswing is moot useful with short selections; it is loast uscful with
lengthy material, like a textbook. Previewing helps you save valuable time
and «ffort. It gives you a good idea of what is in an articlc without reading
wvery wordgs R '
IATERIALS: 1. Periodic Mointcnancc and Circuit Checks Charging, Ignition and -
Cranking Systoms - 5th scotion, p. 27 w33 . '
2. Pen or pencil .

JRECEWURE: 1. Obtain the specified pamphlet from the file,
2. Preview the assigned pages as follown: ,
a. Read the titlo. )
‘b, Read the headings and subheadings. <
c. Read words, phrasus, and gentences in boldfaco, italia,
or other cpccial typ:.
d. ‘Read any summary that you might find.
¢, Look at the pictures, tablea, mapg and graphs. Read the

captionc.
. 3. Answer the following quustions: .

: a. The title of the section is , .

o b.  This sezction of the book desls with .
¢. The first main heading of the scction tells . .

.’ . d. %What io the second main heading. of the cection?

¢. What information can you cxpect under this heading? .
f. What kinds of lists can you find in this gection, and - | °

for vhat would they bc useful?
A. Return thu pamphlet to the Pilo.



. , - READING SKILLS - Auto. Mcch.
R g ' v PREVIZWING I
Job Sheat , . .
. ’ \ “-, . ’
CBJECTIVE: o ddvgiop‘fha okill of proviewing an- article. o r
Overviuving, as you have seew; gives you o goneral idoa of what ic in a
book, o chapt.r, or an articl:. 1Im previewing you take a closer look at a

chapter, an articl:, or a booklet tg got o mor: gpeoific id:a of the contents.
You now read the title, headings, and gubheadingo, words in special type,

, cuptlons, , ond notus. Also, you ruead the first and lagt puragraphs and any
summary you may find.

2r.vicwing is most usuful with short culvotions; it iz luagt usaful vith
1.nothy moterial, lile a toxtbook. Previewing helps you save veluable time
d oifort. It gives you a good idea of what is in an article without rwading
avery word. ' e . .
’

SATERIALS: Dnorgizers end Botteries — pamphlot

Pen or Pencil

PROCADURS: 1. Cbtain th: assigned pamphlet from the file.
2. Proeview th2 namphlet as follows:
a, Road the title.,
b, R:ad the introduction.
c.’ R:ad the headings and subheadings. ‘
d.. Read words, phrascs, and sentences in boldface, italia, Lo
or othur speciel type.
e. R:od any summary thaot you might find. .
f. Look at the piotures, table, meps, and graphs. Read the

captions. .
3. Answ:r the following quuotions:
a. Th: title of the pamphlet is . .
b. This pamphlet dcals with ' L
0. The first main headings of the pamphlet t4llg |

d. What ic the szcoond main heading of the pamphlet?
2, What information can you expuct under this heading?
. Summarize in your own words the 1nformation contained in
. -this pamphlct.
4. Return the namphlet to the file.




L , . READING SKILLS -~ Auto. Mech.
o . . PREVIEWING I o

. . . . o Job shuat Y
. P - P

‘"TIVH, Thu.dcvclopmcﬁt Qf skill of proviewing an artiolo.

- Gvervis wing, a3 you have s:en, L;':.v(s you a general idca of what ig in a book, -
o chantor, or an’ article. In p reviewins you take a closer look at a chapter, an
articl:, or a booklet to get a more specific idea of the contents., You now read
the title, hoadings, and subheadings, words in special typ:, captions, and notes.
Also, you read the first and last para"ra.pha and a.nc{ summary you may find.

Pr. Vl"»llgﬁ is most ust.ful with short sulect:.ons, it is least usceful with -
longthy matoerial, like a t.xtbook. Prewiewing helps you save valuable time
and offort. It gives you a good idea of what is' in an article without readlng
svary word., .
MATURIALS: . 1. 20,000 Volts Under the llood -~ pamphlot s

2. Pen or puncil. '

ON0CLMMIRE: 1. Obtain the assigned pamphlsat from the file.
2. Proview the assined pamphl:t as follows:
2. Read the title,
b. Read th: hcadings.
c. R:ad worda, phras:s, and s'*n’concoo in boldfa.oe, or
othuer coecial type. )

)

d. Rcad any summary that you mle;ht find. A\
. e Look at the pictures. Reed the captiono.-. o
3. Answor the followin: questions: : '
a. The title of thce pamphlet io .
- - b. This pamphlet d:als with - - L .
c. The heading of the pamphlet tells - *
. / . 3
’ \/1 . d. UWhat information can you expect under this heading?
‘ ¢. In your oum words summarizce the information discusc.d in-
. - _ this namphlet.

4. Roturn the: v)a.mphl'at to the file.

] ¢

JdJ




B @ AT OLILL - Aubol Tiuch.
; PRSVINILING I

~Job Jhuot /5 T —
(BJLCPIVL:  To duvelop the slill of previcwing an articl.. . /

cvervi uing, as you hav: guon, givis you a general id.a of what is in 2 book,
o chadter, or an articl:. In proviwing you tike a2 clos:r look at o chapioer,
. octmienrdicl @, or a bookl:t to ot a more upocific idea of the contunts. You now.
s eoad thy titl., headings end subheadings, words in ep:eial ty»n:, captions, and
. pot s. Also, you peed th: firat and last paragrapht ond eany summary you moy
- Tind.- E 5 -
Droviocwing is most. wt :ful with chort so.lections; it is 1.ast usoful vith
- lungthy mot rial, lpi!: * i boetbook. Provicwing helds yon save valuabl. time and’
Conooffort. It sives Fou p jood idea of what is in an articl.: without r:cding svery

&
. ord. 3 . ’

s . /

4 .
MATIRIALS: Introduéing: the D:lcotron G.nerator and the Charging Circuit, (pamphlut)‘

- ?onoor pomoil. o .
L O000UINE: L 1. Cbtain the asoigned pamdhl st from the File. . -
. 2. ..Provicw the asscign ol pamphlet as follows: U .
z. Dond tv title. A

b. R:ad th headings ond subheadings. : :
c. “n:ad th. prafec:. ’
d. Rwud the introductiun.

T . 47 Read words, phrases, and s:ontences in boldfao:, italia,
R or obhur special typ:.
- ' S . R oot ooy surmary that you mipht find. .

. Lool,at the pictur:s. Read the captions.
Y. fnow.r ti. followin: qu:stions: '

a. Tho tit)l: of the pamphl:t 16 . .
Y. Thic osamohlt d.als with i .
- c. Th- Cirst mein leadin: of the pamphlat tolls
- ’ .

d. What is the sccond main hoading of the pamphlet?
¢. hat informetion can you 2ixpect under thio hecading?
f. Summarise in your own words the information contained, in tho
namphl :t.
1. Return the pamphlot to the file. , .

- ERIC

Aruitoxt provided by Eic: - *




‘gBJECTIVE=‘

ATERTALS 2

PROCEDURP:

=

"READING SKILLS.=- Auto.. Meoh.
uCANNING

\

| PRE-TEST

The purpose of the SQanﬁing Pre~Test is to help you become aware of
the importance of having skills in location spe01flc 1nformation both
qulckly and accurately.- : f
Hotors Repalr Manual, 1970' Automotive Mechanics testbook' and Motorsi
Ilat Rate Manual, 1970

4
[

1. When you begin the test, record your time on' the 11ne provided.

4

2. WOrklng as rap1d1y as possxble, find all the informatlon asked:
for in each.question. , .

3. hen you finish the rre-test, record you time and flgure your total

time. Put your total time IW the space prov1ded on your Record
Sheet.

a

B GII"II’JG TIIII‘

QUESTIONS: :

A Deflne Priction'Horsepoweré'

4
1. Uhax are speclflcatlon°

2. 'A 1965 Dodgey 101 H.P, has how'many cyllnders°

3% 'Crankshaft and Cam shaft sprockets with chaln show tlmrng marks

on the , ?

N

5e The heater blower cost for a 1965 Chevy II is -7

6. ‘hat is the 1umber and cost of a compressor shaft seal k1n for a
1965 Camaroy . -

T. The symbol 13 appears under ‘Tune Up specs. for a 1967 6-240, std.
transmission. What does thls symbol mean?

‘A

,‘_

8. Define.enengx.

9. ‘What is inertia? o \ \
10. Power is the rate or .' o at which . . is done.
\\ . ,‘dodoludingvfime N
| | Total Time

25
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. . . READING SKILLS =~ AUTO. MECH.
o . ‘ . g SCANNING -1

Tob Sheet # 1

A OBJECTIVL: To'develop the skill of scanning for s ~pgcific facts.

Scanning is a planned hunt-eklpqread prooess for finding specific facts-
=—names, dates, sizes, distances, priceg, and similar information. When you
 have to locate specific facts, gscanning may be the best way to do it. |
When you gcan for’a specific fact, you do very little reading. Instead,
you allow your eyes to move rapidly over the materialr until you find what you
are. looklng for.

HATERIALS: vAutomotlve‘Mechanidé. William H. Crouse, 5th edition. .
Chapter # 2. "Shop Practice." ’

£

PROCEDURE: 1. Read the questlons below, and scan for the answers one at a time,
2o BUU k2l
' f0110w1ng these quides: Read the questions below.

a. Keep clearly in mind the cuestion you want answered.

b. Deside in what form the anmwer should appear. For example,
should the answer be a word, a name, a number, or a date?

c. love your eyes quickly over the page, looking for your clues.

d. When you find what you think is the answer, read more carefully.

e. 3Stop.reading when you have found the correct answer.

f. Record the answer in the space provided.

2. Time Yyourself. You should be able to soan the material and answer
the question ‘in . minutes.

QUESTIONS :
;‘ 1. What are specifications?
'y 2. How are they used in shopwork? °

3. What is meant by thread '"Pitch"? -
- 4. Hoy is pitch measured?

5. What are thé six basic steps in automotive shopwork?
(1) |
(2.) ' . .
* (3.) | o
(4.) - - oo
(5.)
6) .

P \

) . 4 -
- ! SN
6. With which kinds of Nuts are cotter pins used?

7. Describe the correct manner of using a hammer.

26
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. READING SKILLS — Auto. Mech

" .. .  SCAMNING I  (cont) :
* .Job Sheet #1 (P. 2).
8. Tesoribe the proper method of installing a blade in a hacksaw frame.
9. What is the-proper_ method of using a’ hacksaw? .. . ‘ h v

Recqrd Time
;" *
., )
. , .




READING SKILLS - Auto Mech.
+- SCANNING I

Job Sheet # 2

OBJECTIVE: To develop the .skill of scannlng for spe01f1c facts.
i Scanning is a planned hunt-skip-read process for finding speclflc facts,

- mames, dates, sizes, distances, prices, and similar information: When you-,

have to locate spedific facts, scanning may be the best way to do it. When you '
Scan for a specific fact, you do very little reading. Instead, you allow your
eyes to move rapidly over the material uwntil you find what you are looking for.

NATERIALS: lMotors Repalr Manual, 1970 edition, pp 2—198, 199, 200, 201.

PROCEDUREE 1. . Read the-questions below, and scan for the answers one,at a tlme,
following these guidelines: '

a. Keep clearly in mind the question you want answered.

b. Decide in what form the:question should appear. For example, -
- - should the arswer be a word, a name, a numbér, or a date.

c. lMove your eyes quickly over the page, .looking for your clues.

d. UWhen you find what you thlnk is the right answer, read more

,carefully.
e. B35top reading when you have found the correat answer.v
f. Record the answer 1n the space provided. .

2. Time yourself. Note your time on your record sheet.

b

QUESTIONS &

1. On a 196% Chysler V8 413, what is the cubic 1nch dlsplacement the bore,
the stroke, and the oil pressures (min. & max.)°

2. On a 1966 Plymouth 145 horsepower, how many cyllnders does 1t have 'and
what is the cubic 1nch dlsplacement° .

r

3. Using a Dodge V'-340, 1970 model, what is the Cbmpression‘ratio?

o

4.' On a 1964 Chysler 300K w/2 carbs, no air conditioner, the hot idle speed
1s how many R.P.}1.?

5. A 1970 Plymouth w/375 H.P.,the piston displdcement is?
6. A 1965 Dodge,'IOlsH.P. has how many cylinders? ’

T« TFor Chysler cars made from 1945-1963, the turn-up specifications are
found where 1n thln book?

8. A 1969 Dodge V8-426 engine develops how many brake H P. at 5000 R.P.M.?
.9. A 1964 Chrysler WeWport V8=361 . -uges what number of spark plugs? -

10. A 1969 Dodge 425 H P. engine has an oil pressure during Operat1on of?
11. A V8—426 Hemi, has how many carburetors? h

12. What is the bore»& Btrpke of a 1966 Plymouth 425 horsepower HENI HP2 ?

&

35




READING SKILLS - Auto Hech

_ SCANNING I
. - RN . e ! -
7 P Job Sheet # 3
OBJECTIVE To develop the skill of scanning for specific factl. |

: cannlng is a planned hunt-skip-read nroceaa for finding specific facts names,
numbers, dates, sizes, distances, prices, and similar information. When you have to
~ locate snecific facts, scanning may be the best way to do it. When you scan for a . -
specific fact, you do very little reading. Instead, you allow your.eyes to move
ranidly over the material until you find.what you are looking for. -
- g

MATERIALS:’ Notora gg ¥anual, 1970 edition, pp. 2-40L, h05.

: ‘PROCEDURE: 1. and the ‘questions below, and scan for the an-worl, one at a time, ¥
« L following these nuidelines; :

a. Keep clearly in mind the questioniyou want snswered.
b, Decide in what form the answer should appear. For example, ahould

. : the answer be a word, ‘a name, a number; a date,
. . ) ‘c. Move your eyes quickly over the page, looking for your clues.
: T d. When you find what you think is the right answer, read more care-

+ e, - Stop rending when you have found the right answer.
f. Record the answer in the space provided.

2. Time yourself. Note your time on your record aheeg.
QUESTIONS ¢ |
1, On a 1960 Ford Thunderbird Ve-390 with the engine built prior to Nov. 18,
1963 the valve clearance forthe intake and exhaust valve are?
2. In fitting the pistons on a 1969v8éh29 the cylind«r wall clearance is?
ia N 3. The ring pear and pinion backlash: inch are how much on a 19¢5 thunderbird? ‘

L. OUn a 1965 Thunderbird V8-429 the coolin- ayatem w/heater and automatic
= transnission capacitiea are what?

5. On a 1967 T-bird the master cylinder bore w/disc brakea and front disc .
brakes are?

. What type of rear axel does the 1966 T-bird carry?

6
7. The pinion bearing'pre-load is hoﬁ much on ;-1969 T-bir&; use hearine w/seal?.
AB. The cooling system capacity on # 1967.T;bird‘w/air conditioner is?

9

. To replace the starter on a 1968 T—Bird it way be neceasary to’ do what
with front wheels znd stecering idler arm?

10, "To rroperly engage the oil pump'intermediate shaft when installing the
distributor, it may be necesssry to do what?

39
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| ’ 'v“ - READING SKILL3=~ AutovMech.
' . ‘ SCANNING : T _—

Job Sheet # 4 , )

- -OBJECTIVE: To develop the skill of scanning for speoific facts.

. ‘ - Scanning is a planned hunt-skip=~read process for finding specific facts,
. names, dates, sizes, distances, prices, and similar information. When you have
- to locate specific facts, scanning may be the best way to do it. When you scan
for specific fact, you do very little reading. Instead, you allow your eyes tO

move more rapidly over the material untill you find what you are looking for.

HATERTIALS : Testbook: AutomotivevMechaﬁics, chapter 8, "Engine Construction - Valves.
- Construction - Valves.

PROCEDURE: "1. Read the following questions below, and scan for the answers one
- at a time, following these guidelines;
a. Xeep clearly in mind the question you want answered.
b. Decide¢ in what form the answer should appear. Tor example
should the answer be a word, a name, a number, or a -date?
c. Move your eyes quickly over the page, looking for your clues.
d. Vhen you find what you think is the answer, read mcre carefully.
e.. Stop reading when ycu have found.the correct answer.
f« Record the answer in the space provided.

2. Time yourself. MNote your time on your Record Sheet.
. "

» t

. GUESTIONS: ' . '
l. Paragraph 109 states thgt cran:shaft spoockets w/chain show -timing on the?

7

2. Under paragraph 110 the parts of a valve are?

P \
.

3. The valve face passes heat to the valve seat, which helps ilke valve to do
vhat? ‘ :
A. Complete thig sentence: Sodioum is a highly
¥ L
5« In the F~head engine, one valve is in the head and the other valve is where?

6., If the exhaust valve were to rotate a little each time it opened, many
“valve problem:; tould be what?

7. i V3 engine using ball-pivoted valve rocker arms, (Pontiac lLiotor div~
ision of .ceneral uotors corvoration) hus what valve system components?

3. in tie construction of position-rotution type vilve rotator, there
. re row many parts?

7. In the spuce oelow descrive the operation of a hydrawuic Valve lifter?

1Je In rige o=24 for how many deyrees of the crankshaft rotation is the
- exhaust valve open? -




READING SKILLS ~ Auto. Moch.
4 4 | SCANNING II \

Job Shuet 41

CRJ= CTIVE To d:velop the skill of scanning for numerical. facts.

UATERIALS: 1. Motors Auto Repair lManual, 1970

pages 1-150, through 1-15%4 AVS Carter Carb.
2 POHCil

2ROCETURE: To scan the pages for answers to the following questions, pfo—

ceeding one at a time.
Time yourself.,

QUESTICIE :

'l.

2.

l().

‘What is the pump’travel on a 46325 carburctor?
Using a 41015 carbur“tor, write out the specs of adjustme nt for agldlg

screw, b) float drop, ¢) fast idle throttle valve olearance, and d)choke
vacuum break.

a) ' , 'v bY
c) ‘ B 4 d)

o do you make a float level adjustment?

How do you adjust the float drop?

vhat is the secondary lockout and fast idle throttle valve olearance on
a 17415 carb? :

What is the pump travel, the float lcvel, and the idle screw measurementc
on a Chevy II 402 S-3A carburctor?

a) i ; b)
o)
Th: m:thod of measuring float drop ig indicated in which figure?

v

In what figure is AVS pump adjustmcnt shown?

Cn a °1ymouth 1970 Mndel 4934o carburctor, tie secondary throttle lockout

‘is measured in what units?

Th AVS carburctor adjustments chart for Impurlal and for Chevelle io
locatad where in the Manual? ’

Reoord time




: _ (BJECTIVE:

MATERTALS :

" PROCEILRE:

SULSTIONS

-

In

READING UKILLS - Auto. Muoh.
SCANNING 1I

Job Shaeet 42 : v

davelop'thc'skill of scanning: for numerical facts.-

Motors Repair lianual, 1970
Pages 2-270 through 2-305
Pencil

gection /2 Corvair scan the gsection for ansuers to the following

questions, on: at a time.

4. How many volts would a lModel 1100693 altcrpator with a fl&ld current
(12 volts) C ,oo P. have?

P
6. . hat would_be the caster, for the front wheels on a 1965 Corvair?
1

g, If the cyl.
1. wWhat is the
" 11. -What is the

1?. “hat i5 the

l. BEnzine Nos. buginning ulth the (s indicate the engine y2ar model for what ycar?
2. Th: 1l:ters T7C indlc te the engine has what equipment?

3. . Undur 1966 Model Corvair englnc, 140 h.p. auto tr. 9 1nd10atea the engine
“ﬁhu: what?

«

5. What would be the amp. output on alternator Model 1100639 at 5000 R.P.M.7

. Th: camber on the rear wheels of o 1963 Corvair would be . what?

. The valve scat and the valve face angles on a 1964 Corvair are?

bore is wern in excess of 0005 on an inch, what should you do?
A

maximuwiv main bearing clearance for a 1969 Corvair?

measurement of the brake drum diameter of a 1967 Corvair?

m:asurcment of the rcar wheel brake gylinder bore?

Record time

4 Y2 -




OBJECTIVE e

NATERIALS ¢

PROCLDURE

QUESTIONS ¢

, To

1.
2.

. In

READING SKILLS - Auto Mech,
SCANNING II

~ Job Sheet # 3

develop the ckill of scanning for numerical facts.

NMotors Repair Mamwal, 1970 Pages 2-306 through 2-319
Peneil

Section 2, Pull size models, Ford and Mercury, scan the pages for

answers to the following queotions, one at a time.

1.

2

3.

When the gymbol Engine Code appears, it means what?

A ostarting motor number of CSTZ—llOOZ-A has a Brush Spring Tension

« of how much?

»

A starter HCSVY—llOOZ-c indicates 70 amperee 12 volts at
R P.M. and a torque test at 5.0 volto, 15.5 ft. 1bs indicaten
‘ampereg? v K

4.. Under Tune Up Specs for a 1967 6~240, the eymbol 13 appears for

5.

6.
Te
8.

90
10.

11.

‘otd. transmlns1on. What does thio mean? .

What are the tune up opecs for a 1970 Model V8351
a) Spark plugs?

§b§ Firing order?

c¢) Hod idle std. Trans.?

What ig the distributor point gap on a 1970 Model V8-4297
What io the dwell angle degree?

In Firgure G, Page 2-311 does the pointer indicate that the englne
has been timed advanced or retarded and how many degreen?

The engine timing in Figure I, Page 2-311 telln you the timing
io get at?

What is the firing order of the Ford 6 cylinder cngineu'?

Under Valve»Specu., Page 2-315 a 1968 8-302 valve laut ic indicated
3/4 turn 8. ~What does the oymbol 8 mean?

We have a Ford Sedan with a V8-428 5 9 Bagsic Diut. CTSf-B.
Yhat is the rotatloa on the distributor?

o

Record time




READING SKILLS - Auto Mech
SCANNING 11T \

Job Sheet i1 ,

OBJECTIVE: To develop the skill of gcanning for a name and number.

[y

. ° MATERIALS: Motors Flat Rate And Parts Manualy 1970, pp. 621-22 g
*
PROCEDURE: 1. 1In the asgigned material find a list of Parts & Time
Requirements. .

2. TIollowing the procedure for scanning which you learned in Scanning
I and Scanning II, scan,.for the answers to the questiono belog.

3. Scan for the annwers, one quentlon at a time, ds rap&dly and
agcurately a8 you can. ) ‘ . R

4. Time yourgelf. Note your time on your Record Sheet.

GUESTIONS :
1. The reqﬁireﬁ time,to overhaul w/c wipe motor 1968 model‘Oldn is

?. The time requlred to replace a wimishield washer pump. valve in a 1965
Oldc FP-85 ico

3. Labor coot to replace wiper motor of a 1966 0lds, taking 0.5 hours - ‘ ,
at 311.00 per hour ic .

o

4. The fuel gauge (Dash Unit) replacement time for an Olds F-85, 1969 is

5. Liot the time and labor charge for replacing a speedometer cable and '
houcing $12.00 per hour on a.1970 Olds. -
' 6. The cost and number of fuel tank gauge unit on a 1969 Olds Station
- Wagon with air conditioner io / -

7. The time required to lubricate a‘speedometer cable on a 1969 model OldG is
. What ioc the time required to renew an oil gauge aandlng unit on'a 1965
0lds cedan? «

7. hat are the part number and prico of the Muol Cauge (Dash Unit)

for a 1966 01lds cedan? L

X

' 10. What are the part number and the .price of théiPuel Gauge : (Tank Unlt)
for a 1964 Olds Station Wagon w/air conditioner?

-

11. The part number of the windshield wiper-transmission for a 1964 0lds
leftocide (Tandem Type) is

12. The chop time required to R. & R. the upeedometer head on a 1964 Olds
. P85 is

Ric, - St
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READING SKILLS = Auto. Haoh, <
SCANNING IIT . ’

Job Sheet # 2

OBJICTIVii: To develop skill in soanning for a specific name and number.

IATERIALS: Spark Plug 1964 Dealer Catalogs: AUTOLITE. .

PROCEDURE: 1. Go to the file to obtain the assigned material.

2. Uging the scanning skills you have been practising, find the an=
~ swers to the following cuestions as quiokly as you can.
3. Return the catalog to the file.

PUESTIOHS:

1.

Qe

3.

1.

10.

On vhat page will you flnd plugs for a- John Deere B. Series, Normal Serv1ce,
w/13 111 head?

.
o

‘2. Give Autolite type.
b. QGive the AC number.
c. What ic.the Champion number?

& What ic the Champion to Autolite number?
e. Give the Champion to AC number.

thet »is the standard plug number for an Austin H 55 MK, 1959 model?

“hat is the standard plug number for an Austin H 55 MK, 1959 model and gap?

<k

Give the plug number for a 1964 V™, 40 IMPA 1500 series, resistor type.

, Give the plug number for a-1964 V¥, 40 HP, 1500 ceries, Standard type.

Locate the page where the plug number for a 1963 Dodge Dart, 6 cyl. ic licted.
‘het is the plug number by Champion?
What isc the Gap?

»

Give the CH.nplon Sparl. Plug * and Cap for a 1961 Dodge Lancer.

ive the pnge whero Plug Gap can be found for a 1941 Willys with aluminum head.
- VWhat is the AC Plug ;%

“hat ic the torcue for an 18 1M plug with a tapered seét and cast iron heads?
Jhat ic the Autolite number crosc reference to a Champion Plug # Y87

Give the AC numbor CS6 to Autolite.

Give the Champion-! for an Autolite plug #ARA2.




. READING SKILLS - Auto. Mech.

T o - SKINLING FOR NAIN TJEAS .
- _ -Job Sheet #1 o o

(BJECTIVE: To develop the skill of skimming for main ideds

Skimming for main ideas is a pmgra.ph-'by—pa.ragrnph search’ for
ideas’ in a‘chapter or. an ayticle. When you skim for main ideas
you foous on each of the major points made by the writer. You
still don't read every word, but you now go deeper into the
material than before.

MATERIALS : Crouse, William H., Automotive xeoh:.m.oa, chapter 2

PROCEIURE: .l1. Read the title.
- " 2. Read the headings and subheadmgu
Yoo 3. Read the firat sontence of every paragraph.
' 4. Read the last sentence of every paragraph more than
five lines long.
5. Answer the questions. ’

%
.

QUESTIONS: 1. What are the six basic steps in sutomotive shopuork?

: ‘. . d.
b. \ . 6.
Ce ! f. :

2. Name three 'h’ypos of fastners.

3. What type of threads do bolts, studs and screws have?

4. What should be done to a mushroomed chisel before it is used?

5. What is a file likely to do if it is hit with a hammer?

6. A hacksaw is designed for sawing metal, wood, or plutlc.
True or false? . .

T. State the importuoe of the uuuure of linear diltanoe.




OBJECTIVE:

READING SKILLS - Auto. Mech.
SKIMMING FOR MAIN IDEAS

Job Sheet #2

"To develop the ‘skill of akimm:.ng ror main idou

Skimming for main ideas .is a parugraph-by—paragr&ph aenrch for the
main ideas in a chapter or an artiocle. When you skim for main ideas

... you focus on each of the major points made by the writer. .You still .

MATERTALS:

PROCEDURE

QUESTIONS :

don't read every word, But you now go deeper into the meterial than
before. - ‘

Crouse, William H., Automotive Mechanics, éhapter 38 A

l. Read the title.

2. TRead the headings “and subhoadingu. :

3. Read the first sentence of every paragraph. -

4. Read the last sentence of overy paragraph uoro'than five lines long.

5. Answer the questions.

~N -

l. In what figure can you f1nd a a1mp11f1ed draw;ng of a steering

’ system?

2. Name the various ractors thnt enter into front end geometry.

3. “The welght of the car tends to bring the wheels back to

¢« after the turn is completod and spe
steering wheel is released..

4. BEven though the wheels are set to toe in ‘8lightly when the car
is standing still, they tend to roll on the road
when the ocar is moving

5. The. steering gear is a device that convertu rotary motion into
what? \

6. There are two models of power steering units used on General

Motors cars. Name them.

N

a.
; b. ’ i
“7. Chrysler power steering consists of two models. Name them.
a. '
' B b. " * )

‘
Jou




READING SKILLS - Auto. Mech.

- ' o o SKIMMING FOR MAIN IDEAS e

. , Job Sheet #3 ’ .

OBJECTIVE: To develop the skill of skimmigg for main ideas

. . Skimming’ for ‘main ideas is a paragraph-by-paragraph search for the main .
. " ideas in a chapter or an article. When you skim for main ideas, you
foous on each of the major points made by the writer. You still don't reld
every word, bux You now go deeper into the material than before.

V MATERIAL: Hiller,_Jameu Nathan, "I{'s‘'a Dead-End Road for the Dropout" OQ; .

PROCEDURE: 1. Obtain the speocified-article from the file.
2. Read the title.

3. Read the headings and subheadinga - ' . ?
4. Read the first sentence of eyvery paragraph. -
5. Read the last sentence of every paragraph. ‘.

* 6. Answer the queatlons below.

QUESTIONS: 1. What happens to the person who tries to "fake" huving a high school

diploma? ‘.
. 2. List three reamons, according to the article, why ntudnnxu drop
_ .. out of school: %g\\\\;\ '
\ &- ’ 4 ‘,
. b.
N .
C.
3. Compare working conditions with ¥¢hool conditions, as often exper-
. ienced by ¢he dropout. - - .
" How do they differ? . : . .

In what ways are they alike?
4. Some jobs are "learning by doing" situations whera the enploycr trains-

you.

Are such jobs increasing or decreasing° .

Are there more or less people in competition for these Jobu?
5. The article states that the high sohool dlploma has come to

mean three things. Name them.

. a.
b.
c.
6. A high school dropout can always enlint in the,Arqy if he can't find
a job.. Ycs No :

Explain your answer.
T. An employer from Portland, Orégin, is quoted on hia £eelxnga regard=-
ing the hiring of dropouts. - Sumnlrize what he says.
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PROCEDURE:
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RMDE[NG SKILLS - A%o Mech,
TRADE 2 ILEI_}

n—q

, Job Sheet # 1

——

To test your present knowledge of a trade newspaper.

Write answers to the following questions. ) R

»

1. List the titles of all trade newspapers w1t.h which you are pre- _ |

sently familiar, °*

)

"l . . : ‘ :
2. What is the principal function of a trade newspaper?
. A .

b

E N i

What kinds of 1nformatlon would. .you expect to flnd in a trade
newspaper" .
L: What kinds of division and/or departments would you expect to be

included :|.n éach issue?

N

o ) £

u¥7

.
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QUESTIONS: °

- o READING SKILLS ~ Auto Mech.
, : Met. Sh.
TRADE- NEWSPAPER

Job Sheet # 2

¢

OBJLCPIVE: Ta become familiar with the.format and purpose of The Mabhinist.

MATERIALS: >3 issues of The Machinist.

PROCEDURE: Note: To complete this job sheet you will be expected to make use of

. all -the reading skills you have been practicing.

1. Go to the magaz1ne rack and choose any 3 1ssues of .The Ma-
chinist. :

2. Overview each issue of the‘newspaper.
3. Preview each section.

4. Answer the following questions.

Whé'bublishes The Machinist?

Where is it published?

How often is it published?
For whom is it published? ]
To find out what is in a newspaper, examine all the parts.

List below the special sections which appear in e=zch- issue.

M ~

[ - . : 3
. i

How many pages are in an average issue?

. J .
What kind ef advertising dOeseThe Machinist con‘i;a.in'P , -

On the basis of your overviewing and previewing, state in your own ¢

"words what yoq\con51der to be the purpose of The Machinist?

o\ '“

Y




READING SKILLS -~

, " TRADE NEWSPAPER .

Job Sheet # 3

OBJECTIVE: To read and comment on a variety of articles which appear in The
. Machini'a_b_.

'MATERIALS: Copies of The Maghinist.
- Pen
Scissors, paste, and blank paper.

:. 1, Skim and scan and organize your thoughts S0 that you can comment
: on the following variety of articles,

2, Cut out samples of the follow1ng kinds of artlcles.
3. - Paste and label each article on a. blank sheen of paper,

L. Beneath each article write your own comments as ditfected.

SPEC{AL ARTICLES:

1. Clip an article which contalns opinion, marked either by a by—llne
or the use of quotatlon marks, ‘Summarize the opgg;on.’

.. 2e Cllp an article that is completely objectlve- that is, it seems to
g present both sides of an issue accuratly ard fairly,
Snnnarize the article,

Clip an article which gives specific informatzon +hat is new to
you, State what it is. . : _ q

Clip an editorial. State the issue being discussed and the p01nb
of view which is being presented.

Clip a swap add which. you would be interested. in,

Clip an article which deals with the skills reduired for a job in,
your field. ' '

-

Clip an article.which shows the conicern of the newspaper for you
as a wage earner, for you as a citizen, or for as your leisure
time is involved. ‘ '

¢
<
1




READING SKIILS ~ Auto Mech.
Met. Sh.
TRADE NEWSPAPER -

- Job Sheet # 4

OBJECTIVE: To determine how much you'knoﬁ sbout a trade newspaper.

MATERIALS: Your mind and your memory!,

'PROCEDURE: Write answers to the following questions,

QUESTIONS: ',
1.
Re
3
,
Le
" S

"4
.

What is the title of 'the trade newspaper which pertains to your
vocational interest? . '

@

How often is it published?

What did you dlscover to be the principal functlon of a trade

‘newspaper? °

. -

o

What kinds of ihformation did you find in a trade newspaper?

'List four ways,in vhich a trade newspaper might be of service
to you in your career.

a)e
(b).
() |
@. . -
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WAADING SKTLLS ~ aubue aoGite .
ORGANIZING WHAT YOU HAVE READ -

: - Iixplanation of the Tvchnical
K Process

. Job Sheet A

To fain oxpericnce in reading the written and diagramatic cxplaasbion
of a t:chnigal nrocess; to be able to organize in a list the siquoence
of ~vents in a*procvss.

"wihael Alignment,!" Snap=On Tool Co. Nanual, p. 19, Tig. 31, 32, & 33

This is a t.chnical sulcction and you should rcad it diffurently than
you read lit:ratur: or social studies. This sclection ownlains

a nroc:sg which involv.s adjusting with a ané cocontric ball
joint.

This: instructions 4211 you how to read mat.rial that d:scrites a
JT0C:33: ' '

1. .tudy th: diagram. Read the names of the parts. Then try to
nam: thom vithout rereading the labels. ' : '

2. Nuad all of the boldfaccd headings in :s selection o find out
what proc:ss:s will be described. : ' ’

3. Ruad th: introductory paragraph. R-=:l the first saciion; read
just onc sontence at a time. If it mentions somethinz shown in
the diagram, look back at. the diagran aftor reading the scentence.
“hen you ar: sure that you understand that scntence, rcad the next
on.: in th: sam: way. O5to» and think about cach sentence after
you hav: rcad it to mal. surc that the meahing is clear tc you.

1. Aft- r r.adin; the entir: section in tbls way, try to exnlaln to
yours:lfl iithout looking at the boolz just how the procoss tal

Jlac:. . .
5, Work with .ach of tii: remaining scelions in the samo vay .
that ou vorked with th: first on:
6. Thm do ihe following™on a uﬂparau' shueet of paper: “

o. List in order the steps that tal:. plac: in the process whlch
108 been discribad.

b, Drav a liagram illustrating thu Dr0C :5S you havu.Juét outlin-d.

c. httach th. above to this job shuet and hand in.

RN
0J



READING SKILLS = Auto. Mech.
L ’ " Draft.
. Elec.,
Met. Sh. _ ‘
y . ORGANIZING WHAT YOU HAVE READ
. Recoghizing Propaganda .

Job Sheet #1

/OBJECTIVE: To reqogniZe'pfopaganda techniques

MATERIALS: Information packet on recognizing prOpagénda

. N

PROCEDURE: 1. Read the information packet on recognizing propaganda.

2. List below the six propaganda tricks. , -
3. Read the follewing advertisements. Try to identify the tricks
‘used. Write their name or names on the lines below the advertisement.
Propaganda Tricks

1. ' ' _ 4.

2. ". 5.
30 ) 6.

'*****

Wherever you go, you see the new' StreamJet car You can hardly drive a block
without seeing a new Streamjet. And you can't Tiss its years—shead glamour
styling. Its muscular engine gives you effortless super-power performance
from idling to top speed in secqonds. Streamjet'd stratosphere ride gives you
featharbed . riding over the roughest roads or smoothest superhighways. You
can't make a better investment for supreme driving pleasure than the new
Streamjet. No wonder it's the most popular car in its price class, first

in sales all over the nationl’ See your Strcamjet dealer for your best buy

in luxury with amazing cconomy. Once you drive the new Streamjet, you'll
never want to own any other car. .

PTrick or tricks used? ™ ,

* ¥ ¥ ¥ *

" Are you suffering from Athlete's Itch? Dryfoot brings fast relief through g

new scientific formula containing a medically proven ingredient. Your doctor .
will tell you that keeping your feet dry is important to control Athlete's ’
Foot Itch. Damp, sweaty areas help the fungus which cauge3 burning, stinging
discomfort. Your skin in these areas blisters, cracks,/peels, and becomes
infected, causing intense itching and pain.. This con tion is accompanied by
an offensive odor, too. But for¢unate1y quick relief{ can be yours with Dryfoot.

Medical science knows today that many methods of treating fungus 1nfect10ns do
more harm than good because they are too strong and cause greater irritation.
Dryfoot soothes, infected places because it is the only leading preparation -t
that contains the medically proven ingredient H~T to keep skin dry and aid
healing by checking the growth of fungi which cause Athlete's Itch. :Get
Dryfoot today at all leading drug counterﬁ, and enJoy wonderful comfort.

{




READING SKILLS

ORGANIZING- WHAT YOU HAVE READ
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Recognizing Propaganda (Gont.) -

Job Sheeta#i

Trick or tricks used?

* * *

Are you putting off that much-needed vacation because you don't have ready
cash? Then you should know that fun-bound families stop first at the E-2
Credit Bank for an easy=to-budget vacation loan. E=~Z Credit is a neighborly
bank where you'll-find fast, friendly service from folks who understand your
money problems. You can have complete confidence in the service E=~Z Credit
Bank offers. Borrow up to $500.00 with repayment terms you select. More
than a million loans in five years are your assurance that people have con-
fidence in E-Z Credit service. And you can be sure of complete privacy
and prompt, courteous, friendly service at the E-Z Credit Bank. Make your
vacation dream come true. See our man at the office nearest you.

Trick or tricks used?

* * *

.

A pleasant-looking service station attendant is pictured cleaning the wind-

shield of the shiny-car in which a smiling customer is seated at the wheel.
Below appears the following: ’

With Mixo Hygrade gasoline you're miles-ahead. Mixo scientists used atomic
research to bring you new Mixo Hygrade. Now you can be protected against
engine deposits that waste gasoline, cause costly repairs, and rob your car
of the power it should deliver. Mixo gives you fast starts, smooth power,

‘and sure response at all speeds, with the best mileage economy of any

gasoline. Pill up at your friendly Mixo -dealer~=he'll be glad to msee that
your car is treated to the best possible service.

&

Trick or tricks used?

a
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ORGA]I ] UHAT Your JAVL IﬁAD
Analysing ;ropagandu

Job She:t A L P

,BuI TV’ To learn to analysze propaganda

AT AL Information paclist on analyzing propafsanda

VRECL UURS . - Read 1nformutlon packet on analyzing propajonda. g
'2. Analys: the exemples of propaganda which -ar. given below.
3. Tor :ach 'xample, answer the five fOllOUln" questions: .

a. Who is thoe propagandist?

b. VYhom ic h2 serving?

c. ,hat is his'aim in writing on this Subj: ct?

d. To what human intorests, desires, cmotions, dous hu anaeal"
2. 'hot techniques does he usa? (Propaganda tricks) -

A. Do Jou'wmnt roads that 4r: defac:d and disfigured by billboard advirtising? All
oV Am rlca, beautitul views have been cpoiled by the billboard scourg:. Thesc
nycscor.s ave been put up so thiekly along some highways. that they are now
billboard alleys, dang:rous to-motorists. Don't let our new national highwaye
b: clutt:red by ugly billboards as other roads have been. Hrite to your Congress-— .
nian today and urg: him to oppose this menace.

= o w ¢
S

-

.~ tho is the »ropagandistT

. Whom is h: sorving? .

. Uhat is his aim in writing on this subject™

. To what human interests, desires, and cmotlony dous he avgual
y. What tcchniques does he use?

e D)

'
. ’

. (ur right to work ic as important as any othur one protested by the Bill of
Rizhts. Yot labor unions have denied the right to earn 2 living to millions of
Americans by foreing ¢mployers to cign compulsory union contracts. Crookaed
union bods:s, using all kinds of sluldugsery, have lept many members from
voting in union ‘lections, creating slav: labor conditions. Right~to-work
laus hav. beon paos:d in many of our states to protust thin right of Americo 3.,

¢ a patriotic citizen intercsted in proeserving our way -of 1life, you should

urlt to mcmbnrs of your state legiclature urg:.nb them to vote for a righteto-
yorle lau. -

1. Uho is the propagandist?

2. Vhom is he soerving?

3. What is hic aim in writing on this subject? -

1. To what human interests, desires, and cmotions' docs h: appaal?
5. What tuchniques does he use?

E TC - vl' N _ S




READING SKILLS o
» ORGANIZING WHAT YOU HAVE READ
~ ; Analyzing Prop. cont.

Job Sheet #1

0

Stcvo Jones is a man who understands your problems booause he's lived them.

~ Born in a small town, he made his way up the ladder the hard way. As a boy

he helped put two brothers and a sister through college by carrying groceries,
shoveling snowy sidewalks, and mowing lawns. He still found time to sing in
his church choir and become an Eagle Scout. In high school he starred on the
baseball and basketball teams and was elected class president in his Junlor
year.

When war came, he slugged it out w1th the Nazis in North Africa, Italy, and
France. Returning to work his way through college, he soon married the
lovely Betty Smith and now has three fine chlldren.

Steve founded his own suocessful business in our town. He has always taken
an active part in community affairs, serving actively in PTA, -church, and
charity activities.

“wIf ¢lected," says Steve, "I promise to do my best for my'maﬁy'gopd friends

and neighbors in Milltown. They're my kind of folka."

Vote for Steve Jones for mayor, the kind of honest, hardworklng, fearlesn

leader we need. He' 8 your kind of guy.

a. Who is the bropagandiut?
b. Whom is he serving?
¢c.’ What is his aim in writing on this subaect°
_d. . To what human interests, desires, and emotions does he appeal?
e. What techniques does he, use? .

bo 4



OBJEGTIVE:

MATERTALS:

PROCEDURE:

QUESTIONS

{ READING SKILLS = Auto. Mech,
: ORGANIZING WHAT HAVE YOU READ

Analyging Propaganda

Job Sheoet 2 .

To learn to analyze propaganda

\

Information packet on analyzing propaganda

1.
2.
3.

4.

A.

Wh Wi

- LIFE magazine, June 11, 1971, pp 37; pp 56=56A.

Review the information packet on analyzing propaganda.
Obtain the assigned issue of LIFE magazine from the file.
Examine the aasxgned advertisements and answer the followxng
questions on each.

Return the magazine to the file.

Vega Kammback, p. 37

I'» Who is the propagandist?

2. Whom is he serving?

3. Wwhat is his aim in writing on thia subject? .

4. To what human interests, desires, and emotions does he appeal?:

. 5« What techniques does he use?

Goodyear Tire and Rubber Co., pp.. 56=-56A -

1. Who is the propagandist?

. ‘ﬂhom is he serving?,

. “What is .his aim in writing on this subject?

. To what human interests, desires, and emotions does he appeal?
. What teohniques does he use? ’

]




READIHG SKILLS - Drnft.

(

OVBRVIEWING I
- | ' Job Sheet #1 . - '
OBJECTIVE: To develop thie skill of overviewing a textbook or a technical book.

Overviewing is a quick way to get a idea about what is in a book, a chapter,
. or an article. By overviewing you find out what a writer is saying without read- ®
ing every word he has written. There are two reasons for overviewing (1). To
examine new material to find out what it contains, and (2). To determine whether
 a dpecific book contains information you want.

VHAT!RIALS:‘ 1) “A Manual of Enginocring_nrnving_féf Students and Draftsmen,
o McGraw-:iill Book Co., N.Y., 10th ed.

2) Pen K

PROCEDURE: I-agino you are looking at this book for the firlt tims and want to
. find out what it contnin-.

1. Read the titlae.
2. Quickly scan:

(a). the table of ceutents _ .
., (b). the preface or forward v : 1
(c). the introduction
: - . (d). the pictures, maps, grnphl, or tables
° L © (e). the appendix .
' .. (f). the index - . . s

3. Record 'your findings below:

(a). The title of this book is "

L.

¢

" (b). Read the introduction and 1n your own words state the purpose
of the book.

(c). Tho.tnbic,of Contents showa that thia book contains
of sections ‘ . no.
broken down into of chapters.
. no. : )
(d). Your overview shows that this book also contains the following:
 Check 1f applicable °

' : (1). index
] . (2). appendix
- (3). introduction. -, "
, "(4). other (list) ' ) ' \\ .

(e). From your everview, state the purposes for vhich you believe .
this book would be useful.

).
(2).

. . v . .. - . . 7
o v , 4 < o . . - ” * . 'w

El{jkj‘ Go 57 | : }




READING SKILLS - Draft.’
: -  QVERVIEWING I c o

&

,vJob Sheet #2

OBJECTIVE' To develop the skill of overviewing ‘ textbook or a technical book.
OVcrvicwigg is a quick and efficlent way to get a gnncrul idea about what
is in a book, a chapter, or an article. By overviewing you find out what a
“writer is saying without reading every word he has written. There are fwo rea-
sons for overvieving: (1) To examine new material to find out what it contains,
and (2) To dctcrlinc whether & specific book contains information. you want.
C‘ »
- MATERIALS: 1: " Architecture, Design, Enginccring Drawing, Publtlhcd by HcKnighs
& McKnight Co., Bloomington, Illinois. - _ s

2. Pen -

PROCEDURE: Imagine you are looking at this book for the first time and want to
. find out what it contains. '

1. Read the title
7 "
2. Quickly scan:
(a). the table of contents ) , , :
. - (b). the prcfucc or forward , ‘ ‘
(c) . the introduction . : ;
(d). the pictures, maps, - ?rlphl. or tlhl.l

(e). the appendix
(f). the index

3. Recorxd your findings below: . ]

~(n), The title of this book is

(U). Read the 1ntroduction and in your own words state thc-purponc

of the book.
‘%
(c). The table of Contents shows that this book contains .
: ! no.
of sections, broken down into 6f chapters.” py

no.

(d). Your overview shows that this book also contuinl the following*
Check if applicable .
(1). index = . [
(2). appendix . o , ]
, (3). introduction ) o
- ~(4). other (list)

., (). From your ovorvicw, state the purpose for which you believe
this book would be useful:

(1).
(2). : . .

. (3)- .. ' % \‘“
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. . | ~° READING SKILLS - Draft.
: - OVERVIEWING I

Job Sheet #3
OBJECTIVE: To daevaelop the skill of overviewing a textbook or a technical book.

Overviewing is a quick and efficient way to get a general idea about what
is in a book, a chapter, or an article. By overviewing you find out what a
writer is saying without reading every word he has written. There are two rea-
sons for overviewing: (1). To examine new material to find out what it contains,
and (2). To dctctnin. vhethsr a lpocific book contains 1nfot-ation ‘you want.

MATRRIALS‘~ 1. Architecturs, Draft;gl, and Dcli;_, Hepler, Donald & Wallach; Paul
‘ McGraw-Hill Co. - . ' . ’

”2. Pen

PROCEDURE: Imagirz you are looking at this book for the firlt tin. and want to
- find out what it containl. ‘ ‘

1. Rcad the title

=" 2., Scan Quickly:

. - (a), the table of contents
R (6). the preface , -
' (c). the introduction ) :
(d). the pictures, maps, graphs, or tables g

(e). the appendix
(£). the index

3. Record your findings below:

(a). The title ¢ this book is

. - (b). Read the introduction and in your own words state tie purpose
- of the book.

(c). The Table of Contents shows that this book contains
, , no.
of sections, broken down into of chapters.
- no. o

. . R . ¢ <
(d). Your overview shows that’ this book also contains’ the following:
Check 1if applicable

© (1). index

N (2). appendix
(3). introduction
(4). other (list)

(). From your overview, state the purpose for which you believe

this book would be useful: Y
.
) (2).
) 3). .
Q A‘ i . U‘.. ((/ \ |




READING SKILLS - Draft.
OVERVIEWING I

Job Sheet #4
OBJEdTIVB' To develop the skill of ovcrvi!!ingva tixtbook or a technical book.
Overviewing is a quick and cfficicnt‘ ay to get a general idea about vhn:
is in a book, a chapter, or an article. overviewing you find dut what a .

writer is saying without reading every word he has written. There are two rea-
sons for overviewing: (1). To examine material to kind out what it contains,

and (2).fTo determine whether a specific book contains information you want. .
MATERIALS: 1. Mechanical Drawing: A text with problem layouts, McGraw-Hill Co.,
. N.Y. : -~
. \\ % A3 .
2. Pen

PROCEDURE: Imagine you are looking at this book for - :hc first time and vant to
o find out what it contsins. ‘

?

. 1. Rcad the ti§1\§%" . | ;*tn. ’
2. Quickly scan: . ‘

(a). the table of contents ‘ -
(b). the preface or forward
(c). the introduction
(d). the pictures, maps, graphs, or tables
, (e) . the appendix
(f). the index

g

3. Record you findings below:

(a). The title of this pook is " o,

o
.

(b). Read the introduction dnd in your own words state the purpose
‘of the book.

(c). The Table of Contents shows that this book contains
_ no.
of sections,. broken down into_ of chapters.
. : no.

(d). Your ovctvitw shows that this book also containl the following.
: - Chcck if applicable . -
(1). index . ’
(2). appendix
' (3). introduction
). othcr (11ist) . v

(e). From yout overview, state the purpose for which you believe
this book would be useful:

Vet
(1) .
(2).
! (3).
“ : U (.)- LIO? v



READING S%ILLS - Draft
SR T  OVERVIEWING II

RN . .Y

- .- - Job Sheet #1 - *°

Q§J§93j2E1 Td develop the “skill of overviewing a chaptginin a textbook or a
o technical book. * i R At V ,

03 - . 4 \
¥

. Overviewing is a quick and efficient way to get a genera} idea about what is
« 1n a book, a chapter, or‘an article. By overviewing you find jout what a writer
1s saying without reading every word he has written. There are two reasons for .
owerviewing: (1)+To examine new material to find out what it ontains, and (2)
'To determine whether a specific chapter contains information which you want and

ned. b
’WATERIALS: 1. french.'ThomasJand Vierck, Charles,”ggggnéeri‘ Drawing, chap- o
: - ter 8, ”SecFions‘and ConVen;ions." ’ :
2. Pen A : o | i' ’ ‘s |
QROCEDURE: b%erview the chaﬁtér‘aé followsg : A A ) 3
iy , 1. Read tﬁe ?it;e

y
\

2. Read the bold-face headings
< i IS ‘u_ I —
3. Read the opening paragraph(s).
4, " Look fdr'illu;tratiohs, tables, symbol charts,|diagrams, etc.’
Read the captions. )
= 1
5. Record your findings below:

a. The title of this chapter is

N ‘ ‘
b. This chapter is divided into of sgections
) g ’ no. ¢

c."Host chapters indicate in the opening paragraphs-whiat the chapter will

be about. Read the first paragraphs of this chapter and in your own words state
its purbose: .

/
i

'd.  List all the bold-face headings which develop the chapter!

e. State the technical purbose for which the information in this chapter
would be usgeful: : :

-
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e T n REXDING SKILLS - Draft

¢ 3 OVERVIE:;NG po o
.- ’ L] . o —‘/ .
Job Sheet #2
VOBJECTIVE°’ To. d.volop tho .kill of ovorviowing a chnptor 1n a toxtbook or a
' ' t.chnical ‘book. ' :

Ovetviewigg is a quick and efficiont way to get ‘a general idoa about what
is in a book, a chaptex, or an article. By overviewing you find out what: a writer
is saying without reading evoty word he has vritten. There are two roaaona for
.overviewing: (1) To examine new material to find out what it contains, and 2)

-... To determine wh.thor & lpqpifiu chapter contains information which you want and
‘need. y »

. MAIERIALS;' 1. Hepler and Wallach, Architoqﬂgro, Deaigg, 1noariqg & Drawing,.
o T Section, Two, "Sorvice Area.

2. Pen
PROCEDURE: Overview the chapter as follows: " e j
. " 1. Read the title. _‘ : - ’

2. Read the bdld—fuce headings.

3. . Kbﬁd the opening patagraph(b) , '!
4. Look for illuatrltions, tnblos, symbol charta, diagrams, etc.
Read th. captions. -

* ‘ 1

5. Record your findinga below.

a. The title of this chiptcf ip

b. This chapter is divided into " —__of sections.
‘ no.

c. Md.t chaptot§§}ndicato 1n the opening paragraphs what the chapter
will be about.” Read the first paragraphs of this chapter and in
your own words gtate its purpose:

d. List all the bold-face headings which develop the chapter:-

\ .

.. State the teéhnical purpose for which th. 1n£ormation in this chapter
would be useful.
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Job Sheet #3 S
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P

 OBJECTIVE: To overv iew a chapter 1n a textbook without wrltlng all the 1nfor—
. - mation down,

MATERIALS: PFrench and Svenson, Mecham.cal Draw:.ng, Chapter 1, "The Language of
~ . " Drawing." - -

: ®
PROCEDURE:. Qverview the chapter as follows: -

. 1. Read the title.

L 2. Read the bold-face headings. = :

o

3. Read the opening parag a.ph(s).‘ o i

. 4+ Look for illustrations, tables, symbol charts, diagrams, etcs
R Read the captions. | ( h

5. If you have correctly following the process of overviewing a’
chapter, you should now be able to state the purpose of this
chapter without having to write out all the information you’
listed in Job Sheets #1 and #2. Complete the following state=
ment. - Ce S -

The pui"pbs‘e of this chapter is - -




A

QBJ"I{:CTIVE:

MATERTALS s

PROCEDURE:

'READING SKILLS - Drafting

OVERVIEWING II

Job Sheet #4

.
~
\\ R

.To overulew a chapter in a texfbook wlthout wrlting all the 1nformation
down. . °

-

»~
*

Spence, William P., Architecture, Desigg: Engineering and Drawing.
Chapter 11, "Getting the House Built." y

2

Qverview the chapter asvfollowsg
l, Read the title;
2. Read the bold-face headings.
3. Read the 6pening-paragraph(s).

4. .Look for illustrations, tables, symbol charts, diagrams, etc.
; Read the captlons.
5. If you have correctLy followed the process of overviewing a
-chapter, you should now be able to state the purpose of this
?apter without having to write out all the information you
listed in Job Sheets #l and‘#2. Complete the fb110w1ng o
statement:

The purpose of this chapter is




T S © READING SKILLS - Draft

AV Lo LR . PRAVIESING
) ' Job Thiet M _ .

M

EDJLCTiVL: Do dev.lop th: skill of previewing an article.

: Ovorvioewing, as you have seqn, giv:s youw a general idea of what is in a.
hoolky, «' chapt :r, ‘or an article. In provicwing you take a clos.r look at a
chaptor, an articl:, or a booklet to gut 2 more specific idea of its contents.
You nov. read tho t1t1 h.adings, and subh:adings, words in special type,

canrtions, and notcs. ul 50, you rz2ad the first and last paragraphs and any
summary you may find., - .

°rovicwing is most useful with short sclections; it is least usoful with
1 gty mat :rial, lik. a t.xtbook. Previcewing helps you sav: valuable tim:
and  [fort. It gives you a good idea of what is. in an articly without reading
vory vord, o ’

CETURIALG: 1. Magasine articles, "Plexibl:» Space"
2. Pumor p\.ncll.

n-\'n T )
LN
. .L\ 5

i l. Go to th. £i1: cabinct and obtain the magazine articlo.

2. Previcu the assigned material using the following as your guide.
a. Rl the title, ‘ ‘

. ‘ b. Read the hcadings and subhcadings. ¢

‘ ©. R:ed the first and last paragrephs.

d. "Read words, phrases, and s-ntences in boldface, italla,

»or ot .r snceial typ-. .
e Huead any summery that you might find.
. Loolt at the pictures, tables, maps, and graphs. Road the
cantions.

S “;ns': ‘v th following qu.stions only as they apply to this manual.
4. - ™ titl. of the article is. :
b. Tirv artiels daalu with
¢t The first main h.oading of the article tells

d. What is the second main heading of the article?
2. How do the illustrations, picturns, or diagrams hclp?
f. Yhat kind of lists can you find in this :u'tlcla., and for
what would they be useful? o
'« Riturn the article to the file cabinet.

B 1701 Provided by ERIC
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READING SKILLS - Draft
PREVIEWLNG

Job Shc:t,?Z‘

OBJUCTIVE: To duvelop the skill of previewing an article.

Ovorviewing, as you have seen, gives you a general idea of what is in a book,
_a ohapter, or an articl.. In previewing you taeke a oloser look at a chapter, an
articls, or a booklut to ;et'a more specific idea of itk contents. You now rcad .
the title, headings and gubhaadlngs, words in special type, captlons, and notes.
Also,- you read th: first and last paragraphs and any summary you may flnd. '

, “ruv1ew1ng ic most useful w1th short SCl“ctlon», it. is léast useful w1th
lungthy matcrial, like a textbook. ruv1euing’helps you save valuablo time and -~
effort. It glveﬁ you a good idea of Whut is in an article without. reading every.

word.

£
. »

MATERIALS: 1. Vagaz1n artlcle, "ow Idiem of utrength and Toxturo"

2. Pon-

Lo

PROCETURE: 1. OCo to tho filc and obtain the magazinc artlole, "New Idiom
of Strongth and Texturce"

28]

« Previcwing in the ascigned material using the follow1ng-go your

fuides
. &. Read thi title )
b. Read the heading ond subheading
c. Read the first and last paragraphs
d. Read words, phrases, and montences in ‘boldface, 1talia, or

/ i

other special typ~.
R:uad any cummary that you might find.
Look at the picturcs, tables, mops, ond graphs. Read the captions.

‘3. Ancuar the following qu:stions only ac they apply to thio article.

[z

b._
C.

The title of the articl: is , .

The article deals with ' - . .
{Thc first main h:ading of the articlc tells

d. :What is ©:cond main hoading of the article?

llow do the illustrations, piotures, or diagrams help you?
What kinds of lists can you find in thiso artlclo, and for
"what would they be useful.

1. Return the article to the file cabinet.

33
‘e

N fc




13 ?5}?3 (R 7 : READING SKILLS - Droft
7o - L PROVIPIING
'{ﬂ\l’v"“*"”ﬁfa&‘.ﬂ.ﬂdﬂ .

Job Oh et .'13

(DJLCTIVS:  To dovielop the skill of ?ruviuwinﬁ an artiélc.

(veorvi.wing, as you hav: seen, gives you a general id..a of what is in a
Loolz, o cha)tqr, or an articl:. In previcwing you tak: a closer look at a
¢+ chant 'ry an article, or a booklot to gt a more specific id-a of its contents.
You now read the titl ., headings and subheadings, words in speoial 4yp:, captions,
- and notus. ilso, you.rcad the first and last paragraphs and any summary you may find.

. ﬁrrviewinﬂ"is most us ful with shert sclections; it is least wsoful with
tengthy mat rial, like a tewtbook. Dr. v1cu1ng helps you gave valuabl. time and
ATert, It ives you o jocd idea of what is in an artlclu without reading svery

A ) N ’ .
wor L, ‘

CAMidLLs: 1. Magazine  artiel:, "Curront work; N:w IMoxico and Utah"
2. Previcu the assigned mat.orial, using the following as yodr guida.
a. Dead th titl., _
be  R:ad the headihn ;s and sublradings.
c. ilnad the first and last porayjraphs,
d. R:ad words, ohrases, and 6 ntences in boldfac:, italia, or
otlier g2 01a1 typ . .
W Rad any summary that you might €ind. ¥
f. Lool at the pictures, tebles, maps, and graphs. Read th
~ cantions.
3. Answer the following qu‘stions only a6 they avply to this articlq.
a. The: titl: of the articl:
b. Th. article dsals with
c. é?h: first main headin;; of the article t:1ls

Yy . ,
d. “hat is the mecond main heading of the article?
ro Fow do the illustrations, pictures, and diagrams help”
f. that Linds of listo can you find in this article, and for what

would th:y be wweful” P
‘o Noturn th: article te the fil: cabinct. !
e T L9
ERIC .

s
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EUADING SKILLS - Draft
PREVIZWING

; Job Sheet 4

. K ' \
(BJECTIVD: To. davi:lep th. ckill of previewing an articlz.

Ovorvicwing, as you hav: seen, Jiv:s you a guneral ideca of what io in a
book, & chapter, or an articl:. In pruevicwing you take a closer look at a
chaptur, or a booklet to (=t a more spccific idea of its. contents. You now
read the title, headings and subheadings, words in gpecial type, captions, and
notcs. Also, you read the first and last paragraphs and any summary you may
find. -

'Prxviwwinﬁ is most usyful with short Selections; it»is least useful with
1l:ngthy mat :rial, lik: a-textbook. Previowing hélps you gave valuzble time
and »ffort. It gives you a good idea of what is in an article without reading ev-
Ty WOrG. - : .

MATERIALS: 1. Magazin: article, "Teohniques: Western Parking Garages"
2- Pen . ]

PROCEIVRE:. 1. Go to the file cabinet and obtain the magaszinc article.
2. Preview the assigned mat:rial using the following ags your
quide: ,
a. Read th: title. ‘
b. R-ead the hoadinge and subheadings.
¢. Read the first and last paragraphc.
d. Rad the words, phrases, and centences in boldface, italia,
or other epacial typ:.
¢. Read any summary you might find.
f. Look at the pictures, tables, maps, and graphs. Read the

captiongs.
© 3. Answuer the following questions only as they apply to thic
mat :rial. ) .
a. The titl: of the artiol: isc e
b. Th: article decals with .

o. -Thu first main heading; of the articlc tolls

d. What is thc second main heading of the articlc

3. How do the illustrotions, picturco, or diagrams help?
f. ‘Jhat Lkindo of listo can you find in this article and for
what would they be wsoful?
4. Raturn th: article to the file cabinet when you finich.

70




READING SKILLS - Dra.f‘t . .
scmhna -1

Job Sheet #1

OBJECTIVE: To develop the skill of gcanning for specific facts ?

' «Scanning is planned hunt-skip-read prbnﬁnn for finding specific . .
facts, names, datep, sizes, distances, prices, and similar :
information. When you have to locate ﬂpe01f1o facts, scanning may
be the best way to do it._

5 F— . When you scan for a'specific fact, you do very little reading.
N Instead, you allow your eyes to move rapidly over the material
‘ until you find what you are looking for.

4

'MATERIALE: 1. Hepler & Wallach, Architecture, Drafting and Benign,
” ®pArea Planning," pp. 10-24 i ) °
2. Pen : -

PROCEIVEE: 1. Read the questions below, and soan for the answers one .at .
a time, following these guides:

a. Keep clearly in mind the question you want answered.
b. Decide in’what form the answer should appear. For
example should the answer be a word, & name, a number,

or a date?

c. Move your eyes quickly over the page, looking for your
clues.

d. When you find what you think is %he annwer, read more
carefully.

e. Stop reading when ‘you have‘found the correct answer.
f. Record the answer in the space provdied.

2. Time yourself. You should be able to Bcan the matorial and
. answer the questions in minutes.

QUESTIONS 1. When an architect designs a school building, what are the areas

involved?

2. What is meant by a closed plan?

3. What are the means of olosing an open plan living room in order
to provide privacy?

4. What is one major separation that can divide living room and
dining room other than a wall?

5., The living room should appcar inviting comfortable, and upnciouu.

: This appearance oan be accouplinhed by:

1. ) '2,
3 '
6. Liv1ng room 1ight;ng 18 divided into two typen-
1- 2- A

7. What ic the function of a dining room?

-




OBJECTIVE:

MATERIALS ¢

PROCEIURE :

$(\

t

UESTIONS:

READING SKILLS - Draft
SOAHHING -1

Job Sheet #2

To develop the skill of socanning for 8 _peoifio ra.ota

Scu.nnigg is a pla.nned hunt-sk:.p—ren.d proocess for finding speoifio

faots, names, dates, sizes, distanoes, prices, and similar inform-

-ation. When you have to locate specirio facts, scamning may be

the beet way 'to do it.

When you scan for a specific fact, you do vory little reading. _
Instead, you You allow your eyes to move rapidly over the material until .
you find what you are looking for.

French & Svensetn, Mcchanical Drawihg, pp. 295=306

Pen ‘ e

l. Read the q'uestionn below, and scan for the answers, one af
a time, following these guides:

- a. Kecp ¢learly in mind the questions you want answored.
b. Decide in what form the answer should appear. For
example, should the answer be a word, .a e, & number,

or a date?

c. Move your eyes quickly over the page, looking for your
clues.

d. When you find what you think :La the answer, read more
cu.rcf‘ul],v

C. Stop reading whon you have found the cortect answer.
f. Record the answer in the space provided.
2. Time yourself. You should be able to scan the material and
answer the guestion in minutes.
1. Give two considerations of a goneral design?
2. What kind of lettering is needed in making an architectural
working drawing?
3. Give two criteris in house ntyles rogarding construotion, a.p—
poarance of the house.
4. State at least 3 characteristics of a Georgian house.
5. Write 3 cxamples of contemporary architecture.
6. What is a thumbnail sketch?
7. What are the parts of a working drawing?

7R

|&d



/ ' READING SKILLS = Druft
: ‘ . Scanning - 1 ' R
. - _ Job Sheet #3 .

OBJECTIVE: To develop the skill of scenning for sp§cific facts

- , o canning is-a planned hunt-gkip-read process for finding :
o spec1f10 faéts, names, dates, sizes, distances, prices, and -
RN o similar information. When you have to locate apeoific facts,
scannigg may be the best way to do ity .

When you Bcan for a spec1f10 fact, you do the 11ttle read1ng.
Instead, you You allow your oyes to move rapidly over the muterial
until you find what you are looking fbr._

MATERTALS: Hepler & ¥Wallach, Arch1tecture, Draft;gg and Desi
) "Area Plann1ng" Pp. 20-40

’
-

‘FPROGEﬂUHE: 1. ,Read the queatlons below, and Scan for the answers, one
. . - at a time, following these guldes-

“. ' a. Kuep clearly in mind the queat1ona you want answered.
" Db. Decide in what form the answer should appear. For S
o ) example, should the answer be & word, a name, a number
or a date?
c. Move your eyes quickly over the page, looking for your
" ¢clues, '
d. When you find what you think is the answer, read more
° carefully.

¢ e, Stop reading when you -have found the correct answer.
‘ f. Record the answer in the space provided.

'2. Time yourself. You should be able to scan the meterial and
answer the questions in mimutes.

QUESTIONS: 1. What is the purpose of the family room? .
o " 2. What are the recommended materials to keep the noise of the
variouo activities from spreading to other parts of the house.
3. Other than recreation room, give two names that apply to it.
) 1. N 2.
4. A covered platform leading into an entrance of a bu11ding is
called )
5. Large porchos extendlng around aoveral aidoa of a home are
called?
6. A progectiou from a huildlng gimilar to a porch is known as?
7. The portion of a house which is a place adjacent or direotly
accesoible to the house is called?
8. Loggia, broezeway, and terrace are other names applied to the
/
{
Q " ) , o .
EMC | rey 7&3

{ )




CBJECTIVE:

Lg

QUESTIONS:

READING SKILLS = Draft.
X SCANNING - I —

Job Sheet #4

To develop the skill of scanning for specific facts.

Scanning is a planned hunt-skip-read—prodess for finding speoific
facts, names, dates, sizes, distances, prices, and similar
information. When you have to 1ooaxe 5peoifio facts, soaming: mqy.
be the way to do it.

When you scan for a Bp801f10 fact, you do very little reading.
Instead, you allow your eyes to move rapidly over the material
until you find what you are looking for.

Heplerhwallaoh, Architecture, Drartlng and Deuign, Arex Plagning®
pp. 49-56

Pen

1. Read tﬁe questlons below, and socan for the. annuera, one at time,.
following theme guides:
a. Keep clearly in mind the questlons you want answered.
b. Decide in what form the answer should appear. For example,
should the answer be a word, A name, a number, or a date?
c. Move.your eyes gquickly over the page, 1ookin¢ for your
clues.,
d. When you find what you think is the anluer, road more
E reﬁlllyo
¢. Stop reading when you found the correct answer.-
f. Record the answer in the space provided. -

2. Time yourself. You should be able to scan the material
and answer the questions in -minutes,

1. What is the Hawaiian word for porch?

2. Enumerate five areas that are involved in the “traffic ureas of
a houme?

3, Name one method of determining the effectiveness of the traffic
pattern of a house.

4. What are the requirements in building a hallway in the house?

‘5. What do stairs provide?

6. State some considerations in designing stairs.
7. The overall width of the stairs is the distance aoross the
tresad a minimum of 3 feet is allowed. However, a width of
and are preferred.

’




OBJECTIVE:

" MATERIALS:

~

PROCI‘ZDURE :.'

QUKSTIONS s

A

'READING SKILLS - Drafting
- SCANNING II

~ Job Sheet # 1

Q

» :
‘To develop the gkill of scannlng for numé}1ca1 facts.

Prench & Vlerck.' Englneerlng Draving. (10th edition)' See Appendix
D= A 62 ~A~1T9 , - -

3. Time yourself. You: shou*d be able to gcan the table and
angwer quqotions 1-8 in - ‘minuteg,

l. How many threads per inch doec a 5/16 diameter bolt contoin?

J« With a coarge thread series 6 and 1 1/? dlameter bolt, what oiz
of tap drill is neceded?

3. What ic the basic diametor wood ocreow with.a;nominél cize of 16%

4. ‘What ic the outoide and ingide diameter of a washer, oize ?491 '
5« What ic the minimum thicknecs of lock washer having 5/16 dia-
meter and opecified as heavy duty? .

6. Define taper:

7. In roroe Taper seriec, the diameter of gage line ic 1.500 and
the No. of toper io 4., what is the taper in foot?

Q
b

s

e A wire with 09 e, what io tho equivalent gope ac in imperial

. uire goge?
9

w

« In Appendix D 19“& table of Decimal of Equivalents. Co R
2. Scan the table for ancwers to the questions which are: below.
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. ' . 'READING SKILLS = Draftm’g
S SCANNING IL |

Job Sheet ﬁ/E

e
- o

OBJECTIVL: To develop the skill of scanning for numerical facto. ~

I-_TATI‘:RIAIS: NDougl&u s Loe Book. o
. ‘Structural Data % Desigm Tableo, PDe 60h63. = 3 y

}
) FROGIDURE: 1. .On the cpecified pages ic a table of cawn: ‘lumber. ,
B ‘ 2. Scan the toble for answers to the questiono which are below.
3. Time yourself. You chould be able to ccamr the table and .answer
questions 1-8 in ninutes. . >

'QUESTIONG: 1. - What ic the cize of o ourface otock with anaminalvdimonSion of 6X10?
' ‘ . I "4 . )
)’ E

?. How many board foot per llneal foot doeo o pioce for a beam havxng
a meacuremnent of 6 x 1f contain?®

-

I3

3. With a nominel oizes of joist 3 x 8, what is the noment ot 1nertia _
‘ o ' and deflect10n° ’

4. What ic the area of a 18 x 28 beam?
£y -

5. PFind the oizes of the joisto,with 1,803, OOO m@ment of rcumotanco,
* and 1,200 fiber otreco.

v -

f. Iind the cection moduluc of a otock with 2,547, OOO moment of re-
- oistance.

7. What io the ourfaced cize of 14 x 24 boam?

). Uhat ocize Of plank ic necded to have a plank with 3,040 fiber otreco?

Record Time




- READING SKILLS - Draftlng

OBJECTIVE:

MATERTALS 3
PROCEDURE: 1.
‘ 2.
3,

’r

R

. QUESTIONS: 1.

2.

7o develop the skill of scanning for numerical facts.

Hepfer & Wallach.

,swer»quéstions 1-5 in

_ ‘Bnumerate two parts of a room divider?

) List the furnlture a m1n1mum size bedroom should acoomodate.

: When oomplete souﬁdprooflng is de31red, what materlals are needed?

e e e e °

“SCANNING II_

Job Sheet #3 T

f

/

Architecfﬁrq1 Drafting & Design. Pages 90-99.

On the specified pages is a table of standard dimensions.
Scan the table for ahswers to the questions which are below.
Pime yourself. ~You should be able to scan the table and an-
minutes..

]

What is the m1n1mum depth for wardrobe closets? -

el

What is a‘wardrohg closet?

Ve

v.
u w

a‘.“’ ) L . . P

b. s

The pr1mary functlon of a bedroom is to provide facllltles for
sleeping. Whal other functlon does it prov1de'P

p . * o

The wall space needed for twin bteds is _ e, e

The avergge square footage of a small bedroom is from
to — ~square feet. ) o .

P

‘//\

I -

-

Record Time

LT 0
s B Cw - .
[ N . ' h .
. o ! B
[ o
. - T i ‘.
- H ‘\ .
o ’, ’
§




READING SKILLS e

QUFSTIONS : .
2. What islthe‘modulus offela

4. A 6'0" gpan with a 3, 150 pounds beam, 1nolud1nf/}he weight of 1t, what size of

. ‘D - .
'5¢ What's the weight %in pounds per foot of a é/io beam with a span of 6'0"?

6. W1th a 2 ,050 stress on a 7'O" span beam,’ uslng 6x18 beam, what is the totalr

R Q U e

SCANNING II - Dra.fting |

Job Sheet #4 . :

OBJECTIVE: To develop ‘the skill of scanning for numerical facts. - g )

MATERTALS: Douglas Fir Use Book ’
»  Uniformly’ D1str1buted Loads for Joist and Beam P& 76-93

PROCEDURE : l. 1In -the Douglas Fir Use Book locate the sizes, fober, stresses, ,/ i
, shear stress in pounds per square. inoh. P |
2. Scan the table for answers to the questions 11sted below.
. 3. . Time yoursplf. Record your time in the space “below.

/
l. What is the total load in pounds, 1nolud1ng the welght of the beam ;f you will

use 2x4 material with a 3'0" span and having a 1200 fiber stress'P //
Ve

@ (/4 .
icity of a beam at a deflection of1/360 of the
, including-weight of the beam. . ,
. //
er lineal foot, 1nclud1nf/ysﬁght of beam per foot,l

span, the total load i

3. What is the load in pounds
" for a 2x6 raterial with a Y750 stresses and 7'O" span?

N )

beam. 1s required? o

.
e

£ ’ : N
.. ‘ . / ) A
" load in pounds 1nclud1ng the welgnt oﬁ it?

"

T. A joist with 18, 500 pounds per 11nea1 ‘foot; with a 9'O" span, requlres what
size of Jolst9 \
q




] * READING SKILLS - Draft.

OBJECTIVE: *

MATERIALS:

PROCEDURE

- QUESTIONS:

SCANNING III

‘ Job bheet #1

. To.develop the skill of scaming for & name o ad mazber /

Argh;tgcture, afting and Degign.

‘Unit 71. "Building Costs", Pp. 459~463

1. You are to scan a list of cast analysls.

2, Read the queptions that follow in the list below,

3. Scan for the answers, one question at & time,

L, Time yourself. Note your time on your Record Sheet.

>

o

1. Approximately 4O percent of the cost of the average home is :
for materials., What. i the dispributed cost for labor and 1ot?

2, What are two basic methods of determining the cost of a house?
a. -

b,

3. In addition to these aforementioned methods enumerate three more
methods, :
a, . - v\ , ot
b. |
Co -

Le What is F.H.A.?

5. The cubic foot method of determining the cost of building a-house
is multiplying the cubic volume and the: construction cost, If
the total cublc volume i§ IL“LOO cu. ft., what is the total cost?

<

D

3

6. In accordance with the Englneerlng News Record, what is the price.
~of accoustical ceilings and structural frames?,

a, Structural@frames

bs. Accoustical ceilings

Te The lawyer's, archltect's, and Burveyor's fees are sometimes included
in the closing costs. State tHe average closing cost fees of the
" above mentioned. - ’ ,

4

a. Lawyer Lo ' b, Surveyon .

Cce Architect - -

-

8o 7? S
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" READING SKILLS - Draft, .

- OBJECTIVE:

MATERIALS:

PROCEDURE:

QUESTIONS: . .

SCANNING III

\.
' | Job Sheet #2
To develop the skill of scanning for a name and numbe;; . -

Architecture, Drafting and Design.
Section 19, Pp. 452~L459
Pen '

14

1. You are to scan methods of checking.

2. Read: the questions that follow below,

3. Scan for the answers, nne question at a time,
4., Time yourself. Note tige on your record sheet,

1, Give one method of determining the adeqnacy of .room sizes
and give proportions. \\

2. Give the sizes of the following:

a., Freezer

b. 8 cubic foot refrigerator
\
c. Stove

d. Dryer

e. Double Bed

f. Vanity .

. g. Corner Bgtﬁtub

h. Large Sofa

i, Dining table for eight persons

Jo Round dining table for six persons

<

3. One of th% most effective methods of checking archltectural
draw1ngs is

<

o 8o JO




OBJEGTIVE:

MATERIALS:

PROCEDURE:

e READING SKILLS -~ Draft.
. SCIMMING FOR MAIN IDEAS

Job Sheet #1

P

To develop the skill of skimming for main ideas

Skimming for main ideas is a péragraph—hy—peragraph searoh for
the main ideas in a chapter or an article. When you skim for
main ideas, you focus on each of the major points made by the

writer.
~into the material than before.

Frencht Thomg%, Engineering Drawing, Chapter 6, p. 157

You still don't read every word, but you now go deeper

1. Skim the chapter for the main idea.

a.
b.
C.
d.

‘Read the title.

Read the headings and subheadings.
Read the first sentence of every paragraph.
Read the last sentence of every paragraph.

2. Answer these questions.

a.

When details are not clearly presented in orthographio
projection, what type of illustration can be used in order
to show them clearly°

Theoratically what type of projection ie eimilar to
axonometric projection? ‘

What piotorial drawing is the Bimpleet to draw?

What are nonisometric lines?

‘What method of drawing is used in preeenting an object

with many nonisometric lines?

What axonometric drawing is seldom used, due to the d;ffi-
culty of presenting circles in the projection?

" What projection or pictorial drawing has axeses whioh are
unequally foéreshortened?




OBJECTIVE:

~ MATERTALS:

PROCEDURE:

fvémc SKILLS - Draft.
SKIMMING FOR MAIN IDEAS

Job Sheet # 2

To develop the skill of skimming for main ideas ]
Skimming for main ideas isLa paragraph-by=paragraph search for

the main ideas in a chapter or an article. When you skim for main
ideas, you.focus on each of the major points made by the writer.
You still don't read every word, but you now go deeper into the
material than before.

Hepler and Wallach. Architecture — Drafting and Desigm
Unit 24, pp. 145-151

"

1. Skim the assigned unit for the main idea.

a.
b,
c.

- d.

Read the title.

Read the headings and subheadings.

Read the first sentence of every paragraph. .
Read the last senftence of every paragraph.

2. Answer .these questions.

a.
b.
C.
d.
e.
f.

g

h.

How do architects and desigmers develop and record their ideas?
What rooms and facilities are placed in the basement?

What is the preliminary-step in designing the floor plan?
What is meant by closed plan? . )

Where is the open plan mostly used?. ‘ EN
Why is it desirable to construct a housé over a long perld&
of time?

What part of the house can be added in the future years of
need?

Before the initial construotion begins, what part of the
plan ahould be drawn?

v

8 SR
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. OBJECTIVE:

MATERIALS:

PROCETURE ¢

QUESTIONS:

_ REATDKING SKILLS - Draft.
SKIMMING FOR MAIN IDEAS

Job Sheet # 3

To develop the skill of skimming for main ideas N

Skimming for main ideas is a paragraph-by-paragraph search for the
main ideas in a chapter or an article. When you skim for main ideas,
you focus on each of the major noints made by the writers. You )
still don't read every word, but you now go deeper into™the matei§a1

J

than before.

>

“Frenoch, Thomas, Engineering Drawing, Chapter 10,\pﬁ. 289-299

1. Read‘'the title.
2. Read the headings and subheadings.
3. Read the first sentence of every paragraph.

4. Read the last sentence of every paragraph. -
5. Answer the questions below. : '
iﬁ For the production of any part a is .

necessary, complete with shape and Bize degoription and giving,
where needed, the operations that -are to be performed by the

f

2. What is a casting draﬁing? ‘ .

3. are made of cast iron, coatéd on the
molding surfaces with a refractory material.

4. Types of operations that are made by hedting metal to make it N
plastic and then forming it to shape on a power hammer with or without

-the aid of-“special steel dies are ocalled .
5e Nameﬂﬁro classes of machining methods in acocordance with the
operating principle of the machine performing the work.

a.
b. :
* 6. A machine oapable of producing all other machine tools is
called a
7. The general purpome of grznding is to make a
and more Co than can be obtalned

“by turning, planing, and milling.
8. What is a broach?
9. The processing of metals by heat and chemicals to ohange the
physical properties of the material is called .
10. Careful is an- important feature of modern

production.




OBJECTIVE:

A MATERIALS:

/ PROCEDURE:

I i

QUESTIONS:

-

READING SKILLS = Draft.
. SKINGNG POR NAIN IDRAS

Job Sheet # 4

To develop the skill of skimming for main ideas

Skimming for main ideas is a paragraph-by-paragraph searoh for the
main ideas in a chapter or an article. When you skim for main
ideas, you focus on each of the major points made by the writers.
You still don't read every word, but you now go deeper into the
material than before,

Eepler and Wallach, Architecture = Draftlngfand Des;gg, Unit 35,
pp. 218=232

l.' Read the title.

2. Read the headings and subheadings.

3. Read the first sentence of every paragraph.
4. Read the last sentence of every paragraph.

5. Angwer the questlons below. “5

1. What are the two main purposen of drawing a plot plan?
a.
b.

2. The plan showing the types and location of vegetation for the
lot iz galled

3. (Give two reasons why landscaping a lot may be prolonged through
gseveral years.

s

Q.
b
4. Define survey: _
5. A suryey draw1ng should be y and should do
wha 2™ ' .
- 6. & lot dimension? 4
7. The angle of each property line from north is known as an
3. What is a transit?
9. A drawing board mounted on a trlpod is called a
10. Geographical survey mapo. show the general contour of the
area, including featurea of the terrain such
an W and s .

K}




" OBJECTIVE:
MATERTALS:

PROCEDURE:

QUESTIONS :

* .. . READING SKILLS - Draft.
SKINMING FOR MAIN IDEAS '

Job Sheet # 5
To oheck how well you have learned the procedure of skimming
Miller, James Nathan, "It's a Dead-End Road for the DBropout"

1. Obtain the speoified article from the file.

2. Pollow the skimming proocedure you have been practicing
in the preceding job sheets, and sk;m the article.

3. Answer the questions below. N

1. What bappens to the person who tries to "fakeY having
a high school diploma?

2. List three Ffeasons why students often drop out of school,
according to-the article:
Be * - i

b.

Ce.

'3. Compare working conditions and school conditions as often

experienced by the dropout.
How do they differ?

In what wayo are they alike®
4. Some jobs are "learning by doing" situations where the
employer trains you. Are these increasing or: deorcasing?

NS

Are there more or less people in oompetition for these
joba? .

5. The article atates that the high school diploma has oome
to mean three thingl Name them.
Be 1

b. -

Ce.

6. A high school dropout can always enlist in the Afmy if he
can't find a job. Yes - No .

Explain your angswer.

7. An amployer from Portland, Oregon, is quoted on hio feellngs
regarding the hiring of dropoutso. Summarize what he says.

*




Job Sheet #1

\

READING SKILLS - Draft. :
ORGANIZING WHAT YOU HAVE READ

Clagsification

OBJECTIVE: To be able to identify a classification patfern, its subdivisions,
and the differentiating characteristics of each.

MATERIALS: French and Wierck, Engineering Drawing, p. 18, fig. 2.2 and

PROCEIURE: 1.

II.

III.

p. 19, gect. 2.9

The selection assigned is a classification article about
drafting pencils. '

The caption under the illustration tells you what the genecral

‘pencil classifications are.

Scan the article to find the general classifications.

Now read the article carefully to find the subedivisions.

In the outline below fill in the correct sub-divisions.

Kindc of pencils

A,

B.

Grading of pencils

A.

‘C.

Soft

(list)

8 (list)

Uces‘for_gradéd pencilc

A.

Soft
1.

2.

Hard
1.




L4

OBJECTIVE:
MATERIALS :

PROCEDURE:

-

READING SKILLS - Draft.

_ .ORGANIZING WHAT YOU HHVE READ
Classlflcatlon : . /
Job Sheet #2 . - .

2
<

To be able to identify a clasmflca.tlon pa.ttern, its eubdlviarbnn,

and the dlfferentlatlng,characterlutlcs of each.v, o

French and Hlerck, Engineering Drawing, pp. 40-42, "Classlflcatlon
of Alphabet of Lines."

1. The selection apgigned is a olausificatlon artlcle about
' Alphabet of Lines. A

2. The drawings for the Alphabet of‘Llnea tell “you about
kinds of lines. -

AN
3. Scan the section, "The Alphabet of Lines," to find the two
types of drawing lines.

4. Examine the drawings and read the article #2.39.
5. Fill in the sub=headings in the outline below. .
I. Kinds of drawings

A. ) ,

B. . ' ¢

o4

II. Widths of lines for finished drawings

A.

B.

- &
C. <

93 g7
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READING SKILLS ~ Draft.
- TRADE JOURNAL |

Job Sheet #1

o
s

Po beooms familiar with the format and purpose of ENGINEER

. ' OBJECTIVE:
- . , . ‘
NATERIALS: 3 issues of ENGINEER °
- ! .
' PROCEDURE: . Note: To complete this job .shest you will be expected to '
maxe use of all the reading skills you have been practicing.
‘. 1. Go to the file and choose any 3 issues of ENUINEER.
2. Overview each issue of the magazine.
i 3. Preview eaoh section.
4. Answer the following questions.
1 S« Return the magazines to the file.
QUESTIONS: 1. Who publishes ENGINEER?
N 2. For whom is it published?
3. Where is it published?
4. How often is it published?
5. What is the price of a subsoription?
6. To become familiar with the magazine, examino all the part.
List below the special sections which appear in each issuec.
7. How many pages are in an average isgue? ‘
8. Examine the advertising in ENGINEER. List below four
" gpecialized products whioh you find advertioed.
Qe ' - b.
0. ‘ d.
9. fbn the basis of your o?erviewing'ang previewing, gtate in .
your own words what you consider to be the purpose of '
ENGINEER. ‘
,’/
“xi




,0

OBJECTIVE:

MATERTALS

PROCETURE:

e . READING SKILLS - Draft.
TRAIE ‘JOURNAL

Job Sheet #2

N

'Po skim and to comment on a variety of artioles which appear in *
ENGINEER. y . - !

3 issues of ENGINEER

1. Go to the file and obtain any 3 issuel of ENGINEER.

2. Skim a variety of ‘articles as auggested in the questions below.
3. Answer the questions.

4. Return the magazines to the file.

SPECIAL ARTICLES: | , e

1.

z
"

Skim one feature article. State the title of the article and

the issue (date) in which it appears.

In your own words,' state what tho article is about ‘and what infOrm-
ation you learned by skimming  it.

Skim one cditorial. State the issue (date) in which it appears.

In your own words, state the topic which the editorial dlacunseo
and the position whioh the writer takes.

Examine the "New Products" section. In your own words describe a
a product whioh is featured which you have never heard of bofogb.
What ic the Reader Service card? How does it work?
Read one Letter to the Editor. What is the writer saying in his -
letter? :

Lict four ways in which reading ENGINEER would be useful to a

draftoman or an engineer.

1. - | | _

2. o
3. » . ' <
4.

b

%

a5 79 h :
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READING' SKILLS - Elec.
OVERVIENING I

Job Sheet # 1
OBJECTIVE: To develop the skill of overviewing e textbook or a technical book

Overviewigg iz a quick and efficient way to get a general idea about what is
in a book, & chapter, or an article. By verviewing you find out what a writer
is saying without reading every word he hasg written.” There are two reasons:for
overviewing: (1). To examine new material to ‘£ind out what it contains, and (2).
To determine whether a apecific book contalns information you want.

o

MATERIALS: Zbar, Paul, Industrial Electronics.

+PROCEDURE: 1. Imagine you are lookins at this book for the first time and want
" - to find out what it contains.

2. Read the title- . -
3. Quickly scan:
. (a). the table of contenta

(b).” the preface or fogward
(e)? the introduction s
(d). the pictures, maps, prapha, or tables
(e)” .the appendix .
(f). the index

L. Record your findings below:

{(a).- The title of this book is

- (b). Read the introduction and in your own words state the purgose
(< ' ~of the book. . v
} T el
; " (c). The table of contents shows that this book contains
- . . . 1) o no
of sections, broken down into of thapters.
no.

(d). Your overview ghows that this book also contains the following:
Check if applicable

index ) ' ' ‘ .

)
). appendix L .
). DR
)

introduction ;

other (list)!

‘ AN . ; . 4

5. TFrom your overview state the purpose for which you believe this
book would be useful. :

1)
—~—~ —~ o~
W




' READING SKILLS - Elec.
OVERVIEWING I -

Job Sheet #2 |
OBJﬁbTTVE: To,develop tﬂe skill of ove 'ewing a textbook or a techmical book.

xerV1ewlng is a quick ‘and efficient way to get a general idea abont _what is
. ....in a book,' a chapter, or an article. By overviewing you find out what a w ‘writer _

——is-saying wrthowtﬂa&mverywrd—he—haa—wrﬁ%m—%rm%mmméfor A

“

(1) To examine new material to find out what it contains, and

~ ‘overviewin
s -225 To determlne whether a specific book contalns 1nformat10n you want. oo

MATERIALS: Klver, Miltén, Transistors.
PROCEDURE: Imagine you are looking at this book for the first time and want to
find out what.it contains.
'
L l. Read the title, *
", ' 2. Quickly scan: ) .
o : a. The table of contents . .
. *b.-° The preface or_forward ©
. ¢. The introduction
. d. The pictures, maps, graphs, or tables’ -
e. The appendix ‘ d
f. The-index
3. Record your-findings below:
N W 4
4\' ’ 8o\ The title of this book is .
: " b, Read the 1ntroduct10n and in your own words state the. purpose
of the book: s
c.‘ The table of contents shows that this. book contains
e . . - . ilO
of sections, broken down into of chapters.
* } ) no _
ﬂ' d. Your overview shows that this book also containes the following: )
Check if applicable
1. Index — '
2. “Appendix __ s
3. Introduction
. 4. Other (list) : .
5\ ‘
e. Fromw your overview, stateq the ﬁurpose for which you believe
this book would be useful):
[ 1.
2.
4

; e . ‘ 3. v . . ' S
ERIC R




32 .

e
Y.
Ce

" @e

e

be
3 . Ce

o

Ard.

€e

. Qe
. @ f.\

3, Record your findings below:

ﬂ I . - READING SKILLS - Elec,
‘ " & OVER G R

Job Sheet #3

1
i
b
f

OBJECTIVE: To davelop the skill of overv1ew1ng a textbook or a«technical booke,

: OverV1ew1ng is a qulck and efficient way to get a general 1dea about what is

. _in a book, a chapter, or dn article. By overviewing you find out what a writer

‘—-‘——1S'saytng'wrthout—readxng~every—wordAhe—has—written;——%here—are—two -reasons—for— —

. overviewing: (1) -to examine new material to find out what it contains, and
. 'iQS_—¥5"EE%é?mine whether a specific hook contalns information you want,

HATERIAIS  Duarte and Duarte, Ele&tronlcs Assemblx ‘Methods.

- PROCEDURE: Imagine you are looklngrqt thls book for the first time and want to
. .. find out what it>conta1ns.

o

1. Read the, tltle.
s 2% Quickly’scan: R
‘The table of contents

The “preface or forward

The introduction

The pigtures, maps, graphs, or tables -
The appendix

The index

The title of thls book is *

—

Read the introddctlon and in your own wordn state the purpose
of the book. S “

o . : -

The table of contents shows that this book contains

“ no
of sections broken down into " of chapters.

no

_Your overview shows that this book also contains the followjng:

Check if applicable
l. Index €

2. Appendix

3. Introduction
4. OtTer (1list)

From your overview, state the purpose fof which you believe
this book would be useful:

1.

2e

3.
qg P




READING SKILLS - Elec.
) : OVERVIEWING I

Job Sheet #4
OBJEGTIVE}k To develop the skill of overviewing a textbooﬁ or a{teChﬁical book,

Qverviewin; is & quick and efficient way to get a general idea about what is . heS
__in a book, a chdpter, or an article. By overviewing you find out what a writer
is-saring-without-reading- every—word—hehas written;  There are two reasons for
‘overviewin: (1) To examine new material to find out what it contains,,and_
Z 5 To determine whether a specific took contains information you want,

MATERIALS: Faber, Rodnev B. and Heisefman, Rusell L; Introduction to Amglifier

PROCEDURE: Imagine you are looking at thl&vbOOk for the first time and want to
-find out what it contains. -

1. Read the title.
Quickly scan:

"
*

a. The tabvle of contents
. be . The preface or forward

¢c. The introduction

de The pictures, maps, graphs, or tables
es -The appendix .
f. The index {

%o Record rour findings btelow:
a. The title of this book is .

be Head the introduction and in your own words state the purpbse
of the book,

t
,EE. The table of contents shows that this btook contains
» .
of sections broken down into of. chapters. .
no

de Your overview shows that this book also contains the following:

Check if applicable

l, Index°

“y

Ze Appendix

’s Introduction
" 4, Uther (list) S v

e« FKrom your overview, state the purpose for which yon believe
this book would be usefil:

1.

Ze

99 94




.what is in a bosk, a chapter; or & *articierh—3y*overviewingﬁyouéﬁind_out“what
-a-writer—issayi

2. The title of this chapter is

. READING SKILLS-Elec.
OVERVIEWING II

-~

Job Sheet #1
OBJECTIVE: To develop the skill of overviewin a chapter in a textbook or a
technical book. SR
« . . -
Overviewi *

is aquickand‘\iﬁiiieniAﬂéy tg»ggi_g_gggggéllideaﬁabout‘

powithout reading every word he has writtem. There are two
reasons for overviewing: (1) To examine new material to find out what it con-
tains, and (2) To determine whether a specific chapter contains information
which you want and need. y . ‘

MATERIALS: Introductfon to Amplifiers, Exp. #4, "An Introduction to Tube

PROCEDURE: Overvibw the chapter as follows: T .

! 1. Read the title, .
». Read the bold~face headings.
3. Read the opening paragraph(s).
4. _Look for illustratiens, tables, symbol charts, diag;ana, 1 I

. Read the captions. _
5. Record your findings below:

<

* .

" b. This chapter is divided into of sections.

> . no «

c. Most chapters indicate in the opening paragraphs what the chaﬁter will be
°  sbout. Read the first paragraphs of this chapter and in your own words ‘
state its nurpose; - : C

. [ F 2
d. List all the bold-face headings which develop the chapter:

/ o "

e. Stite the technical purposes for which the information in this chapter
would be usefuls . '

]




READING SEILLS-Elec.
OVERVIBWING 11

. . Job Sheet #°

OBJECTIVES o develop the shill of overviewing a chapter in a textboo} or
i tecanical book. -

o Overviewving is a cuick and efficient way to get a_gLngxgl,idga_aBQni,

——44}—~—M-wkathaa—iﬂ~f—bee¥~~a—chapter~—or—an—articief—*ﬁy—overv1ewing*you—ftnu out————
: whet a writer is typlng without reading every word he has written. There
are two reasons for oVkrviewing; (1) To gxamine new materfial to find out
uhat it coutains, and (2) To determine what a specific chapter contains *
" information which you gant and need.
MATERIALS: Introduction to q_pllflers, Ixp. 15, "#itroduction to graphlcal
analysisi of a tranaitor ampl&fler"

T~
PRUCEOURESs Overview the ohapteq_fs follows;
¢ - o ‘ ) . ~
l. Read the title. | .
“s  Head the boldface Leading. :
3. Read the openiay paragraph(s). "
N de Loo: for 111ustrat10n55\tables, symbol charts, diagramg, etc.

tead the captionss .
S Record your findings below:

e The title of this chapter is . K 3 i
N N . “ -
L]
be This chapter is divided into of sections,
* no.

©e © o3t chapters indicate in the opening parahraphs what the chapter will
“be about. Read the first paragraphs of this chapter ahd in your own
words state its purpose:

. +

o>
¢ g
‘\e. List all the bold-facé hea&ings which develop the chapter:

s

2

pe otate the technical purposes for which the 1nformation in this chapter
would be useful'

\le " 101 g5




READING SKILLS - Elec.
OVERVIEWING I

P

2

Job Sheet #3

“

“

—-OBJECTIVE: - To-overview—achapier in a textbook without writing all the infor—————-

mation down. —~ . o
Qverviewing is a quick and efficient way to get a general'idea about what is
in a book, a chapter, or an article. By overviewing you find out what a writer
is saying without reading every word he has written. There are two reasons for
yerviewing: (1) To examine new material €0 find out what it contains, and
%25

To determine whether a specific chapter contains information which you
want and need. ’

‘¢

e MATERIALS: Electronics in Action, Circuit 11, "The Oscilloscope"

o -

7 .
PROCEDURB: Overview the chapter as follows:

1. Read the title,
2+ Read the boldface heading,
3. Read the opening paragraph(s).

4. Look for illustrations, tables, symbol charts, diagrams, etc.
. ) Read jPe captions, . ’ .
5. If yon have correctly tollowed the process of overviewing, you
should now -be able to state the purpose of this chapter without
having to write ont all the information you listed in Job
- . Sheet #1 and #2.

L]

The purpose of this chapter is: ,}

Q 1019
e 102 g4




JOB SHEET #4

. OBJECTIVE: To overview a chapinr in a textbvook without writing all the infor-

matlon downe .

Overviewing is a quick and efficient way to get a. general idea about what is
in a book, a chapter, or an article.. By overviewing you find out what a writer
is saying without reading every word he has written. There are two reasons for
overviewing: (1) To examine new material to find out what it contains, and
(2) To determine whether a specific chapter contains information which you
want and need.

t e

4 Fhe 4

MATERTALS: Electron{cs in Action, Circuit 27, "Introduction to Transistoraﬁr/z
PRUCEDURE: Overview the chapter as follows:
+ \_-1. Read the title.
%« Read the bold-face headings.
3. Read the opening paragraph(s).

4. Look for illustrations, tables, symbol charts, diagrams, etc.
Read- the captions,.

R

-

hoi1ld now be able to state the purpose of this chapter without
having to wrlte out all the 1nfonmation you listed in Job Sheets
#1 and #Z,

5;//TT‘you have é%rrectly followed the process of overviewing, yon

The purpose of this chapter is:
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R7ST & ‘ , READIMG SEILL - Bluc.
A ;oL iR PREVISWING
VJ’-‘&_\LQ iy - v .
Jel ol 2 A ) -
To Jd-v lu» th 3hill of previewing a chastyer.
~

Cwoepviowvins, ad you hoav geon 1vﬂ, mlﬁﬂtmquillwlufvmzb1ﬁﬁmLL
vy ] o - edndidll BT

Bool, = chast vy, or an article. In previowine you take 4 clogur look at a

O

ERIC

Aruitoxt provided by Eic:

eihpt Py “an artiels, or o bookict $o ot o more apecific idea of its contents.
Tou now r.oad tho 4itle, N adings, and subheadings, words in special type,
captions, and notes,  Alse, you read tnu first and last parasraphs and any
summzity you may find. . *

Spoviowings 16 moest asothl with chort s lwutions' 1t is least wseful with
Lonthy material, lil. ¢ dbools. Provic wlng helps you save valuable time and
Arort. It pives you a cood idea of what is in an article without reading

oyery word. ) .
IATEHIALs:  Color T.Y. Servieing Made kasy, Yol. 2, Sams Publication. .

SRCTTTRL: 1. Soto the libfarﬁvand obtain a copy of the sbove book.

7, Do not choel this beok ocut of the libr?ry; worl: on this job
shoet in the Tbrary. —— )

Sep TToVIen Shigh v C oof the assimed bool: as follows:

e Reod tho bitloe. ( &

ooad bh headings anl subhe ddlu.“‘fj.

b.
Co sovd the first and tut DALATTAPID 4
. dowordas, ahr&s»q, Cand suntwnuu in woldface, italics,

. Or other up'©i¢1 ByP .

e dd angy otmmary that you might TN
. Leob at the pictures, tables, maps, And graphs.

Lad the captions.

1. dnow r the followin: queotions: .
- . ‘Th- titl uf this chapt v is
b. The chastor deals with .
c. Th: xlT*t main “r¢d1n’ of the chaptor tells

de hat ic: the second nuin heacing of the chapter?

e information can yea -xpect under this heading®
f. Linds of listo can yuu find in this chapter, and for
onld they b, s fal” ’\ .
e Por wvhat arpes: would the- information in this chast or be wscful”
C.ooW turen b bool to thT Vibbary dosk. “
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Vo s S RTINS GEILLS - Eloc..
Sl - °  DPREVIDWING
) ‘ \‘ )
- o Job Sho-t #@ I | -
» " \u\\-‘ ) ‘ M

.

. 1 : .
CBJECTIVIS:  To deyelop the slill of previcwing a chaptur. 3 J ¢

- Oyervieving, as you hav. geen, bn‘ yuu & sencral id:a of uvhat is in'a ‘
"—T*ﬁﬂ}‘,’ B“T—ﬁ&fiél CIn provicwing yob take a ‘¢closer look at a
.y an articloor o bookl: ¢ to- mt a-mero-sppeeific -idua of its contents.
Tou nou rceul the %$itle, headings, and subheadings, words in special type,
@&;wti@ns, and notes. "
srovicuing is most us aful with short selections; it 1s 1ast uscfal with lengthy
material, like a textbook. Previeuing helps you save valudble time and offert.
It sives you a good idea of what is in an article without reading every word.

.

- LATERIALS: Davis, Spealer-fnclosur.s, Heward Sams & CO.

) PROCEIRD: 1. Go to the library and obtain a copy of tm abovi bool.
. 2. Do-not shecl this bool out of the librar worl: in the library. ‘
: . 3. Provieu sk aptor 1 in the assioned book as f@liows- ;
‘ ©-- ac—Hoond the tltlt., —
b. Read the heaxdlngs and subhcadings
¢. Read the first and last o %,mms.
o d.  Reod fwpedd, phrasss, and cintences in beldfacs, italios,
7 or other special typ .
e o RBeod any summary that you wmight find.
T £. Lool at tho aictur,@, tablus, maps and ;raphs. Read the
oot lonse
g Q‘Ahm:ur the follewing questions:
a. ‘M title of this chaptor is .
b. The chanter.deals with ¢
L -
3 ) ¢. Th> flI‘Jt\\ main huading of the ohaptur ET
- L —
. d. What is the second main heading in the chapter?

2. vhat information can you expect under this heading? |

f. What kinds of lists can you find in this chag}er, and for
what would they be useful?

=. Por what purpos: would the information in thw chapter be

\ w3aful?

S. Huturn the book to the Livrary dusk. -,

X
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tuADlNg SEILLS - Eluc.

) . ,, o | PREVIZNING )
Jub Shoot 43 g
' CDILCTIVE:  Po d-v 103 the olidll of proviewing o blaytur.
’ A

Oy pyicwing, a3 you v s:um, glves you a general idea of what 19 in a
boolr, @ chaptor, ¢r an articl-. In srevicwing you take a clesqr look at a =
chapt -r, an article, or a boglllet to ot 2 more specific - idea of -its gontents., — — -
TTTYou now 1ad the titl o, hoadings, and Subhoading, words in speoeific type,
capbions, and notws,  Llse, you read the first and last paragraphs and any

summery you moy find, . .
. )
. or oviotdng i most wseful with short soloctionsy it is least uscful with
longbhy materials, 1iko toctbools.  Proviowing helps you save valuable time
and ffort. It sives you a-pood idez of what is in un article without reading
. ey uord. - o o
. o
YOI Dadami off % Nuvis ) opralier- ncloaursa, Howard Sams & Co.
2
PHOCEDURES: 1. 00 to the librery and obtain a oopf of the abovs book.
Z. Do not ch-ck this ‘boolk: out of thu library; work on this . job
. shoat in the library. ‘
3+ Previcw the chapter entitled "Crosocvur Wetworks," as follows:
e “.'«d.t« t}l" tltl»-
be  Hood the headingss and subheadingB.
‘o Kol the first and last paragraphs.
* . - & o & L3 -
d. fead wvomis, phreasos, and sentenc:s in boldfaece, italices,
- or obli » gncoial bype. “
’ co Rad any cummary that you might find.
£. Look at the pictures, tables, maps, and grgphs.
i > Itead the captions, o :
’ Vo ancw ¢ the following qu.ostions: .
ae Tho 3itle of the chaster i .
. By The chantor doals with
///
ce Th~ first main heading of the chaster tells .
* de What is the sccond main heading in the chapter?
- o Uhat biads of 1i8%5 can you find in thic chaptor, and for
vhiot would they be used?
f. Jwamariz: in your om words the information contain.d in
this ehaptor and th- purpos.s for which it would bo usoful?
Y. Keturn, the bool teo the library desl. . - ¢
’ ' I )
+ . ¥ ¢ i .
o ’ )
© *
o . ﬂ by
] 3 J
\ - » i -
\ } s -
. A
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. “ READING SKILLS - Elec.

. SCANNING
Pro=~Test

- e - «

1 » . *

OBJECTIVE: The purpose of the canning Pre-Tust is to help you beoomu awaroe of
§ the importance of havihg,nxill_ﬁin,lgcating_gpgcifio information

- “”'W*.AA —both—quickly-and-accurately.——— — \ .

PROCEDURE: 1. .Obtain from the file a copy of the article "th:t to
C - a Mlnlscruen TV" "

for in each questions.

4. When you finish the Pre-Test record your iime and g7

: total time it took you to:do this. Put your to time in the
space provided gp your record sheet. C

- L ,. BEGINNING TIME

\_ | CONCLUDING TIME
N o - - . , TOTAL TIME
— QUESbeNS: l. Ong manufacturer boaste ‘that his mlnlsoruen set contains .
e . number of solid state devices. ) \\
2. What is the size of the smallest TV screen made?
3, How many ways can a portahle TV be powered? °
b+ What is the basic cos{ for a battery pack for a TV sot?
5. The antenid on most miniscreen TV sets 1a<t—s1ngle rod. What
is it called? :
6. 18 a color miniscreen avaiiable?
T. List three other features available ulth a miniscre«n TV
de . - .
s b. ‘ ‘
c. # -

3. Do all sets come with UHF? .

9. What channels does UHF cover? CoW

10. What is the name of the new color picture tube thCh will be
ugsed in miniscreen TV?

11. Give the typical price of an olghtninch black-and-whlte T.V.

12. What is the hlghust prlcu that you can pay for a m1niscreen
L TV, .
13. A T.V. is classificd ad a miniscreen if it measures less than
. 8quare inches.
14. How many transistors does a miniscreen TV contain” .
15. How many times can the battery which comes w1th a miniscreen
TV be recharged?
16. List three problems encountered when putting a miniscreen

. TaV. in a car or boat: s
» p .
Q. i

Ce




Job.Sheet . .
~ © .
- Vo
, w ‘-@,
OBJECTIVE: To develop the skill of scanning Ror specific facts . ;
- . ‘ - 4
i Scanning is a planned' hunt-skip~res oess for findirg speoiflo w
I - facts, names, dates, gizes, distances, prices, and sigilar f \
. information. When you have to locate speclflc factl, scanning w
., may be the best way to do it. .
< ]
" When you scan for a specific faot, you do very little reading. w
,Instead, you allow your cyes to move rapidly over ‘the materlal it
“until you find what you are looking for. . ‘ .
MATERIALS: ZBar, Paul, Electricity-Electrohics Pundamentals: A Tst-Lab Manusl -
BExp. #1 . . ‘ '\a . /;/ @
» . ’ J“
°  PROCEDURE: 1. Read the following questlona, and scan for the ansuer- one ;ty
" a time, following these guides: f
, \ o a. Keep clearly in mind the question you want to answer, | .
* be Decidé in what form the answer should appear. For example,
should the answer be a word, a name, a number, or a date?
< c. Move your cyes quickly over the page, looking for your giuel.
d. When you find what you think is the anawer, read more ‘f
carefully. y :
. e. Stop reading when you have found the correct amswer. J
‘ ) f. HRocord the answer is the space provided. o
- - 2. Time yourself. Note your time on your record sheet. . /
g
QUESTIONS: 1. How is thc resistance value of a resistor 1dentified? /
. ¢. How io the capacitanc: value of a capacitor identified@/
. ) 3. What is the difference in baaing betwaen an octal tube /and a
7 pin miniature?
4. How many leads ar: there- 15 a resis/or'?' In a capa,citbr“ f
° - «5. Why is a.power transformer so heavy? °
6. List three ways -in which transistors arc used? B
L 8.
U - be '
. Ce

T. What do the letters EIA atan& for?




OBJECTIVE:

MATERIALS:®

PROCEDURE:

READING SKILLS - Elec.
SCANNING I

, " Job Sheet #2

To devclop the skill of scannlng for specific facts

Scanning is,a planned hunt-skip-read process for finding Speciflc
facts——names, dates, sizes, distances, prices, and similar inform- -
ation. When you have to locate spec1f1c facts, scanning may be the
best way to do it.

When you sean for a specific fact, you-do very little reading.
Instead, you allow your eyes to move rapidly over the material
until you have found what you are leocking for.

ZBar, Paul, Electricity-Electronics Pundamentals: A Text-Lab ~ .
Manual. “ Exp. #3 -

l. Read the” quest1ons below, and 8can for the answers one at a’%ime,
followlng these guides:.
.a. - Keep clearly in mind the question you want answered.
b. -Decide in what form the answer should appear. For example,
should the answer be a word, a name, a number, or a date?

c. .Move your eyes quickly over the page, looking for your -clues.
d. When you find what you think is the answer, read more carefully.
e. Stop reading’when you have found the correct answer.

. f. Record your answer in the space provided.

- 2. Time yourself. Note your time on your record sheet.

l. List the hand tools which an electronics technician uses.
State the purpose of each. - :

Tool . ose

2. How does a soldering pencil differ from a soldering gun?

3. Does the diameter of a wire affect its current carrying capacity?
A, Where is coaxial cable used?

5. What is the braided shield on coaxial cable for?

6. What is a heat gink? ‘

7. What is a heat sink used for?

8. What is the differepce between standard and solid hook-up wire?
9. What is the wattage of heavier soldering irons?

10. What is the watiage of a popular soldering gun?

-




OBJECTIVE:

MATERIALS:

PROCEDURE

QUESTIONS

READING SKILLS - Elec.

SCANNING I
Job Sheet #3° :
To develop the gkill of 3canning for sgecifliclf"acts -

Scanning is a planned hunt-skip-read process for finding specific
facts—names, dates, sizes, distances, prices, and similar inform=
ation. When you have to locate specific facts, scanning may be
the best way to do it.

When you scan for a sﬁecific fact, you do ve:'rx little reading.
Instead you allow your eyes to move rapidly over the material
uktil you find what you are look.ing for.

ZBar, Paul, ,Electricijy-Electronics‘ Fundamentals: A Text-Lab
Manual Exp. #4 —

l. Read the questlotfs below, and scan for, the answers one at a
time, follow:ng these guides:

a. Keep clearly in mind the question you want‘wansweréd.
b. Decide in what form the answer should appear. Mor example,
should thé answer be a word, a name,. a number, or a

date?

"c. *Move your eyes quickly over the page, looking fer your
clues. )

d. When you find what you think is the answer, read more
carefully.

e. Stop reading when you have found the correct answer.
f. Record the answer in the space provided.

P
2.. Time yourself. Note your time on your record sheet.
\ .

l. Why are electrical connections soldered? = .-
2. “What is a cold soldered joint? . '
3. What 'kind of fix is used in soldering electronlc components?

. What kinds of solder is used in electroni¢t compenents?

. What precautions must be taken in solderxﬁg

4

5
to a printed ¢ircuit board?

6. What is the purpose of tinning an iron?

7. What is the purpose of tinning a wire?

3. What is a soldering aid? —

9. What is a mechanical connection? ¢
0. What happens 1f excessive heat is applied to a printed cirouit
board?

110 /0’5/,,
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OBJECTIVE:

PROCEDURE:

QUESTIONS :

\ READING SKILLS - Elec.
‘ SCANNING I —

Job Sheet #

To develop the skill of scanning for specific facts .

Scanning is a planned hunt—-8kip-read process’ for f1nd1ng specific
facts—names, dates, sizes, distances, prices, and similar inform=
ation. When you have to locate specific facts, scann gg may be: -,
the best way to do it.

When you scan for a specific fact, you do very llttle,readlng.
Instead, you you allow your eyes to move rapidly over the page (materlal)

~ until you find what you are looking for.

Delpit and Johnson, Electronios in‘Action, Circuit 27

1. Read the questions below and scan for the answen;, one at’a,
time, follow1ng these guides:”

’

a. Keep clearly in mind the questlon you want answered.
b. Decide in what form the answer should appear. For
example should the answer be a word, a name, a number,

or a date?
¢. Move your eyes quickly over the page, look1ng for your
clues.
d. When you find what you think is the answer, read more
*  carefully.

e. oStop reading when you have found the correct answcr.
f. Record the answer in the space provided.

‘2 T1nm£¥pur°slf. Note your time on your record sheet.

l. Why 1s the term solid state used in connection wlth trans1stor°

2. What does semi-conductor mean?

3, Nam:s two basic materials which are used in the construction of -
transistors?

4. What iz the letter symbol for a transistor?

5. The base of a transistor is comparable to what element "in a vacuum
tube?

6. What is the name that is being used in the elec¢tronios industry
to replace the word 'cycle'?

7. What are two types of transistors?

3., What do the letters E - B - C stand for?

111 /05
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READING SKILLS - Elec.
SCANNING II :

Job Sheet #1 -

OBJECTIVE: To develop the skill of scanning for numerical facts:

MATERIALS: RCA Raeceiving Tube Manual, pp. 530-31 .

PROCEDURE:, 1. 6n the specified pages in the assigne& material is a table of
letters. Using the following procedure, Bcan the.table for
answers to the questions listed below:

. a. Keep clearly in mind the questions you want answered.
b. Decide in what form the answer should appear. For example,A“
should the answer be a word, a name, a number, or a date?
¢. Move your eyes quickly over the page, looking for your

. Clues.,
d. ' When you find what you thlnk is the answer, read more
carefully. -

e.. Stop reading when you have found the correct answer.
Write the.answer on this job sheet. "y
2. Tlme yoursalf. Note your time on your record sheet.

QUESTIONS:: .
' 1. What is the basing diagram number for a 7BS tube? -
2. 1Is there any other tube on the page that has the same basing
diagram?
** 3. To what tube must you refer to find &ll the characterlstlcs

of the 7B3 tube?

4. Are the heater ampers of the 7BS typical of all the tubes
on this page? .

5. I8 the outllne of the 7B3 tube typical Af the other tubes ' *
on the page.

6

. The THT has plate volts of 100. List other tubes on the page
- that also have 100.plate volts.

“ . »




. READING SKILLS = Elec.
- SCANMING 1L

o Job Sheet #2

OBJECTIVE: Te develop the skill of scanning for numerical facts

f

i, 'PROCEURE: 1, Using the following procedure scan the Table of Transformers
. for answers to0 the questions which are below: ‘
. @&« Keep clearly in mind the question you want answered.

b. Decide in what form the answer should appear, for example,
should the answer be a word, a name, a number, or a date?

c. Move your eyes quickly over the page, looking for your
clues.

d. When you find what you think is the answer, read more
carefully.

e. Stop reading when you have found the right answer.

2. Time yourself. Notej/onr time on your record sheet.

MATERIALS: Attached Table of Transforms

QUESTIONS : 1. What are the three types of transformers?

2. Which are usuwally the larger ohms, primary or secondary? <

3. Is a TMO=6 an imput or output transformer?

4. Is a TMO-8 transformer 369 for a hundred or more?

%. Can you get an 8 ohm secondary.transformer in miniture and
sub-miniture?

6. Does an imput trangformer have less than 1K secondary in g
miniture transformers? :

7. What does the * stand for?

3. Does a TMU~1 transformer cost less than a T0S=1 for 10-997

9. Can you get an imput with a CT either in mlniture of sub-

P miniture?
10. Does a driver come in a LOOK primary?




MINIATURE TRANUFORMERS SUB-MINIATURES

Minizture and sub-miniature transformers are selected for maximum reliability. .
Windings are sealed and all oores are of a high quality heat-treated core '
material. Pins on the printed circuit types (#) are speced for mounting ease.

; NOTE: * 13 for printed cirocuit mounting. i 7
[ - .
| DIMENSIONS \ ; '
’4, B
| MINIATURE: 5/3 X 5/8 X 1/2 inches

SUB-MINIATURE: 1/2 X 1/2 X 1/2 inches

MINIATURE ~

COST EACH
o>TCCK NO. TYPE FRIMARY SECONDARY 1-9 10=99 100~-up
OHMS OHNS
TMU~-1 Output 500 CT ] .49 .44 . .36
*I'MO-1P Output 500 CT 4& 8 .49 .44 .36,
T™I-2 Driver 10K 2K CT <59 .49 «39=
*MI-2P Driver 10K 2K CT .59 .49 .39 .
: Output 1.2K CT 4&8 .59 49 39
#TMO-3P Out put 1.2K CT 44&8 <59 49 .39
*TMG=4P Out put 200 3 .49 .7} .35
THO-Y Impugs’ 100K 1K CT .89 .19 .69
*TMO~5P Imput 100K 1K CT .79 .69 .63
TMO—-6 - Imput 20K 1K CT .69 59 ‘ .49
#PMO-6P Imput 20K 1K CT .69 .59 .49
T™O0-T Imput 500K 1K CT 89 .79 .74
HIMO-TP Imput 500K 1K CT . .99 .89‘ , +34
THMO-1 Output 800 4& 8 .49 .44 .36
*PMO-SP Output 800 4& 8 .59 .49 .39
; SUB~MINIATURE
STACK NO. TYPE . PRIMARY SECONDARY 1-9 10-99 ] 100-up
B OHMS OIS
TOS-1 Output 500 €T 4 +49 .39 .35
*POS-1P | Output 500 CT ) ~ +49 .39 <35
T0S=2 . Driver 10K 2K CT .49 .39 Ce35
*TPOS—2F Driver 10K 2K OT 47 L .37 .33
POS=5 Imput 100K 1K CT .79 .69 .59 .
*P0S=-5P Imput 100K 1K CT .79 . .69 59 ~

1YY Jof




OBJECTIVE:
MATERIALS s

"PROCEDURE:

.

QUESTIONS

READING SKILLS - Eleo.
s i SCANNING i1

- L4

Job Sheet,#B

"To develop the skill of scanning for numberioal fiots

Attadhed Table of Electolytic Capsoitors

1.

2.

1.

~t

3.

4.
e

be

7.

=

Using the following procedure scan the Table of Electrolytic .
Capacitors for answers to<ihe questions whﬂch are below.

a. Keep clearly in mind the questions you want answered. e

b. Decid: in what form the answer should gppear.

c. Move your eyes qulckly over the page, lqokzng for your.
clues. /

d. When you find what you think is the answer, read more f
carefully.

e. Stop reading when you have found the correct answer.

’”

Tim: yourself. Note your time on your rucord sheet.

What are the voltage sizes?

Can you get SMP=-10 volts? .

Can you get a number of sizes at 25 volts.

Which costs more, the higher the MF or the higher the voltage?
Is there a correlation between the 6 volts group and the 15
volt group?

,What is the correlaxlon between the 6 volt group and the 15
"voIt group?

Does the stock no. tell you anything about the M.F.?

If so, what?

Does the stock no. tell you anythlng about the volts?

If so, what?




ELEGTROLYTIC CAPACITORS -

Miniature Single-Ended Electrolytic Capacitors

Aluminum foil electrolytic capacitors sealed into an aluminum case with single-
enged termination. Their small size and upright terminal structure make them
ideal for transistor and printed curcuit work. Their high quality construction
gives maximum reliability and minimum leakage.

,. COST EACH
M | VOLTS STOCK NO. 1-99 100
< 6 U6-2 .07 .06
go 6 Ub~5 .08 .07
20 6 U6=10 . v .09 .08
p 6 U630 - .09 .08
{00 6 U6-50 i12 .10

‘, 6 ™ U6~100 1L 1
N
- 4

10 10 . . UIO=5 10 =~ .08
10 10 UI0-10 .11 .09
30 10 UI0-30 : .11 .09
100 10 - UI0-100 J1L .13
500 10 U10-500 .26 =
1000 10 ¥~-10-1000 .33 g
2 15 UL5=2 \ .08 07
5 15 Ulf"'z ”.10 009
10 15 UL5-10 12 .10
30 15 . . Ul5-30 13 .12
0 U15-50 RS .13
1600 15 - U15-100 .16 YA
17 5 Uz5-10 .15 L1




OBJECTIVE:
MATERIALS:

PROCEDURE :

+

QUESTIONS

: READING SKILLS - Elec.
w ) : Scanning II
. Job Sheef;#A

Al

-

To develop the skill of scanning for numerical facts

ﬁttached Table of Black & White Picture Tube Characteristics

1. Using'the following procedure, scan the Table of Black
& White Picture Tube Characteristics.

a. Keep clearly in mind the question you,wanf answered.

b. Decide in what form the answer should appear.

c. Move your eyes quickly over the page, locking for your clues.
d. When you find the correct answer read more carefully.

e. Stop reading when you have found the correct answer.
2. Time yourself. Note your time on your record sheet.
l. Find a 16 WP4. What is the filament voltage?
2. What is the G2 voltage? '
3. What ig the anode voltage?
4. what is the deflection angle?
5. Does it require an ion trap? .
6. What ig.the weight of this tube? .
T. What the screen area in inches?
8. Does to volt/MA rating change with the deflection angle?
9. At what deflection angle does the busing change from an
to a 12D or 12N?

s

wm




OBJECTIVia:

MA LSRTALS s

PROCADURS s

LUESTIONS s

Job cheet.# 1

To develop the skill of scunning for & name and number.

G, Us Lilectronics Catalog for 71-72, p. 205.

1.

ol

~e

3. "3can for the answqrs, one question at a time,

L

Se

1.

Ee

Te

You are to scan a list of antenna lead-ins.
Read the questions, -

Record your findings below. - &
Time yourself. Note your time on your record sheet.

Give the part no. of low-loss 300 ohm twin lead, 100 F+."

Give the list price . 'i\

Give the net price : .
dhat lenyths does it come in?
What colors does it come in?

.

what is the ‘weight of 100-ft?

. | ABADING SKILLS - Klec.
: SCANNING III

Does low loss lead come the same as the flat leadwper 100 e

118 /R




| . ‘ READING SKILLS & Elec.
| ; : SCANNING III
. . ( Job Sheet # 2

UBJECTIVE: To develop the skill of écagg boT g_@_x; & name and number,

. HATERIALS: G, ¢, Electronics catalog for 71-72, p. 17,

PROCEDUiEEs 1. You are to scan a list of indoor TV antenna,
- 2. Read the questions, .
3. Scan for the answers, one question at a time,
4. Make use of the illustrations wherever necessary,
5« -Record your findings below.
te Time yourself, Note your time on your record sheet.

P

GUSSITONS: 1. What is the cats, no. for a RCA CLL7 1853-1 antenna? .
. what is the JFT) {}o' for a Zenith 1—101:‘"‘antenm?
L 3. dhat is the net price for an anteqna.cat.v‘no. 618147
. 4. How many antennas come packaged for cat. no. 61-8187
S Do all Zenith antennas on this page cost the same?
[N I‘s ‘the Antenna cat. no, 61-8i8 a dual antenna?
.7+ Does the antenna JFD no. TA 482 come with a wire lead?

“
L4

i

ERIC o | /43




OLJECTT .

.
. CATLRIALG S

RUADING SKILLS - Blec.
SCANNING III

Job Sheet hJ3

8

“To develop the ehill of scamming for g;name and number.

-

G.Cs Flectrohics catalog for- 71-72, p. 112..

*

SDLSTIONS s

-

1.

)
e

9

Je
Ao
Sy

1.

You-are to scan a list of lmgbs.

Read the cuestionsg.

Scan for the answers, one cuestion at a time.
Record your findings-below. $

Tlme Jourself. Note your time on your record sheet.

.

'Unat is thp cost of a pdinter lmob, cat. no. 25-038?

Does thls 1nob gome in black only?

How maﬁy of the above knobs come in a standard package?

> -

Is the 'mob cat. no. 25-120 white"ﬁy

Mhat inob would you use.if, wt needed to be a pointer, walput and

1 1/4 inches in diameter?y A ‘ \ -
R t is the cat. no. ani price for a’lmob with a metzllic insert?
& Al

o .
3 J
— # -
@ &
¥
i b E



| QUESTIONS:

[

-

- .. READING SKILLS - Elec.
.- © SCIMMING FOR MAIN IDEAS

Job Sheet # 1°

To develop ‘tho skill of skimming for mo.in ¥doas.

Skimming for main ideas is a par;gmph—-‘w-p;rlmph -euroh for
the main idcas in a chapter or an article. When you skim for
main ideas,-you foocus on cach of the major points made by the °
writer. You still don't read every word, but you now 3'6 deeper
into the material than before.

¥ " .

"A Naw Era of Portable Power," i-)lectronics Digelt

1.’ Sk:m thc, attached article for the main idea.
2. Read the title. ’

" 3. Read the headings and subheadings.

4. Read the first sentence of every paragraph. -
5. Read the last sentence of every para.graph.

6. Answer the questions.’

1. What is the name of‘ the new battery?
2. Can this battery be recharged?

3. If so, how long 6an it be recharged?

4. List five tools that are being powered by this ba.ttery.

5. What organizations have used this battery for starting
their motors and for standhy power? .

6. How long did it take to develop this battery? c

2




>

a

QUBSTIONS

i " READING SKILLS - Elec.
R ) 74 e R TYEVA Y
9nmqm gqg .HAIN TDEAS 0
. Job Sheet # 2 . L S
: 4 s ) ’ . on
To dgvelop the skill of skimming for main id ’ . -
Skimming for main idvas is a paragraph-by-paragraph secarch for the
main ideas ih a chapter or an article. When you skim for main . .
ideas, you focus on each of the major points made by the writer.-
you s{'s}ll don't read every word, but you now go deeper into the
material than before:” ) -
';iigw Coaxial Teclephone Cable" X | Co s
1. Skim the attached article for the main idea. : '
¢+ Read the title. ) ’ . : Ct
3. Read the headings and subheadings. - .
4. Head th® first sentence of cvery paragraph. i o
5. Read the last sentence of every ‘paragraph. :
6. Angwer the quesflons, “ - . ‘
I'd ’ ..
l. UWhat is the name of this new telephone cable?
2. What are four advanteges of this cable?
Qe <
b. ,‘ . u
Ce ) S - .o
d. : .
3. Who manufactures the new cable? 27, - =
4. What is the saving'in production costs of this cable over other *
cables? . )
~ v ‘ -
&
J -
‘ ! &
e
LA ’




OBJECTIVE:

MATERIALS :

PROCEDURE :

QUESTIONS:

= READING BKILLS - Blse.’
SKIMMING FOR MAIN IDEAS

Job Sheet # 3

To develop the skill of skimming for main ideas

Skimming for main ideas is a paragraph~by~paragraph search for the
main ideas in a chapter or an article. When you skim for main
ideas, you focus on each of the major points made by the writer.

- You 8till don't read every word, but you now go deeper into the

matx,rlal than before.
"Phe Electronics Service Technician"

1. Skim the attached article for the main idea. L
»2. Read the title. -~

3. Read the headings and subheadings

4. Read the first sentence of every paragraph.

5. Read the last sentence of every paragraph.

6. Answer the questions. - ’

1. What is the outlook in the next few years for the consumer
electronics business?

2. What has been the yearly mcreaae in factory sales over the .
past ten years?

3. What are the needs for service technicians?

2. What is the usual starting salary per week for a technician?

5. With several years experience, what salary mght a good technician
recieve?.

6. List four things you can do in planning your future in
a.
b.

C.
d.

g
- b &

~~




MATERIALS:

. READING SKILLS - Elec.
o SKIMMING FOR HAIN IDEAS

Job Sheet #4 )

.

-

: To develop the skill of skxmng for main ideas -

Sk.lmng for main ideas is a paragraph-by—paragraph search for the
main ideas in a chapter or an article. When you skim for main ideas,
you focus on each of the major points made by the writer. You still
don't read every word, but you now go deeper into the materlal than
before.

>

Cavallari, F.D., "The Transistor" - Study Guide No. Sy
s BASIC ELECTRONICS

1l.. Obtain the specified article from the flle.
2. Read the title.

3. Read the headings and subheadings.

4. Read the first sentence of every paragraph.
5. Read the last sentence of every paragra.ph.
6. Answer the questzons.

1. How long has it been since people began toc understand. the
transistor?

2. What are transistors primarily used for?

3. What other uses do they have?

4. What company was first to use the transistor?

5. What are two types of junction transistors?
8- -

J b

6. Draw a common emitter am}lifier. ' ) N



OBJECTIVE:
MATERIALS ¢

PROCEDURE :

QUESTIONS:

.1l. “Obtain thc specified article from the filc.

READING SKILLS -« Elao.
SKIMMING FOR MAIN IDEAS

Job Shaeet # 5

*

S,

To check how well you have learned the procedure gf skimming.

Miller, Jame¢s Nathan, "It's a Dead-End Road for the Dropout" .
2. Follow the skimming procedure you have been practlclng in

the four preceding job sheets. ” -
3. Answer the questions below. ‘

l. What happens to the person who tries to "fake" having a
high school diploma?
2. ‘List three reasons why the article states that students often
_ drop out of school:
a.

b.

Ce

3. Comparc working conditions and school conditions as often
cxperienced by the dropout.
How do they* dififer?
In what ways are they alike?

4. Some jobs are "learning by doing" situations where the
employer trains you. Are these 1ncrea81ng or decreasing?
Are there more or less people in campetition for these jobse

5. The article states that the high school diploma has come to
mean_three things. Name them.*®

Qe b ) j}
b.

LR

Ce

&. A high school drooout- can always enlist in the Army 1t he
can't find a job. Yes No
Explain your answer.

7. An employer from Portland is quoted on his feelings regarding
. -"the hiring of dropouts. Summarize what he 8ays. () .

e,




OBJECTIVE:

MATERIALS ¢

PROCEIURE s

¢

¢ READING SKILLS - Elec.
’ ORGANIZING WHAT YOU HAVE READ
I. Explanation of a tech.
process

Job Sheet A

“To gain experience in reading the written and diagramatic explanation

of a technical process.. To be able to organize in a list the sequence -
of events in the process, . ’

>

’

Duarte and Duarte, Electronlcs Assemblx Methods, chap. 3, "Soldering
Principles.”

This is a technical selection and«you‘should‘read it differently
than you read literature or sccial studies. Tgis gelection explains
proccsses which . . . e

These instructions tell you hov to read material that dﬁscxlbes a
process:

1. Study the diagram. R#ad the names of the parts. Then try to
name them without reading the labels.

2. Read all of the boldfaced headings in the selection to flhd out
what processes will be described.

3. Read the introductory paragraph. Read thq,first section; read
just one scntence at a time. If it mentions something shown in
the diagram, look back at the diagram after réading the sentence, -
read the next one in the same way. Stop and think about each
sentence after you have read it to make- sure that the meaning is
clear to you.

4. After reading the entire section in this way, try to explain to
yourself without looking at the book just how the process takes
place.

5. Work with each of the remaining sections in the same way
that you worked with the firt one.

6.. Do the following without referring back to the book (if’ posslble)
a. List in order the steps that “take place in the process

which has been described.
b. Draw a diagram illustrating the process you have just outlined.

190 /20




READING SKILLS - Elec.
ORGANIZING WHAT YOU 00 HAVE READ

I. Explanation of a teohnical
Prooess.

Job Shaet #2

Is

OBJECTIVE: To gain experience in reading ®he written and diagramatic expléntion )
i of a technical process. To be able to organize in a list the sequence
of events in the process. i

MATERIALS: Duarte and Duarte, Electronics Assembly Methods, chap. 7, "Wire and
Wire Preparation.”

‘ PROCEDURE: This is a technical selection and you should read it differently than
' you read literdture or social studies. This seection explains
processes which « .

These instruct1ons tell you hOW/to read material ,that desoribes a
process, -

< . , 1. sStudy the diagram. Read the names of the ’grts. Then try to name
them without rereading the labels.

2. Read all of the boldfaced headings in the selection to find out
what processes will be desoribed.

3. Read the introductory paragraphs. Read the firat selection; read
just one sentence at a time. If it mentions something shown in
the diagram, look back at the diagram after reading the sentence,
read the next one in the same way. Stop and think about eacoh
sentence after you have read it to make sure that the meaning is
clear to you.

4. After reading the entire seotion in this way, try to explain to your-
self without looking at the book just how the process takes place.

S« Work with each of the remaining sections in the same way that you
worked with the first one. Without referring Back to the book
(if possible) do the following:

a. List in order the steps that take place in the process which
° has been described.

b. Draw a diagram illustrafing the process you have just outlined.

‘ ' 199 4R/




‘READING SKILLS - Eluc.
. ORGANIZING WHAT YUU HAVE READ
1 ‘ ) III. Classification

Job Sheet #1

CBJECTIVE: To be able to idemtify a classification pattern, its subdivisions,
" and the differentiating characteristics of each.

MATERIALS : Gerrish,' Blectricity and Electronics, pp. 107-109 *

PROCEDURE: 1. Thg\%giection below is a classification article about capacitérs.
* 2. Thebold-faced headings tell you what the general classifications
are. , , . : )
3. The underlined headings name the small classifications under
a general heading. . )
4. Scan,the article to find the general classifications.
Clue phrases to look for are: (Examples - thres dif. kigds)
List on the chart below the general classifications -
Now read thé article carefully to find the subdivisions
and their characteristics.
Fill in on the chart the subdivisions.
List the characteristics which differentiate one group from
the other. : N ’ -

W= O
[ ]

TYPES OF | SIZE AND | .SYMBOL DOES IT NUMBER OF TYPE OF
CAPACITORS| SHAPE ) " HAVE A & LEADS MATERIAL

]

. | S | 128/2 ‘




. >  READING SKILLS - Elec.
: o . OJPANTZING WHAT YOU HAVE READ
: TI{. Classification

i
"Job Sheet #2

OBJECTIVE: To be able to identify a classification péttern, its subdi-
.. vision, the differentiating characteristics.of each. ¢
‘ ’ -~

MATERIALS: Gerrish, E]:ectricitl & Electronics, pp. 41-43

PHOCEDURE: 1. The selection below is a classification article about
resigtors. \
2. The bold~face headings tell you 'what the general clasg=
ifications are.
3. The underlined headings name the smaller classifications
under & general heading.
Scan the article to find the generial classifications.
Clue ghrases to look for are: (Examples—-three different
kinds
List on the chart below the general classifications.
Now read the article carefully to find the subdivisions
and their characteristics.
Fill in on the chart the subdivisions.
List the characteristics which differcntiate one group
from the other.

E=N

L]

TYPE OF SIZE AND | WATTAGE | SYMBOL  APPLICATION | MATERIAL
RESISTORS SHAPE .

v




a

READING SKILLS - Elec.
ORGANIZING WHAT YOU HAVE READ
III. Qlasslflcatlon

Job Sheet #3 4
[}

(BJECPIVE: To be ablw to identify a classification pattern, its subdivision,
¥ and the dlfferentlatlng characteristics of «ach.

MATERIALS: Duarte and Duarte, Electronics Assembiy Methods, page 5

Y

PROCEDURE: 1. The selection below is a clasﬁlflcatlon artlclc about Units of

. Puantity.

2. The bold-face headings tell you what the general classifications
arc. .

3. Scan the article to find the general classification. Clue phrases
to look to look for are: (Examples -~ three different kinds)

4. List on the chart below the general clasgification.

5. Now read the article carefully.,to find the subdivisions and
their characteristica. .

oo - 5 ) . .
6. Subdivisions are listed. Fill in the Units and their abbreviations.

RESISTANCE ABBREV. VOLTAGE ABBREV, ' CURRRNT ABBREV,
UNITS ~_UNIT UNITS

10 /2K




READING SKILLS - Elec.

. "ORCANTOING WHAT YOU HAVE READ
e ) III, Classification
. ) Job Sheet # 4 T

>

. OBJECTIVE: To be able to identify a classification pattern, its aubdivzsionl
and the dlfferentxating characteristics of each. '

MATERIALS: Duarte and Duarte, Electronics Assembly Methods, page 90-93
PROCEDURE: 1. The selection below is a classification. article about
.. _ inductors. .
2. The bold-face headings tell you what the general classifications
are,

3. ~Scan"the article to find the general classifications.
Clue phrases t6 look for are: Examples ~— three different kinds

- 4. On the chart below the general classification arc listed. )
. S. Now read the article carefully to find the subdivision and their
characteristics.

. 6. PFill in the chart from figures 12-7 page 93.

TYPE OF SHAPE SYMBOL LEADS COVERING
INDUCTORS AND SIZE - IDENTIFIED

-

4




- ,
‘ READING SKILLS — Elec. -
\ ORGANIZING WHAT YOU HAVE READ
III.* "Effects and Cause"
Job Sheut #
. 7 .
R UBJECTIVE: To gain in identifying causey that produce an effect
MATERIALS: Article: '"Super Long Electiromagnetic Waves" :
PROCEKDURE: 1. ' Go to the file to obtain the specified article.
2. Read the entire article.
3. In this article, the effect of something is given first. Then
follows an explanation of the cause. Sum up in your own words .
the effect as stated in the article. Write on the line below.t-
4. Sum up three of the causes which produced this effcct. Write
the causes on the approximate lines below.
EFFECT: B
CAUSES: 1. "
- jo . ' ' hd -~ ‘
5. Return the article to the file,
) 2 o
= | 4
&)
\
< * “ '
]

f):’

wju_‘

]




* UBJECTIVE:

MATERIALS:

PRUCEDURE:

To gain‘oxperience in identify{ng cahsce that produce an effect.
Articles

1.
2.
3.

4.

/

, Read the entire article.

READING SKILLS = Elco.
ORUANIZING WHAT YOU HAVYE RIAD
TII. "Bffocts and Causcs"

Job Sheot #2

@

"Steps to Safety"

o to the file to obtain the specified artlcle.

In this article the effect is given flret.

Then follows an
»xplanation of the causes which produce this effect. In your
own words state the effect on the line below.
Find six causes which produce this effect.
on the approximate lines below.

w

Write the causes

¢ EFFECT:
I
-
%
1 s
i
% CAUSES: 1. ‘
| ]
| 2. ‘
?
'
3.
’
kY . 4.
5. i
6.
ﬁ
%
5
I . .
z 5, Return the article to the file.
! .
‘C‘. &
=
|
%
|
!
s

133
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CAUSES :

OBJECTIVE:

HATERIAL%:

i

PROGCEDURE :

EFPFECT:

READING UKILLS - Blec.
ORGANILING WHAT YOU HAVE READ

: I1II. "Effcct and Causos"

Jobt Sheat #3

. L e r :
To gain wxperience in identifying causes that produce an effect.

Artiel:=: “Tapu Recording Systems"

1. Go to the file to obtain the SDGCIflbd article.
M Read the entire article.

3. In this article the effect is given first. Then follows
°  an explanation of the causes which produce'thls affect.
In your-own words state the &ffect on the llnes below.

Find'as many causes as you can which producu this effect.
List the.causes on the lines below.

(-
p

e

-

5. Return the article to tﬁe file.

.

i
/2L




| READING SKILLS - Elec.
. ' ORGANIZING WHAT YOU HAVE READ
III. "Effects.and Causes"

- . . Job Sheet #4

OBJECTIVE: To gain experience in identifying causes that. produce an effect.

MATERIALS: dArticle: "Yesterday" .
PROCEDURE: 1. GCo %o the file to obtain the specified article.
2. Read the entire article. - )
3. In this article, the effect is given first. Then follows an
5 - explanation of the causes which produce this effect. In your
own words state the effect on the line below.
4. PFind as many causes as you can which produce this effect. List
the causes on the line below. =~ ~

. EFFECT :
CAUSES: -
5. Heturn the article to the file.
2§
-~ |

I
N

LN o '
( O 14 )

ERIC I
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. READING & KILLS II - Blec. .
N ORGANIZING WHAT YOU HAVE READ
IV. Causo and Effect

Job Sheet #1 ;

*To gmih experience in identifying effects produccd by ¢auses.
To determine how and why the causes had tite effects they dld.

In the assigned materia1¥the causcs are given which lgéd up to

.

1. Pind the causes in the chapter and sum them up in a few words

2. Then find the effect and sum it up in a few words on the ‘

UBJECTIVE:
MATERIALS: Duarte and Duarte, ildctronics Assembly Methods,.Chap. 9
PRUCEDURE :
some effect.

on the line following cause.

line following effect.
CAUSE:
CAUSE: -

[}
FRFECT: -
T -

i o ‘ : C
.MEZQO,,



OBJECTIVE: To gain éxperienoe in identifying effects produced by causes.
To determine how and why the causes had the effects they did.

READING SKILLS II - Elec.
ORGANIZING WHAT YOU HAVE READ

III. Cause and Effect -

, .
Job Sheet #2 u .

H

nCover Story" attached

MATERIALS: _
PROCEDURE: In the attached article the causes are given which lead up to
- some effect.
‘ " 1, Pind the causes in the article and sum it up in a few words
on the line following cause. o :
2. Then find the: gffect and sum it up in a few words on the line
_ following effect. , ) v
T PAUSE:.
CAUBE:
EFFECT: N
o .,
e
\(!\
{
( |
. ")
; | )
|
\g ¥
'
s“
|
|
i
ﬁ

137

137/




" ‘COVER STORY

A\
‘When oompleted, the Browns Ferry Nuclear Plant (shown on cover) .
. Wwill be the worlds largest steam electric plant. It will have a capacdity
of 3,456,000 kilowatts of electricity in three units of 1,152,000 kw -
each. The units had been scheduled in for operation consecutively in
1970, 1971, and 1972, but operation of the first two units will be later
than originally planned beacause of a delay in equipment deliveries. The
side of the plant is in Limestone County, Alabama, on the north side of
Wheeler Reservoir.
Although the nuclear plants will qualify as "heavy industry" in terms
of size, their impact on the environment will be a vast improvement over
former systems. Nuclear plants have no fuel storage pile, no smoke, and
leave no residue- in the vicinity. They will be quiet, clean, and will
follow modern architectural trends in design of the va.rioua buildings in
the complex. {

4 -

Toda,y, government and industry are working together to develop new tech= -
nology to cope with air pollution probleme, Theuse technological advances can
not only 1wprove control of present air pollution sources, but can in many
instances replace them with new ‘pollution-free substitutes such =22 eleotric
heating and the nuclear power plants. Perhaps even greater potential lies
in the development of a practical electrioc car, which could reduce the
single largest source of air pollutants—fuel powered vehicles.

»

t

1og
/3




OBJECTIVE:

PROCEDURE :
"

. ' : . .

READING SKILLS - Eluc.',
~ : ORGANIZING WHAT YOU HAVE RBAD
. o . “VI. Major and-Minor Detalls

Job Sheet #1

g

To gain practmce in finding central topics, .maJor and minor details
in paragraphs.

2.
3.

Basmc Electrmc;ﬁx_and Electronics, by ZBar
Selectlion is experiment on: -vacuum tube power amplifiers
Informational packet on blaock diagrams and paragraphs

' ]
Carefully read the informational packet on outlining a
paragraph. ' "
Read the selection.
Make a block diagram of this (or these) paragraphs.
Make one diagram for each paragraph.,




READING SKILLS - Blec.
ORGANIZING WHAT YOU HAVE READ
VI. Major and Minor Details ,

Job Sheut #2

OBJECTIVE: gain practice in finding central tépicg, major and minor details
in paragraphs. ¢
MATERIALS: Basic Electricity and .Electronics by Zbar
." 'Selection is the experiment on the lound speaker.
Informational packet on Block Diagram%.and Paragraphs

PROCEDURE: , Carefully read the information packet on outlining a paragraph.
Read the selection. .

Make .a block diagram of this (or these) paragraphs.
" Make one diagram for each paragraph.




OBJECTIVE:
e e 2

MATERIALS:

PROCIF]IIRE :

To
in

1.
2,
‘1.

2.
3.

READING SKILLS =~ Elec. -
ORGANIZING WHAT YOU HAVE READ
VI. Major and Minor Details

Job Sheet #3

-~

gain practice in finding central topios, major and minor details
paragraphs. ' .

Basic Electricity and Elcctroniés, by ZBar ,
ScTection In the experiment on silicon controlled rectifier (SCR)
Informational packet on Block Diagrams and Paragraphs

Carefully read the informmtional packet on outlining a pam~
agraph.
Read the selection. -
Make a block diagram of this (or these) paragraphs.

Make one diagram for each paragraph. °




o L

READING SKILLS = Elec.
ORGANIZING WHAT YOU HAVE READ
VII. Statement of Fact

Job Sheet #1
OBJECTIVE: To gain experience in reading a détailed statement of fact pattern.
MATERTALS: YESTERDAY "HISTORICAL EVENTS IN ELECTRONICS" attached.

INFCRMATION: This selection gives straight information about a topic.
: The facts are dense and they may contain a definition or a sfate~
ment of a principle. The best way to read this material isito

: look for the main idea and then the cluster of supportlng 1deas,
for eahc main idea.

N
PROCETURE : 1. Preview for headlngs, words in italics, and illustrations.
2. Read the entire selection rapidly for general information.

. Read as fast as you can. Time yourself and record time
here

Answer the general fact gquestions below.

Read the informational packet on Block Diagrams.

. Make an outline for each paragraph in block diagram form.
. Write out any definitions of principles you find stated.

OV e

4. General Fact Questions:

1. 'How long ago did automatic telephones begin?

2« What type of telephone companies were the first ones?
3. Who developed, a telephone system without an operator?
i :

B. Bloclt Outline Form

C. Definition or principle:



READING SKILLS - Elec.. .
ORGANTZING WHAT YOU HAVE READ
i ) ViIi. Statement of Fact .

Job Sheet #2 o

" o &
OBJECTIVE: To gain experience in reading a detailed statement of fact pattern.

MATERIALS: Informational packet on Block Diagrams
Article: "Magazines and Books on Magnetic Tape"

INFORMATION: This selection gives straight information about a topic.
The facts are dense and they may contain a definition or
a statement of a principle. The best way to read this mater-
ial is to look for the main idea and then the cluster of
supporting ideas, for each main idea.

. - .

PROCEIURE: 1. Preview for headings, words in italics, and illustrations.

2. Read the entire selection rapidly for general information.
Read as fast as you can. Time yourself and record time
here .

. Answer the general fact questions below.

. Read the informational packet on Block Diagrams.

. Make an outline for each paragraph in block diagram form.

. Write out any definitions or principles you find stated.

OV >

A. General fact questions:
1. Who developed talking books?
2. Who were they developed for? .
3. What type of books arc available under this plan?

B. Block outline form

C. Definition or principle: . ~

~
»

*




READING SKILLS - Elec.
ORGANIZING WHAT YOU BAVE READ
VIII. Outlining .

Job Sheet #1

OBJECTIVE: To outline a paragraph to show the relationship between the
main idea, and ‘the relationship between major and minor details. ({:

MATERIALS: PORTABLE COLOR CAMERA HAS MANY APPLICATIONS, article below

PROCEDURE: 1. Heall the informational packet on outlining paragraphs

carefully.

2, Read the article once as quickly as you can, to get the main
ideas, .

3. Read the article over again more slowly and make an outline
of the paragraph(s) below. Be sure to use Roman numerals
I, II, II1I for the main ideas; capital letters for the major
details; Arabec numberals for minor details.

SKLECTIONS -

A broédcast-quality color television camera, small enough to be carried

PORTABLE COLOR CAMERA HAS MANY APFPLICATIONS

by ‘an astronaut on a manned lunar exploration mission, may also find use in
a number of industrial and broadcast television applications,

Thes camera, its portable power supply, and receiving and transmitting
radio equipment weight a total of 56 poumds, as contraasted to an average of
200 pounds for comparable color TV cameras, not including power supply. It
was developed at RCA's Astro-Electronics Division in Princeton, N.J.

The camera was designed to be carried and operated by one man, making -
it suitdble for use in manned lunar exploration. It could be carried on the
moon by an exploring astronaut to provide scientists with color views of the. .
lunarrénvironment. The pictures cauld be viewed instantly on earth TV re-
ccivers and could also be stored on conventional video tape to provide a

record of the Bcenery for later detailed analysia, . -

: J 144
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READING SKILLS - Eloc. |
ORCGANIZING WHAT YOU HAVE READ

N L : VIII. Outlining
Job Shoct #2

c 2

OUBJECI'IVE: To §utlinc a paragraph to show the relationship between the main
idea, and the relationship between major and minor dectails.

£

'MATERIALS: Article below, NEW DOUBLE LIFE LEAD~ACID BATTERY

PRGCEDURE: 1. Read the informational packet on outlining paragraphs carefully.
24 Rgéd the article once as quickly as you can to get the main
ideas, .
3. Re-read the article more slowly and make an outline of the
paragraphs. Be sure to use Roman numerals I, 1I, III for
the main ideas; capital letters for the major details;
Arabec numerals for minor details.

SELECTION: , u
' ' NEW DOUBLE LIFE LEAD-ACID BATTERY

A new cylindrical lead-acid battery, whose performance actually improves
during the greater part of its lifetime and whose life span is twice that of
oth-r batteries, has been developed by Bell Telephone Laboratories.

© Phe new battery has an anticipated life greater than 30 yedrs——doubling the
typical 15-year lifc span of present batteries. The improvement is achieved
without increcasing hg‘weight or volume of the cell.

B:11 system telephone companies will use the new battery primarily as a
gourc: of emergency power should commercial power sources fail. The Bell
Systom purchases about $15 million worth of batteries each year, and expects
that the now batteries will be made by outside suppliers--as are all Bell
System batteries, This devolopgient will provide the Bell System with a common
‘battory design, reduocing about 66 different @attery configurations to possibly
as few as four. ' .

The battery, ic covered by U.S. Patent No. 3,434,833, issued to L.D..
Babusci. B.A. Cretalla, D.0O. Peder. and D.E. Koontz, as well as a number of -
pending patent applications. The battery was discussed at a recent Symp--
ooium for battery manufacturcrs in Murray Hill, N.J. ‘

une: of the unique features of the new battery is the use of circular,
grids made of purc lead—a matorial that corrodes mor: slowly than commonly
uscd 1ead alloys of calcium or antimony. . .

“The cylindricaljdksién provides a more rigid structure than the familiar
rectangular shape and thus permits the usc of the softer pure lead.
. ‘e p

@




s . READING SKILLS - Met. 5h.
OVERVIEWING I

. Job ‘heet # 1
OBJECTIVE: o develop the skill of overviewing a textbook or a technical book.,
A pr———— B P
P Overviewins is a quick ang efficient way to jet a general idea about what is

in a book, :« chapter, or an article, By overviewing you find out what a writer

. is sayine without reading every word he-has written. ‘There are two reasons for .
oyerviewing: (1), To examine new material to 'find out what it contains, and (2). -
To determine whether a specific book contains 1nformat10n you want,

.

MATERIALS: Petezsop, mmerican Labor Unions.

PROCEDURE: 1. Imagine you ware looking at this book for the first time and want
to find out what it contains. . ,

2. HRead the title. oo ‘
40 Quic'’r scan: )

a, °ie Table of, “ontents
b, ‘Me Preface or Forward

c. “he Introduction : .
de ‘e pictures, maps, graphs. or tables
e, The Appendix .

s f. The Index o -

%, hecord your findings below:

a. The title of this book is

O

be Read the introduction or forward and in yotr own words state the
’ purpose of the book:
L @

c.- The table of contents shows that this book contains

. - no.
of sections, broken down intd _ - » of chapters.
noe.

4, Your overv&ew shows that this book also contains the following
- . Check if applmcable

P (1)s Index
(2)s Appendix
{%). Introduction

(4}, Other (List) ’ v .
. * T
5, From your eoverview state the purposes for which you believe this -
took wonld be useful: * . -
. (1)
» (20 .
0 146




READING SKILLS - Met. Eh.
4

= . ” _ OVERVIEWING 1

LI

-

Job Sheet # 2

OBJECTIVE: To develop the skill of overviewing a textbook or a technical book:

Overviewing is a quick and efficient way to get a general ides about what is
in a book, a chapter, or an article. By overviewing you find out what a writer
is saying without reading every word he has written. There are two sreasons for
overviewing: (1). To examine new material to find out what it contains, and (2).
To determine whether a specific book contains information you want. :

*

MATERIALS: Kursh, Apprenticeships in America.

PROCEDURE: 1. Im;gine‘jou are looking at this book for the firat time and Qant
to ‘find out what it contains. - :

¢
@

2. Read the title.
3. Quickly scan: I .

(a). the table of contents “
(b). the preface or forward .
(¢). the introduction ;
/(3). the pictures, maps, graphs, or tables
(e). the appendix .
. o (f). the index R

. L., Record your findings below:

(a). the title of this book is

(b). Read the introduction and in your own words state the purpose
of the book. '

(¢). The tdble of Contents shows that this book conteins _
no.
of sections, broken down into of chapters.’
) No ..

(d). Your overview shows that this book also contains the following:
‘ Check if applicable

(1). Index

(2). Appendix -
(3). Introduction
(L). .nther (List)

5. From your overview, state the purposes for which you believe this
book would be useful:

1517 R I
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OBJECTIVE: To develop the skill of overviewing a textbook orutechnical book. -

: [ 3 | .
READING SKILLS - Met. Sh.
OVERVIEWING I

iob Sheet # 3

Overviewing is a quick and efficient way to.get a general idg@ aboﬁt what 18
in a book, a chapter, or an article. By overviewing you find out what a writer
is saying without reading every word he has written. There are two reasons for

overviewing:

MATERIALS :

PROCEDURE ¢

(1). To examine new material to find out what it contains, and (2).
To determine whether a specifig book contains information you want.

Lindbeck and Lathrop, General Industry

1.

2.

3.

Imagine vou are looking at this book for the first time and want
to find out what it contains.

&

Read the title.
Quickly scan:

(a). the table of contents

(b). the preface or forward

(¢). the introduction ‘

(d). the pictures, maps, graphs, or tables
(e). the appendix .

" (f). the index

lecotd your findings below:

(a). The title of this book is

(b). PRead the introduction and iwm your own words state the pur-
pose of this book.

(c). The Table of Contents shows that this book contains _
: . ) ’ no. s
of sections, broken down into of chapters. i
’ no. ‘
(d). Your overview shows that. this book also contains the following:

- Check 1f applicable

(1). 1index.

(2). appendix

(3). dintroduction
(4). other (list)

From vour overview, state the purposes for which you believe this
book would be useful:

(1).
(2. -
(3).

'8 b




S
BEST c~~y ‘ | o -
’ AV Gt 4 o READTNG SKILLS - Het, She
| - Lhooloe 4 wipidy . OVERVIMNING T
. Job Sheet 4 4

OWECTIVI:  To develop the shill of overvieuing a textbook or a technical bool.

Overviesing iw a cuick and effieient uayy o get o general idea about what
io in a Bedl, 4 chapter, or wa article. By overviewing you find out what a
uriter is swying Wwithout reading every word he has written. There are two reasons
for overviewing: (1) To ezamine new material to find out what it contains, and
{0) To determine whether a specific book contains information you want.

1A ”ZRTxL’: finchine Tool Operation, Part I. .

PROCTIOURLS  ta Imagine Jua are looling at this book for the flrst time and want to
) tind out what 1t contains.

“

Te  Read the title,

e rmickly scans .
-
' a) the table of contents T
b the preface or forward
c the introduction
d) the pictures, maps, graphs, or tables
A . {e) the index

1. FHecord ypur findings belowus

(a)e The title of this book ia

(b). Read the. introduction and.ln your own words state the purpose
. of th1s book.

' (c). The Table of Contents shows that this book contains
< ‘ . . noe.

i of sections, broken down into _° of chapters.
- no.
- (d4). Your overview shows that this book also contains the ‘followings:
’ Check if applicable ;

. 1ndex

« appendix -

. introduction
. other (list)

- R -

}ka/fk(Dj. From your overview, state the purpose for which you believe
A this bool: would be useful: :

L

)
NN




READING SKILLS - Met. Sh,
o o : OVERVIEWING II

;
o Job Sheet i 1

4
.
OBIECTIVE: " To duvelop the 81111 of 0verv1ew1ng a chapter in a textbook or a
technical book.t '

ﬂgerv1@:mg' is a guick and efficient way to get a general idéa about what is
in a book, # chapte#, or an article. By overviewing you find out what a writer is
- saying without reading every word he has written. There are two reasons for
overviewing., (1) o examine new material to find out what it contains, and
To dtermine whether a specific chapter contains information which you need.

MATERIALS s IMefabe and Bauwer, ! etals, Atoms aud Alloys, chap. # . . MCutting the
Pdre of Civilization.'t

’ PROCEDUREs Dwver view the chapter as follows:
FRUCEDURT

1. fead the title.

‘ ‘ / ﬁ:'l;:‘

Read cdptiuﬂs .
Ehe Record your findings below:

‘Lo The title of thic chapter is

be This chapter is divided inte “of sections.
no.

ce Iost chapters indicate in the opening paragraphs ‘what the chapter will be
about. Read the first paragraphs of this chapter and #in your own words
state itc purpoce: . .

8

&

de  List all the bold-face headings which develop the chapter:

e. Ctate the technlieal purpose for which the-information in this ‘chapter
would be useful.

/4/4/

e

. -
t1
(&)
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.
READING SKILLS - Metal Shop

OVERVIEWING IJ

Job Sheet #2  , | j

OBJEC‘I‘IVE;1 To devéloB the skill ofiaverviewing a chaptey in a textbook or a
technical book. ' ’ )

Overviewing is a quick and efficient way to get a) general idea about what is
in a book, a chapter, or an article. By overviewing you find out what a writer
is saying without reading every word he has written. There are two reasons for
overviewing: - (1) To examine new material to find out what it contains, and
225 To determine whether a epecific chapter containe information which you need.

MATERIALS: Machine Tool Operation, Part I Chapter #1, "The Machinist Trade."

'PROCEDURE: Qverview the chapter as follows:
1. Read the title. »
2. Read the bold;fgce headiﬁgs.
3, Read thg/openiné péiagréph(s).

4. Look for illustrations, tablés, symbol charfs, diagranms, etc.
- .Read. the captions.

\n
.

~ Record your findings below:

The-title.of this chapter is - R

&

This chgpter is divided into _. of sections.
L ’ no . .

L

c. Most chapters indicate in the opening paragraphs what the chépter will be about.

Read the first paragraphs of this chapter and in your own words state its
putposes E
4

d. List all the bold-face headings thich develop the chapterg

, e« ~State the technical purposes for which the information in this chapter would}/
be useful, :

AL




OBJECTIVE:

MATERIALS:

PROCEDURE:

READING SKILLS ~ MEtal Shop
OVERVIEWING II

Job Sheet #3

To overview a chapter in a textbook withoutvﬁiiting all the infor-
mation down.

%

‘Iman and Koch, Labor in American Society, Chapter #2, "Crafteman
and the Courts."

Overview the chapter as follows:

'10

2e

3.

‘4.

Se

Read the title,
Read the bold-face headings.
Read the opening paragraph(s).

Look for illustrations, tables, symbol charts, daagrams, etc.
Read the capt1ons.

If you have correctly followed the process of overviewing a
chapter, you should now be able to state the purpose of this

- chapter without having to write out all the information you

listed in Job Sheets #1 and #2. Complete the following state-
ment.

The purpoae of this chapter is B




OBJECTIVE:

MATERIALS:

- PROCEDURE:

*

READING SKILLS -~ Metal Shop
OVERVIEWING II

Job Sheet #4 .

S

To overv1ew a chapter in a textbook without writing all the infor-
mation down, .

\ s ..

Kursh, Apprentlceshlps in Amerlca, Chapter #2, "Wanted, More Skllled
Workers."

Overview the chapter as follows:
1. Read the title °
2. Read the bold~face headings

3, Read the opening paragraph(s).

-

Y

4. Look for illusgtrations, tables, symbol charts, diagrams, etc.
Read the captions.

5. If you have correctly followed ghe process of overviewing a

chapter, you should now be able to state the purpose of this
chapter without having to write out all the information you

listed in Job Sheets #1 and #2. Complete the following state-

ment: . >

The purpése of this chapter is:

@ .
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Aruitoxt provided by Eic:

Tou nowv r

. Uvervi

¢

EEADING SITLLS - Met. Sh
anrmum T

*Job Sheet A

foodesrslop the 2lill of provieuing
. L

ving, as you have sen, gives you a general idea of what is in a

; an articl..

3

book, o cloob oy, or dn afticl . In provicuing you take a closer look at a
chapter, an article, or a bookl:t to gut a more specific idea of the contents,

and nat .o,
“ind.

i Ajlt .é\vfi
Longsthy mat- rial, like o tobbook, Previowing helps you cave valuable time
and effort,

RIs%

1A TE LI’.LJ

ST B ERE NI
SRR .
————— r—

dwl bl title, heddings and subheadings, words in special tyoo, caétlcno,

130, you read the fert and last paragraphs and any summary "uu may

.

i 18 most us-oful with short c-lections; it is least uscful with

It gives you a good idea of what is in an article without riading

e wornd.

s

Jetorson, Am orica's Labor Uaions, Part II, chaptor 3.

Jreeview chaptoor 3, part 2 of the assigned mateorial uwsing the following
Crmcedure: )

. ol cieotthe Bit1o. “
) 2. Read thee headings and subl-adings,
< ’ 3¢, Hewl the fipst and last uar**raghs.
1. Howg worls, shras s, and s'nt ‘ness in boldface, italies, or
obl oo L,ld.l type.
oo Yt Rt oy summary that you mizht find.,
f£. Lowi at tie. pictures, tables, maps, and ;raphs. F:ad the
- . cartions, .
o T. hnsuer the folloving questions:
’ S a. Thstdtle of the scotion is
b. Thic scetion of the book deals with s
. .
) . c. T first maln heading of the section T-11s
- .
b ~d. Uhat is the Secund main heading of the section”
e Wheh information, can you cxpect undor this heading?
f. Mhat Linds of 11ists can you find in this seotion, and for
what would they be usful?
(e a0y uhat purpos.es weuld the 1nform4t1un in this chapt -r
be nseful?
J a9
. 154
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Aruitoxt provided by Eic:

mat -
ffert. o It

. ¥

ox; BN, articl . da apoviowing yuu take @ ¢loser lock at w chapt vy, an
cific idea of the contents, You now rvad
words in special typo, é&ﬁtinnu, and notus.,

tha 111“ it :md laot *:adra@agh.s -.nd any aumnurj you may tind.

'&'v -

D ; -
dd"gul with short goelogbiono; it is least »Ueful with
hobosdbeols - Py oawlowing los you sav. valuable time and

WL, lb oSt
'lgkla' 111»- )

Plves. you o uo®ﬂ~idua of wnat 16 "in an artidls : without reading every
. 2 - ’ . A ° ) ’
\"ldicF’ B.F., Lubdr Toda, 27 - Chaptbr 1, Part 1. e

Treovisw Chaptor 1, Part 1 of the assigned mat~r1a1 woing bho fOllONan“
T procsiutesr .

- ) .
1., Temd thie tible. o
J. Read tho licadingerand subhwadingn.
Je.xficad tho first and lus @aragraahu.
Te obad all >umtati0n“ and senbenecs 8et apart in cpocial typu.
Yo Roead anyg mpary thet you might fiad.
to Look at ﬁuu iotures, tahluu, maps, and grapgg. ftead the castions,
T Qﬂ wor the f@l%y#ln‘ questionss

A ,&.r?Thu titie of the chlaptor is
¢ b Thg‘ingormation-ccntalnuﬂ in the chapt-r dealy with

4

c. 'Lln your own Jurda list two upinlunB given rvharding .
automations _
1 “’ 5 W B N

d.  Stato in your.ownm words yoar intarprotation of the statment

1u tulJ uu@pter, "7t is sometimes said that avtomation Jovme
frmd o the laborer to the status of a gorvant to a machins.®

“

LY




CRJHCTIV:
—te

VYTV

dool, o chast vy er an article. Ia previowing you taks a cloger loek at

IEADING SEILLS - Met. She
PHEVIEING .

Job Shect #3

Poodevelop the wkill of previowing an articl:.

ficwlag, ad you have seon, gives you a gencral id a of what 18 in a

ot

bnugt~r, an article, or a bouklet to get a more specific idea of the contonts.
You now proad the title, headings and subhcadings, words in spocial typo, captions,

and nat,u.
find.

4loo, you ruad the first and last paragraphs and any summary you may
. ~

Arovicwing is most us-ful with short selections; it is least useful with

Tenpt oy matorial, like a ®extbook. Praviowing helps you sav: valuable time and
AAfert. 1t sives you a good idea of whot is in an article without reading overy

wurd.

ERIC

Aruitoxt provided by Eic:

B

Cuplos of the publication Stocl Facts.

1. fo to th £ile and obiain copi-s of Sbcel }*‘“wts.

o find an article which interesis you and groview it, using th«
followine: procedure;
. d. jeernd the $itle.
Lo Head the headings and subhadings.
e H,ad the first and last paragraphd.

de  Rrwd words, phrases, and sentences in b ldface, italics, or
sthor apecial typesy
~

se o Read any summary that you might find.

f. Lool: at the picturcs, tavles, maps, and graphs; Read the
cantions.

e Answer th following guestions:

a. The bitl o of the articl. is and 1t appears
in th issue of JSt.el Pactas.
e This articl - doals with .

G

P firgt mein heading off the article tolls

le Th: othor main points which the article deals with are:

(17, (2}

G (4)

. 2. Pur what pufposes would the information in this artiel-: be
useful”

f. Swemarico in tws or thros sentences the content oft the article,

Xds

450
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Job She b &L

CBJECPIVE: 1o dovelop the skill of prericwins an article.

(rrorei cwings, a3 you have seen, ives youra general 1doa of what i7 in a
book, o chast vy or an article. In peevicwing you talie a closer) look ut a
chapt :ry, an article, or 2 booklet to et a morc sneciiic idea of the contints.

CYou now road tho title, headings, and subheadings, words in cpecial type, .
"thl”ﬂw, aad notes. Also, you read the first and'last paragraphs and any

Summery Jon Mlj‘f*nd.
Or wic gt ig nost usefual With short solectiensy it is luast usofual with
Lingt mut‘li’l, 1ike n teztbook.  Proevi wing helps you save valuabl o time and
~ffert. 1t 1v~s you a jood_ idca of what is in an article without roading overy
. uwerd.

«

MAPERIALS:  Copies of the publication The BedoPationist.
2 ' } o B
PRCCEINHE: L. 66 to the file and obtain copies of The Fud.orationist.
- C. Find an article which interests you and proviow it, wsing the‘
- ?ollow:mb pTObuduré'

a. Heed the title.
. b. leead the headings and subheadings.
" ¢. Pead the first and last paragraphs.
d. Ffead words, phrases, and sentences in buldfaCU, 1tallos, or
other special type.
. Read any summary that you wmight find.
o . Lool at the pictures, tables, maps, and graphs. Head the
captions.

C 3. Answer the follewing questions:
‘a. The titl - of th article is and 1t appoars
in the issue of The FPederatiomist.

- {date)
b. This article deals with
&. The first main heading of the articls tells

d. The other main points which the article deals with ar-:
(1) (2
(35 - (4)

e wnatykinds of 1ists found in this article, and for what would
th j‘b& useful”?

f. Summérizs in twe or three sentences the content of the article.

‘
LI ol ‘
Q ! / |
| | ’3
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: READING SKILLS ~ Metal Shop
SCANNING '

Pre-Test
AN

- OBJECTIVE: The purpose of the Scanning Pre~Test is to. help you become aware of the

' importance of having skills in 1ocat1ng specific 1nformation both

quickly and accurately. 'y

PROCEDURE: . 1. .When you begln the test, record your time on the 1ine provided.
2. Locate the books assigned in the library, in the classroom, or in
- the Metal Shop. ~

3. Working as rapidly as possible, find all the information asked for
in each guestion.

4. When you finish the Pre-Test record your time and figure your total
time. Put your total time in the space provided on your Record
Sheet. : -

BEGINIING TTIE:
(ULSTIONS: |

l. I.A. NETALS WORE

Before screws had to be cut by hand. .
(date)

- CJe. Cooley, R, H., Complete lMetal Working

Files are named and classified according to length, sectional form,
and

3. General Industry.

There 2re wany kinds of arc welding, such as (1) .
() . ‘ , and

(3) . y

4. Tucker and‘éon‘Catalog.

that is the package quantity of 1/4 dia. x 2" long carriage bolts?

5. South Bend Gatalog.

What is the cost of 6 flat, smooth 10" long files?

6. General Metals, p. 71 R

Yhat is the aécondary color marking on an ¥6016 electrod?

1 e




\ o . .. " READING SKILLS - Metal Shop

LS

. . o SCANNING PRE-TEST, P. 2

1. Do Ali Cutting Tools’ a.talog, pp. 86-87.

, what is the decimal ecuivalent of a number 12 dnll" . .
i 9. Do All Cutbing Tools Catalog,

, - What is the catalog number ‘of a 10-24 N, C. 2 Flute, plug Chamfer H 3 :
limit Tap series No. D-305° -

w 'Y N
~ : ® \ . . ©
R . Concluding Time
Total Time _.
- “
& )
[3 v
.
. .

I=
P

L3 oot

5 irn 3
ERIC 4




UBJECTIVE:

N\

@&

MATEHIALS

PROCEDURE s

QUESTIUNS:

‘READING SKILLS - Hetal hop
SCANNING I

&

Job Sheet #1

To develop the skill of scanning for specific facts

°canning is a planned. hunt-skip-read process for finding specific factgm
names, dates, sizes, distances, prices, and similar information. When
you have to locate specific facts, scanning mey be the best way to do it.
When you scan for a specific fact, you dc wery little reading. Instead
you allow your eyes to move rapidly over the material until you find what
you are lookKing for.

JI.A. Metalwork, Unit 13, pp. 65=67

Read the following questions and scan for the answers, one at a time,

following these quides: i

a. Keep clearly in mind the question you want answered.

b. Decide in what form the answer should appear. For example, should
the answer be a word, a name, a number of a date?

c. Move your eyes quickly over the page, looking for your clues.

d. When you find what you think is the answer, read more carefully.

2, ¢{top reading when you have found the correct answer.

f. HRecord the answer in the space provided.

£+ Time yourself. Note your time on your record sheet.

1. . is a way of cutting a spiral groove

around the outside of a bolt or shaft.
2. The most common screw threcad series are s

and * ,
3. The 1" National Course bolt has threads per inch.
4. Hand taps are made as ’ | y OT

‘ ’ taps. : :

5e _ cut internal threads. .
6. cut external threads.
T. - are the same

as taper taps except that they arc used.for holes smaller thani",
%, A device used to hold the die is called a die '

Y. A complete set of common taps and dieB in a wooden carrylng case is
called a .

160757



N READING SKILLS - MET. SHOP.
- Y SCANNING I o

P

Job Sheet #2

-

OBJECTIVE: To develop the skill of scanning for spscifio faots

@<

Scanning is a .planned hunt-skip-read process for finding specific faots—=
names, dates, sizes, distances, prioes, and similar information., When

you have to locate speoific facts, scanning may be the best way to.do it.
When you soan for a specifio faot you do very little reading. Instead, you -
allow your eyes to move rapidly over the material Antil you find what you
are looking for. .

MATERIALS: Cooley, R.H. Complete Metal Working, "Piling," pp. 36-40.
M L~
PROCEDURE: Read the questions below and scan for the answers, one at a time,
following. these guides: ‘ )

a. Keep clearly in mind the question you want answered. .
b. Decide in what form the answer should appear. For example, should
the answer be a word, a name, a number, or a date?
C. Move your eyes quickly over the page, looking for your clues.
- d. Record the answer in the space provided.
s Time yourself. Note your time on your record sheet. -

QUESTIONS: 1. What is the name for' the portion of the file $hat receives the handle?

2. Files are named and classified  according to what three factors?

a. 1 / .
b. | "
— Ce o

3. Single out files are used on hard or soft metals?

4. What is meant by the safe edge of the file?

5. List the files named on these pages:

‘6. wWhat is the main fault in filing?

T. Turning the file 90° to the anci moving it sideways is
called filing. o




*

OBJECTIVE:

MATERIAL:

PROCEDURE :

t

QUESTION: :

ON
UNIT
3

. - READING SKILLS = Met. Sh.
- ’ SCANNING I

Job Sheet #3

1]
+ - N “ .

To develop the Bkill of scanning for specific facts.

Scanning is a planned hnpt-sklp-read-process for f1nd1ng specific factg——
names, dates, sizes, distances, prices, and similar information. When you
have to locate specific facts, scanning may be the best way to do it. To
scan for a specific fact you do very ¥1ttle reading. Instead, you allow

your eyves to move rapidly over the material until you find what . ‘you are
looking for. . .

Lindbeck and Lathrop, General Industry, Chapters 33 and 34 "Adhesive
Fasting of Metal, and Welding, pp. 136-142.

Read the questions below and scan for the answers, one at a time,
following these guides:

a. Keep clearly in mind!the question you want answered;
b. Decide in what form the answer should appear. For example,

- -ghould the answer be a word, a& name, 2 number, or a date?
C. Move your eyes quickly over the page, looking for your clues.
d. _ When you find what you think is the answer, read more carefully.
¢. Time yourself. Note your time on your record sheet.

l. GSoldering temperatures are held below - degrees,

2. Solder is a mixture (alloy) of . and ;

3. To solder successfully the work pieoes must be
and .

4. The most common f111er rods used in braylng are copper alloys such as
v or alloys.

1. ) ) is another word for weldlng.

2." Pressure or force is sometimes used to help join the work pieces.

This is called :
3. The most common kinds of welding are
and welding.

4. In gas welding the most common inflammable £as used is )

5. Other gases that also can be used in gag weldlng are
y and .




a

READING bKILL& - Metal Shop
SCANNING Py

Job Sheet #4 y

OBJECTIVE: - To davelop the skill of ecanning for specific facts

anning is a planned hunt-skip~read=process for finding specific facts——
names, dates, sized, distances, prices, and similar .information. When
you have to locate specific facts. scanning may be the best way to do it..
To scan for a specific fact you do very little reading. Instead,
allow your eyes to move rapzdly over the material until you find t you
are laoking for.

/’ " &
Ca . -

MATERIALS: Read the questzons below and scan, fOr the answers, one at a tzme, followzng
~* these guides: . . .

a. Keep.clearly in mind the gquestion you want answered.

b. Decide in what form the answer should appear. For example.
should thie answér be a word, & name, a number, or a date? -

¢. Move your eyes quickly over the page, looking for your cClues; ‘ -

d. When you find what you think is the answer, read more carefully.

c. Time yourﬂblf. Note your time on your record sheet,

*

QUESTION: 1. Name the_two more common types of drives for the engzne Iather.

2. What heavy duty lathes use plain bearinga made from what kind
- ¢f material?

‘3» What is the lead screw's main function?

4. How is the lead screw driven? , e

&. The first gear of the gear train is called the i ‘ .
6. All lathes use a split nut called a




MATERTALS ¢

PROCEDURE:

QUESTIGNS ¢

OUBJECTIVE:

- =3 O
L]

READING SKTLLS - Met. Shop
SCANNING = II

Job Shect #1 . ¢ . %, o

[}

To develop the skill of scanning for numerical faots

Tucker and Sons Catalog, 1970, - - )
pen or pencil -
1. .In the catalog find the table of American Files and Paaps.
2. Scean the table for answers to the questions which are below, . 7 ‘
3. Time yourself. You should be able to scan the table and answer ‘
questions 1 - 4 in minutes. ]
l. How 1.8 the size of the file determined?
2. How many 4m Piles are packed in‘a box? .
3. many\\(‘): plws files are packed in a box?
4. wWhat would be the oost of 3 dopn mill second cut 10" long filel?
5. On the diagram page 135 which. -cut is shown as the ocourest?
. What is the difference between the plain file card and the combination?
 No. 104 file handles are for what size file'? g .

What address will you mail to for this order?

" Record time

What brand files are on these pages?




OBJECTIV: e

- MATERTALS:

Hi»\,‘ING I JLLO b “eto : Oh.
e OCANMING 1t

W
&
]

- Job Sheet.#2

To deﬁelop the skill of scanni$g for numerical facts.

" boall Cuttlng Tools Catalog

* PROCKDURLE ¢

LUESTIONS s

.:L.?.—_

1.

L1..

fad

S ’
In the sss1gned catalog flhd the table of chrometers, No. 850

!

serles. F i * e 7 ' l/“rk‘f, o

P * n . «
Jcam the- tab?e for answer# to, the questions whlch are below.
k

How to scan:

a. Ieep clearly in ‘mind ;/the question you want answered

b D801dP in what form the answer should appear. For example,
should the answer befa word, a name, a number, or a date?

c. MNove your eyes quickly over the page, looking for your clues. .

de. Uhen you find what you think is the answer, read more carefully.

Time yourself. Note your time on Your Record Sheet.;

-

tWhat do the symbols LNR indicate?

what do the symbols LNRV indicate?

-

wWhat 1is the catelog number for an English measure set 0-6" LNRV.
. Bhox
that is the total cost of a 2"-3" mike English measure LNRV and

carbide.tipped with case?

-

Give the full description and prlce of the mlke llsted under !
catalog number 607-205168, |




: . . READING SKILLS - Met. Sh.
7 : ’ bCANNING poy

»

Job Sheet‘¥8

OBJECTIVE: To develop the skill of scanning for numerical facts. .

MATERIALS: *American Steel Catalég{”-\\

PROCEDURE: 1. Scan the assmgned catalog to find the answers to the questions
listed below.

w

’ 2. How to scans: s ‘ ‘ ) »

r'd

a. FKeep clearly in mind the question you wnat answered.

b. Decide in what form the answer should appear.

c. Move your eyes cuickly over the page, looking for clues.

d. When you find what you think is ths answer, read more care-
fully.

l. Time yourself., Note your time on your Record Sheet.

. ®

LUESTIONS: 1. Round mild steel bars can be ordered in what range of diamijer?

@

’ : 2. that lengths are the above standard? .&

Js If given a cost per hundred pounds ‘can you, by usmng thls catalog,
flgure the price of a length of bar stock? .

It

1. ‘hat is the weight per ft. of a piéce 2 1/2 round mild steel bar?

5e Wh§gris the largest diameter machine bolt listed in the catalog?

*

f. You want to purchase a bulk container of 3/4 diameter 5>i/2" long
machine bolts. How many will you get?

. 7. You will now need some heavy duty hexagon nuts for the above
‘ bolts. *ould you have enough if you purchased a package container?

4. Yeu now must order standard wrought washers for the same 3/4"
machine bolts. If you purchased 50 lbs., would you have more or
less than enough‘P

-

9 ‘ 166 /60




| ﬁw@)’.ﬁq . (/ ,«A ‘v'«“,“«\‘?‘z’ . REA_DING SKILLS = __’Iet. .S:.Il.
2o | , SCANNING II :
| D ._‘:‘ ] 5 R
‘ . - Job theet ' 4- _ s

OBJECPIV:  Po develop the olill of gcanniny for numerical facts.

-

MATH&%ALU: Tucker and sons CGatalog, 1770, .p. 174

PROCEDﬁRM: 1. In the above ca}alog ié a tﬁblé of prices for pliers.
k “».  3can the table for prices to solve the problem listed below.
3, Time yourself. Note your time on your Record Sheet.
. . Is your speed in locating numerical facts improv%pg?
PROSLEIL: 1 wish to purchase several items. Please give me the total cost of
: »f the following order. ‘
.. | - = IYPE | 0. Itk . PRICE
. |
v 2. Chamellocl. Linemans 2 pr. 6"
b. Channellocl pump % 6 pr. 9"
7 . c. thamnellocl DiagonaljCutter 3 pr. ™
‘ Y4, nripmaster 4 pr. 1o
A . ©. Poctet size’ 2 pr. 6"
i t'. Big Champ 4 pr. o .
A _ ] - Total Cost $
- 5 = ; ‘{ X %
|
. %
| -
= 1 .
‘k
\.‘1 ) -
‘ %
B \5
|
M «




MATERIALIS: General Metals, P. 263 o

. :  READING SKILLS -~ Met. Sh.

. o SCANNING III
Job Sheet #1

OBJECTIVE: To develop the skill of scannlng for a name and number.

.
&

V ?ROCEDURE: 1. In the assigned material find a chart of common mile-steel

QUESTIONS
1l‘

5«

! ’ S S
o’ \

electrodes. e

2. Fallow1ng the procedure for‘scannlng which you learned in
: Scanning I and Scanning II, scan_ for the answers, one
question at a time.

@

3. Time yourself. Note your time on your Record Sheet.

4 e

What is the one thing whlch all the rods listed have in common°

w

)

4 ) U . ‘
For deep penetration, would you select a 6013 rod?"

What cglor designates the 6013 rod?

7

What two of these rods do we use most commonly in our metal shop*
State both number and color.

-~

No. S ) ) Color

No. o . Color {

Which rod has a llstlng for D-C only°

- le . .

One rod 1n4part1cular 1s glven for use on pipe lines. Give its
number,

2]

If you were going to weld on your car bumper, which rod would you use?

>

What is the main difference between an E4013 and an BE601l rod?

168 ;a0 :
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RFADING SKILLS- Net. Sh.

. ‘ v SCANNING ‘III
Job Sheet #2 . ’ i
NBJECTIVE: To develop the skill of scanning for a name and Number. 7
HATERIALS: SouthVBend Catalog i T

PROCEDURE: 1.

-

3 L
OUESTIONS:

1. 19K u.n.

¥411. in the Part No., Description, or Item No. wherever missihg.

Following the procedure for scannin% which you have learned,

bcate the information as rapidly as you can.

Time vourself.

Be accurate.

Record your time on your Record Sheet.

Headstock ‘fodel A.B. & C.

e _ ItemNo. _ Part No. Part Name
. i,;-ﬁ.r?l§; _ Oiler
e ) Solid Shim (List All)
L 1 L __AS512K1 - ) ;‘;.*;;;;&,a
I - ) e
2. 10 Wide Range Gear Box
.. _Ieem No. Part No. _ Part Name
. A ‘ - _ Index Plate (23)
e | asersme , -
22 A
L f= a_a__-_‘l _ o

169
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READING SKILLS - lMet, She
SCANNING III

Job Sheet 43

ORJICTIVE e 'Po develop the sl ill of scanning for a name and number.

VATERIALS: Pelrer, General Metals, p. 71, Fig. 12-6, Table 17'-l.
PROCEOUTY:: 1. Locate the Assiymed Pigure and Table.
e Fellwoing the procedure for scanning vhéch you learned -in
Scanning I and II, scan for the answers to the guestions below.
e 'Pime yourself. Record your time on your Record Sheet.
LTINS
l. Are number or letter drills larger in diametery
Y
Ze “hat is the Jdecimal ecuivalent of a number 77 drilLv
} m N
' *
;’/ se  Which is the larger in diameter, a /64" drill or a nunber 49 drill?
4. hat is the diameter of the largest letter drill? ‘
Yo What iz the diameter of the smallest number drill?
fo Which 1 the closest in sise to a 7/32" diameter drill,a mudber
. . 3 drtl or o vumber 2 drills ‘

" 9 3 Q = - . . N " o — N ’«F) *

fo How many sete of drills are there which are smaller than 1,077
et e a0 o P e

. What are the number ranges of the aumber set?

Y, What are the letter ranges of the letter set?




OBJECTIVE:
MATERIALS 3
PROCEDURE:

QUESTIONS:

’

; READING SKILLS - Met. Sh.
SCANNING III
Job Sheet #1,

To develop the skill of scanning for a name and number.

Doall Cutting Tools Catalog, pp. 86-87.

1.
2.

3.
L.

: I.n”ﬁhe" assigm;d material find ‘the table of priceaj’tor taps.

Following the procedure for scanning whi"ch you léarned in
Scanning I and II, scan for the answers to the questions below.

Scan rapidly and accurately. )
E J :
Time yourself. Record your time on your Record Sheet.

/

"1. List the price pf‘»l of each of the following; No. D=303i

a.

b.

¢. 3/4=10 NC 3 flutes, plug chamfer, Limit H3

5/16-18 NC 2 flute plug chamfer, Limit H2

5/8-11 NC 3 flute, plug chamfer, Limit H3 ,, ’\

L

2. Yist thé® catalog number for the following No. #-3051

Q.
b.
Ce

d.

L-18 N.F. 2 Flute Plug Chamfer, Limit H1

8-32 N.C. 2 Flute Plug Chamfer, Limit H2

6=32 N.C. 2 Flute Bottoming, Limit H1

171
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A

READING SKILLS - Met, She
- SCANNING
Post-Testv .

The purpose of the ucannlnb Post-Test is to determlne how much you have
imporoved your scanning skills.

1. When you begingthe test, record your time on therline provided.

2. Locate the assigned books in the library, in the classroom and in the
/;l Metal Shop.

.

4. Working as rapidly as possible, find all the 1nformatlcn asked for in
each question, -

4. When you finish the Post-Test record your time and figure your
"~ total time. Record your total time on your Record Sheet. Have
you improved your scanning skills? . .
5. Compare the tisie it took you to complete this Post—Test with the
time you recorded on your Pre-Test performance. Record the DIFFERENCE
in number of minutes

BEGIINING TIME [ — _ CONCLUDING TIME -

TOTAL NUMBER uF MINUTES

1. Do 411 Cutting Tools Catdlop. pp. H0~7.

\ o " Find the catalog number of a 10~24 N, C, 2 Flute, Plug Chamfer H3
Limit Tap series No. D-305.

2. I.A. Metals Work

Screws had te be cut by hand before what date?

3. General Metals, p. 71.

Give the decimal equivalent of a number 12 derill.

L. Cooley, ‘R. H.y Complete Metal Working.

Files are named and classgified according to ’

and . , .
¥

. General Metals, p. Z6bL.
Name the secondary color marking on an E6016.electrode,

6. General Industry.
List three kids of arc welding and the page on which you find the informations

1. Page
<o i Page
3. v Page

172 /ee



7.

Fe

©

Pucker and Son Catalog - ) ' . ) .

4

Find the cost of 6 flat, smooth, 10" long files.

Americaﬂﬂsfeel Catalog.

Give the. package quantity of 1/ dia. x 2» long carriage bolts.

South Bend Catalog.

Find the part number and part name for item number 20 for headstock 10 KVD, Mbdel
A, B, & C.

(Part No.)

i

(Parb Name)

173

.




READING SKILLS - Met. Sh.

SKIMMING
Job Sheet #1 .
quECTIVE- ,To,deve}op the 8kill of Bkimming °f0r main iduas. /

Skimming for main iduvas is a paragraph—by-paragraph search for the
main ideas in a chapter or an article. When you skim for main
ideas, you focus on each of the major points made by the writer.
You still don't read every word, but you now go deeper into the

: 0/ material than before.

MATERIALS: Popular Mechanics, June 1970, "Make Your Own Coil Springs."

PROCEDURE: 1. Go to the library and obtain the above magazine.

2. Skim the assigned article wsing the following procedure-
a. Read the title.
b. Read the headings and subheadings.
c. Read the first sentence of every paragraph. -
d. Read the last sentence of every paragraph more than five

lines long.
3. Answer the questions below.
4. Return the magazine to the librarian.

i
o |

QUESTIONS : AN \
1. In your own words, aummarlzu the information contained in

, this article.
7. What kind of wire do you usc to make coil Springs?
3. How much longer should the mandrel be than the spring?

174
76
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_ REARING SKILLS - Met. Sh. ..
de .o ~~.  SKIMHING |
Job gheet #2 - ///
L 4 - o
. OBJECTIVE: Tov develap the 8kill of skzmixyz for main ideu
C .  “, ~ Skimming for main ideas is a para.grn.ph—-by—pa.ragra.ph -ea.rch for the
.k LA main ideas in a chapter or an article. When you skim for main ideas,

" you focus on each of the major points made by the writer. You

still don't read every word, but you go deeper into the mutenal tha.n
before.

WATERIALS: Popular Mechanios, June, 1970, "Tapping Crooked Holes? Try
o ) This Gadget .®

PROCEIURE: 1. .Go to the library and obtain the above magazine.
2. Skim the assigned article using the following procedure:,
a. Read the title.
b. Read the headings and subheadmga
¢. Read the first sentence of -every paragraph.
d. Read the last sentenee of every paragraph more than
_ ’ five lines long.
3. Answer the quest:.ons ‘below.
~~4. Return the magazine to the librarian.
QUESTIONS: 1. 1In your own words, summarize the 1nrormata.on contained in this
article. v
2. What materials do you-mneed to make this device?

[

o
W

, 175
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UBJECTIVE:

MATERIALS ¢

- To devc;pp the skill of skimming for main ideas

READING SKILLS - Met. Sh.
SKIMMING

Job Sheet #3

=

Popular Mechanics, March 1971, "A Mini-Drill Press for Hobbyists."

PROCEDURE :

QUESTIONS :

l. Go to the library and obtain the above magazine.
2. Skim the assigned article using the following procedure:
a. Read the title.’ ‘ .
b. Read the headings and subheadings.
c¢. Read the first sentence of every paragraph.
d. Read the last sentence of every paragraph more than five
lines long.
3. Answer the questions below.

" 4. Return the magazine to the lidbrarian.

1. In your own words, summarize the information contained in
this article.
2. What kind of motor powurs this press? "What horsepower?

3., What maximum size drill will it take?

.

176
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~ UBJECTIVE:

MATERIAL:

PROCLDURE s

J

SUESTIONS s

? - : 'READING SKILLS - Met. Sh.
: SKIMMING FOR MALN 10Bau

it

“Job Sheet- # 4 @y ° o -

_’ ” . .
“To chuck how well you have learneduthe procedure of skimming
Miller, James Nathan, "It's a D2ad-End Road for thi' Dropout® .’

1. Obtain the specified article from the file.-

2. TPollowing the skimmidg procedure you have been practicing in -
i the preceding job sheets, and ekim the article.

3, Answer the questions below. ’

i ) -

1. What happezns to the person who tries to "fake" having a
high school diploma¥ ’

2, List three reasons why students often drop out of school,
accordins to the article: ’
Qe .

b. :

Ce

> . —

3, Comparc working conditions and school conditions as often
experieced by the dropout. . .
How do they differ?
In what ways are they alike? N

4. Some jobs are "learning by doing" situations where the
employer trains you. Are these increasing or decreasing?
Are there more or less pebple in qompetition for these jobs?

5. The article states that the high ahcool idploma has come to
mean throe things. Nam: them.

Qe
be _. *
c. . ‘ 7
€. A high cchool dropout can always enlist in the Army if he
can't find a- job. Yes No -

Explcin your answer.

7. An employer ffom Portland, Oregon, 1is quoted on his feelings
regarding the hiring of dropouts.. Summarize what he says.

{

177
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OBJECTIVE:

MATERTALS »

PROCEDURE s

v hd

HEADING SKILLS = Mut. Sh.
UROANIUING WHAT YOU HAVE KA,

- 1. Explanation of a
' : Teohnical Procass

Job Sheet #1

v ®

To gain c¢xperience in réading the written and diagramatic explan-
ation of a technical process. To be able to organize in a list
the sequence of events in the process.

i.

)

e

Pamphlet, "Welding and Cutting", pp. 32-33 .
Diagram of -cutting torch. Obtain the diagram from the file .
cabinet. Return the diagram to the file when work is finished.

@

This i a technical selection and you should read it differently
than you read literature or social studies,

This selection éxplains a procecss.

These instructions tell you how to read material that desoribes
_ a process, :

1.

.

Study the diagram of the cutting torch. Réad the names. of the
parts. Then try to name them without rereading the labels..

Read the introductory paragraph.” Read the firast section; read
Just one sentence at a tims. If it ‘mentions something shown on
the diggram, look back at the diagram after reading the sentence.
Read the next sentence the same way. Stop and think about each
scntence after you have read it to make sure that the meaning is

" claar to you.

Af'ter reading the entire cection in this wa&, try to explain
to yourself without looking at the book Just how the process

takes place. )

Work with each of the remaining sections in the sams way thet
you vworked the first one. . :

.

Then, do the following:

List in order the oteps that take pi&ce ih the procebﬂ which
has been described. Use this Jjob sheet for your listing.

Return the diagram to the file and the pamphlet to the, correct
shelf.




K - RBADING SPILLS = Dotal Shep -
S - ORGANTC TG WHAT YO AW 1l ——
TI1. Cause and Bffect e

Job sheet..* 1

Q7 OPITHL: To gnin experience in lldent ifying effects produced by causes.

POTTRTALS:  Pamphlet: Welding and Cutting, page 80, paragraph.
‘ page 21, paragraphs 1 and 2

-

Coate 1. Read the assigned paragrapho.

' ?, 1In the paragraphs dssiyned causes are civen which lead up to zn
effect. Reread the parigraphs to identify the causes and cffects.

%, ¥ind two causes in para.raph 5 and sum thea - up in a few words on .
tte lines*Tollowing Caule. v .
) : AL

lo Hing two etfects 1n pacyraph % and sum then vp in a fey woras on
" tice lines following 5itect. . . >
. —

0

“.,  0epeat Procedure % and | fors combined Paragraphs 1 and 7 on oo Sl

-

s Ty Pragraph T

. .
“
3
* ¥ OTr 1. "
v - -
. . 3
) .
P "
PR ' R
veme 71, faracrophs 1oand T . .

.
1} ks E)
WY .
l vﬁijﬂ " ,NJ(\J P : 1 L “
hd -
il
. ——
¢ - . ;
o
&
° “
.
b ‘ v v 4
i A :* 2
. 5
1
-
? .
& ¢
— . .
- N . -
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Job Shcet #2

-

- READING- bl({—LLS~-*Het Shi—— ———
- ORGANIZING WHAT YOU HAVE READ S

III. Cause and Effeo# P

]

OBJmTIVE- To gain experience in identifying effecis produced by causes. ‘

MA’PERIALS Machine*Tool Operation, X, page 186, paragraphs 1 and 2

2ROCEDURE: 1. In the paragraphs assigned causes are given which lead up
to an effect. Read the paragraphs to find out what these are.

2. Find ‘the cause in each paragraph and sum it up in a few words

on the line following cause.

3. Find the effect in each paragraph and sum it up in a few words

on the line following effect.
Page 136, paragraph 1:

CAUSE:

EFFECT:

Page 136, paragraph 2:

CAUSE: \

EFFECT:




R 3 : e«

, "~ READING SKILLS = Mct. Sh.
¢ g A ORGANIZING WHAT YOU HAVE READ

IV. Instructions for a procedure

E .
Job Shzet - #1

. GBJECTIVE: To read and understand jinstructions for carrying out a procedurc.
+  MATERIALS: Smith, Machining of Metals, pp. 110—116.‘,@7‘7 "

PROCEDURE: 1. Read the assigned material slowly and [with care to find out
different ways to locate center and cgnter drill.

>. Be sure to notice which sentences are directions and which
are explanations.

3,  (n the back of this sheet answer the‘questions 1-3 on page 116.

4. In‘bour own words list the procedure for each wayhbf locating a
center. .

-

5. In your own words list the procedure for center drilling.

6. Describe briefly the result you wish to obtain whin this
procedure is foliowed.

= -
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- - READING SKILLS = Met. Sh,
: ; _ ORGANTZING WHAT YOU HAVE READ

V. Instructions” for a
Procedure

%
!

Job Sheet #2

-
¥

'GBJECTIVE: To read and understand instructions for‘ carrying out a proceduré.

MATERIALS: Gen. Indusirial Machine Shop., pp. 36=37

PROSEDURE: 1. You will learn how to work safely on a drill press.

2. Read the following directions slowly and with care. Be sure
to notice which sentences are directions and which are ex-

'y ‘ planations. ,

3. List ;the’ directions in order in a few words.
a. *
\ b.
C.

i 4. Answer the following questions: ‘ E

| a. Why not reach behind a operating drill ﬁress?
b. Why should jou not hold the work to be drilled by hand?
¢. Describe briefly the result you Qilh to obtain when this

procedure is followed. (Note: Appearance, size, color—
what should the finished procedure or product look like?

182
/76
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READING 31 ILLE = fetal

Shop

L2

E

RIC

Aruitoxt provided by Eic:

> S ORGAUTIZING WITAT YOU HAYIT 1AL
V. Tnstructions for a Peocedur:
Job sheot 3
o LTI TS e RO - = ? 3 W 4" & e vy P b . - - 5,
LU e o e’ ud welerstamd Lastoictions for corrying oul u procedure.
P L IaLs s Gen.  Industrial Foachine Shop.,  pp. 36 <37
T s 1. You will learn how to wori.safely on a drill press.
T fend the tollowinge direstions slowly and with care. Be cure to
notice which sentences wre directions and which are explanations.
*.. Lizt the Jdirections in Hrder in a few uords.
. ‘Zt. -
L.
*' Y . - .
: 1o amtrer o followving aidoestions:
" ‘;““j‘i“ “,;a v:
L. -y not reach behind a operating drill press?
o iy ohould fou not hinly the work to be drilled by hand?
L. lescribe briefly the v ult you wish to obtoin whew thic peoscdure
1o Volloseds (Clotes pesrance, sise, color=what should thee Tin=
1z prosedure or nroduc! loow 1ike?)
N +
183
o ;77




, READING SKTLLS — Metal Shop

GRyierIve:

V. Instructions for a Procedure

Job Sheet #3 A

To read and understund instructions for ocarrying out a prooedur;e.

PATULRIALS: Gen. Industrial Machine Shop., pp. 36-37
PROCIDURE: 1. You will learn how to0 work safely on.a drill press.
2. Read the following directions slowly and with care. Be sure to
notice which sentences are directions and which are explanations. (
3. List the ‘d‘irections in order in a few words.
Ao i
b.
Ce -
4. Answer the following questions:
QUESTIONS @
1. Why not reach behind a operating drill press?
2. Vhy should you not hold the work to be drilled by hand?
3. Describe briefly the result you wish to obtain when this procedure

N

is followed. (Note: Appearance, size, color-what should the fin-
ish procedure or product look like?)

e

£
L

REE
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ORCANIZING WHAT YOU HAVE READ




PROCTBURE ¢

N

REFERENCE SKILLS - Auto. Mech.

o R | ) o'4 & N

: . . Elec.

. ! Mot. Sh.

“ ’ . Alphabotical Order
Job theet # 1 v

To eain practice in alphabetining,
Information Packet on Alphabeticél Order. ~
l. Read the Information Picket carefully. &

2. Below are some words which have been left out of the-word list
in the Information Packet., ’

3. In the space provided, write the two words that each word listed

below would come between. The first one is done for you.

P

After . Word - Before
marriage married marry i

l. mattress

2. mayor
\ ) 3. means
\
, . 4. melody

5« memorize

6. mend

T. merely

8. message

9. method

W




REFERENCE SKILLS - Auto. Mech, i 41_
g braft ———- — — - ——-
Flec, ng
:MOto She. - !
Alphabetical Order

Job Shoet # i

OWIKCTIVEs To gain practioe in alphabet121ng.“ N

3
NATERTALS: Information Packet on Alphabetical Order.

~

PROCFIURE ¢

A. F11l in the followihg blank spaces with the letters as they would
appear in alphabetical order. The first One is done for you.

MNO R B Z ’ T

W Y K H D F

B. ‘Arrange the following words in alphabetical order. '
summit, summer, summons, summery, summoner

10 2. ) 3. . 40

C. Write the following book titles in alphabetical order.

l. Erackles 1. .
2. St. Anthony 2.

3. A Special Scrapbook 3. . L ' .

4. 100 Hats 4.

5« The Middle ‘Mountain Se

v g




¥
REFERENCE SKILLS = Auto. ‘Mech

I Draft
- - S R e s ——plec.
) . Met. Sh.
o Alghgbetioal Order
Job Sheet # 3-
OBJECTIVE: To gain practice in alphabetizing. °
HMATERIALS: Information Paoket on lghahetmcal Order.
PROCEDURE :
A. Decide whether each statement is true or false.
If you think the statement is true, circle the T.
If you think the statement is false, oircle the F.
1. The word teacher would como“ﬁéforc teach. Y i
2. The word fiscal would appear before the word
first in a dictionary. . v T F
3. The name McNeil would nppear after the name ‘ o
Maas in a telephone directory. “ ; ' T F
4. Mt. Hope would appear after Mt. Davon in &
@irectory. . 7 r -
5. In an alphabetical listing, officer would
come after official. ’ o F
B. The following names are to be added to dxielephono hook. Arrange
these names in alphabetical order and write them in Column B.
Colﬁmn A ) Column B

1. Alice Meier '

2. Carl Meyer

3. John MoNeil : P

4. Herdbert Megler: | ‘ .

5. Jason Morris

6. Mary McAdams

7. Bernice Manners

8. Ellen Meyers

o

9. Constance Mofton

10. Ralph Mathews
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REFERENCE SKILLS - Auto. Mech.

- B S s ) ) ) © & - ——————
‘ ' Elec.

Met. Eh.

Guide VWords

é

Job Sheet # 1
OEJECTIVE: To gain practice in using dictionary Guide Words.
MATERIALS : Informatioanacket on dictionary Guide Words.

PROCEDURE: ' 1. Look at the list of words below. Take one word at a time, and
look at its letters carefully.
2. Then 1look through the list of guide words on the Infor. Packet.
. 3. Find the pair of guide words that would appear on the page where
your vword would be found, and write these words below. The first
one is done for you.

l. eard ° ) capture careless &

2. whiskers

3. Jingle
L, drawn
5. Jail
6. intend
T. grade
, t. enormous i
9. ﬁupdrmérket i g
10k  elect
11. uvalley '
l12. zone | ;
13. teach °
1k, yesterday
15. victory
16. reélize -
17. frtmf M- 5
- ; %
. 188 R , )




MATERIALS @

PROCEDURE: 1.

o

&a&

decide
daisy
deal )
dangerous
damp - W

leap

level
lemon
livrary
lear

lightning

English

Fukimo
envelope
escape
enter
everybody

UF el

useless
understood
unthappy
upper
Sunless

REFERENCE SKILLS = Auto Mech.

——> _ ... ... Draft
T T T T T IR T T T = Elec.
= ) - Met. Sh. [
Guide Words
Job Cheet # 2
OBJECTIVE: To gain practice in using dictionary Guide Words. - ’

Information Packet onwdiétioﬁary Guide Words.

Below are four pairs of guide words that could be found on dic-

tionary pages.

Under each pair of guide words is a list of words.

Decide which words in the list could. be found on that page.

Circle these words.

Then write the circled words in alphabetical order in the space

-

‘leave

darkness ¢

debt

date

dam
December
dandy

leaaon

less
lime
least
linen

caquator

especially
enormous
enjoy
event
enough’

usual

yniform
urge
use
unusual

- upstadirs

*

.
be
G
d.

Qe

b.
c.
d.

provided. Two words in Croup 1 are done fpr you.

daisy
dam




i}

QUESTIONS :

1 TTH

’

©—-- - — ——-—REFERENCE-SKILLS = Auto. Mech.
Draft .
Elec.

TABLE OF CoNTENTs Met- Sh-

Job Sheet #1

A

o gain practice--in using a table of contents

Information packet on table of contents ' 4

1. Read the information packet on table of contents carefully.

2. Use the table of contents of the book Science for Young "People

’ (included in the information packet) to answer the following
questions.

1. Un what page would you begin to read if you wanted to find out

how electricity is produced by generators? )

Write the title of the chapter which tells about how people grow.
If you wanted to find information on heating where would you look?
Write the name of that part of the book which would tell about
interesting things that you can do to learn about science.

Write the numbers of the two chapterd which tell us aboul water.
What are the three kinds of simple machines gpentioned in this book?

LE R

NN

Answer the following questions YES or NO:

7. The index in this #ook comes before the glossary.

‘4. wpriction" is a chapter heading.

9. "Organisms" is a subtopic under Chapter V.

10. Page 257 has pictures on it. ‘

11. You will probably find some information about ores under the subtopioc
which begins on page 12.

12. You find "Heat" listed as a subtopio in this table of oontents.

13. Chapter V will probably tell about machines.

14. There are nine chapters in this book.

»

o




CBJECTIVE:
MATERIALS:

+ PROCEDURE:

QUESTIONS:

[

.

RIRE

REFERENCE "SKILLS . .
° TABLE OF CONTENTS -

,: - . Job Sheet #QW”,‘;_’

<o

To gain practice in using a table of contents

Information packet on table of contents

1. Read the information packet on table of contents carefully.q

2. "Use the tablé of contents of the book Science for Young People
(included in the information packet ) %o answer the following
questlons.

Answer the following questions YES or NO:

le You can find out how sound travels if you read Chapter II.

2. The chapter "Simple Machines" includes generators.

3. You would find meanings for speoial words on page 261,

4. The chapter "Chemical Changes" contains a subtopic entitled
"Chemicals in Air."

5. The: reference sections in the table of contents include a
bibliography.

6. This table of contents tells how many pages the index covers.

7. You will probably find some information about eyes in Chapter II.

3. Chapter I will probably discuss oxygen.
9. . Each chapter has three subtopics.
10. You will find information abou something whioh surrounds us on

page 6. - . 4
Write the answers to the following%questions in the space provided:

11. On what page_does the section about music begin?
12. Where in the book would you look if you came soross a word whose
meaning you didn't know?

On which pago does it begin?

-

i3. Whioh is the Ionger chapter, "Phe World We live In" or "Seeing
and Hearing"?

H
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\, _ REFERENCE SKILLS I -
ST T e e Q "OF CONTENTS .

Job Sheet #3

' ORJECTIVE: To gain practice in using a table of contents

[
4

MATERTALS: Information packet on tablevgg contents, Part II

PROCEDURE: Read the information packet on table of contents, Part II carefully. .
Use the Table of Contents from the sooial studies book (inoluded o
in Part.II) to answer.the following questions:

QUESTIONS: 1. What does chapter 20 say that free people need?
2. What are the names of the chapters that make up Unit 14°
3. what was a cause that led to the first world. war in 19147
4. What is the great issue whioh is facing the world today?
5. what brought about new ways of workine?
6. Who were leaders in world trade?
7. Pollowing what world war was the United Nations formed? e
8. In what oountries did dictators take over during World War 17
9. To what page would you turn if you wanted to read the chapter
entitled "World Ways Today"?

0 -




~ 7" PROCEIURE: 1.  Use the following table of contents—to answer the—questions- below.

OBJECTIVE:

*»

..

2.
3.

1 "
. S i .
Testing Forming and Testihg Hypotheses 4
Hypotheses by Piecing Togehter Information :
Ideas Einstein and the Atom * Everyday Hypotheses ° .
Testing Your Hypotheses . Anot\her Way to Pind Out
2 Why Condition the Air? 17
b Humidity ° Relative Humidity * Finding the Rpla~ o
Conditioning tive Humidity
the . : ‘ ‘
Air Warming Up 23

Heating Our Homes , 28

Cooling Cur Homes

1.
2.

3.

To gain practice in using a table of contents

- line after the word page. The first one is done for you.

How Do Scientists Get Answers? : 3.

RN
How do scientists test their ideas? e
a. Porming hypotheses b. Testing hypoth - Page 3
What are three ways in which we get warm? - - . .
t: 1 bo Ce Pa.ge
What are four ways in which we_ cool our homes? /
8s
b.
Ce .
ds

. & 193

/r7

REFERENCE SKILLS ' o
TABLE OF CONTENTS | i

Job Sheet #4

Write each answer in the space provided below each question. -
Then write the page number one¢which the chapter begins on the

TABLE OF CONTENTS

How Do We Get Warm by Conduction? ° How Do We
Get Warm by Convection? * How Do We Get Warm
by Radiation? .

%

Space Heaters ¢ Central Heating . Fire
Prevention . Controlling the Humidty of, Aire
Heating Systems for the Future

Why Houses Cet Hot in the Summer- - How Do We

Cool Houses? °* Cooling by Moving the Air -

Cooling by Shading ° Cooling by Reflecting 5.
the Sun's Rays + Cooling by Air COnd:.tloners .

What Temperature is Best for You? -
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REFERENCE SKILLS Auto. Mech, -
o ) Draft,
) Elec.
" ‘ A _ . g Met, Sh,
‘ Index

Job Sheet #1

S

OBJECTIVE: To gain practice in using the Index of a book.

=3

MATERIALS: Information Packet on Index, Part 1.

&

PROCEDURE: 1. Read the Information Packet on Index carefully.
2, Using the sample index psge in the-Info. Packet, Part 1, answer
the questions below. The, first one is done for you.

,
wkicickk
QUESTIONS ¢ " kS

l. On what pages will we find inlormation about what magnets can pick up?
Pages 141-143

3 @

] .
2, What does 125 after the topic 'Moon" mean?

3. Where can we find information about what causes night?

"+ 4, 1s there-s picture in the book about muscles in the eye?

5., What is the first pagé on which we can find inforlftigg about milk?

6. Where can we locate information about how plants grow taller?

. 7. Write the number of every page that tells abdut how plants with seeds
¢ grow,

8. Under what topic would you look to find out if crickets molt?

9, Where can wve find information aboﬁt thesdiltance of the moon from the earth?

10. Is there information on milk in the diet on page 1677

194 “
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3 : REFERENCE SKILLS
Index
% Job Sheet #2 ‘
OBJECTIVE: To gain practice in using the Index of a book.
. MATERIALS: Information Packet, Index, Part I. o
Sample of an Index printed below,
‘xPROCEDURE:< 1. Below is part of an index that might have been taken from a socinl
studies book,
(W 2. Use this index to answer the questions which follow. The first one
kY is done for you,
* ok ok ok kK
CORN DAIRY FARMING
in Iowa, . 169 begining of, 37
in Ohio, 170 - pioneer, 38

in Pennsylvaina
used by Indians, 61

Wisconsin, 99-101

-

used by Pilgrims, 63-63
COWBOYS FARMING
clothes, 14 in Arizonz, 184-189
horses, 15-17 - in Middle Atlantic States, 211-223
~ Texas, 94-9% . in Middle Western States, 235, 241
Western, 18, 93, 112 -in Southwest, .257-268 _
in Western States, 244-234, 272, 284
FIREARMS
muskets, 153
; pistols, 15 /
. | : rifles, 143 .
QUESTIONS :
1. On what page will you find when dairy farming began{in America? page 37
2, What does the social studies book tell us about cowboys?
3. About what kind of firearms can we find information?
4. In what states is corn grown?.
5. What pages will tell us about farming in the Western States?
6. 1In the topic "Corn" why does the subtopic "used by Indians" come before

"used by Pilgrims"?

7. Where/can we fird information about dairy farming in Wisconsin?

N

\ . N ¥

T L L
F7




REFERENCE SKILLS

Index

Job Sheet #3

OBJECTIVE: To 8ain practice in using the I?dffvff;f_fﬁfk' o

%__AA——A-—*QQFERIALS}"“"Iﬁf6§EiEIEHA§;Eket on Index, Part II. P e e
74PR6CE56RE: Read the Information Packet, Index Part ll_catefully.

Using the Index included in the packet for reference, Complete the .
following exercises, i

A, Underline the key words you would Ehoosc to locate the following. Then
write the numbers of the pages on which this informgtion can be found,
The first one is done for you, ,

1. A map of the Aegean Sea (7y page 91
2. A picture of Addis Ababa page
3. A table about Algeria ) page
4. A diagram about Afghanistan page '
5. A pictufe of an abiqul - ‘page
‘ 6. A map showing Amnan,iJordan . page .
) 3

B. Underline the key words you would choose tb find information on each
. of the following questiods, Then write the numbers of the pages on
which this information can be found, The first one 1{s done for ‘you,

1. What are the area and climate of Africa? ‘plgel 446,408,430 g
P ) “w “

2. fwhat are some of Africa's problems?
| |

"

3. JWhat is the 1mp6ttance of the Adriatic Sea?

4. What cah You tell of the Population distribution in Africa?

| 5. Why is Amsterdan an inportant city in the Netherlands? .

6.  Why would a traveler enjoy visiting Adéllidé, Australia? -

N

’ ) 7 i ¢ V
7. In what way wvas Alfrgd the Grofg,un important figure in history? :

8. What are sowe of the products for which Africa is noted?

4

| 196
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BJECTIVE:

OF *j d

ALS: _ Information Packet on Index, Part II.

A,

o ‘PROCEDURE s

1,
2,
3.
L.
5.
6.

Job Sheet #4

To gain practice in using the Index of a book,

l. Refer to the sample index included in Info, Packet, Index Part II.

REFERENCE SKILLS

Index

2, Underline the key words you would choose to find infonmation
on each of the following questions,

3. Then write the numbers of the pages on which this information can
be found, The first one is done for you.

Where is Abadan?

Where is the Acropolis?

What was the Age of Metals?
Who was Alexander the Great?
What is aluminum?

Who were the aborigines of
Augtralia?

.

' B. Where can you find

cC.

1.

2,
3.
L.
5.

A8 6.

Bslow are some aquestions on Africa.

A picture of the Australian
aborigines?

A map of Accra, Ghana?

A table about Albania?

A picture of an Alphabet?
A map of/Amsterdam?

+ A picture of an agora?

page 82; m.83

page
page

_page
- page

page

page
page
page
page
page

page

might locate the answer to these questions.

write the key words in the space provided.

the word crops is used,

be your key words.

1,

"2,

What crops are grown in Africa?

The word crops is not in the index.
index which mean about the same as crops are farms and farming.

look inthe index to find where you

For example, in 'the first question
Words—%h the
These would

Are there many diseases in Africa?

197 19/




sob Sheet #l Cmtinu;d o

. )
3. How do the Africans px;ovide enough wat'erg-:i'or their crops?
~4s What valuable ores are mined in.,ifrica? _
A o~
5. What kind of education do children receive in Africa?__
- ’ .
A
, a | .
7
/, N
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____ OBJECTIVE:
MATERIALS:

PROCEDURE s

=

REFERENCE SKILLS -~ Auto..’Mech.

Draft.
Eleoc. L
Net. She. 'l{
» Glossa 1
Job Sheet #1

To gain practice in using the glossary of a book
:[format{on packet on glossary — °

Read the information packet on glossary carefully. '
2. Refer to the glossary page included in the packet to answer the ’
. questions below. The first one is done for you. ’

1. Why ios the page number 164 after the -eanihg of the word enzyme?

1t tolle where the word is first useg.

2. Write the meaning of the following wordl:
gravity:
germs s
fungi:
eclipse: .
33 Write aentencaﬂ\_whioh help to explain the following words. e\
hums s |
friction:
filter: {
eardrums ;
4. Write the page u,bera where these uord: are first used.
.fire prevention page
evaporation page. )
iodine '

page




REFERENCE SKILLS .
GLOSSARY :

Job Sheet #2

‘ . . OBJECTIVE: To gain practice in using the gloaug.__rx of a book

i

PROCEDURE:

I $ - T

- MATERTALS:—Informetion packet-on glossary — - e

1. Review the information packet on glossery.
2. Refer to the glossary below and follow directions.

Here fs part of & glossary from a social studies book. Uwe
it to answer the questions below.
&

Africa (af' ri ca): the continent south of Europe, 10

Allah (21! a): the Arab word for God, 111

alphabet (al' fa bet): +the sounds symbols of & langusge arranged
in their usual order, 247 _ h -.

altitude (al' ti tud) : height above sea level, 151 :

Amazon.(am' a zon): a river of South America, the largest }n the
world, 53 P

Andea (an' dez): a range of high mountains whioch runs through
Peru, 151 - .

Antarctica (ant ark® ti ka): the ioe-covered contineni araund
the South Pole, 10 _— T a

Arab (ar® ab): belonging to a race of people who are spread over
northern Afrioa ahd southwestorn Asia, 109

Artic Ocean: (ark® tik): the ocean around the North Pole,

artist (ar' tist): a personfuho is skilled at painting, drawing,

or some other art, 156
Asia (a' zha): the largest continent, east of Europe and Afrioa,

10 °
8

1, Write the meaning of the fqllowing wordm:

Asia:
Artic Ocean: N

__~Africa: .
Antarctica: .

2. On what pages are these words first used: )
Andes pago alphabst page v .
Artist page Arad page

3. Deoide whether each sentence is true-or false, Write T
© for true and F for false in the space provided.
"a. Thoe Amazon River is the largest in the world.
b. Africa As on the continent of Europe.
o. Altitudd wmeans how deep water is,
d. The Arab word for God is Allah.

1]

Check the answer key.




REFERENCE SKILLS
. Referenos Tables

Job Shaet #1

)
// /
7
3

OBJECTIVE: To gain practice in reading rcference tables

-»

. MATERIALS: Information packet on reference tables .

PROCEDURE: Read the information packet on reading reference tables. -

Refer to the table in the information packet to answer the questions
below. The first one is done for youw.

LR R BE R

GUESTIONS: 1. In what year did Georgia enter the Union?
2. What is the capital of Maine? '
3. Wwhat ic the area of Montana?
4. what is the population of Texas?

R 5. Which state has the smallest population?

6. Which state capital has the largest population?
7. Which state entered the Union most recently?
3. Which state has the smallest area?
9. What ic the population of Wyoming's ocapital? L

10. What is the earliest date on whioh states were Y
admitted to the Union? e %

11. Which state has the largest population? o
12. What is the oapital of U}ah?

'

13. How many states entered the Union in 18897 . .
14. Of what state is Dover the Capital?

4




) LT
‘ ' REFERENCE SKILLS * .
) Reference Tables q
« .
Job Shcet #2 ‘ o
. * ; ‘ % '-)

~  OBJECTIVE: To gain practioce in reading Referenos Tables .

-~ - MATERIALS: Information packet on Reference Tables ® ( o
- PROCEDURE: 1l. Reread the information packet on reference tables. .
‘ 2. Refer:to the uttuohcd reference table and follow dircotion-. .
‘ i)
1; - O
(i\)
‘\\I‘A
I v .
>
! A
- B
L]
L 202 \

J7¢



[ e
»
“ - .
b ‘ L
b 2 | MORE PRACTICE IN READING REFERENCE TABLES ~ -+
& Wt )
¢ -
! .
! Use this table to answer the questions below. )
AMERICAN COUNTRIES
7 Aies In ! Lergest Ciry .
u Countiy pq mi Pepulnlien  Covilal Population  oihei then 9.’"“ Pepuistion
Arpentinag o ee,o. - 1072467 20737000  Buenos Alres . Rosarlo ........ 625010
"ﬂ Bralivia U e 3368000 LaPas ...... Cochnbnmba ... . BUIH5
- - m RN - T 3.286. J-H 84,847,000 Brasflia ... 530 Paulo ,.,... 42506007
| Catinedn ..3.851,113 17.118000  Ottawa .......... 340000 Montreal ....... 19@3000\
' Chile el omga TH0 000 Santiago ........3 Valparaiso ..... 335.000
I Coloiibia ceeeae.. 430405 - 140065000  Bogoth, ... .. vees 730;000 Medellin. ....... 510000
I Cor i RICR .. 1v647 1104000 San Jos ..... .. 180000 Cartago ....... 12,944
Cuba .e Lo 44217 6627000 Havana ...... ...1450,000 Santingo de’
‘. g Cubh ......... 175000
i Diordtdenn Rep 18811 2929000 Chxdad Trujillo .. 225000 Eantaco ....... 66.1v2
¥ udoor 104479 4191000 Ciiiees.. 240000 Guavagufl ...... 300,000
L alvador 8.2 2.556.000 '.‘S\n ::,pivndur viv. 240000 Santa Anm ..... 51903
Guntemada L. L 42031 2584000 Guatemala . ... 335000 Queznltenango . 37,608
I ity 10.111 3402000 Port-ausPrince .. 175000 Cap Haitlen ... 24951
“ Honduras  .... ... 43.2 1.915 000 'l‘eguclsslpu .00 115000 SanPedro Suls. 21139
Menjca 758.061 33954000 Mexico City ..... 5.000.000 Gundllqm 75,000 h
i Nicwgagua £7.128 1485000 Managus ........ 140,000 Noeesienssese 30544 S
Panama” o 28475 1040000 Panamé . .. ... 235000 Colén ..........> 53304 y
‘ Parnguay 167.G08 1736006 Asuncién . 235000 Villarries ....... 14,680 . .
| . Pery . 482,133 10640000 Lima ...........1325000 Arequips ....... 112700 ¢ N
J , United States . ... .. 3615310 1787784.000 Washingtan .....2,025000 New York ......18,175,000 4
TR Uy 72,153 2709000 Montevideo ...... 850,000 Paysahdu ...... 85,000 o
" Venezuels oL 352:051 6622000 Caracas ........1350 Maracaibo ..... 300.000 . .
‘Pr West Indies Wederation. . 8.005 3319000 Port-of-Spain ... 210, Kingston ....... 330,000 °
' When @ €ty is the conter of o aree, tatlon Agvres ore for the enlira eree. . e ‘
~, I
«
t Reference tatdo froin Geography of the New World, by John R. Borchert and Jane MoGuigan, copyright L 1) a
by Rend At Naliy & Company. «
! . 2
a 1. Which country has the greatest urea? : Cet
e Y LS i . i u’
‘ 2. Which country has the smallest area? . ) fm o
£ e . A 5 . . [, §
i 3. Which country has the lurgest population? _ ty
1Y -
. t 2
P 4. Which country has the second largest ;- » 3
] population? . L
5. Which country has the capital with the - .
{ ) largest populatign? e i . R
L s . s . i - )
6. In which country isthe city with the - ; ?
. largest population located? . SRR r? ’
¥ L, G . ; 1. C Ly
: 7. What is the city in Canada with the SR |
P largest population? . ' : ¢
I ; e , A ’
' 8. What is the largest city in Ecuador? : : 1‘ s
- 9. How many cities with a population of * : : . ;
- overamillion are listed? B I
S8
- (« ;’,‘ v &
. 5
EDL-R-34 WS Check the answer key. o
: . EOL BTUGY EKILLE LIBRARY. EOL. HUNTINGTON, N V. PRINTED IN U & A, © 1961, BY COUCATIONAL DEVELOPMENTAL LABCRATORIES $iDt 2 § ’;
* . ‘ | A T K
y N ) - s . L . . 4
. i Yee - . ‘/7" . h
. o - . o &
' o e ‘ J3
. , . » " o . . i »
* " . . i -, » RS .
» \ e N -
: - . . : ) Lo
say . ) Lo ‘ .o ‘ . S
& B R 1 » - . L S - ; . . B 3 .
” j N P" (} .{ . ! ) Al o‘" P o o '”R
t ¢ L @ 3 ’6 . i3 A 3
o , . ﬂ e e
’ ¢ g, . . b .- . ’ R
o ¢ 197 o« oo REER o
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REFERENCB SKILLS Auto., Mech. s
- Drafe, .
w . Elec, ‘\
oo . | . Met, sh,
: ‘ Copyright Ndtice ’

.
B -

y ’ \ '
§ Job. Sheet #1
| - OBJECTIVE: To gain practice in reading a Copyright Notice. : 3\\ )
e ' A = ) \J
MATERIALS: Inforhltiog Packet on Copyright Notice. - - l{
4

PROCEDURE: 1. Read the Information Packet on Copyright Notice carefully. . ,
2. Using the sheet of Copyright notices included in the plcknt, u
answer the questions below. :

3., Write your gyluerc on the lines provided. ' o

*»

“
.~ -
¢ Wikik

.

# g : 4

QUESTIONS :

1, What was the first ‘publication date of each of the following books?

Book ’ First Publication Date

"y

The Eastern Hemisphere

Discoverin; Our World

Tﬁe;wpnderful World g§3Sc1eﬁce .t . S o

Webster's Elementary Dictionary .

Animals of Yesterday X . E

. - ’

2, Write the names of three books on which the copyright prqtcction hll
ended and tell the year in which thi- happened, .

L]

//

\. v . ) L4 k \ LIRS . k
3. Write fhe names of two books on which the copyright protection would have

ended/if a new copyright had nogkbeen obtained., To6 find this answer you
will have to check both the first snd last publication dates.

» - . 8 . . &
. ., <
- - . s . . .
- : d ~

4,. Write c(L names of two books about medicino and give the lateet publicstion
dlte for  each. - ‘




> : : ' REFERENCE SKILLS cont,

» ’ T .
. If you had to choose between these. two -books for material about progress in
' medicine, which would you select?
Why? S . ' Y .
¢ e ' ‘ - N . o - -
& ' hihd
a LY
. . .
e - }0 & -
i ° ‘v.‘.
N
. _ - . '
~ B
o .
: !5*' A
-
" &
<
\’V;Q & ~_ L
!
one
208 .
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* . REFERENCE SKILLS

v o Copyright Notice

Job Sheet #2

OBJECTIVE: To gain practice in reading a Copyright Notice.

MATERIALS: Information Packet qn'COpyright Notice,

)2.

°  PROCEDURE: 1. Review the Inforﬁafion Packet on Copyright Notice.

“’

* 2. Using the sheet of Copyright Notices included in the packet,
- - complete the following exercises.
3. Write your answers og the lines provided.

. * %k k%
QUESTIONS: ,
‘i. Put U on the lipe féllowing the book titléﬁbelow, if you think thdf the

material in -the book is up to date for use as a reference, Put O on the

line if the book is out of date and for that reason would not be useful

as a reference. Keep in mind that not all books are out of date because
they are old; that changes and new discoveries make a difference in the:
uge of a book, '

1ne Wonderful World of -Science

-

All About Dinosaurs

-

Animals of Yesterday

Living “Together as American Neighbors

i ———————p
——————
o ——————t—
-
LY
et ————————

Webster's Blementary Dictionary

Using the symbol adopted after the Universal Copyrigct Convention as a
guide, 1ist the books which have a copyright date since the gymbol was
adopted, Write the copyright date om the line to the right,

-

Name the book in which the copyright notice tells you that a new section
of that book was copyrighted, ’ )

206" -
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T "RITERENCE = “Auto. Mech.
GUIDE WORDS

Job She\et Iﬂ
OBJICTIVE: ‘Ta gain practise in using dictionary Guide Words. , !

MATERIAL: The American Loose Leaf Dictionary ) . .

PROCLD "m l. Look at the list of words below. Take one wofd at a time and
look at its letters carefully.

2. Using The American Loose Leaf chtlonary find the pair of guide
words on the page where each word would be found.

3. Tor each word listed in the first column write the guide gords.”
The first one is done for you.

{ X
1. block
7+ ‘terminal
3. balance ! - ' ) .
4. swing | i .
S« tread
€. thrust’ - ;

7. ieeper

e CAM

- 9. seal

10. boosf

11. point . .

12. stationary

I})‘Qextract .

14. ‘bearing

1%, e¢ircuit

16. series
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UBJECTIVE:

VATSRIALS:

s
"l

/?REFERENCE ~ Auto Mech,
3 | . SPECIFIC REFERENCE

Job’ Shqet #1

' T learn how to find informatlon on repair, repldcement and ovprhaul

of automnblges.

. Motors Repair Manual.

PROCEDURE:

JUES T ONu :

1.

-
e

2
e

)

Obtain Motors Hepair Manual, 1970.
Find the chapter on a ‘1968 Jeepster.
Using your referénce skills, answer the following questions.

The compression b:eSsure on a F4-13/ engine should be?

" The hot id¥e speed for a V8~327-1966 model with automatic trans-

mission 1s¢‘

The valve stem clearance on a 1969 6 cyliqdero225 cubic inch is?

@

List the parts contained in the valve train of a'1969 V8-290 engine?

List below the 19 steps required to install an engine in a Jeep.

i

G

2018
ROR
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. “ - REFERENCE ~- Auto. Mech.
A SPECIFIC REFERENCE

. Job Sheet #2

L)

OBJECTiUE: Po gain practice in finding necessary and useful information for
dging a particular job.

. MATERIALb' Alemite's Recommended Praininig Procedure for Wheel Alignment -~ -~ ¢+ ~
PRGCEDURE: 1. Obtain the assigned material from the file. T

2+ Using your reference skills, answer the questions below.
3. ~ Return the Alemite pamphlet on Wheel Alignment to the fide.

QUESTIONS: 1. OUn what pages w111 be found information about Basic Fundamentals »
on Caster? pe
2. What- does negatlve caster mean? +
3, On what page can be found information about the causes of
. souffed tires?
4. 1Is there a picture in the book illustrating sdatic unbalance?
5. What is the first page on which we can find information about
toe=in?
6. On what page can you locate information about front end troub]ﬁﬁ9
7. List the number of each page that contains information about
-$ire wear.
3, @ive the number of the chapter which would give you 1nformation‘
about making alignment correction. . - .
) 9. On what pages can you find 1nformat10n about the steering
. geometry of the automobile?
10. On what page would you find information about steering component8r ’




9

w«- -

CGBJECTIVE:

MATERTALS:

PROCEDURE :

» REFERENCE - Auto. Mech.
SPEGIFIG REFERENCE

‘Job Sheet #3 . : ‘

-

2

To learn how to find informat:.on on repa.lr, replacement, and OVerhaul
of automobiles., . -

&

Chilton Repair-Manual, 1969 odition

1. Obta:.n the-Chilton Repair Hanua.l. 1969.

2. Locate the Section for Volkswagen.

3. - Turn to the VW index ang find the pages for transmission disassembly.
4. PFind the information necessary to answer the following questions,

‘5. When you have completed the job sheet, return the Chilton Manual

to the shelf. -

1. wWhat is the No. 4 step in disassembly?

2. In assembly of transmission should a gasket be used between the block:
halves? -

The proper torque for the locknut on the drive pinion assembly in
: ft. 1lbs.

The first step to disassemble the drive pinion is to do what?
What is the second step in assembly of the main driveshaft?

*What should the clearancc between the axel and fulcrun plates be?
What is the double row pinion bearing preload?

Name the t60l used to press out the differential.

. What.is the second step for replacing the main drive shaft oil seal?

|

i

(7L
.

-
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REFPERENCE SUILLS - Auto. lMech.

Table of Contents

Job Sheet 1 ,. d

-

QEICTIV: To mrum practics in usiag a Table of -Contents. ) '

HATERIALS:  Information Pac*et on ‘Pable of Contents, and Automotive Mechanlcs
. by Crouse. )

PHOCEDURE: 1. [ead the Information Packet 6n Table of Contents carefully.. AN

2. Use the Table of Contents of the book Automotive Mechanicc by
Crouse tc answer the following questions.

CUVSTIONS ¢

°

b
.

Un what page would you begin to rezd if you wanted to flnd out how
ekeotricity is produped by senerators?

o

P S S u ) . N
Do IT you wented! to find information on cooling where would you looi?
Je  “rite the d@me of thot part of the book which would tell about inter-
- esting things that you can 40 to learn about automatic transmission ser-
Vice,.

T 'Irite thie nunbero @f the two chapters which tell about water.

S. uhat are three kiads of simple machines mentioned in the first chaptery”

)

Ancuer the following questions Yes or los

Be The index in this bool: comes before the PIO sary.

7. "Friction" is a chapter heading. ‘

o Padial pnginé ic a subtopic under Chapter V. -

7

Yo Frwo 257 heo pictures on it.

<10, You will probably find some 1mformat10n about apeclficatiuns

- uader ths subtopic which begins on page.l2.
: 11, You find "Heat" listed az a subtopic in this Table of Contents.
. 12. Che pter V will probably tell about machinet.

1. There are forty two chapters in this book.

o
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UBJECTIVE:

MATERIALS:

.PRGCEDURE :

QUESTIONS :

<. , REFERENCE SKILLS - Auto. Meoh. :
Table of Contents ‘ ¢

‘Job Sheet #2

e

To gain practice in using the Table of contents. 13

, Information paoket on Table of Contents a.nd the textbook, Automotive
' Mechanics. : B
S t————

1.

2-‘

1.
2.

3.
4.
5
6.

[0

hY ER

Read the mrorma.t:.on pa.cket carefully
Use the Table c' Contents from Automotive Mechanics to answer
tho‘ following questions:

What does chapter 20 say about a tapered journal that is Out of

round? :
Name three cond:;tlons in the cylinder block tha.t cnuld cause uneven I
main bearing wear? . . " ¢
Explain how to check mam-bearmg fz.t with plast:tgage. L
What is meant by servicing the crankshaft? - )
Name the paragraph on how to ‘hone oylinder walls.

What oils or fluids &re used to hone culinder walls?

Name the paragraph on how to bore a cylinder.

i




- Information packet on Table of Contents, and Automotive Mechanics

REFERENCE SKILLS - Auto. Mech.
. 3 Table of Contents '

. Job Sheet &

‘To gain‘practice in using a Table of Contents.

by Crouse. “

. 4YUESTIONS:

2

QUse the table of contents of the book A Autométlve Mechanics by
~.Crouse to answer the followlng questions.

.1If you wanted to find informatlon on cooling where would you

» transmission service..
-Write the numbers of the two chapters which tell about water. -
‘What are three kinds of ‘simple machines mentioned in the first

Read the infortation packet on Table of Contents carefully..

Un what page would you begin to read if you wanted to find out
how electricity is produced by generators?

look?
Write the name of that part of the book which would tell about
interesting things that you can do to learn about automatic

=

IS (

chapter°

Anwwer the followingiquestions Ye3 or No:

S 6.

The index in this book comes before the glossary.
"priction" is a chapter heading.

Radial enginhe iz a subtopic wnder Chapter V.
Page 25T has pictiures on it.

You' will probably find some information about @pecifi-
cations under the subtopic which begins on page 12.

,You find "Heat" listed as & subtopic in this table of Contents.
Chapter V will probably tell about machines.
There are forty-two chapters in this book.‘




. ! BPERLNCE S *ILL'J-mum.
| ‘ . Alphabetical Order
- Jo Shset 1 '

‘ ) - «
CAT ST P e pemetice g alphabeti-zing, .
iyt BIAL Intormztion Peciet 91 Alphubetical Order and ufchitcctﬂf&l o Lumldin
‘ Trades Hictionary bv Tounsend Burle & Dal"ell
° YL 5
Pagl- BIvee 1. Read the Informati@m Packet carefully. ‘.
' ' - LN
Te Brlow are come words which have been left out of the word lict .
found ia the Trades fictionary. . .
. Yo In the apaes provided, write the two words that each word listed
a . ?EIDW would come between, The first one is done for yu3,{ 0
. w Lo
\fter Word ‘ : Betors
. = Qe EUEARCAN
e st e 1.  Afriean mahogany ¢ aerograph
. . Ze alr drain
" ; , - 3. anchor
} de  angle shat't .
. \\ - - Se - artor
T Lo axis
T. baluster
4. barpgeboard
9. batter
13, Tore
‘ 11s bLox frame
12s  brazier
) 13, bridging joiot )
14. tuttery
o 15%. canopy
16, carrel
J?. catel ‘ *
1, eeil
| 1%, cheek ’
. 20. einder £ill )

214
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- . - . REFERENCE SKILLS - Draft.
. ~ - . .
- : - 4 ~t @ . .
. P ' Alphabetical Order
c e v . e
. — DR ¥ s . -
A Y L ¢ / - . = s hY

# " ~ '
. '\ - +
' ~ - . . ’ { i .
"

. ) X \’ . .
OBJECTIVE: To gain practive in alphabetizing, r
Av: . ) ] . o . \J < ) — u :‘
MATERTALS: Bibliography - Drafting ¢ : . b
. Y .
_»ﬂROCEDUZW:V Put each of the authors into eorrect alphabetical order. . A * M
) Aurthord - e
. ‘ N ‘ B - J -
1, Thomas ~ . 1
; : 7 e 4
2o Dougherty ‘ ' S 2 — ,
! - —~ —~ _

3+ Giachine & Heukemu

14,

-
W
.

Raier

-

Hepler

Ramoey

‘Luzadder

Pyeatt

guptill

Svengen
Gibby
Watson
Zipprich

Brown

Boover

- 10,

11.

IS K 120

13. \

14.




. " REFERENCE SKILLS - Draft.

. J Alphabetical order b
. R Vu
.
L .
A Job Shdet )
, ORJECTIVIs To gain practice inalphabeticing, .
L} . . .
MAUPARTALS:  Biblioyraphy - Drafting / o
Pi?fmmum: “Write the following book titles in alphabectisal order.
obTitlea i : Alphabétigal Order
Ta Gf&ph1@1Aréh1teoture Dratting . V ].‘
: <
S Teechaical Tllustpetion 0' 2 .
Yo Cheet HMetal Pattern . N 3.
Jeo  ilechanical Drawing lj : R 4.
Se  DESiyn Tertbook E - 5 - : s v
L " 9
4. Principles of Cortography . C 6, . )
Te Jwginecrangy Draving- U R P .
. : , “
o General gttt ing ,’ - a,
e Iadustrial Arts . : - 9. :
Toe Pecnnienl DeaWNdng: . 10,
ﬂj. Daad't L %uudamenta Y | . 11.
12 FProblems in Architeetur@l Drafting “ v e
1l 'GOM;Se in Peneil SLet@hing; ‘ | i3.
,?3‘ Freebol Draftins Por Pechnical SkchhiNﬁ 14.
1% Howe to Use Creative Pepropective <15,
w ° .t " -
«
ST .
) ) -
ERIC N
' =4



REFERERCE SKILLS - Draft.
Guide Words. - Architecture
rd

Job Sheet #1 7
OBJECTIVE: To gain practice in using dictionary Guide Words.-
MATERI:LS: Information Packet on dictionary Guide Words, and ~
Architecture & Bujlding Trades Dictlonary. Burke, and Dalzell.
PRICEDURE: 1. Look at the list of words below. Take one word at a time .
and look at its letters carefully. -
2, Theﬁ look through the list of guiﬁ; words on the Info.
*. Packet. c . .
3. PFind the pairybf guide words that would appear on the page
where your word would be found and write those words below.
‘ Thg first one is done for yout “ )
1, gate ﬁ;uae‘ « EAS iog; . Georgian Architecture
2. Gothic - )
3. slab
L. panel
5. granite
6. annealed wire o ’
7; foot- pace | L —
8. header - joist | )
@9;‘ Jalousies -
10.. tenon J ' 4
11, wind bl‘l ) —
12. veneer ' S . =
13, staircase . V o
L. balcony |
1s. calking ﬂ i
2 i6. tenement Wwouse
17. ramser |
18, lag ;ofow
19, ‘gazsbo - ,
0, fireproof i




o

s

REFERENCE SKILLS ~ Drafting ©
Guide Words - Architecture: ~

« Job sheet #2 ST
CRJECTIVE: ~ To gain practme in using dlctiomry gt_xi__e; words. Rt p
MMML\L:. Information Packet on dictionary Guide Hords arxi Archi ecf.ura"l . “‘ /
, R Building Trades Dictionary by Jownserd. . - b ’
"PHOCEDURE: 1. Below are five peirs of guide words that could be £ ound o : 9
dictionary pages. Under each peir of guide words is“a 1ist of . =
words. , . v . -
. 2. Decide which words in the list could be found on *‘o’nat’pe}ge.
3. Circle these words. Q ‘
] / Y Then write the circled words in alphabetical order-in the q'pace

. . . provided. Two wobds in Group I are dOne for you. _

1. Buandage- bar handle ,, a. band _saw "
buleony barefoot ° b.. Banigteﬁk Lo “
baptistry bar T . :
baluster banister © dae
band saw balloon framing e. "’
balk balance sash . f.

Camber piece. « cantilever joistd
campanile caliper =~ a.
calking canopy ;. . be
camber arch canalists Ce 1
¢aliber cambiwn d.

~ cancelli calyx | e
ceiling hok center punch /
center liae centigrade 0 a;
cell center piece be
cedar cenppool Co
cement gum aavil K de
ecandl ‘ cellar ) A €
door detail door strip V
door atep doorhead ‘ T

" doorframe details domical vault T
dome door check u @.‘
daorbell doorcasing da

\ door poct doorotep €
. . ,

218’
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expansion strip
eyebolt = .
expansion bit .
escalator :
exteriorewéll,
extendelr

o -

eyebrow dqrmer .

extra heavy

expansion sleeve

exonarthex

¥

estimating

excavator

¥,

&s .
be-
[+ 19
d.

Se




OBJECTIVE'
MATERIAIb.

PROCEDURES

JUESTIONS:
1,

2.
3.

Le
5e

Te
8.
9.
10.

‘REFERGNCE SKILLS - Draft.
DD )

>

"Job Cheet #l - .
N
To gain prdctn.ce in using the Index of a book.

Information Packet on Index, Pdrt 1 and Engineering and awigg by
French and Vierck. ,

l. Read the In.fomatlon Packet on Index carefully

2. Using the sample index page in the Info. Packet Part I, .
answer the questions below, The first one is done for you. ¢

c

)
On what pages will be: found :.nformatn.on about aeronautn.cal maps and
symbols?

Write the number of every page that tells information about dimension-
ing a eylinder, .

Is there information about fasteners used in wood on \Page 37372
ard on what pages do you find threaded pines?

Where can you find information about diagrams in electg:(l.city?

Where can you find information abouj heat power symbols?

Is there a picture on orthographic projection showing the d:ti’ferent '
views? ] on what page?

On what puge can you find information about pictorial sketching?

9%
On Pages ALZ to AL7, what mathematical functions are shown?

On Page 18, fig. 18.2, what information does it give?
On Page 457, what charts are illustrated? -




Job Sheet #2 -
OBJECTIVE: To gain practice in using the Index of a book.

MATERIJALS: Information Packet on Index, Part II, and w by
. French, )

PROCEDURE: 1. Readl the information Packqt, Index, Part II carefully.

. 4
2. Using the index include the packet for reference, complete
the following exercises.

.

. . ‘
3. Underline the key words you would choose to locate the follow-

ing. Then write the numbers of the page on which this inform-

ation can be found, : The nrst one ia done for you.
EXERCISES
—F

1. Ca:lip_e.rS are diviceé to take measurement. Page 402,°

2. Most commercial and adver'bisn.ng signs are made with boldtace letter—

ings. Page

3. ObJects whose true size are not shown in the orthographic views are
- mostly diverted to auxillary projections. Page

Lo Isomstric projections are always presented at thirty degrees. Pagq
5. Obligue hexagonal pyramids has six sides, Page’
6. A drawing of perspective projection, Page

plaennaccy

7. Pictorial sketches are always necessary in technical sketching
Page —————

8:" Dimensioning an object is related to size desription. Page

3
————
-

9. T-squares are divices to draw horizomtal lines. Page )

10, View spacing is necessary so that the drawing will be balances w:Lthin
. the space provided. Page

c————
2

N
[y

/5 L




k o . REFERENCE « DRAFT
- Specific Refei‘ence

Job Sheet; #1 o

‘w‘: To gain experience in finding information on arcﬁitecturalwstandards -
degign, eisctrical, plumbing, ——— e

“ . »
MATERTALS:  Architecture; Design, Enginsering, Drawing.
PROCEDURE:  Making use of the index and table of contents in the assigned material,
i locate the information to answer the following questions.
d " &
UESTIONS ¢ '

‘1., How will the source of light in a room be controlled? Explain.

2. How do you determine the average spacing of electrical outlets in:
., . (a). bedrooms '
(b). 1living room

»

(¢). kitchen

3. What are the heights of the switches and outlets in the living room
- and %kitchen? Explain.

L. Explain the word special control?

®

@




 REFERENCE — DRAFT
Specific Reference

. Job Sheet #2
‘ L ]

OBJECTIVE: To gain experience in finding definitions and abbreviations of
i technical terms. '

MATERTAIS: Architectural and Building m Dictionary.
_m_nm;g' T _‘
1. Backing

<. Riser

3. Soffit . .

L. Hip

5. Miter
6. Furring
7. Flashing , .
8. Batter Boards
9

. Coping
E 10. Girder




OBJECTIVE:

MATERIALS:
PROCEDURE:

REFERENCE ~ DRAFT

! Specific Reference

Job sheet #3
]

To gain experience in finding definitions and abbreviations of
technical terms. T

 Dictionary of Technical Terms

1. Making use of your alphabet;%‘n{ sidll and the Guide Words in the
dictionary, locate and write out definitions for the following terms:.

.

*

1. C#ntileuer
2, Teurplate
3. Keyway

L., Ashlar i
5. Bearing Wall
6, Sl
7. Lintel

8. Bridging
9. Ashlar

10. ’ﬁlorol

294



REFERENCE ~ DRART,

Spogific Referoncs
. ’ Job Sheet #4
OBJECTIE To gain experience in finding definitions and’ abbreviations of

technical terms.

MATERTALS:  Dictiopary gf Technical Terms
PROCEDURE: 1. Making use of your alphabetizing skill and the Guide Words in ~

the dictionary, locate and write out definitions for the following
terms: ) .

1. Camber

2, Valley

3. Purlins

4. Lintel

5. Diagonals
6. Clearance
7. Girt

8. Cover Plate

9. Beam Ry

& 10, Joist '




L |
; ~ REFERENCE SKILLS - Llec.

«»\.‘(‘

S ’ '~ Alphabeticul Order )
Job .heet #1
‘r OBJECTIVE: To ,ain practice in alphabetiaing. ! '
MATERIALS: Information Packet on Alphabetical Order.
Modern Dictionary Of Electronics,
PROCEDURE: 1. Read the Information Packet carefully.
, 2, Look up the words in the Modern Dictionary Of tlectronics,
3. In-the space protided, write the two words that each word listed
below would com: between. The first one is done for you.
After : WORD Before
marriage 1, marrted - marry
@ 2. cable
3. dry cell
4o emitter
5 ground
A 6. ICBC
\ 70 KC \ N *

8. P.A, System
9. Hf

lu. uoom ) , =

L. 1In the card catalogue in the library, find the call numbers for the
following books. Write the call number in the blank,

1. 48,000,000 Horses

<o 4 Programmed Course in Basic Electiicity

3. ABC's of Hlectronlic Test irobes

14

L. A Giant Set

5. The Making of the F;lectrical }&.p,e




OBJECTIVE:
MATERIALS:

PROCEDURE: 1.

4.

s REFERENCE SKILLS - Elec.
- GULDE WORDS

Job Sheet #1

To gain practice in using diotionary guide words
Howard Same' Modern Dictionary of Electronics

. Below are four pairs of guide words that are found on dictionary

pages in Modern Dictionary of Eleotronics.

Under each pair of
guide words is a 118t of Words.

2. Decide which words in the list ocould be found on that page.
3. Cirole these words.. —
4. Then write the oirecled words in ulphabetloal order in the
space provided.
5. Check the Modern Dictionary of ‘Electronics when you have fine
ished to determine if your answers are correct.
6. Turn in job sheet.
1. backward-wave tube > balanced voltage a.
K\ balance bar
. “<halancer : bandstop filter b.
- balanced-wire circuit balanced line C.
bakelite balanced voltage d.
baffle band width Q.
2. dial cable dielectric constant
dielectric current die banding a.
dielectric guide dielectric capacitor b.
dielectric amplifier diamond antenna C.
-dial light detent d.
dial w e.
3. screen angle secondary color
screen grid seoondary color 8.
SCR secondary line b.
secondary oell search gate Ce.
, search ooil seam wolding d.
selector scope e.
schematic
N.¥. off-delay
OAO otf set a.
octal ohm meter b.
Nyquist interval ohm's law Ce.
of? center display 0il d.
null . octave e.
RO a 3




OBJRCI'IVE
MATERIALS

PROCEDURE

REFERENCE SKILLS - Elec.
CGUIDE WORDS

Job Shzet £

To gain practice in using dictionary guide words

Information packet on dictionary guide words

l.

9.
10.
11.
12,
13.
14-

15.

16.
17.

Look at the list of words below. Take one word at a time,
and look at its letters carefully.

Then look through the guide words in Modern Dictionary of
Blectronics.

Find the‘pair of guide words that appear on the page where

your word would be found, and write these guide words below.
The first one is done for you.

Card - capture - careless
Fixed resistor ‘
Inductance

K . ~.
Motherboar
Pf

Relay
Multiplex
Vacuum tube
Yoke

Stereo
Probe

Arc

AVC

A.C.

D.C. ,
Beta .

5
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— REFERENCE SKILLS - Eleo.
Table 9_!'_ Gontents

Job bheot #1

OBJECTIVE: To gain practice in using a Tuble of Contents,

MATEXIALS: Information Packet on Table of contents.
ARC's of Capacitors

PROCEDURE: 1. Read the Information Packet on Table of Contents carefully.

2. Use the Table of Contents of the book, ABC's of Capacitors, to
answer the following questions.

QIO S ,, : -

1. On what page would you begin to read if you wanted to find out units of
measurements for,capacxtors¢ -

2. 1If you ‘wanted to find information on ceramic capac;tors, where would you
Taok?

3. Write thé name of that part of the book which would tell abOux capacitop
e testing. :

4. Write the numbers of the two chapters which tell the construction of a
- capacitor. ’

5, wWhat are the nine kinds of capccitoré mentioned in this book?

Answer the following questinns Yes or No:

T The index in this book comes before the glossary.
____ 1. "Testing" is a chapter hea&mng.

;g;it Y. "Lead 1§ngxh" is a subtopic under Chapter v.

e Page 60 has pictures on 1t.
10. You will prabahly find some information about temperature under the sub-
topic which begzns on page 17.

11. You find "out of circuit capacltor checﬁbr" listed as-a euhtoplc in this
table of contents.

~ « -

| 12. Chapter V will probably tell about position of a capacitor.

13. There are nine chapters in this book.

F

229

227




REFERENCE SKTLLS — Elec.

K.P‘/ Table of Contents

- Job Sheat 40

SBJROTVER: To gmin practice in using a Pablq’gg Contents.

HATVMATALD:  Tuformation Packet on Table of Contents. T
ABC's of Capacitors ’

PROCTDURE: 1. Read the Information Packet on Table of Contents 'carefuny.

' Use the Table of Contents of the took ABC's of C@pgpltors,
to anawer the following questions,

S

COLSTIONS

-h-——-.—-—.

A. Write Yes if the statement ig berrect. Write No if the statement is not
— correct. . .

1. You can find out how a capacitor works if yeu read Chapter II.

2. ‘The chapter "Capacitor Applicationﬁ includes soldering precautions.

]

3. The chapter "Capacitcr Theory" contains‘a subtopic entitled
"Capacitor Safety."

. L .
de The reference sections in the table of contents include & biblio=
JTaphy . i .

S« This table of contents tells how many pages the index covers.

-
6. Tou will propably find some information about power factor in
Chapter 1I. -

7. Chapter I will probably discuse farad.
%, bach chapter has three subtopics. ° \<

9. You will find information about BOMething on how capacitors work
on page 6.

&




REFERNNCE - Kled.
.Glongz

) <& ' ° : . . J Ob Sh‘“ #1

cos . o
.

Wm: To gain experience in finding definitions and abbreviations of
. ' technioal terms on the Audio-Frequency Amplifier

WATERTALS: The Dictiomary of Electrical Perms

PROCETURE: Naking use of the Handbook of Electrical Terss and the Guide
, . ~ .Words in the dictionary, loocate and write out definitions for
o | the following terms: . - |

1. Coupling capacitor )
. 2. Resistance coupling
. ) <. 3« MNicrophone

4. Amplifier, Audio-frequency
5. Grid resistor u
6. Phonograph pickup -

. " 7. Amplifiocation, Stage of

' ‘8. Potentiometer

9. Transformer coupling ,
10. Plate resistor T
11. Audio. freguency (AF)
12, Piezoelectric offect

@




)

. OBJECTIVE:

I8)

MATERIALS :

! Job Sheet 4

o gain cxpericnoe in finding definitions and abﬁrevi&tiona of
technical tem on the Vacu\m-'ruﬁ Deotector -~ The Triode.

-Dxctionary of Electrical Terms

PROCEDURE:

TERMS:

Making use.-of your alphabetizing skill and the Guide Words
in the dictionary, locate and write out def:mitzons for the
following terms;

1. Grid

2. Circuit, plate
3. Rheostat

,.4. - a@g- <@
5. Volume¢ control

%

6. Battery-Filament . - \
T. Selectivity 7 s R w N ’
4. Grid bias

9. Triode ) “
10. Ohm

11. Battery - plate
12, Sensitivity

13. Circuit, grid

14. Grid leak ) . ‘
15. Battery=grid-bias

‘16. Grid capacitor




REFEREICE - Eleo.
. Job Sheet #3

OBJECTIVE: To gain experience in finding definitions and abbreviations of - -
. ' teclmical terms on uomhtion.‘

MATERTALS: mctiow of Electnoa.l 'reru

]

PROCEDURE: Making use of your alphabetizing skill and the Guide Words in -

T v the dictionary, locate and write out defmhons for the followJ.Lng
terms:

TERMS: 1. Facsimile transmission
2. Amplitude modulation \_
3. Discriminator .
4. Crystal microphone
5. Capacitor micrgphone
6. Channel U
7. Carbon microphone -

8. Cathode modulation

£

233
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Jéb Shaet #4

OBJECTIVE:- To gain expenance in finding definitibns and lbbreviatzon of.
technical tem on thse Cathode~Ray tube. .

MATERTALS: Dictionary of Electrical Terms S 1
PROCEDURE: - Making use of your, alphabetizing skill and the Guide Words in
. * the dictionary, locate and write out definj$ions for the |
. ‘following terms. ) s N :
. 1z o
TERMS: g

1. Oscillograph .
2. Linear timing - axis oscillator T
' 3. Pocusing electrode o
4. Photoeleqtmo materials }
5. PPI radar |
6. Tuning-eye tube . _‘
1. ‘Idohoscope “ '
3. Sawtooth oscillator, or sweep ,oscillator
_’ ‘9. Horizontal deflecting plates :
- . 10. Radar
11. Linear sweep.
2. Television
13. Nosa.j:c screen - o .
. 14. Thyratron
’ - 15. Vertical deflection plates




- SBJECTIVE:

. mm Elec.
\» GL(SM

Job Sheet #5

o +

To gain expenence in fzxkdins detm:.t:.onn and abbrev:.ataons
of technical terms on Radio Antennas.

cht:.on_ggy_ of Electr:.oal Torms

Making use of your alphabetizing skill and the Guide .
Words in the dictionary, looa.te and write out defintions
for the following terms:

+

1. Center feed o ;_
2. Polded dipoe antenna - C , 4
3. Loading .

4. Voltagu—fed antenna v _ ) )
5. Standing wave ) Ty

6. Antinodes '

. 7. Hertz antenna

S. Transmission lines

9. Marconi antenna
10. .Vertical radiatlon pa.ttem
11. Radiation pattermn
12. Current-fed antenna ‘ .
13.- Lumped indﬁotunce- and capacitances
14. Refelctor - °
15. End feed
16. Horizontal radiation pattern
17. Dipole antenn
18, Loops ‘
19. Nodes BN v
20. Radiation resistance

21, Distributed inductance and capacitances
22. Feeder lines.

23. Resonant transmission lines
24. Nonresonant transmission line

.

25., Harmonios

26. Pundamental frequency

. @

b
A
T

ARG




Job Sheet #6

OBJECTIVE: To gain experience in finding aefinitionsvv and abbreviations
of technicul terms on Eliminating the C Battery..

MATERTALS: Dictlop_a_z_'x of Electrical Terms . | -

] PROCEDURE: Making use of your alphabetizing 8kill and the Guide
Q,\’« . Words in the dictionary, locate and write out definitions
. for the following terms:
TERMS : l. Grid-leak and vcapacit’or bias

2. Cathode resistor y
3. Pixed bias “ ' |
4. Cathode bypass capacitor . LA
5. Self bias ’

6. Contact-bias S Lk
7. C-Battery eliminator - ' :

e ¥

| PRLY
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Job Sheet #

-

To gain experience in finding definitions and abbreviations
of technical terms on the Dynamic Speaker

Digtionary of Electrical Terms

Naking use’ of your alphabetizing skill and the Cuide
Words in the diotionary, looate and write out definitions
for the follawing terms:

OBJECTIVE:

MATERIALS

PROCEDURE

TERKS:

1.
2.
3.
4.
5e
6.
1.
8.

Voice call

Dynamic sﬁeaker

Output transformer
Permanent-magnet dynamic apeafkor
Electromagnetic dynamic spaaker
Field coil

Spider

Permanent magnet




REFERENCE -_Eleoc.
GLOSSARY

Job Sheet #9°

OBJECTIVE: To gain experzenoe in finding definitions and ;bbrevut:.ons of

technical terme on electron-tube amplifiers \
MATERIALS: Dictionary of Electrical Terms
PROCEIURE: Making use of your alphabetizing skill and the Guide Word = °

in the dictionary, locate and write out definitions for the

following words.
TERMS : 1. Audio=~frequency amplifier

‘ 2. PFrequenoy distortion )
. Distortion - ,, -

Impedance matching
Degenerative feedback )
Nonlinear distortion

Class AB amplificr

Power amplifier

\OO)NI?\U‘I#LH

Class A amplifier
10. Class B amplifier
11. Voltage amplifier
12. Negative feedback
13. Class C amplifier
14. Delay distortion
15. Inverse ‘feedback
lb Overloading

17. Phase distortion
18. Third harmonic
19. Radio-frequency amplifier

o

20.,. Sccond harmonic




REFEHENCE - Eleo.
Job Sheet #10

OBJECTIVE: To gain experience in finding definitions und ahbrovia.tionl of
technical terms on Tubs and Treasistor Charecteristios

MATERIALS: Dictionary of Electrical Terms
Kund'b'aok of Electrica.l 'I'er-l

PROCEDURE: Making use of your alphabetizing skill and the Guide Words in
the diotionary, locate and write out definitions for the
following terms:

" TERNS 1. Alpha
2. Amplification factor
- 3. Beta
‘ 4. Plate dissipation

5e xércury-wpor rectifier

6. Characteristic curve

7. Voltage amplification or gain
3. Saturation current “

9. Dynamic characteristic ourves .
10. Emission current
11. Static ocharacteristic curves
12. Plate charsoteristic curve
13. Power Sensitivity
14. Plate efficiency
15. Mutual conduotance
16. Plate resistance .

¢ 17. Transfer characteristio curve

18. Transoonductance
19. Space charge
20. Saturatiom point

239
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REFERENCE - Elec.
GLOSSARY

Job Sheet #11
OBJECTIVE: To gain expurience in finding definitions and abbroviations of
’ technical terms on the Eleotron tube Osoillator

MATERTALS 3 Dwtxonary of Electrical Terms
Handbook of Electrical Terms

PROCEDURE: ‘ Making use of your alphabet:,z:.ng skill and the Guide Words in
the dictionary, locate and write out definitions for the
following words:

TERMS ¢ 1. Colpitts osoillator
- -, 2. Oscillator '
3. Tank

4. Eloctron-cbupled oscillator
5. Hartley Osciliator

6. Crystal osoillator

7. Continuous radio frequency
8. Foedback

9. Piezoelectric effect

10. Tuned=-grid or tuned-plate osoillator
11. Carrier




SPEGIAL REFERENCE ~ KLEC, I

JOB_SHEET #1
To find the cheapest way to build the following project, by order-

EKOCEDUREs 1.

RADIO SHACK 1970

the parts vwhich are cheaper..
24

L

%111 in the order blanks below, o
those parts which that compaxw oﬁ.‘ens at the cheapeat price.

i}

EN

£

rder::ng from each .company

\

kY .
. v

ing the parts from the company which offers the lowest price.
i ‘ : .

MATER ¢ 1. ,Radio Shack 1970 Annual catalogue.
2. Lafayette Radio Electronics.
3. catalogu.e 710, Electronic 1970 Componen’os. .
PROJECT ¢ Timer - mon.sture - ].'Lght act:x.va’ced .relay. Find copy in folder.
Iook up the cbmponents in the above ithree catalogues and list .

L'l

Individual price

Total bi‘ice

|Quantity [Number and description
. ¢ /
'IAFAYE®TE RADIO ELEGTRONICS . |
Quantity |Number and description Individual price Total price
‘ &Y
lQuantity | Number and description Individual price Total price

241275




Job Sheat #1

UBJECPIVE: To gain practice in alphabetizing.
MATERIALS: The subheadings under the mEIN~heading "Cutting of Threads" contained

on this sheet ,
PROCEDURE: Place the subheadings in column” 1 in correct alphabetical order in ,,
colum 2. , -
4 ALPHABETICAL order as in an index
1. Cutting of Threads 2. Cutting of Threads
" questions on "
metric
on taper

¢ without threading dial
gearing lathe for
Acme .
internal
American National
left-~hand

B square

without rcwerse belt : .
with compound rest -
step~-by~step procedure
meltiple

e

242
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J ob Sheet #2 -

. " P
>

OBJECTIVE: To gain practice in alphabetizing

MATERIALS : TRe subheadings under the main heading "Drills, angle anciqlength of -
‘ lips of" contained on this sheet

PROCEI{JsﬁEz ﬁagght:; gubhea.dinge in column 1 in correct alphabetical order

l. Drills, angle;, and length of lips of:-

parts and functions of
three~fluted
calculation of r.p.m. for
farmer
sizes of, table
oil-tube
&r inding .
straight=-fluted
flat )
twiast
sutting lubricants
speeds for
feeds for

. types of
sharpening of

Alphabetical order as in index:
2. Drills, angle and length of lips of:




OBJECTIVE:
MATERIALS s

PROCEDURY 2

- REFERENCE ~ Met. She
Copyri

Job Sheat #l

To f'ind out the protection & cop right gives an authoxr.

.Coldberg, AFL-CIO Labor United.

1. Read the copyright of the assigned book.

2. Answver the following guiestions:

a. What is the copyright date?

b. List the protection given the author by the copyrigjht:
(1).
(2)e

(3). .




K

OBJECTIVE:

MATERTALS 2

PROCEDURE

T  REFERENCY =~ Mét. Sh,
Co ight - E
- Job Sheet #2 ,
Tb find out the protection a‘copyright gives an author. *
Cooley, Complete’Metal Working. - ] ” )
V. ° &
1. Read the copyright of the assigned book.
2. Answver fﬁg"foilowing°&uestiom: A I
8. Hhat is the copymght date? . ) ’ .
- be What is the: exceptmn for cOpy:mg frqm t}us book? ‘ ) oL,
= i ,/,/“ .. .
N
4]
’ v




Lo . .

I3

Job sheet #1 o

| UBJECTIVEs To’gain practice in using the Index of a book J
VATERTALS:  Brohead - Garrett Catalog, 1971
PROCEDURE: 1. Turn to the Index in the assigned material:
2, Answer the following ‘questions. R
< qUBSTIONS: -
v " 1. -What does it mean when an asterisc (*) appears in.this Iﬁdex?
T e Give the page numbers qn’which ydu would find the following:
- Q 7 e . " -
© Item' ) T Page no;

4. Bench Grinder - - ' ~

oG 7 u ) — >
b.. Mill File o N
c. Houk Rule
d. Last word Indicator .
e, Drill. Chuck -

. f. Bench Vise o ) : e
go " Tap ard Die Set
he Safety Goggles
i. Machine 0il
Jo Precision Milling Machine
k., Magnetic Base Indicator Holder

Welding Electrods




C - ‘ | "+ REFERENCE - Met. sh.

[ .

e . Job Cheet #2

: J  OBJECTIVE: To-gain practice in using the index of a book.
MATERTALS: Do-All Cata}og

PROCEDURE: 1. Turn to the Index in the ‘assigned material.
' R >
2. Give the page numbers for the following:

Ttem - Page no,
a. Points, Diamond Mounted

hack

b. Saw Blades

o c. Tool Bits, High Speed Steel

d. Micometer Check Set

e, Die Stock ,
f. Micrometer Case )
' g+ Plastic Face Hammer -
ho C=Claiigp,
\"\

Machinist, Universal Vise




- . : . REFERENCE ~ Met, She )
| - Index

Job sheet #3

. \
OBJECTIVE: To practice using an Index to obtain necessary and useful information.

-

FATERIALS: Bolt. iy
S Machlne:y Handbook.

{RGCEDURE: 1. Go to Mr.. Simpgon to g,et a bolt; be sure. he gives you the outside
: diameter of the bolt.

3. In the spacke below list all index headmgs useful for obtaining the
:Lnformatlon ou need to do the i’ollom.ng.

-4
e Determ:z.ne whether the bolt is Natlonal Course or
National fine thread. -

b. Identify the kind of bolt.
¢ “Find out what size tap drill to use.

]

d. Find out what size tap. ; .

List below the Index headings in The Machinery Handbook' used to obtain information
required to drill and tap a hole to fit'a.particular bolt:-




OR.TW L)

s e

MATERIALS:
PROCEDURE:

REFRRENCE ~ Met. g
Table of Contents
_ Job Sneet #1 C o

To preactice cbtaining specific information from the Table of

1.

”~
oo

,. Gontents of a book.
Kursh, miceshig in America,

Skim the Table of Contents of the assigned book,
Answer- the following Questions:

a,

. be

Ce

d.

How many numbered headings are there? - .

If you were loeking for information on machinist occupations,
which chl.pber would be most useful to you?

i

How many appendixes are listed?
What information is found in the bibliogrephy section?

How meny tables are iisted? ‘




TECH. TERMINOLOGY = Auto. Moch.
ABBREVIATIONS = =

Job pheét #1 - Pre-Test.
L)
OEJECTIVE: Pre-test to determine which of the following abbreviations and
sy’mbols you know and which you need to learn. . . -

v HATERIALS The following ilst of 25 words
- "\ Pen or pencil . .

PROCEDURE: 1. FPFor cach term below write the correct abbreviation a.nd/or gymbol.
. 2., Obtain answer key from file and correct your work. Answers must
. be identical to answer sheet.
3. 1If you have one or more erroré obbain the following from the file:

Information Packet: Study Procedure for Learning Abbreviations

) A ‘and_Symbols .
* 4. Wjen you have learned those you missed on the Pre-Test, obtain
: the Post~Test from the file and follow instructions.
PRE~TEST: U
' " merm Abbrev. Perm . Abbrev.
l. American Wire 14, British Thermal
A Gage : Units
2. Ammeter . : 15. bronze
3. Ampere 16. burnish ¢
4. Ampere hour . . 17. bypass
9. approximate 18. cadmium plate
6. arc weld : , 19. calibrate
T. area 20, capacitor
3. assemble Y ) 21. "oap screw
‘ ) 9, assembly ’ .22, cast |
10. automatic 23, caat iron
11. auxiliary 24. cast steel
12, bvaffle 7 8 25. circular pitch
13. balance . T
\/ -~ V.
250
9 - : , ez d




(/d ‘TECH. TERNOLOOY ~ Auto. Nech.
., ABRREVIATIONS

‘Job E:*u‘t #1 = Post Test
. ’ ‘ . B
OBJECTIVE: Post~test to determine which of the following ab‘bramtz.onl you know 2
S and which you still need to learn.
MATERIALS: The-following list of 25 abbreviations .
Pen or penocil
PROCEIURE: 1. For each abbreviation below write the correct term in full:
2. Turn in your oompleted post-test.
Abbrev. . Term Abbrev. Term ,
A —— . —ma— — (== =1
1. CP 14. ANWG LT
20) BAF - 150 B -
3. BAL 16. BRZ
4. Am N g 17. Bm Te
5. AUX ’ : 18. BVP
6. ASSY 19. CAL
Te & _ 20. “ODPPL
. ASSEM . 21. CAP SCR
9. ARC-W . 22, CAP " '
10. APPROX v 23. ¢
11. AP HR 24. CI
12. ANP A _ 25. €S
13g AX . i .
~




TECH, TERMINOLOGY -~ Auto. Mech,
ABBREVIATIONS ’

Job Lhoet #2 - g_z_'__e-ll‘uat

GBJECTIVE:| Pre-Test to determine which of the following abbroviations and symbols
you know and which you need to learn,

Y
&

MATERIALS:| The following 1list of 25 words e \
\\ Pen or penoil. ‘ -

PROCEwRE:i} 1. For cach term below write the correct abbreéviajion and/or symbol. .
~ | 2. Obtain answer key from file and correct your work. Answers must
be identical to answer shect.

“ . 3. If you have one or more drrors, obtain the following from the file:
Info. Packet: Study Procedure for Learning Abbreviations and
Symbols
4. When you have learned those you missed on the Pre-'l‘est, obtain the
Poat-’l‘est from the file and follow matruct:.om.
Phi-TEST: , X
Term ' Abbrev, Term Abbrev.
1. circumt'erence 15. cycles per
2. clearance - . minute
30 clOckW;iBe 7 ’ 0160 cylinder
; 4. clutch 17. degree - .
: 5. cold drawn .18, density ’
N 6. cold rclled ) " 19. detail T “©
M 7. combustion ‘ * 20, diagonal
. 3, counterclockwise ~ ~ 2. diameter
9. counter‘balance ’ 22, diaphragm
10. counterwsink othw—smu .® ’ 23. difterential
11. cross section . 24. diode

12. cubic . . 25, direct current
" 1}. current . )
. 14. ¢ycle




OBJECTIVR:

nTERIAIS:

m. m - A\IQO. ‘m.
ABBREVIATIONS |
Job Sheet #2 « Post-test j

-

Post-test to determine which of the following abbreviations and symbols
you kaow and which you still need to learn.

The followinc 1:i.ut of 25 abbreviasions -

Pen or ponoil )
1. Por uoh abbreviation bolow write the correct tm in rull.
2. Turp in your post-test when you bave completed it.

“(i - ’ S0 - ¢ 0
Abbrev. Term Abbrev. - Term
1. X , . . . oY
2. DIO 15. X SICT
3. 1IMY . 16. CSK=0
S« DIAPH - . . .+ 18. cow
6., DIAG : A9. CIRC
7. I=T ‘ 20. CL
8. IEQ 2l, CW
9. D ' 22. CL

10. CVL 23, IC
1l1. Ccw ' . 24. CR
12. CUR ‘ 25. COMB
1350 cu ‘ o
&i ’
9
L
‘?

1y




MATERIALS

PROCEDURE s

¥

TECH. TERKINOLOGY - Auto. Mech.
ABBREVIATIONS _

Job Cheet #3 — Pre-Test

Pre-Test to determine which of the following abbreviations and
symbols you kngw and which you need to learn.

The following list of 25 words.

Pen : "

1. Por each term below, write the correct abbreviation and/or symbol.
2. Obtain answer key from file and correct your work. Answers must

be identical to answer sheet.
3. 1If you have one or more errors, obtain the following from the file:
" Info. packet: Study Procedure for Learning Abbreviations and
4. When you have learned those you missed on the Pre-Test, obtain the
post-test from the file and follow -instructions.

Term ‘ Abbrev. Term ~ Abbrev.

1, Directional 14. end to end

2. discharge 15. equipmont

3. disconnect 16. estimate

4. distribute 17. evaporate

5. dowel 18. exhaust

6. draw ) 19. expand

7. drill - ' 20. exterior .

3. drill rod . 21, external

gy, drive 22. extra heavy

10. drive fit 23, fabricate :
11. each . 24. Fahrenheit .

12. eccentric 25. feed
13. electric




TECH, TERMINOLOGY = Auto. Neoh.
. ABBRRVIATIONS

~ Job Sheet # 3 — Post-test

OBJECTIVE: Post-tost to determine which of the following abbrtmtiou you know
’ and which you still need to lu.m
MATERTALS: 'The following list of 25 abbreviations

Pen
PROCEDURE: 1. For each abbreviation below write the correct term. '
2. Obtain answer key from file and correct your work. Answers
mst be identical to answer sheet!
3. ,Study and learm those you have aissed.
4. Hand post-test in to teacher.

-8

POST-TEST s
Abbrev. TPerm Abbrev. . Teram
l. ¥ 14. X HVY
2. P 15. EXT
3. MB 16. EXP
4. EXT 17. EVAP
» 50 IXH 180 B3P
6. EQUIP N 19. ELEC
T. B to E 20. EA
8. ¥ECC : 21. DR
9. I® 22, DR
10. IR - 23. DML
1l1. DR 24. DISCH
12. DISTR 25. IIR
13. DISC




TECH. TERMINOLOGY - Auto.-Mech.
KBBREVIATIONS

Job Sheet #4 - Pre-Teost

PRE~TEST:

 OBJECTIVE: Pre~test to determine which of the following abbreviations and symbols
you know and which you nced to learn.
MATERIALS: The following list of 25 words N
Pen’ "
. PROCEDURE: 1. For each term below, write the correct abbreviation and/or symbol.
‘ 2. Obtain answer key from file and correct your work, Asnwers must

be identical to. answer sheet.

3. T you have one’ or more errors, obtain the following from the file:
Info. Packet: Study Procedure for Learning Abbreviations and
“ . SngOlS.‘
4. When you have learned those you missed on the pre-test, obtain the
post-tost from the file and follow instructions.
Term * Abbrev, - Term Abbrev.
1. réet : 14: flexible
2. feet per minute 15. float ..
3. feet per second 16. fluid
4. female 17. flush
5. figure 13. foot
6. filament 19. force
T. fillet 20. forward
8. finish 21, frame
9, fireproof 22, freezing point
10, fitting 23. frioction horsepower
11, fixture 24. fuel
12. flange . 25. fusion point
13. flat head v

266
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TECH, NOLOGY - Auto. Mech.
ABBREVIATYONS | =
Job Sheet #4 ~ Posti-Test .

E

OBJECTIVE: Post-test to determine which of the following abbreviations you
know and uh:i.oh you still need to learn.

- MATERTALS: The foliowing list of 25 ab‘mvuuou . ¢
,, ~.  Pen -

PROCEDURE: 1. For each abbreviation below write the correct term.
‘ 2, Obtain answer key from file and oorrect your work. Answers
must be identical to answer sheet!
3. Study and learn those you have missed. .
4. Hand poat-atelt in to teacher.

PUST-TEST '
- Abbrev. Term Abbrev. Term
1. FNP g | 14. PP
2. P 15. ER
3. FHP . 16. RWD
4. FL 17. P
50 FLT ' 180 FT
6. FLEX . 19. FL
7. Fd 20.. FLG
8. FIMC - 21, PFIX
9. FPRF 22. ML ‘
10. FIN . 23. PPN
11. PFIL 24. FPS
12. FIG 25. M1
13. FEM T
>
<
. .,

- -
¢
N
~I




OBJLCTIVE:

MATERIALS

PROCEDURE +.

TECH. TERMINOLOGY ~°Auto. Mech.
ABBREVIATTONS

Job Ghuet #5 - Pro-Tuss Y

Pro=tust to dotermino which of the following abbreviations: and Qymbélu
you know and which you nced to learn. :

The following list of 25 words
Pen ) . B

€. For each term below, write the correct abbreviation and/or symbol.

2. Obtain answer key from file and correct your work. Answers must
be identical to answer sheet.

3. If you have one or more errors, obtain the following from the file:

Info. packet: Study Procedure for Learnxgg Abbrev:atxons and
Symbols

4. When you have learned those you missed on the pre-test, obtaln the

post-test from the file and follow instructions’,

R

Term ; Abbrev. . Term Abbrev.
l. gage or gauge : 14. ground .
;. 2. gallon- . 15. half round *
3. galvanize 16. handle
4. gas 17. -heat treat
5. ;asket : 18. heater
6. gasoline : 19. high pressure
T. general . 20. high speed
3. government - 21. high speed steel
J. governor ‘ 22. high voltage
10. graduation ’ 23. highwat
1l. graphic g - 24. horizontal ‘

© 12. grind ) 25. horsepower
13. groove ’ .




GBJECTIVE:
MATERIALS :

" PROCEDURE:

POST-TEST :

TECH, TERIIB’OLOG! = Auto. Mech,
ABBREVIATIONS

Job Sheet # 5 = Post-Tesnt

Post-test to detomne which of the following abbremtions you know

and whioch you s8till need to learn.

The following list of 25 a.b‘brevutzonl

Pen ,

1. Por each abbreviation below write the correct term. _

2. Obtain answer key from file and oorreci your work, Answers must
: be 1dent19§_l to answer sheet!

3. Study and learn those you have missed.

4. Hand post-test in to teacher.

Abbrev, - Term Abbrev, Term
“le HP 140 HOR

2. HWY .15, HV

3. BS 16. HSS

4. HP 17. BT TR

5. HTR 18. GRV

6. 4+ RD 13. GRD

T« GCRD 20, GRAD

3. GRAPH 2l. GOV

9. Govr 22. GASO

10, GEX 23. OSK?

11l. GAL 24. G ,

12. GA 25. GALV

13. HIL

q -~
7 ! ‘
~N

4




TECH. THRMINOLOGY - Auto. Mcch.

ABBREVIATIONS
Job Gheet #6 = Pre-Test . -
LS » P

UBJECTIVE: Pre~tept to determine whicht of the ‘following abbreviations and symbols
yon know and which you nced to learns

MATERIALS: The following lnt of 25 words
Pen

v

PRUCEDUHE: 1. For each term below, write the correct abbreviation and/or symbol.

- 2. Obtainh_answer koy from file and correct your work Answers must
o be identical to answer sheet. ,
N 3. If you have one Or more errors, obtain the followmg frOm the file:

Iinfo. packet: Study Procedurc for Learning Abbreviations
' and Symbois
4. When you have learned those you misweed on the phre-test, obtain the

post-test from the file and follow instructions. o
PR S, ;
-RRE-IEST: o .
Term Abbrev. © Term - ' Abbrev.
- 1. hot-rolled steel 14. inspect
2. hydraulic 15. install
3. identify Y 16, instruct
4. ignition 17. instrument
5. illuminate ‘ 18. interchangeable
6. illustrate 19. interior .
T. impact ’ 20. 1nturlock
3._hour : . 21. internal
. 9. include ’ T ‘ 22, intorrupt
1G. indicate ‘ T ~23. interruptions -
' 11. industeial - per minute-
12. information - 24. invert
13. inlet - 25. jack
» T i\ Fa
- ' | Y ol

" v & 1
¥ - ¥
P !




\ <. ABBREVIATIONS
. C © Job Sheet #6 ~ Postetest
OBJECTIVE: Post~test t‘or‘detemine which of the following abbreviations you
€ know and which you still need to learn. ’
_ MATERIALS: The following list of 25 abbreviations:
4 Pen- : } . ' v
_ PROCEDURE: 1. For :each abbreviation below write the correct.ters.
2., Obtain answer key from file and correct your work. Answers must
be identical to answer sheet.
3. Study and learn those you have missed.
7 ‘4. Hand post—test in to teacher,
 POST-TEST: ; '
Abbrev. Term Abbrev. Term
R — — C———
1. D 14. XHVY
2. B - 15 EXT
3. FAB- 16. ExXp
4. EXT 17. EVAP
5 EH - 18. EST
6. EQUIP 19. ELXC
7. Etc B 20, EA
8. ECC -21. DR
9. I 22. IR
.10, DR 23. DWL
1l. DR : 24. DISCH
"12. ,DISTR 25. DIR
13. DISC
&*

v
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OBJECTIVE:

MATERIALS:

i
&

PROCEDURE::

PRE-TEST

TI‘EH. TEMNOLOGY AuUUo xaCho
ABBREVIATIONS ) »

Job Sheet #] - Pre-Test

Pre-test to determine which of the following abbreviations and symbols
you know and which you nced to learn. .

The follewing list of 25 words‘
Pen

1. Por each term below write the correct abbreviation and/or symboi.
2. Obtain answer key from file and correct your work. Answers must

. be identical to answer sheet.
3. If you have one or more errurs, obtain the follawing from the file:

Info. packet :

Study Procedure for Learning Abbreviations and

Symbols
4. When you have learmed those you missed on the pre~test, obr"ain
the post-test from the file and follow instructions.
Term Abbrev. Term _ "Abbrev.
. I job order. 14. low explosive
2. joint 15. low pressure
3. key 16. low tension
4. key seat 17. low voltage
" 5. keyway 18. low speed
. 6. kile 19. low torgue
7. kilometer 20, lubricate
8. lacquer . 21.-lubricating oil
9. leading edge 22. machine ’
10. left hand i 23. main
1l. length overall 24. malleable
12. light 25. manual
13. liquid




OBJECTIVEY

NATERTALS

. PROCEIUEE:

PUST-TEST:

TECH. ‘I‘ERIIHOLOGY—AUI‘O. MECH.
‘IBBR!VIA'I'IOS

Job Sheet #7 - Post~-Test

Poet-test to datermine which of the following abbrevin.tiona you
know and which you still need to learn.

The following list of 25 abbreviations
Pen
l. For each abbreviation below write the correct tem.
2. Obtain answer kxey from file and correct your work. Answers
must be identical to answer shest!
3. Study and learn those you have missed,
4. Hand posi-teat in to teacher.
"Abbrev, Tera Abbrev. “Term
-1le LO ' - 14. JO
2. LUB 1:’0 KM
3. 1T 16. LAQ
4. LS ~ 17. KWY
50 LV . 180 KST
60 LT 190 : JT
7. LD 20. K
3. LE . 2l. JO
9. LIQ 22. MAN
100 LT - ) 230 nLL
11. LOA 24, W
12, 1H 25. M¥ACH
130 IAE .
a\
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OBJECTIVE:
MATERIALS :

PROCEDURE: 1.

TECH. TERMINOLOGY - Auto. Mech.
ABBREVIATIONS i

. : J o‘q Sheet #8 - g_z;_e-'l‘est

Pre-test to determine which of the following abbreviations and symbols.
You know and which you need to learn.

The following 115t of 25 words
Pexy

For cach term below write the correct abbreviation and/or symbol.

2. Obtain answer key from file and correct your work. Answers must
g be identical to answer sheet.
_ 3. 1If you have one or more errors, obtain the followlng from the file:
Info. packet: Study Procedure for Learning Abbreviations
and Symbols
4. When you have learned those you missed on the pre—test, obtain the
post-test from the file and follow instructions.
PRE-TEST: .
Term Abbrev, . Term Abbrev.
1. manufacture : , 14. miles per haur
2. manufacture! 5. minute
3. material 16. mixture
4. maximum 17. model
. - 9. tiaximum worklng ) - . 13. modify
pressur: -
v 6. mechauical 19. modulator
< 7. mechanisnm _ : 20. motor
3. medium ) . 21. mounted
9. melting point . 22. mounting
10, metal 23. national
4 11. micrometer 24.. negative
- ' 12 &miles 29. nickel-silver
« 13

miles per gallon




. POST-TEST:

TECH. TERRIHOLOG! -~ Auto. lach.

o+ ABBREVIATIONS -
Job Sheet #8 - Post=Test . L
Post-test to detemine whioh of the following abbroviations you
hnow and which you still need to learnm. .
The followi-ng 1ist of 25 avureviations
1. Por =ach abbreviation beslow write the correct term.
2. Obtain answer key from file and corrsct your work. Answers must
be identical to answer sheet!
3. Study and learn those you have uased.
4. Hand pest-test into tucher.
Abhhrevw, : Term 4 Abbrev.. Term
l., NI-SIL 14. NEG
2. NATL 15, NID
30 m ’ N 16. m
4. XOD : 17. MWOD
5. WX _ 18. wux
6. NPH ¢ 19- NI
7. WPH . 20. WP
8. NOD 21. MNECH ;
10. wMAT 23. MATL,
1l1. MED 24, WFD
12, MECH 25. WG
13. WP '
Sy e
Wy




TECH. TERMINOLOGY — Draft.
Mot._Sh.
ABBREVIATIONS

Job Shuet #1 - Pre-Test

OBJECTIVE: Pre-Test to determine which of the following abbreviations and symbols
you know and which you need to learn.

'MATERTIALS: The following list of 25 words

: Pen T

PQO&EDURE: 1% For each term khelow write the ;orrect abﬁreviaxlon and/or symbol,
\ ¢~ 2, Obtain answer key from file and correct your work.  Answers
z must be identical to answer sheet.

\ 3. If you have one or morc errors, obtain the following from the o

Y file:
i T Info. Packet~ Stggy Procedure for Learning Abbrev:axlons and
S;! E!bO].B B ¢ o

4. Wnen you have learned those you mlssed on the pre~test, obtain
the post=test from the file and follow instructions.

PRE-BEST: . *
Term : ~ Abbrev, or Symbol
1. Safety
2. Sand blast
3. Screw

4. Section

Se. det screw

6. Shaft

7. Shipment

8. Shop order

9. Side
10. GSketch o - .
1l. GSolder -7 -

" 12. Specific ¢

13. Specification

14. Spindle
15. Spot-faced
16. Sqguare

17. Stainless

18, Standard

19. Stiffener

20. Steel

21. Stock

22. Taper .
030 Tec i

24. Teeth per inch

25. Template

It ‘ °
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.Job Sheet #1 ~ Post~Test

u OBJECTIVE: Post-test to determine which of the fc;llowing abbreviations and
symbols you know and which you still need to learn.

MATERIALS: The following list of 25 words
Pen - o '

PROCEDURE: 1. F'br each term below write the correct abbreviation.

) <

POST~TEST: s
Term Co Abbreviation

1. Safety

2. Sand blast N

3, Screuw

4. Set soréw

50 Smmnt . Bt
6. Side

7. Solder.

8. Specification

9. Spot-faced .

10. Stainless ¢
11, Steel . i
12, Stock ‘o
13. "Tee : .

~ 14. Template . Y LY :

15. Section . '
1‘0 SM R k
17. Shop order —
18. 3ketch 8 e

19. Speoific . :

20. Spindle

. 21, Square -

22, Standard
23. Stiffner
24. Taper
25. Teeth per inch

OBTAIN ANSWER KEY FROM FILE AND CORRECT YOUR WORK. ANSWERS NUST BE IDENPICAL o
TO ANCWER SHEET! STUDY AND LEARN THOSE YOU HAVE MISSED! ’ °




TECH, TRRMINOLOGY -~ Draft.
. | ¥et. sh.
. ‘ ABBREVIATIONS

Job Sheet #2 = Pre-Test

UBJECTIVE: Pre-~test to determine which of the following abbrev:.ahons and. symbols
you know and which you need to learn.

MATERIALS: The following list of 25 words
Pen

PROCEDURE: 1. For each term below write the correct abbreviations.

2. Obtain answer.key from file and correct your work. Answers
must be identical to answer sheet.

3. If you have one or more errors, obtain the following from the file:
Info. Packet: Study Procedurc for Learning Abbreviations and

Symbols ’

4. When you have learned those you missed on the pre-test, obtain

the post-test from the file and follow instructions. ’

PRE-TEST: , - L .
TERM ABBREVIATION
1. Tension
2. Thick
3 « Tarcad ,
4. Through
5. Tinned

=

6. Tolorance
T. Tool steel

. Tooth
9. Tubing
10. Typical

11. United States gage
12. United States Stardard
13. wvertical

140 “aSheI‘
1%. Weight
16. American wire gage
17. Ampere

18. Arc weld

19. Assemble

20. Asscmbly

21. British Standard -
~22. Broaah

23. Bronze

24. DBrown and sharp
25%. Burnish

T |

QYR




mH. mm - ma\ft .
" -mo ggo .
ABBREVIATIONS

Job Sheet #2 = Post=test

OBJECTIVE: Post-test to determine which of the following abbreviations you
know and which you still need to lafn‘n.‘

MATERTALS: The following list of 25 words
Pen :

PROCEDURE: 1. For each term below write the correct abbreviation.
2. (Obtain answer key from file and correct your work. Answers
must be identical to answer sheet!
3. Study and learn those you have missed.

POST-TEST
Term , Abbreviation

1. Tension
2. "Thread
3. Tinned
4. Tool steel
5. Tubing
6. United States gage
7. Vertical
“, Weight
9. Ampere
10, Assmemble
11. British Standard
N 12. - Bronze
13. Burnish
14. Thick
15, Through
16. Tolerance
17. Tooth
18. Typical
19. United States Standard
20. Wasner
2l. American wire gage
22. Aro wveld
23. Assenbly
24. Broach
25. ¥ Brown and sharp

: . 259




TECH. TERMINOLOGQY - Draft.
ABBREVIATIONS

@

Job Sheot #3 — Pro-test

OBJECPIVE: Pre-test to determine which of the following albibreviations and symbols
you know and which you need to lea.rg.

MATERTALS: The following list of 25 words
Pen

SROCEDURE: 1. For each term below write the correct abbreviation.
2. Obtain answer key from file and correct your work. Answers
¢ must be identical to answer sheet.

3. If you u_have one or more errors, obtain the following from the files

Info. packet: Study Procedure for Learnmg Abbreviations and
Symbols

4. Ynen you have learned those you missed on the pre~test, obtain

the post-test from the file and follow instructions.

PEE-TEST: ,, :
Torm Abbreviation AN
E— kY
1. Bushing

2. Cadmium plate
3. Cap scrow
4. Cast iron

5. Cagt iron pipe
6. Cast steel

7. Castinim

8. Circular pitch. R
9. Clearance -
10. Cold drawn
11. ¢€old rolled
12. Cold rolled steel
13. Counterbore
14. Counterdrill
1%. Counterpunch
1%. Countersink a :
17. Countersink otherside y
18. Decimal
19. Dedondum
20. Doep drawn
- 21l. Degree
° 22. Detail
23. Diagram
24. Diamcter
25. Diametral pitph

-




OBIECTIVE:

MATERIALS:

POST-TEST :

PROCEDURE:

and

The
Pen

1.
2.

3.

Job Sheet #3 = Post-test

Post—test to determine which of the following abbreviations you know

which you still need to learn.
following list of 25 words

-

For each term below write the correct abbreviation. E
Obtain answer key from file and correoct your work. Answers

wst be identical to answer sheet! X )
Study and learn those you have missed. 4 o

3

Term - Avbreviation -

Bushing

Cap sorew
Cast -iron pipe
Castings
Claarance
Cold rolled
Counterbore
Counterpunch
Countersink ctherside
Dedendum
Degree <
Diagran

- Diawetral pitoh
. Cadmium plate

Cast iron -
Cast steol —
Ciroular pitoh -
Cold drawn ~

Cold rolled steel

Counterdrill

Countersink

Deociml

Deep drawn

Detail

Diameter

271 °
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: " TECH. TERMINOLOGY - Draft.
“ ABBREVIATIONS

Job Sheet #4 -.gsg-teet

OBJECTIVE: Pre~tast to éetermihe which of the following abbreviatiens and symbols
- you know and which you need to learn.

MATERIALS: The following list of 25 uorde
Pen
PROCEIURE: 1. For each term below write the correct abbreviation.
2. Obtain answer key from file and correct your work. Answers
mot be identical to answer sheet. .
3. If you have one or more errors, obtain the following from the
— file: .
: Int'o. Packet: Study Procedure for Learning Abbrev:atlond
and_Symbols
4. When you have learned those you missed on: the pre-tcat, obtain
’ the post-test from the file and follow instruciions.

Term - Abbreviation

1. Dimension
2. Draftlng
3. Drawing
4. Drill

5. Drill rod ;
6. Drop forge < .
7. Pabricate
#e  Peed
9. Pect

10. Peet per minute

11. Pect per secand

. 12, Pillet

! 13, PFinish
u 14. FPinish all over
’ 1Y. Fitting
16. PFixture
17 . Flange ) i
18. Poot . S

19. Porging

20, Poundary

21. Practional

22, Cage or gauge

23. Galvanized -
24. Galvanized iron

25. Galvanized steel

ey .

< LI B P \

Nl




3

» TECH. TERMINOLOGY = Draft, =
ABBREVIATIONS
. :  Job Sheet #4 - Postetest . ¥ °

Post-test to determine which of the following abbreviatlons you
know and which you still need to learn.

The following list of 25 words
Pen .~ )
\ .
1. For each term below write the correct abbreviation. .
2. Obtain ‘answer key from file and correct gour work. Anoswers must -
- be identical to answer sheet! “ '
3. Study and iearn those you have missed.

=

2

Term . Abbreviation

« le Dimension . ‘
20 FiniBhé h ) i -
3. Drafting -

4. Pinish ail over

"o Dmmg

6. Pitting . d
7. Drill ./ oo e
8. Pixture

9. Drill rod

10. Flange

11. Drop fosge

12. Poot

- 13. Pabricate

1l4. Forging \

15. Peed 4 ) .

16. Foundry )

17. Peej ,

13. Practional : . .

19. Peet per minute - . ‘ , ’

20. Gage cr gauge i '

21l. Feet per second

22. Galvanized

24. Galvanized iron

25. Galvanized steel




OBJECTIVE:

MATERJALS :

o——— SEE——

PROCEDURE:

TECH, TERNINOLOGY =

ABBREVIATIONS
Job Sheet #5 = _:__rro-tect

Pre=test to determine which of the following l.bbrovint:\rou and
symbols you know and which you need to lum.

The following list of 30 wordt
Pea

1. Por each term below write tho correct abbreviation.

2. Obtain answer key from file and correct your work. Answers
must be identiocal to answer sheet. n

3. If you have one or more errors, obtain the following from the
file:

_ Info. paoket: St_g.% Proocedure for LM Abbreviations and
: Syzbols

4. When you have learned those you missed on the prodtut, -obtain
the post~test from the file and follow instructions.”

[

Perm ) Abbreviation - . .
V . . -

1. gelvanized skeal :

- wire rope .
Z. graduation 9
3. grind ‘ : i
4. groove’ ' | i e
5. ground e : . ' ) =

~ 6.- half round b ‘

3.. harden ’ v Ve
9. heat treat - '
10. heavy
11. hexagon °
12. high spued
13. high-speed steel
14. horizontal
15. hot rolled

. 16. hot=rolled steel

17. hydraulic
18. illustrate
190 inch

20. inoclude
21. indicate
22, industrial
23. information
240 inlpect
25. instruct
26, iron

27. Jjoint

28. key

29. key seat
30. keyway




- -4

~ .

OBJI
MATERTALS:

PROCEIURE:

POST-TEST:

IVEs

ABBREVIATIONS
Job Sheet #5 - Post-Test

Post-test to detemme which of the following abbrevxa.t:.ons you

know and which you still need to learn. ..
The following hst 30 wolrds
Pen "
1. PFor each term below write the correct abbreviation.
2. Obtain answer key from file and correct your work. Answers
i must be identical to answer sheet! ’
3. Study a and lea.rn learn those ,you have missed.
. Term Abbreviation ¢
1. Xeyway .
2. Hot rolled
« 3.~ Key seat
4. Horizontal’
5. Key- A
6.. High-speed steel - E! .
T. Joint
B«  High speed L
9. Iron
10. Hezagon
11. Instruct ° :
12. Heavy o : >
13. Inspect =
14. Heat treat
15. Information
16. Harden _) “
17. Industrial : '
‘13. Hard-drawn - . ‘
19, Indicate '
20. Half round
21. Include ~
22. Ground -
23. Inch -
#£24. Groove '
25. . Illustrate
26. Grind
27. Hydraulic . ; o :
28 Graduation R4 AT o
29. Hot-rolled steel
30. Galvanized steel wire rope

. K

— ~TECH. “TERMIROLOGY = Draft, — — —
o , _ Met. Sp. — —— -




TRCH . TERMENOLOGY —=Eleci— ——

OBJECTIVE:
MATERIALS:

PROCEDURE :

.
PRE~TEST:

ABEREVIATIONS
§Job Sheet #1 - Pro-Test

Pre—-test to detemine which of the following abbreviations you know
and which you need to learn. .

fhe following lut of 25 words

Pen or pencil /

1. For each term below write the correct abbreviation.

2. Obtain answer key from file and correct your work. Answers
must be identical to answer sheet.

30 It y you uhave one or more errors, obtain the following from theu
file:

Info. Packet: Study Procedure for Learning Abbreviations and
. Symbols

4. wWhen you have learned those you missed on the pre-test, obtain

the post-test from the file and follow instructions.

Term ' Abbreviation

1. schematic

2. screw

3. shop order ’ -

4. short wave T : . v
5. signal

- . 6. 8ink

T. socket-

8. socenoid

9. speaker i
10. sound’ ¢

11. specification .

12. split phase '

13. switch -

14. system =

15. television .

. 16. that is

17. thermostat
13, time-delay closing
19. time~delay opcning

.. 20, toggle

21l. transformer
22. transmission ‘
23. transmitter ) o ) “
24. transmitting ) N
25. trimmer

2'7»(3 ‘
o370 \

i

.




L | : ABBREVIATIONS

Job Sheet #1 = Post~test
Post~test to determine which of the following abbreviations and
symbols you know and which you still need to learn.

The following list of 25 words.
Pen or pencil '

25.

For cach term below write the correct abbreviation. ) )

®

Term Abbrev, Term . Abbrev..
1. split phase 13, sink
2. trimmer 14. time~delay opening
3. specification 15. 8ignal . )
4. transmitting 16. time-delay closing
5. sound " 17. short wave
6. transmitter 18. thermostat
7. speaker 15. shop order
8. transmission - 20. that is
9. socenoid 21. screw
10. transformer 22, television
11. socket 23. schematic
12. toggle 24, system .
, switch )




TECH.. mmwowcp-gmec.__’

mnxvnnons T

Job Sheet #2-- Pro-Test

Pre-test to determine which of the followmg ahbrevnnona you know
and whioh you need to leam .

-

The follouing‘ list 9:525 words
Pen or pen.nil-

1. Por each term below write th® correct ‘abﬁrevia.tion; 3
2. Obtain answer key from file and correot your work. Ansvwers must
be identical to answer sheet.

3. If you have one or more errors, obtain the follow:mg from the file- .

Info. packet : Stu@x Procedure for l.earn:.g A'bbrev:.a.tlons and
Symbols

4. When you have learned those you miesed on the pro~test, obtain the
post-test from the file and follow mtruotiom.

}

v

Pern : Abbrev.

triope
tuned radio frequency
ultra~high frequency
under voltage
United States Sta.nda.rd
universal
- vacuum
vacuum tube
variable
variable-frequency oscilla.tor
‘very high frequency -~
" very low frequency

video-frequency -
voice frequency
volt
‘volt ampere-’
voltmeter
volts per mic
watt
watt-~hour
watt~hour meter
watt meter
wet buld
wire

. _ampere




E

: e ECH.TERNMINOLOGY — Eleo,
» ABBREVIATIONS _ . .

Job Sheet #2 = Post - Test

I

- OBJECTIVE: Post-test to determine which of the fol«rlowing' -abbreviations you know and
‘ which you still need to learn.
MATERIALS: The following list of 25 words

Pen or penpil

3

PROCEIURE Por cach term below write»the éorrect abbreviation.

POST~TEST
) “ Term - Abbrev, Term - Abbrev.
1. ampere 0 13. watt
2. 'very low frequency 14. universal .
£ 3. wire © 15, volts per mic - ’
: 4. very high frequency 16. United States Standard
5. wet buldb ’ : 17. volimeter .
-6. variable-frequency oscillator 18. under voltage
7. watt ‘meter 19. volt ampere
J. variable = 20, ultra~high frequency
9. watt-hour meter 21. volts : s
10. vacuum tube v . 22. tuned radio frequency
11. watt-hour . 23. voice frequency
12. vacuum ) ‘ 24. triope ‘

25. video=frequency




»

————— - se. . TEGH, TERMINOLOGY - Eldo. - ———
ABBREVIATIONS |

Job Sheet #3 = Pre=test

'1

Pre-teat to determ.ne which of the following abbreviations you know
and wh:.oh you need to learn.

The following list ot 25 words -
_Pen or penoil .
1. Por each term below write the correct abbreviation. -
2. Obtain answer key from file and correct your work. Answers rmst ,
be identical to answer sheet. ’
3. If you have one Or more errors, obtam the following from the file:

. Info. \packet- Study Procedure for Learning Abbreviations
. and Symbols

4. When you have learned those you missed on the pre-test, obtain the -
post=test from the file and follow instructions.

Term ) Abbreviations

1. amplifier
2. antenna ,
3. audio—frequency
4. automatic
e auto—transformer
6. baffle -
- 7. dattery
8. capacity
9. centimeter
10. cirouit
11. coaxial . .
12. ocompressor - .
13. conduct
14. conductor 3
15. oconduit | -
16. continuous .
17. - onhiveterelyy
18. oahtro) switch
19. counterclockwise
20. omrrent
21. cycle
22. cycles per minute
23, cycles. per second
24. decimal

4 250
. 274




Secm oo - - oo TRCH. TERMINOLOGY - Elee.
- ABBREVIATIONS H :

,» Job sheet #4 Post-Test

OBJECTIVE: Post~test to determine which of the following abbreviations you know
and which you still need to learn.

MATERIALS: The following list of 25 abbreviations ‘
Pen - ’ -

PROCEDURE: 1. Nor cach abbreviation below write the correct term. ‘ '
2. (btain answer key from file and correct your work. Answers must
. be identical to answer sheet! ’
3. Study and learn those you have missed.
4. Hand post-=test in to teacher.

POST-TEST

Abbrev, " Term// Abbrev., . Term

1. FLOUR - 14. HV

2. FIL *1%. FNP -

3. FIX 16. VLF

5 F 18, UHP

6. DYN 19. VHP -

7. DISCH v . 20. SHF -

8. m : ® 21. Fﬁ

9. DISC ¢ 22. Mp

10. DIO - 23. LF s

: 11. BT | \ 24. HP |
[ 12. IND 25. FREQ. ;
L 13. H T




S © TECH. TERMINOLOGY - Elec.
SYMBOLS and/or ABBREVIATIONS

Job Shset #1 - Pro-test 6 o ‘

OBJECTIVE: Pre-test to determine ‘which of the followlng symbols and abbrev1atlons ’
you. know and Whlch you need ‘to learn.
MATERIALS: The following list of words
Pen or pencil

PROCEDURE: 1. FPor ecach term below write the correct abbreviation and/or symbol.
' 2.  Obtain answer key from file and correct your work. Answera must
be identical to answer sheet.
3. /It you have one or more errors, obtain the following from the file:
i Info. paoket- Study Procednre for Learning Abbreviations and
\ Symbols
4. When you have learned those you mlssed on the pre-~test, obtain
the post=test from the file and follow instruotions. -

3

SWITCHES ~ PRE-TEST: " .
- 4 “ G :
Symbol \ . Abbreviations

1. Switch S.P.D.T."
2. S"itchl. S.P.S.T.

(Normally Open) /

%Y. Switch. S.P.S.T. «
(Normally cloaed) -

4. Key .

5. Switch, Push Button
(two—c1rcu1$) s

6. Switch, Push Button
(Normally closud) d
7. Switch Push Button
(Normally open)
Ze Switch thermal
9. Switch, knife
(Disconnect)
10. Switch momentary
contact
11. Dial Switch
- Telephone Type
12. Switch pressure
(Increasing pressure closed)
13- 0w1tch- DaPnJaTa i

14. Switch pressure
(Decreasing pressure closes)
15. JACK

16. Switch, Rotary
(Multiple buntacts)
17. PLUG

D) ” ‘ w

Q | _ ‘ 2728




4

S —  _TECH. TERMINOLOGY =Elec. .. .
S ,; " SYMBOLS asd/or ABBREVIATIONS

-

. Job Sheet #1 = Post-Test

OBJECTIVE: Post-test to determine which of the following abbreviations and symbols
you know and which you still need to learn.

MATERIALS: The following list or words
. Pen or pencil
: Lo
PROCEDURE: For each term below-write the correct symbol and/or abbreviation.

SWITCHES - POST-TEST:

Symbol - Abbreviation

1. Switch S.P.D.T. ®

2> Switch, S.P.S.T.
(Normally open)

3. Switoh, S.P.S5.T.
(Normally closed)

’

4. Key

9. Switch, Push button .
{two=circuit)

5. OSwitch, Push button |, , ,
(Normally closed) ‘

6. Switch, Push button
(normally closed)
7. Switch push button
Normally open
3. Switch, thermal-
9. Switch, knife
Disconnect
10. Switch momentary contact
11. Dial switch telephone type : '
12. Switch pressure
(Increasmg pressure closes)
130 wltCh‘ D.P.S.T.
14. Switch pressure
(Decreasing pressure closes)
! 19. JACK
16. Switch, rotary \
(Multiple contacts)
17. PLUG

~ 283
277
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R . o« . _ . ... __'TECH. TERMINOLOGY - Elec.
. SYMBOLS -and/op ABBREVIATIONS

]

Job Shuet #2 = Pre-Test
i

OBJECTIVE: Pre-test to determine which of the following symbols and abbreviations
you know and which you need to leara.

£
MATERIALS: The following list of words
Fen or pencil

PROCEDURE: 1. For each term listed below write the correcg,abbreviation and/or

symbol.

2. Obtain answer key from file and correct your work. Answers must be
identical to answer sheet.

3. If you bave one or more errors, obtain the following from the file:
Info. Packets, Study Procedure for Learning Abbreviations and Symbols

4. When you havellfearned those you missed on the pre-test, obtain

- the post=test¥from the file and follow instructions.

LOUDSPEAKERS ~ PRE-TEST:

Symbol . Abbreviation
Sympol

“ ) 1. General
2. Magnetioc
3. . P=M Dynamic
4. Electrodynamic

VISHATOKS .
5. Synchronous
6. Buzzer
7. Nonsynchronous
PICKUP OR CUTTING HEAD

- Iy

s 3. General

9. Electromagnetic

10. Crystal o
PHONES
11. Single
12. Doubly
A-C VOLTAGE SOUHCE
13.
ANTENNA S¥STEN .
- 14. Antenna -*
1%. Loop
16. Ground
17. Counterpoise
< LAMPS
- 13, DS Jewelled Lamp
T 19. DS Push-to-test lamp
GENERATOR '
20. .
MOMOR . - \ . : “
21.
BALLAST
22,




G

TECH. TERNINOLOGY = Bloc.

SYMBOLS and/or ABBREVIATIONS

Job Sheet #2 = Post-teat.
OBJECTIVE: Post-test to determine which of “the following abbrevistions and
symbols you know and which you still need to learn.

MATERIALS: The following list of words
Pen or pencil

PRGCEINURE: For each term below writc the correct exmbol. ’

POST-TEST : ’
Term . Symbol - -
PHONES
1. Single
2. Double
ANTENNA SYSTEM
3. Antenna
4. Loop ° . . S
5. Counterpoise f R A ‘
6. Ground - N <o
A-C_VOLTAQGE SOQUKCE . R 9 . -
7. ' st
BALLAST . ’ o
GENERATOR
9.
PICKUP OR CUTTING HEAD v
10. General ’
11. Electromagmetic
12. Crystal
MUTOR g *
130 h o - ' | o
VIBRATORS o
14. Synchronous
15. Buzzer )
- 16. Nonsynchronous
LOUDSPEAKERS
17. Electrodynamic 5 °
19. Magnetic
20, General
LAMPS
——

'21. DS Jeweled lamp |
22. DS Push=to=teat lamp

4

' -y <
2R5

W/
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—————ECHTERNINOLOGY = Bleo, — — ———
ABBREVIATIONS and/or SYMBOLS

Job Sheet #3 = Pre-test

OBJECTIVE: Pre~test to determine which of the following abbreviations and symbols
D : you know and which you need to learn.’ ’

MATERIALS: The following list of 30 terms
Pen or pencil -

PROCEIURE: 1.

Por each term below write the correct symbol.

Obtain answer key from file and ocorrect your work. Answers must
be identical to answer sheet. -

If you have one or more errors, obtain the following from the file:

3.
Info. packet: Study Procedure for Learning Abbreviations and
“ Symbols
4. When you have learned those you missed on the pre-test, obtain the
post-test from the file and follow instructions.
PRE-TEST: o
TERK SYMBOL
2. Indirectly heated oathode
3. (@old cathode o .
4. Photo=electric cathode
5. Loop coupling "
6. Gas~filled
7. Pool cathode h -
8. Grid ,‘
9, Defiecting electrode
10. Anode
11.. X-ray target
12. Internal shield i
13. DynOde
14. Ignitor
1%. Excitor -
16. Single—cavity envelope
17. Double~cavity envelope
13. Triode
19. Pentode ,
20. Cathode~ray indicatorftube
R 21. Cold-cathode gas diode .
- 22. Phototube
23, Cathode-=ray tube
24. Magnetron
25. Split magnetron
26. Single~cavity velocity-modulated tube
27. Double-cavity velocity-medulated tube
28. Nultiplier phototube
: 29, Ignition with grid ‘
" 30. Exoitron with grid and holding anode




| T ' TECH. TERMINOLOGY - Elec.’ ,
P e e s e - =7 ABBREVIATIONS and/or SYMBOLS .~ — —

Job Shiet ‘3 = Post-Test
UBJECTIVE: Post-tust to determine which of the following symbols you know and
which you still need to learn.

~

" MATEKRIALS: The following list of 30 terms.

PLCCEDUHE: for vach term below write the correct symbol.

PUSP-TEST: ~ ,
’ Term Symbol
1. Excitor
, 2. Ignitor
3. Ignition with ngd
4. Multiplier phototube
5. Dynode -
6. Internal shield
7. Double—cavity velocity-
‘medulated tube
5. Single=cavity velocity-
modulated tube ”
9, X-ray target
10. ,Anode
11. ©Split magnutron
12. Magnetron . -
13. . Deflectang Llcctrode
14. Grid . N
15. Cathode~ray tube: - ’ T

16. Phototube
17. Pool cathode
19, Gas-filled . 7
19. Cold=cathode T
Gas diode
20, Cathode-ray
indicator tube
21l. Loop coupling
22. Photoelectric cathode
3. Cold cathode
24. Indirectly heated cathode
25%. Triode
26. Pentode .
2T. Double=cavity anblOpb
28, Single-cavity envelope
29. Pilament .
39, Exoﬁ:?on with grid and holding: anodu

L

F

ALY RS
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TECH. TERMINOLOGY - Elec. ,
© " ABBREVIATIONS lnd/or SYMBOLS — —

Job Sheet #4 ~ Pre-Test
¢ OBJECTIVE: Pre-test to determine which-of the following symbols you know and
i . ~ which you need to learn.

&

MATERIALS: The following list of terms
Pen/pencil

PROCEDURE: 1. For each term below write the correct symbol. .
N 2. Obtain answer key from file and correct your work. Answers must
. : “ . be identical to answer sheet. :
. . 3. It you have ong or more errors, obtain the following from the file: :
Info. Packet: Study Procedure for Learning Abbreviations and Symbols °
4. When you have learned thoae you missed on the pre-test, obtain the
poat-teet from the file and follow instructions.

. PHE~TEST: SEMICONDUCTORS

Tern . Symbol
1. Controlled rectlfler diode

2. Half-wave diode o
3. Photo diode -
4. Tunnel diode
5. 2Zener diode
t. PNP transistor
7. Pull-wave bridge reqtifler
4« NPN transistor — , c
9. Unijunction transistor = o . "
10. Double anode zener diode !
TERMINAL BOARD | \ }
THEHMO=-COUPLE e : ‘ -
1..:,5. .
THEKMOELEMENT . . i
v 13. Directly heated . A
- 14. Indirectly heated g : .
SERVO CONTROL DEVICES
15. CT control transformer
or v
CX control transnittur '
or
" Synchro repeater _ -
16. TDX { .
Torque differential transmitier
or . '
(1)).4
: Control differential transmitter
JP CONNECTORS : -
17. Socket contact :
13, Pin contact
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‘ , . TECH.- TERMINOLOCY - Elec.
| . . . - ABBREVIATIONS and/or SYMBOLS

\ ST - L

Job Shuet #4 - Post-Test

. OBJECTIVE: Post-test to determiné wh:.ch of the followmg abbrev:.a.t].one and symbols
: yon know and which you still have to lea,rn :

Y R S - . — e — —

MATERIALS 7 The follow:mg l:n.st of tem

;—"HU\,E.DURE: For each term below write the correct symbol.

Hand in your post-test, €
|- PGST-TEST: ‘ -
Term Sng&i
$EMICONDUCTORS " e
"« 1. Controlled rectifier diode . . : )
. 2. Half-wave diode . :
3. Tunnel djode 5
4. Zener diode : . )
5. Photo diode _ }
6. Pull-wave bridge rectlfler ' g .
7 7. PNP transistor .
: 8. NPN transistor
9. Unijunction transistor
x . IO\ Double anode zener diode \
TERMINAL BOARD
11. :
THERO-COUPLE - .
« 12,
’Tm.RMOELEmm

13. Directly "heated
14. Indirectly heated
SERVO CONTROL DEVICES
15, CT ~ CT control transformer
or
CX control transmitter
or ‘
Synchro rspeater
16. TCX torque differentialwtransmitter
or ¥
CDX control dlffcrenctlal transmitter .
J/P CONNECTORS | i e
17. Socket contact B
13. Pin contact
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. S LETTER OF ”g UEST .
Job She ot

_ TURIECTIVE:  To oxamine & sanmigﬁiuttrr of*r;gueat*and—to*gvaluatewit according to

th following standards for writing any request lotter.

Aruitoxt provided by Eic:

ERIC

VAV ALS:  The following lotter of roquest.

Pun
v“ *
IITFORLTION: Standards for writing a letter of request: -
» v - .
" e BPo courteous. This holds for all lotters. Male uge of
such wourds as pleass, asprociat:, grat=ful. < -
Y, State . the requost bricfly but clearly. : .
Ge  Be sure that e requzot iz not excussive or unjust.
This check is ospezcially necessary wien you sond letters
aslidn® for pamphlets ani the like, :
P
SLUCENIC: 1. iead the fellowing. lottor. k x
2. Answor the guestions at the end of the sheet . '

-~ - ) ) kK “\\\

SAMPLE - REQ U:,oT LE‘I"I'ER
12 Mapl: Driv:
Palenville, WHaw York 70230
april 4, 1970

‘ , b
e - . _ o »
1 unedy Boolwtores, Iaserporatud
2 Perching Jqguarc , -
Mou Yok, Jow York  TM213 *
‘\5

o ntlamosns

1. have b:come very muck interested in radio ag a posaibl. carver. Before 1
d.cide dutlmw,ly whether or not to go into the sumwct geriously, I should like
to mmi » pood intreductory boole on the subject.

Hove you.n bosk that moets the requiroments? Naturally I do not want a hichly
t.chnical boclz. if you have such an introductory bool, pleasce intorm me as to Ghe
nems, austhor, publichoe, and srice. A word or two aboub the book's contents wouid
assist me greatly. )

- Voery truly yourﬂ, .

= .

’ R ) r‘d“\aﬂfd ¢ ﬁle

ST PIONS: 1. Gheel: the lotter egainot coch of {the three rules a3 stated abovn.

2. TDoes the writer discbsy any of the rulss?
3. If your answer i “roa," list vhich onse.

290
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: ' . Bloe. .
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. ( Job L b A

To - xamn: & samplo letier wf vﬁu~“t and to ovaluate it according to - ——m—
ﬂ—atagdardsffﬁr writing any I cuent letter. s

Ph- followin: letteor of requ st and Sus additional lmtt rs of

ot ot lrum the fllw. " ! A
.)—h——— \I
- T

T

0 gowsrtocas. This hel o Fop all lottors. Mabke use of ouch woeds ‘
uuui\¢J Slenss o, aporecis b, sratoful. . '
Sstaty e e uun*ut Lmlefuj but clearly. '
o czeessive or unjust. This check ig -

0o osur that the roouest is not

e ulzll“ acceasary vien you send lettors asking for pamshlets
the 11l

R ed th: folloving lettor.
Answer She \uv°tionu at the ond of the sholt, .
Pollow 8tos 1 and 2 for.cach of the rogust letters From the Cilo.
Angue r cusations ab b Lottom of the letter.
; .
SAMPLE IoaUSL T LEPTLR :
117 Gzl Street
Seranton, Pennsylvania
11231
March 20, 1970
1]
. !
- ” _
Domasylvania Stat. Cons- evation Dot
Hoerisbueyr, 2 nsylvanis 19215 . .
Seoatlowmens
T am polngs s#mpin in the stat Forest this cammer and I want information guickly. |

' & N Y N o . - . . 3 ) o ¥ - < it B S0 Vo o A P
rou hav o no right to chors . campers os UsSing mblic progsrty, but it theeo are any

foes or speeial requir wnts, 1ot me fooow all avout thum,.

I weant =2ll pai

dote and folders you may have. My vacation starts shortly, and

“ . Horbert | Ordon
~

v (L0 e 1. Chisck thee letter acminss 1 above thre: rules. List the rules,
. _‘—_—— . N
if any, hich the vrit .~ dicoboys.

S, oo obandamd sheet of LFaiag pager rowrite tie letter so that
) it eempli-s with the rul s, =
- \\\\k A
. ) L K ‘
5 ) £ () ' ’
. [ 3 4
o J o 91
ERIC 7
oo i o
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ERIC

Aruitoxt provided by Eic:

UBJECTIVE:

MATERIALS:
] e = e e e e —20—~p-3n‘.—~———-—4A7 e —

T LURORMATION: T

PRO CE TKE

3. To: . Paul Kosh, Volkswa;ren Daalir, mlwa:u,.w, {regon

[PYN )
*

CORIESTOITS

O -~ Auto. Mool

< E ¢ ) y U ? o un
e , LEPIER 1 R
Job Sheet 13 -
« ‘ ‘ . | k' . .o

To wnte three letters of rur'ﬂemt.

1. bta.ndard—size Lyping paser..

l. Ze wur't sows. lMake use of L;-uch words as please, wopreciad-,
crateful.

tutu the request bricfly bvut clearly.

Be surw that the request is not czoessive or unjuot. Phis shesh
tis particularly necescary when you send letters askinge for pamphlets
and t$he like.

Write. latters .‘:L rasucst as followso

L. Do Anemuan Motors Y
- Recquestiney - Information availatle to schoole conducting
mochanics training courw y furnished by dmerican
Motors. '
¢. Tor Boenoral Motors Training Co nt«w Tigard, O ogon
Recuesting::  Possible visitation by ctudsnts frow the -mochanics
elasses ot Woept Lina Hich dehonl. .

wﬁtlzir*‘ Those thing he believes most beneficial in $1v um.w‘
siudents to enter the automotive muu,anlcz: fivld
in this arez.

P

) — |
’ - |
" ™ -
L r
R | ] .
|
‘ . “w . [ ~ .
g [ ’ -
~ t
|
a vaR
Y ]



Lo COLITSPUNDENCE =~ Druft.
. o LEMMER OF BEUoST

“ Job S ot Uy Y

To vt theoe Letters of poouest

1o 8 courteous. Dats wse of cuch words o8 pleass, ajqr -cloato,
corad tal, ‘

2. dtat s the request brl fly but elearly.

Yo Hoovur that the evgu st Is aot Lo wsive or wnjust.  Thse
ch ¢ll 15 particularly neccssary when rou Seind letters woiiang
for pamphl 4o and the 1like,

1. Tead the infeormotion nacket on businesg 1ottt rs.
O urit letters of pogroot as follous. ¥
3.0 Chtain the address s of the companies. A
Toan Lo Past Cowpaig
Weoeenostingg: A ccmpl ote spocificativn and price gquotation
for iratting iwtwn\,ntu you would want -to
us ¢ (1ist below),
b e Ay Jdroattins and «:ngln sering company
CRovmesting: Guid o2 tour for thicty persons
; cs ‘Por Any «f‘n,,;in srins and dm.ttm;* gervice company

vy stan ¢ Consultant or ¢ uLm.u,le tu Mive lecture to
bu K.«W Q33

™

293

25

info ‘ﬂatwu prclet on business. 1~ttur~ R i 4 ]
staadard=sic tyglnb REVIE S =




CRFUOTT

SORMESPCNDANCE = 1o~
. . LEPMIR oF REQUTST

a . Job Shi-ot '3 .

To urit s three letters of roguest

[

.

F TS A el IR 5 SR . L6 o 5 .

A TORL CStandavd=siooc tyning gapase - e R
e 8 e e e ) -~ )
ihfermation paelet on busin g6 lottaers ) _

£ 1. court couss Make uso of cuch words as please, approciut .,
2. s the reguest bril-fly but clearly.
e e sure that the pequ st is not ezocssiv: e unjust.  This
. choel 1o particularly nce ssary when you s-oad lotbers asling
» Fop paphl $5 and the 1ilo . . ‘
S TOIPAL vE 1o I ad the informution sack t on businos lebters,
L Pind the gldroas.s of the companies opocified, .
3.0 UWrit. letlors of vogu ot as follows:
L3
me To: Uait -1 Redio osupsply in lJortland, viocgon
Woen sbins  Thir catalog N .
b, TPo:  Allid -
Bou s Their cataleog
L.:. ’ A{t‘t t“‘
Ta-ir catalog
L a “
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g U CORICHTONDENGE - Det. Sh.
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Po write thie e letiers of ¢ quert

sockot on business letdors

O

ERIC

Aruitoxt provided by Eic:

tyoing paper

<

5 e g ey 3 T . 3 B B = PR 5 =35 o b = N PR =N = 4oy R SN ,
Lo TR T l.[)@ courtoous.  Malv wie of Such words as please, anprociat o,
RIEMEIEY * S

crat. Sul,

- — - o, . . . s v
Zeoootate the eeruot bri £1y but clearly. 7 (
3o o wure bhat the reew:st ig act oz seive or unjust,  Thio ’
ch ool 13 sarticularly neecssary whell you send lotters aslang
cor pawmohlets and the lihe, , .
Lot 2oL s Te 1 ood th- information packet on business 1:tters.
e ———————

Yoo tbhbaan bl addr sees of the following eompani-»s or schoolu,
Se drit Lottt ors of pecu stoas follows: v
T Do T dstrouic, Iac,.
o oepeestinges (4 ﬁﬁww fur your moetals class.  (Hemombor the
- \eriy o will be mostly interosted dn the ara
{ v of toe plant portaining te the metalo trade,)
; Le  Pos Machianiut Looal €3 B '
oocucobime: infosuation and roequiremnsats for apordntiooshi
troiains.
e Glachomss Seosmunity Colloge
o oslea wtins: Infomaation availavle for vocational curriculum,

* e meate, and tultion ceosto.

N

)
or
P

»

L) A




CONESPONDENCE « Autc. [lzche
I Q Draft.
Bloo. -
. Not. Su.
| ' ORI LEPPER

Job Shu -t #£3

COPITE: Po otudy a model of an order letter 0
[ AL Prom £i}2 obtain a sampl: or =r lotter.
Pen

L0 Arioll:s Standaeds for weiting a ¢ ood order lotter

: a. Be gurs that your add csss is written corroctly in the .
Lhoading of your 1:tter, lany timos largs companics receive
letters with money cncloscd, but with the wrong addross or
with no addr 80 30 which to send the articlu. Angry letterws
follow becauss the article has not been received, but the
rault 1i-3 with the sender.

b. All Lwpertant details, such as sise, color, typo, cto., chould
be includod. One peidon, in sending an order, asked for o pair
of browa leothor shoes, stylo 3711, price 39.75. Slnwu he had
omittod tho 8ise, time was lost on both 0id8.

o, loantion 1f poosible wisre you saw the article, JdVUrEt“td. it
opd :prin c Trom a cataloy, meation thoe year or cdition. Be cure .
thut you have wadsrstood the original deserippion of the articic.

d. Tnelos: the corroct awunt of monsy in the form-of a monuy opder
or check, or otete that thos murunaﬁﬁiSU is to be chargod or gent
Gola T °

ce Include information as o how aad when you want the art;&e
chippd. b

£, Demembor that businscs forsm should be used throughout. Hako
your. srdure lettur businesslike.

s 1. Read and study the letter.
e Answ~r the Pollowin: questiongs
: " @, What important informution deoco the writer of the letter include?
N% i ‘b, What s:ntcnee could bo omitted from the letter without Ullﬂlﬂ-
ating any nocescary d:4ail?
Ge What -rrore aay bo madddby persens ordering merchandisu by mail?
e ! l. .

L—o

N\

"ERIC

Aruitoxt provided by Eic:




CORIWBSPONDENCE - Auto. Much,

. ORDER LETTER 1

; Job Shwt 5‘3 Qs
L
- OBJECTIVE: To write three order letters. -

FATERTALS : d‘t;a.udza.:t'ul--is:L.m tymng papur-- —_—
et ~—Pen _
- THDOLE TIUH' efer to standards for writing ¢ oed ordur lettor, Confﬁxpundpnce

) ‘Job Sheot &
PIRAUDDURD:  Weito order letters as follows: !

o« To:  Ir. Harold Smith
4 Industrial Salcs
Snap-Un Tool Co.
Routu 1, Box 947 . ) 'f
Clackamas, Oregon

@rdurmu the fullowinﬁ'-

An automotlve to0l catalog with price shect

Clackamas Auto Parts ‘
Orogon City, Oregoa y

Ordering the following: “

Parts for a 1965 Cuevrolet 6=cylinder

1. Cylinder head 5. Six-pistons .040 oversice

2. Six intake valves 6. One cot, piston rings 040 oversico
3. Six exhaust valves 7. O0il pressure switoh

4. Camshaft bearings

Lake Auto Partoe
, Lakc Oswego, Oregon

b. To:

n—

Co. ]

-———

Ordarine the followings

1. Vibration damper for 1963 - 409 cngine,

9. Differcntial carricr assembly for a FPord Pairlanc, 1963 model
3. Mastor cylinder ropalr kit for 1964 Fairlene with powcr brakeu
4. Front bearing cono, 1962 Plymouth surc-grip differential

5, Priction ring set, 1960 six Ramblor synchro-mosh transmission

L

RALF




4 : ) ' CORRESPOIDENCE = Draft.
: ORDER LEPTER -

E o Job Shuet 25 -
| /
,
OBJECTIVE: Po writs three order ‘legtoro
TATERIALS Information pachkut an business letters e
gtandard sice typing paper . .
Pan - -
[

TIMOMIATION: Rofer to standards for writing a good ordir letter, Corrcopondcnce

& 4

\ Job Sheet 4.

Wil

¢ i
PROCETURG 1. Hoea information ket on buwsinegs Yetters.
2. Meite order lotters as follows:

a. To: Fowffsl and Luoser Co.
2674 Polsom Ltrect
. . San Prancisco, California 94110
Cpd cringt the followings \
- 1. Blueprinting machine .

7. Lettering pend
3¢ rox machine

(oo eeify catalo, numbor, sizus, etc. tor cach. )

e

be To: Diotogen Som -any
ced aine the following: )
1. Gomploete drowing: instrumeats for twenty drartsmon.
(specify catalo nwibors and prices. )
¢e. To: Urodhead Garsett |
161 Comm:rev Circle A !
Saeramonto, Califernie 94815
. Gpderin tho followingss "

1. Complete draftiag furnitars. laclude corruct vpncifiocations.

Aruitoxt provided by Eic:




C E.u POYDENCE - Fl-oc.
N - ——
ORGSR LWPIER
Job Slisst
|
)
| 7 |
| CBJLCTIVE: To write three epder 1ett~r,
MATERIALS: Information 'Jdbfb't on bus:m- s ls:tbers '
T T o7 “Standard sise typing paper
Pon . .
INECBAPT O Refer to standards for wraiting a good order letter, Corrospondasnce )
Job Shueet .
R 1, wbtain the addresses of the following companiss. ~
20 Write crder 10bbers as follows: .
&e Tos United Radio Supply Ine.
- Crdorings th. folleowing:
1. 5 &0 mounting with screw terminalo, type £, d=pole.
2o Overaady continuity checlier ; )
3. Celler alligator clips, conventional type, lots of- 10
48 erit’antonua matching transformers, 1mp\,dam«, ratic 72/300
be To: Tmit.d fadio
T Crdoring: the following: )
) 1. ILG. Amp meber, range =50 amps, 3. inch cas .
2. CKD rejuvanstor and checker, B & K
5. Copacitor aualyit, B & K
Ce 24.12: P.ldlo wl&‘@bl
cpdoring the followin, s
. ‘ 1.  NMolied awdio cable phonopluy to alligator elip
¥ O Bloectronic project kits, “super sacoper kit!
3. Hallico=talkis, J~uatt, J-~channcl ,
1. Steroo heads o, WORA Pro ) o
‘e Tebile O3 transcoiver, Hini-sic
&4 e
@ .
A3 ,‘
@ -v‘ ,d =)
o 8
‘ -
N o
R
1]
2 nq | | :
FRIC i
. X




N N , } .
o

. O VL j\ﬂ \”rmuNCLa had Hbtt »Ju.
ORDER LIZPTER ‘\\

Job 3k 4

RS UCTIVL " Po write throe order lott .ral, i
MATERT AL, roak {on mwf;ut on business letters . - _ - B
. tandurd gice typing papor
*Pon . ‘ - e
* s 4

Refesr to standards for writing a geod ordor letter, Correspondwnen
Job Shest 444, ’

- ! ‘e
1. ool infermatica peclhot on business letters. i
2. Ubtain the addrescos of the fellowing companies.
3. Write osdor letters as follows: P

2. TPos: South Band

apdoping the toll winss - -

Ruoplacoment pario for horizoatal drive headstock 10E (Jodol A)
Lict in theee evonly opaced columns: A.  item numoer
’ B. part aunber

h C. .part name
ji lausin )
cothe follneings
R oolocemont pertd for 10" lathe tailetock, all parto EEHDY
: Y i=dh g tailstesk houding.
L in. throe cvenly spaced columns: 4. part nwiboer
: o B. part G
’ Go Loz Tusler & Somo
. Opd einge the followings )
Lot poirs of | J=inch pliors, combination
2. 42 12=-inch mill smooth files
3, 12 lo=ineh pound sccond cub . o
1. 96 taper, wxtra slim -

5. Precicion:squwrs aumber 541, 24 blade inches, 12 179 beam in.
£ Live cugber o lorse Taper ‘ ¢
7. Adjustable wrench, Seiach chromd plubed

L .

§ .

=¥

° Lo,




/ a L
PORRISPONDENCE = Bloo, -
ORTHR LETTER =
Job Shout 5 |
. o / 1 R

CBJECTIVE:  To write three drder letter:

Pen

‘MATERTALS: Information packet on business lstters
- Standard siz< typing paper . -

INPOMATION: Refer to standards for writing a good order letter, Correspdondence
Job Sheet ;4.

CROCEDURE: l.

E 2 .

.

L]
»
!
"
r
<
-
W
f

Obtain the addresses of the following companies.
Write ord:r lotters ag follows:
a. To: United Radio Supply Inc.
Crdering the following:
1. 5 AG mounting with screw terminals, type £, 4-pole. ,
2. Bwveready continuity checker
3. Mueller alligator clips, conventional type, lots of 10
4., Horit a:ntumla matching transformers, impedance ratio 72/300
b. To: Unitzd Radio
Crd:rin: the following:
1. "D.C. Amp moter, range 0-50 amps, 3 inch case.
2. CRT rejuvenator. and checker, B & K
3. Capacitor aaalyct, B & K
c. To: Radio Shack
Orderin;;_the following: :
1. Moldled audio cable phonoplug to alligator clip .
2. Electronic project kits,. "super snooper kit"
3. Walkic~tallivu, 3-watt, 3—channel
4. J3tzreo heads:t, HORA Pro
5. Mobile CB transceiver, Mini-gix
. ] A
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CORRESPONDENCE - Met. Sh.
‘ ORDER LETTER
' 4
Job She t #5

UBJECTIVE: To write three order lottors, ™

MATERIALS: - Information pucket on business letters
Standard sice typing paper
Pen

IO PIC:  Refér to standards for writing a good ordsr letter, CorreSpondvnou
Job Shuet #4. .

: * §
PROCEDURE: 1. Huad information packet on business letters.
2. (btain the addresses of the following companles.
3. Write ordsr letters as followss _ .
. . a. To: South Bend y, ' RS
) - Ardering the £oll wings e
Replacement paris for horizontal drive headstock 10K (Modul 4)
List in three evenly sSpaced columnss: A. ditem number
’ B. part number
‘ C. part nam=
b. 7?0 Clausing ‘
Cfiduring th: following:
N QL}TaCJment parts for 10 lathe tailstock, all parts sxcept
- 371-006, tailstock housing.
List in three evenly spaced columns: A. part nwnber
: i B. part name
. c. To: Tucker & Sons
Ord .ring the following: .
1. 6 pairs of.8-inch pliers, combination.
.2% 42 12=-inch mill smooth files
N 3. 72 12-inch round second cut
- 4, %6 taper, sxtra slim
. 5. Precision sguare number 541, 24 blade 1nches, 13 1/5 beam in,
6. Live center o lMorse Taper
7. A4djustable wronch, B-inch chrome plated
‘)1
"~ ;’
, 4 .
‘ v
*
B 02 0 ¢
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. 5 . CORRESPONDENCE =~ Auto Mech.
. ) ) Dratt.
. ' - " Elec.
‘ c .  Met. Sh.
’ ) CLAIM LETDER

Job Shot 46

-

‘UBSLOTIVE:  To examine a sample claim 1 :tter and to evaluate it according to
standards for writing any claim letter.

The follouing claim letter wnd two additional claim letters from the file.
Pen - : “ -
LIICETATION: 1. Do courthous. Acssume the good will of the ctore or -ageney
you ar uvriting to. ’
2.  Szplain your claim ju:tly and accurat :1y. Hawe proof of your
ctatoment. Ton't exa perete. An inaccuracy is Soon discov.red,
thus spoiling a legitimate complaint.

3+ Rogqueet adjustment. : i .
W
Sdincc srrors will bs made by lndman beings and since merchandic.: will
~53v broken in delivery, w. should learn to write a gensible, intel-
. ligent ¥otter requesting adjustment, not an angry, threatening
letter that malz:s enemics. ‘
. .

1. D:ad the following letter. :
2. Answer the quostions ot the end of the sheet,

12 ¥apl: Drive
Palenville, New York
April 20, 1970

- ;: b . . -
Kenaody Ddolkostores, Inc.
2 Peishing Sguare
Jow York, Hew York

voeatlemnens

i r.ccived in this morning's mail o jaclkage of books on radio. Unfortunately, .-
o of tose was not . the book I orderod. Instead of Ths Amateur Radio Pochnician,
gou Senb The Radio Amatour's Referonce Bool.

sines my iater st is not advance, I profur the less tochnical bool: first mentionsd..
I ca returning the foforac. Book. Will you soend the other to me as soon’ as you
cna’

Very truly yours, -
‘ Elwood  Gtis
CUESTIOI . 1. was the tone of th. ab vl letter courteous,- bitter, discourtsous?
ittt g— R " - » 4 . 5 . = . 4 . - Aol o
s 2. Tlas all ssontial info swmation givent ALupport your opinion.

3o How did the weitor aslh for an adjustuent? M o

d. Whoet tumptation shiould L. resisted in all olaim lettors? BT

c

J

. Will an angry letter b lecs likely to briag quick adjustment
of your claim® RhyT - .

P

| .303
- T RT7 . . ' :




] o o CORRESPONDENCE —~ Auto. licch.

}; ' . . ".Draft.
i : “ ' Blec.
I’Ie‘t . Sho
CLAIM LEPTER
Job Shuet T
OBJLCTIVE: Ty evaluats two claim le“tters. \ ’ ’ . ’ i

ATORIALS: . 1. The f‘ollfm:mu sampl: claim 1utters
2. P n ’

INPORMATICON: Crl‘tcrla for a poodrcluim letters . ’ <

C B Ba, courteous. Assumz the doog will of the store or agency you
ars writing to.

. K b. l:plain your claim justly and gecurately. Have proof of your =
Jtatu,m ent. Don't cxagserate. An inaccuracy is soon disccvered,
thus spoiling o l:gitimate complamt.

. Reruiost adjustment. J

i

1. fead the following leiters carefully. -
2. ‘Wd.luit them according to the criteria for a good claim letter.
3. answor the emestions ot tlie end of thc sheet. .

SAIPLE CLALM IF}I'I‘EPS “
17 Appleton Road ‘
Concord, New Hempshir 212
’ April 27, 1970 .

LM Brown Steore .
Y Tiu Streot R
Concord, Hew Hamumrv a1212

Gentlomens v ' .
1 cannut und-rotand how a store of your size and supposed sfficiency can be SO
in ffici-nt in wnd:mg out ord-rs Y,uturdaJ at your stor: I ordered from =z salegs

cloil: o suitcass of g llow luat‘mr. I specifically mentioncd Ycllow.

© Poday whiin your trusk can: and left the suitcase I found that you had sent out

a bpewm one. Tou are putting me to considerably trouble weiting this lutter. It
Trouble that could havs been aVOluv\l i® sou had lived up to your name of of'e

Pioiuncy. I shall -xpect to see your teuck here tomorrow with a naw y=llow ba

2

Ycur truly,

Agatha Munsen

-




- CORRESPONDENCE
P~ CLAIM LSTTER
| '
- A Vol e Job Shuet #T (ocont,) S
= .- .
. 22 Groene Court
. o San Francisod, Califcrnia 65 231
Jum, 15, 1970
" /1 Nt T T ,;J - Q,u = e ’ : T - ;7\\.
1 To1bot- and Compdny —
{ Viburnum Avenus - . ~ 7
Lan I'reoeisco, Ozlifornia 6‘231 ’ —
Con lemen: )
restorday I roceived by dol;v~rj t.ouck a wouden 1111n cabinet ordered from
you 4 week ago. Whon Iouncratod the cavinet, I found the middle file to be de- -
fective. Tho base of this drawsr is split, and one cidz is complotely splintered,
I don't know whether the damage ocoureed in transit or ut the factory, but
since the drawer is not wsable, I should like to have it exchanged. Since the
meat of the cab»net is in good condition, it will be necessary to replace only
thc drawer. 0ill you send your truck with a replacement as soon as poasiblat
1 shall grwatly apprumat your prompt action.
Rl \
Yours truly, ‘
Martha Jensen (Mrs.)
JIESPIONS: L. Which off the two fettors is the more courteous? ‘ v

5. thich will rcceive the Uest service in the matter of adjustment?
3. DPoint out weak spots in the discourteous letter..

Q

ERIC

Aruitoxt provided by Eic:




ERIC

Aruitoxt provided by Eic:

UBJECTIVE

HATERTALS ¢

L PION:

SEIES:
S —

..

1.

-

Lt
.

- -

L [
-

To writs throe claim lott .rs
Information packet on busincss letters
Standard sice typing paper

Pen

Critoria for a s6od claim letter:

Write claim lettors as follows:

CORRESPONDENCE ~ Auto-lf.ch.
CLAIMN LETTER

> Job shoet 23 . ] &

¢

’

Be ceurteous. 4ssume the good will of the store or agency
you arce writing to.

Explain your claim justly and acourately. Have proot of
your otatement. Don't cxaggerate. An inaccuracy is soon \
discovored, tius opoiiing & legitimate complaint. '
Hogquest odjustment. : -

Read the information pacdk-t on business letters.
Obtain addrusses for the following companies. -

a. Do: Oregon Autc Inswrance Co.
Plaim adjustment ac folldwas

A roported accident to the company on January 1, 1970,
was successfully handled and prompt attention was much

aporeciated.
b. Tu: Sun Electric Corporation

Tlaim Adjustmont as follows:

Have had wnsaticfactory performanco and excessive repzir cost
on o sun test equipment number 1020.

c. [Do: Postmastor, West Limn 2
Claim adjustment as follows:

Latter rc&uusting follow-up or investigation of corr-spondence
not received from General Motors Corporation, Detroit, Michigen.
Your personal contact with ths company, reveals correapondence
was gent Junc 1, 1970,

@

STRILE
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PR CEDURE:

CORRESPONDENCE - Hlec.
CLAIM LETTER

Job She b #3

To write three claim lett-rs

Standard size typing paper. ! -

Pen. t

Critevia for a good claim letter: x

L. Be courteogus. Assume the good will of the store or agency
Jou are uriting to. ) *

B. D=znlain your claim justly and accurately. Have proof of your
ctatument. Don't vxasgerate. An inaceuracy is soon discovered,
thus spoiling a lpcitimate complaint.

C. Hoquest adjustment.

1. Obtain the addressss of the following companies.
2. UWrite claim letters as follows:

4. Teo: EICO Company
Claim adjustment w follous:
VTVII broken on arrival from the company

. Po: Hickok Teaching Systoms, Inc.
Claim adjustmcnt as follows: . .
Digital countur, volt meter Mac-735, has broken and there
was a one-year warranty on it.

C. To: Heath Kit Company
Claim adjustment as follows:
An oscilloscopc you ordered was damaged enroute, \

307
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CORRECPUNDENCE - Dratft.
o ) © ORDER FORMS
] Job She st .
CRITRCPTHE To practice filling cut order forns accuratély and completely
TATERTALS e A list of items to be ordeored. Soc bilow. .
Catalog:(s) from which to obtain the information necessary to pa
ordzr the corrcet item. ’
Urder forms. Obtain from file.
SHCCEIUEB: 1 Locate all. items in 1ist below in each of the four catalogs.

2. Make a note of order number, pricw, size, deseription, ctos of

cach dtem. . :

. Obtain ordor blanks from file.

o P11l in lepgibly and acouratsly all the information necusoary
to ord r the cxuct itums you want. Order all the items four
times—once from cach of the four companiecs.

5. Tura in your f'our order blanks to teachsr.

LIST OF ITEMS:

1. T-Square - 24 inch .
2. Architoct's Zecal- -~ 17 inch

3. " Bngiacer's Scale - 12 inch

4. 309 by £09 Priangle - 12 inch

9. A4%° by 99 Triangle - 12 inch

6. Poneil peinter with sandpaper

7. Brasing shield

A
U

Loe Semi-circular protractor, 090 thick
"9, Beanm compass {complotc sct)
10¢. Drawing buerd - 13 inch by 24 inch
11, Drawing ink - 3/1 cuncu
2. Tusting brush - 15, inches long

" 13. Drafting taps - o inch by 60 yards
14. Drawing penciles - one dozen

CATALOG OR COMPANY:

1. Pest Scheol Deafting Supplies, 1969, or Drafting Art: Buying:
2. Modern School Supnlics.

3. Pacrs, Division ot A &~ T Importers, Inc.

4. Dictzgen Drafting Bauipment and Supply Company

=

ta
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CBJESTIVE:

MATERTALS :

[

PHOCTDURE:

Y

L“‘TJ @F ITEl

, To practice filling out order forme accurately and -completely.

. - * CORRESPONDENCE - lgo.
N URDER FORMS |

Job Sheet .9 ’
N 4

13

A lict of items to be ord:red. See b»low

Catalog(s) from which to obtain the 1nformation necessary to ordor
-the_ correct item . -

Urd@r forms. Obtain from fllu. ’ ’ .

1.' Locat: items in cach list below in appropriate caxalog( ).

2. Make a note of ordar or catalog number, price, sizo, dcscription,
abc. of cach item.

3. (btain order blanks from fllu.

4. i1l in legibly and acouratcly all the jnformation neCessary to
ordex the uxaot Adtem you want. .

Se Turn in your order blanks to teacher. '

“

1. Catalo or company: . Gray ok ?nturprlsec Ino.

2 = 510 five~tubs redio urOJu‘tG .
1 = 517 Mini-wink projecct ©
20 - 34l A crystal diodes :

1l - J7 A8 cgpacitor sut, 50 in paoku&e
1 - 321 ¢ rear seat speaker

4 - J37 transformers
c

ataloy or company: Rad}o Shack catalog 191

3 Bantamweight "BY battories, 19 volts

1 wxport dual-hcat soldering-gun : .
1 ¢TH=5 compact pushbutton recorder ‘

1 diamond ncvedlc - Honotte - DC=04

! 1b. assorted solderless lugs

3. GCatalop or company: ﬂurﬂtcln~5pplubee (BA) catalog #7111
10 Horkman AMP fuscs - 3 Lelly greem, 1 ybllow, 1 maroon, 1 pink,
’ 2 red, 2 black.
1 in=circuit eapacitor tuster -« a kit
1 omnidiroctioaal dynamic microphong, IK-112 .
{ mobile ham antunna - cuper hustler resonator - 22-27 inches,
teotal longth



AN
: , CORLESPONDENCE =~ XMeb. She
OHDER FORMS
P
Job Sheut N :
To x)l‘dbtlcb £i1ling out order forms accurately ‘and complately.
~_¢ 3]
VATERIALS: 4 Yist ot items to be ord red. Sue bzlow. .
Cathlogs from which to obtain the information nucessary to order
© the correct item
“ Order formo. @bt@.in from file.
PROCEIR e 1. Locate items in oach 1ist below in anpmnrw‘h catalog.
O, ke o noto of order number, price, sive, do Jcrip’cwn,
ste. of cach item. .
. 3, Obtain order from blads from file.
. 4. Pill in logibly znd accurat:ly all the information nceeceasary to
order the exact dtenm rou want.
Y. Purn in your opder blanln to the teachor,
3 v G, Leturn catalogs to the bookshelf.
- 4
LI P o8 IESiE: ’ .
1. el s 2 ovons fSataloy . - <
Sat. 5o ity
12 Industrial countor brushes (‘*?"3
’ ’ L; Pi1.- cards with pick and bruch
ol & Maclwow fram:o
‘ 1=l ’ pip yronchey .
] Tt ey i\
. 150=106 . ” I Small huh Cangs
$ sive centers
b Single picleup tongs
o & Plat juw gad tongs . -
e oot shosrouenlios Cetalog
Lt
1 uww commibator chuck kit ,
1 Conbor peot 10 lathe & .
1 Bonch.grind
1 3/ Industrial drill
v 12 w‘;ltﬁ-dgiuitor wolding helmoto
B 1 Motal dutting band soaw
3, Oroliwad=-Garr tt Ca telos
.];_u:'io Tt_ Bt *
& 3o L sreteactors
N ic ey 'faug;u 9 leaves
‘ELLI‘ mw’ i &juni@r clamns, 3V apening
‘L Dlo tuo olical flutos, kinclh ond °
i, M. M. Dlu.. 3 /o sharl: Jdieo, 12/16" duoagth
493 § spotractor and dopth gauge
91 4 Cuntor gaugy '
Q . Sy O e -
EMC i 676 ¢ le 2 J’M,f? otainless stocl ruleu 3
30 :
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| C@RRLoﬂOWD£HCE SRILLS - Httal Slie
| . . . . NOPE WRITING

< g ®

| Job She $ b

N

To dovolop oliille in commun Satial thronsh brluf, clear, and -r cis

aove welting. » ;
. . E . i
In the machiaist trade acte writing is most necessary when oral
communication isn't pngibl o Por wcamplz, a m¢uh1n10t on swing
chift (4 to midnight) 1saves a job Por 2 da; machinist (5 a.o.-
v 4 p.a.) to fiaich.
Intormation on what has boen done and what is yot to be done must be
agourale, nvat, and precisc. 4 siswndorstanding may result in a
- cpoiled job. :
N o DL Tow ar:' worting swing Jnift (1 to mldnlfht) Your job it not com~
“ olfﬁod, and the day shift will have to finish it. You must write
a note givins all the necess sary 1nx0rmat10n on what you hav: com-
' ﬂlutt& and what-is left to ;~n13h. *
. 4 5
i JuDs You arc given three 1" = 3" = 20' lengths of bar shook.
’ . Cperationss '
2. Saw 1Mo 3o 3" pilens (Seo shetch) 200 quantity).
be Dolurr all charp »does ith a file. ]
Ge will 3" diz. hole asnres. cepter of 3" x 3" surface.
do Pil: ans polish ¢ sides.  Soe skatch.
iou hawe comploted on your shift: . .
2o Santing JO0 picecus,. N - o
b, Yoo hov deilled 100
o . T, ' L (U B BI W & B 3".',
Co  You v CI1 a4 O 9ides on 25. .
Mot = Ia e not. cipleda to the day shift man what needs to be done to ’
Pialst the job. B v <
ot 2 ~In&m@ﬂurrwt,~wﬂanb&ut uutwmﬂutuh
(eaanmb e to b oas bed f W possible and yot wad. mtmd&nh in ,;um
228885 . ) . . . 4
¢
il
o
o
wiiﬁna




FINDING & GE‘I'I‘IRG A JOB -~ Auto. Mech

— . ' Draft.
o Elac..
: Met. Sh.
JOB SURVEY SHEET ° ¢

* “Job Sheet #1

OBJECTIVE: To flnd out what you know about the world of work /

MATERIALS: .This JOb eheet
The answer key in the file

PROCEWURE: 1. This job sheet is organized so that the qunatﬁons wxll test how
: carefully you have read the material. All information is to be
found in this job sheet. R ‘ -
<e * Read carefully, thqp answer the questions.
3. Obtain the answer key from the file and correct your own work.
4. Indicate the number wrung”on top of the job sheet. \
5. Hand in when completed and corrected.

-

. s ‘u
: EXPLORIHG THE WORLD OF WORK

The cong tells us that, 'It 8 a big, wide, wonderful world we live." Let's
find cut more about it. |What jobs are available in this wonderful world?
B-fore aflecting your career, learn something aboyt the world of work. Know
what occupations are available. Pind out about these different jobe. Answer
the following t» determine how much you know about occupations. -

o .- Because it is impossible to look at the thousands of different
' Jobs, we shall look at major job groups. Sometimes they are

. vo i " .called occupational families. As in a human family, all jobe “
= _ < in the group are related in some way. That is, all jobs in
the group 3 -
| & are alike -
‘ have some features in common
both
. * ‘ neither

2, Industry employs all klnds of workers. There are those without
skills. They dre-called: ' ’ '

P . industrial help ]
unskilled workers

both ‘

~ neither

3. Usually unskilleéd workers are laborers. They may work inside or
~outside. Their work may involve heavy physical labor, or it

: may consist of light work indoors. Which of these might a

. laboreér or unskilled worker do? -




o

- | PINDING & GEPTING A JOB
: JOB_SURVEY SHEET (Cont.)

Job Sheet #1

shoveling

digeing

hauling ‘

all of the above . B

Tour £irst job may be in the unskilled groﬁp; 'Hith occupational planning, you
L can advance. The next group in our occupational family is the semiskilled worker.

3.

" taxi drivers. George drives a long—-distance moving van for a

With training, many unskilled workers move up to SEMISKILLED JOBS.
Semiskilled workers work with their hands.: Their work is usually

-routine. It calls for a limited amount of training. Often this 7

is in the form of on-the-job training. They are given brief in-
structions and told exactly what to do. 'Under supervision they
g0 through the same motions over and over. The requirements

for unskilled and'semiskilled workers are different because:

. unskilled workers need little or no
education and training.
semiskilled workers need a limited amount
of on=-the=job training.
both »

neither-

Sumiskilled workers hold jobs in almost every major in&ustry.‘ ‘
The majority of these workers are found in the manufacturing
industrice, Other workers in this class are truck, bus, and
large moving company. George should be classified as a(n):
r : unskilled worker ’
skilled worker
both

neither St

Phore will be thousands of Jjob opportunitics in the @emiékillud
occupations during the 1970's. Thure will be greater need

for workers, however, in the skilled and technical fields.

Spend a bit more time and effort. Get training. beyond the’
semiskilled stage. Advance to the next level as a worker.

. SKILLED workers are cratftsmen who earn a living by making things

with their hands. Many are employed in the ‘mechanical and building
trades. All of our tall buildings, machines, dams and bridges
were built by the efforts of various _ craftsmen.

? X unskilled
- semiskilled
both

neither

313 .3o07
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10.
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11.
'R
12.
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- - FINDING & GETTING A JOB
: ) JOB SURVEY SHERT (Cont.)

“ \ Job Shéet #1

thn you are a skilled worker, you'll have greater job securit
There'll be better chances for advancement. You may hecome =
self-employed. Your wages will be higher than those of the
somiskilled and unskilled. Name two advantages of 'being a

skilled rather than an unskilled worker. - -
" lv i i . ¢
2s _ ’

There. are good opportumtiw for skilled workers in every one

- of the fit'ty states. The general employment ocutlook in the |
skilled ocoupations is very favorable. The greatest opportunities

are in the large industrial states. ‘Examples are New York,

- ,California, Pennsylvama, I1linois, Ohio and )hchigm

&

any of the -states, )
4 only in the large industrial states.
. _ only in New York, California, and Oha.o.r \

A large number of craftsmen belong to Bmller groupﬁ. Among
these are bakers who produce products such as brea.d, cakes, -

. and pies., Jewelers are ckilled workers. They make and repair

jowelry of all sorts, Tailors also are skilled workmen. They
do hand and machine sewing in making clothes. Each of these
craftsmen uses his hands to make things, It is wmost important
that the skllled worker havea S

verba.l skilla

_ a good penqmlity i
both g
neither
Name three families of workers tha,t have been discussed so far.
(1)
(2) ‘
(3 .t °
Completc these nentiancec. ) .
‘nmallud work offers (few, many) " chancos for advancement.

Semiskilled workers work at (routine Tasks/ new and different
tasks) each day.
There will bte more need m the future for

unskilled workers

skilled ‘Wworkers ¢
both L £
neither

4

314 508
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13.

14.

15.

16.

S

17.

18.

. FINDING & GETTING A JOB

JOB SURVEY SHEET (Cont.)
P Job Sheet #1 '

Matoh the following jobs with the job family.

Y digging a ditoh 1. skilled

b. driving a truck 2. semiskilled .
C. making a suit of - 3. unskilled

‘ clothes -

d. - welding a fender ’

Those who work in the serviee occupations- é.re grauped together
" because they all serve the public in some way.

The services
which they provide vary. Therefore, the amount and kind of
tra.lm.ng required varies. One thing which all workers in
service occupations have in tommon is:

serving the public.
different qualifications.
same job title. - . o !

Depending upon where and how they serve, those who work in
service occupa.tlons may be-divided into four groups. These are
{1) domestic service workers, 920 protective service workers,
(3) personal scrvice workers, and (4) business and industrial
service workers. The largest group in the service occupations
is’ the domestic service workers.

(1)
(2)
: (3)

Over 750,000 civilian workers are responsible for the protection
of publ:.c life and property. These are the protective service
workers. If you would like to enter thj.s field of work, there
arc strict personal and physical requirements. The educational
requirements vary with the speclflc posrblon. Protective service
workers: T

protect public property and lives.

protect personal and physical property

b
W
neither

There are three la.rge subgroups of protective service workers.
The largest ‘of these“is guards and watchmen. The second largest
is made up of policemen and detectives. Firemen are in the third
subgroup. These thiree subgroups make up more than 90}6 of all
protective service workers..

Industry spends over one billion dollars a year for workers to
look af'ter its property and trade secrets.

by:

This work is done




FINDING & GETTING A JOB
JOB SURVEY SHEET (Cont.)

v

Job Sheet #1 ,;_ }
firemen (

guards and watcl}-en

both

neither

~ »

19. Not, much special training is required if you want to be a
watchman or a guard: Most police departments require that
applicants be able to pass certain examinations. You must

" meet certain physical, mental, ‘and educational requirements.
From the advertisement below, list one mental, one physical,
_and one educational requirement.

POLICEMEN WANTED v .
Starting salary $9,010 . (1) )lental requirement
1. Age 21-29 years ‘
2. ¥in. height 5'8 (2) Physical reqm.rement
3., Min. weight 145 1b.
4. U.S. citizen (3) Educational requirement

5. Pa#is written test

6. 20/20 vision corrected

. 7. Physically fit. '

T 8. Good moral character B . Lo A\

9. H.S. diploma/ or G.E.D.
or prior experience

2

20. The third group undér the headmg of servioe occupatlona is the
personal service workers. These workers do something personal
N ‘ for the peopls for whom they work. Which onevcof these workers

is a personal service worker? . W - -

a barber o .

-~

a taxl dr:wer

21. The remaining group of service workers are engaged in the buamess ‘
© and industrial servigce occupations. Among these workers are ~
bellboys, busboys, cooks aiid chefs, elevator operators, and janitors.
Which one of the following workers does not belong with this group?,

a bellboy
a hatcheck girl -
. ’ . , a chef o

a policeman

r!

( 22. As a mile, clerical workers work in clean, well-ventilated offices.
Their clothing at the end of the day is as clean as it was .when
" they went tq work in-the morning. Many of the men wear white . .
shirts. Th.s group of workers has come to be known as ”whzte—collar“ “
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Job Sheet #1 - o ‘L

. workers. The skilled and semiskilled workers are often called

blue—collar workers. ¢“Tf™ you want to look nice on the job you
would like being a:

white=collar worker

blue~collar worker
both ‘

neither

1115

N

23. Clerical workers should have a high school education. Some
tralning in business courses is needed. If you're good
in arithmetic; spelling, and grammar, so much the better. N
Knowing how to operate some of the different office machines

- will help you get a job. Planning to be a clerical worker?
You must have: ) . :
) ' ) a good basic education -
i a degrec from a business college
both
neither

a

24. Salespeople require less trainihg than most other white-collar
workers. IS your appearance clban and neat? Do you speak well?
Can you persuade customers to buy what you are selling? If your
answer is "yee" to these questlons, you: L

.

will not need a great deal of tralnlng

s » will find that the field of selling offers many
. - different opportunltles
both,
neither . ;
25. The férm worker is being replaced by machinery. By 1975, only -
" one out of every ten youths will be able to get a good job in -
farm production work.- Farmers are using more modern methods.
The student who plans to go into farm work must:

_know how to run the equipﬁent‘ﬁsed on a modern

? farm.
choose from many farm jobs.
both )
: n:ither s

26. Many of the oceupations in the technical, managerial, and profession-
al groups call for a college degree. There are some exceptions.
See if you are interested in these exceptionS.

‘e

317

“oq X




FINDING AND GETTING A JOB
JOB SURVEY smr (Cont.) -
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oy -

27. There are two basic types of professions: (1) Those which
require a great deal of formal ‘education. ' Boctors, lawyers,
‘ and tcachers ‘are examples of this type. (2) Those which do not
~ call for as much knowledge. They require creative talent and
S skill. Examples of such workers are actors, athletes, artists
. or musicians, Which of the following would require a college
. education? e

, '
v . . doctor -

_~artist.
28. Match the following Job Titles with the name of the Job Fam.ly
- to which each belongs: N -,
;80 'l‘itles ) Job Families i
__* Cargenter 1. Unskilled workers
- Ditchdigger ’ 2. Semiskilled workers
_____ ‘Teaocher’ ' 3. Skilled workers
" ____ Farmer ‘- | 4. Service workers
—_ Salesman ‘5. sClerical workers !
) fypist ) " . 6. Sales workers
- ' Waiter ” - 7. Professional workers
_;___ Fireman . ) 3. Fhrﬁ workers
+ —____ Bus Driver " ”

29. In January, 1966, less than 4 percent of all people looking for
work were unemployed. This is the lowest rate of unemployment .
in 9 years. A report from Washington, D.C. says tha} the number-
of unemployed will continue to drops What does this mean to you?

. Soon you will enter the labor market. If you are, oa.pa.ble, your

- chances of finding a job are: :

good -and getting better ~ both

. good right now but, expected
P T ,y to get worse neither

30. The job picture for the youth of today is bright. But you
must be prepared. Learn a skill which employers need. Get a
¢ good basic education. ' Education and traingng are the keys to
a better life. You can have your ¢hance to earn good wages,
. have steady employment and be happy in your work. You are now
vy at the crossroad. START NOW. IN THE RIGH'I‘ DIREC‘I‘ION! /’
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MATERTIALS:

PHOCEDURE s

4

CBJECTIVE:

CUBSPIONS .

*

PINDING & GETTING A JCB - Auto. Mech.

Draft.
Elec.
N .+ Met. Sh.
JOB BEXPLORATION -
. Job Sheet #2 ~
(£ach student will.do three of these)

3

{

! . P B . s e
To obtain specific information about a specific vocational arca.

o

Voeational Area Bibliography

Available materialg in library and study cenJLr' books, pamphletif
tapes, filmetrips and tapes, filmstrips and records

1.
2.
3.
4.

9e

{ .
Co to the file and obtain the Vocational Area Bibliography.
Decide on one job arsa that you wish to investigate.
Note where the materials you want are located and obtain a hall pass.
Kesearch the job area thoroughly; sometimes it will be necessary to
go to more than one source for all the information you want.
INSTRUCTIONS FOR THE LIBRARY: -
a. Prom the reserve shelf choose several books that deal with
the vocational area you are investigating.
b. Read the questions below. .
c. Overview each of the books or pamphlets you haVb chosen;
ducide on those which will best give you the information
you want. Return those you are not going to use to the desk.
d. Using the index and table of contents, preview chapters in
the books or pamphlets that look like they might give you the
information you need.
e. Once you have found the exact information you are looking for,
read the material carefully and anBwer the questions below.
t. K:turn all books to the reserve desk.
INSTRUCTIONS FOR THE STUDY CENTER:
a. If you want printed material ask the secretary to darect you
to the Vocational Pamphlet file and other pamphlets which
are available,
b. f you wish to, view a filmstrip ask the secretary to help
"you find the one of your choice and assist you in setting
up the filmstrip projector and record player or cassette.
c. Read the questions below before you start viewing the
film strip.

“d. View the filmstrip and record your answers. (Note: 'Sometimes

it might be helpful to view the filmstrip more than once.
The first time to get the general overview; the second time
to ¢btain specific information. ‘

2. Return all materials to the secretary. o ¥

Choose one Bpecific job to investigate thoroughly and answer *

the follgwing questions: - .

as Give the title of the dpecific job: :

b. List all possible places of employment. (Example: private
industry, county, gtate 6r federal agencies, self-employment, eto.)

319

»



FINDING A JOB
JOB EXPLORATION (Cont.)
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Does the job 1nvolve. ’
21% Working with’peopls and/or animals? ¥es  No

2) Workipg with concepts and idess? Yes No
3) Working with machines and objects? - Yes No
What are the eduoat:.ona.l requirements for this job? List

all. .
what special qua.hf:.ca.n:s\:rgc' necesnry-for this job?
(Mental abilities, physi ilities, special skills, etc.)
Pind the following information about sarnings:
(1) Expected beginning salary. By the hour?
Per yecar?
(2) what is the possible maximum salary? By the hour°
Per. year?
How many hours per week would you expect to work in this job?
Are there any health hasards involved in this Job?
If so, what are they?
Is the competition for this job
None Very little Inoreasing

——————

Very great In other words, how orowded is this
vocational area?
1.ist the possibilities for advancement in terms of
ilg Responsibilities -
2) ¥Wages or salary- ¥
What, if an:y, are the seasonal va.rntiom whioh affect this
job?
What are the frmge benefits to this job?
What you have learned about this specific vocational area?”
State your personal feelings about it as a future vocation
for yourself. List the pros and ocons.

o 320 . .
. 37 |




. -

MATERIALS:

PROCEDURE:

FINDING & GETTING A JOB - Auto. Sh.
: “ © Draft.,
’ Elec. =
Met. Sh,
WORK PERMIT

.
Job Sheot» #3

Toc learn how to obta.ix‘x a work permit

-

Obtain from the file an application form for a work permit.
Information packet on work permits. '("The Work Permit, Your Job

1.
2.
3.
4.
e

6.

and the Bureau of Labor")

Read the brochure:"The Work Permit o , , Your Job . . ..4And the
Bureau of Labor.'

If you already have your work permit, you have completed this
job sheet. Hand it in. | :

If you do not have a work pexmit, obtain an application from

the file, and fill it out accurately and legibly. :

Show the completed form, together with this job sheet, to

your instructor for an OK.

NOTE: 1If you do not have a copy of your birth certificate,
write a letter requesting one. You will find the address in

the file, - ,
Obtain an e¢nvelope from the instructor and mail your application
for your work permit.




&

OBJECTIVE:

MATEKTALS:

INFORMATION:

<

4

= FINDING & GETTING A JOB ~ Ag.
, Autg. Nech.
N Draft.
. Elec.
SOCIAL SECURITY NUMBER ’ ’

Job Sheet #4

To learn how to obtain a Social Security Number. . ?

Obtain from the file an application blank for a Social Security

Rumber,

Before you can hold a job, you must get a booxal Saour:.ty ca.rd.
What is Social Security?

when you work, you must pay about five cents out of every dollar

t0 the government. Your employer takes this money out of your ” -
pay check. He alsc pays the government about five cents for

every dollar you earn. So for every dollar you earn, about ten

cents goes to the government. The government uses this money to

help you in several ways. '

1. #hen you retire from work, you get money to live on. The
age of retirement for women is 62. For men, it is 65.

2. If a man dies befores his wife, she gets money to.live on.

3. Suppomse you get sick or hurt while working. You get
money until you are well enough to work aBain.

4. After you are 65, part of your doctor bills are paid for.
This is called Medicare.

It is easy to get a Social Secui'ity card. Obtain an apﬁliéstion form

for a Social Security number. After you fill it in, mail it to the
Social Security office nearest you. This address can be obtained from
the phone book. You then will be sent a Social Security card with
your number on it. This will be your number for the rest of yeur
life. If you lose your card, you can get another one. But it's

a good idea to keep your card in a safe place. Carry it only

when you go for a job.

1. Read the above INFORMATION sacotion.

2. If you have your Social Security number, write it and your name
in the tp&oel 10’".

3. 7You have completed this job sheet. Hand it in.

4. If you do not have your Social Security number, obtain a form
Trom the file and fill it out accurately and 1egi’oly

5« Show the chnploted form togethor with this job sheet to your

-+ instructor for an OK.

6. Obtain an envelope from the instructor and mail the application

to the Social Security office nesrest you.

g
NAME

SOCIAL SECURITY#




. FINDING & GETTING A JOB - Auto. Mech.
& v Drm.
: - ‘ “ Elec.
¢ » . ¥et. Sh.
LEPTER OF APPLICATION

Job Sheet :#5

*

(NOTE: THIS JOB SHEET IS TO DONE APTER COMPLETING CHAPTER 4 IN THE TEXT
AND BEFOR}E BEGINNING CHAPTER 5.)

OBJECTIVE: To eﬁwine two sample letters of application to find 6ut the informe
. ation a good letter of application should contain. .

MATERIAL: Sheet entitled "In the Boes's. S}was"

PROCEDURE: 1. Do this job sheet before, you begin Chapter 5 im your text,
"How to Write a Letter of Application®, =
2. Obtain the sheet "In the Boss's Shoes" from the file.
3. Read carefully the sample letters of application.
i . 4. Answer the questions according to the direvtions.
\" 5. Hand in the completed job sheet.
6. Begin Chapter. 5, ;.n your text.

BEEN :
Q. » . 3/7 ¢ “




| : FINDING & GEFI'I)EG A J‘OB - Auto. MNech.
Elec.
. . Met. Sh.
APPLICATION FPORKS :

, ' Job Sheet #6

(NO‘I‘E mcnsmmmmmmmormmxncomm:mcwm
6 IN THE TEXT.)

OBJECTIVE: To practice completmg Job applzcation forns uzth acourscy and
; legibilitys : . - -

MATERIALS: In the file are application forms from the following‘ oomp&nies:

l. Pred Meyer

2. Pendleton Woolen Mills

3. Tektronix

4. Pacific Northwest Bell

‘5. Crown Zellerbach Corporation i SR
6. Spokane, Portland and Seattle Ruilw

7. Meier & Frank Co.

8. Northwestern Glass Co. . ]
9. Pacific Power and Poundry Co. - Renton Pivision -
10. Americen Can Company

1l. Earle K. Jorgensen Co. .

12. State of Oregon Civil Service

PROCEIURE: 1. Choose three of the above applicatlon blanks. - - -
, . 2. Using pen complete each application form a.ccurataly and .
legibly. Remember that this appliocation forn reproaonta you . .
to the employer before he even sees you.
3. If you have questions, refer to Chapter 6 "lee Your Application -
Blank Sales Appeal: in your text.
4. When yau have completed the application forn, recheck to make
sure you have answered all the questions. e
5. Hend in three completed application forms.




OBJEOTIVE°
MATERIALS
PROCEDURE:

QUESTIONS:.,

, : pmnmc & GEMING A JOB - Auto. Much,
o ) Draft. ’

» u . N B . & . . & - - ) Elec. i
. - S Met. SH.
APPRENTICESHIP TRAINING ”

‘Job Sheet #7 :

Y

To gain general information about apprenticeship training

Pamphlet-f ‘"Some Questlons & Annwers About Apprenticeship Training"

1.,
2.
1.
6

“e

3.

4.
Se

6.
- 7 .‘

3.

9.
10.

11.

12.

13.
14.

-15.

16.

Obtaln the asalgned pamphlet from the file.: .
How many trades and trafts ard apprentlceable in 0regon°,

What is an apprent1cesh1p°

+How. many trades and crafts are apprenticeable in Oregon?

What is the average tlme wait for an apprenticeship Openxﬁg
after a pérson applies? " ‘
State the opportunities for adﬂancument beyond,belng a Journeyman

_How would’it be possible to become a journeyman without serving
- an apprenticeship?

How fmch cducation must an individual have to qualify for an
apprentlce program?

What trades do not require a high ‘school diploma in order to
enter their apprentlceshxp program?

Name the courses a high school atudent should take to prepare
for am epprenticeship. ¢

. What are the age limits for an apprentice?

Of what value is hlgh school vooational training in obtalning
an apprenticeship?

Could a person who had served time in prison qualify for an

: apprent1cesh1p°

How long a time does an apprenti’ce serve in training?

In addition to working on the job, what other training does an
an apprentice receive?

What wages ¢an an apprentice expect to receive?

What expenses does the apprentioce have?

How can an apprentice keep from losing his apprenticeship in
the event he is drafted?
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- S - APPRENTICESHIP TRAINING

Job Sheet . #3
OBJECTIVE: To gain inforhetion about a Specific sppremticeship training - : )
program. . : - , :

-MATERIALS Appréntidéahip In;omtién Center Bulletins, available in the
f£ile and in the study center. ) .

[l

PROCEDURE: 1. Obtain a pass to the study center. . S
2., Ask the seoretary to direct you to Apprenticeship Information

Center (AIC) Bulletins. ,
3., Answer the following questions.

_gUl-‘iSTIONS: 1. List all the vocational areas you can £ind in which one can
: \ go through apprenticeship training. B :

. a. \ ) f.
o be. - i . [
Y n ” Ce¥, ! ‘ ~ h.
' i " de - . i. .
. 2. Choosé one of the above apprenticeship programs to investigate
thoroughly, and answer the following: R -
. : a. Name of program.. . g :
) b. What kind of work do workers in this program do?
/ o ) ; c. How are applicants chosen to become apprentices in this
: program? ;
~ 4 List the minimum basic requirements for this apprenticeship
. o in terms of ] ’
omemmee 8T (1) Age ~ |
2) Health : T A
3) Education ) :
» 4) Tests ‘
' 5) References

c. How long is the apprenticeship?

?. What-wages will the apprentice be paid?

‘& What wages could the apprentice expect to reoeive when he
Spacame & journeyman?

‘h. Give the address where one would go to apply for this .

~ apprenticeship program. » .o

-
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) ) FILMS & GUEST SPEAKERS -~
.+ . Job Sheet #9 B
OBJECTIVE: To assess the main points *presenfed by a film or a guest speaker
HATERIALS: “'I!h:.s JOb gheet to be turned in ror ea.ch f:.lm or spea.ker.
- PROCEDURE: 1. Read the questions below before neu:.ng a i':.lm or hearinga b
5 speaker. - e
2. Listen attentzvely to the presentation. : -
3. Answer.the questions below.
QUESTIONS: 1. State the title of the film or the name of the speakér:
2. List the three most :.mportant po:mts you feel the f:.lm or- the
apeaker made: . -
c 8o 7
b.
B - Ce ) . ¢
3. State two items of information about Fxndmg and Getting a )
~ Job that you learned from this presentation which you did not o °
o know bufore: .
a. . ) ‘ :
b ‘ R p
4. Write a statement telling how the jnformation given by the
£ilm or speaker could be valuable you ‘personally.
: !
//l .
—y ) §) ¢
o | . ‘ i3 s
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AUTO MECHANICS BIBLIOGRAPHY ' '
BOUKS

o

12

Chilton Repsir Manual, 1969.

Motors Auto Repail Manual. 24th Ed. New York, Motor 1961.

Motdhs Flat Rate & Parts Manual. - '

- Stephenson, George E. Power ﬁecha.nios. Delmar Publisher, 1963.

", PAMPHLETS & PERIODICAIS

,’Alemite's Recomme_\;%ded Training Procedure for Hheg’]i, Alignment .
Autolxte, Spark Plug 1964 Dealen Ca.talog. . s

Charging, Ignition & Cranking Systems, Delco-ReEQ, Ande;son, Indiana.

Energizers & Batteries. Delco-Remy, Anderson, Indiana.

Introducing the Delcotron Generator & Cha EE.E Circuit. Delco-'Rem,
Anderson, Indiana.- ‘

Ma.chinist, ’I‘he. published by Interna.!:iona.l Assoc. of Machinist and
Aerospace Workers

Regulations and the Charging Circuit. Delco-Remy, Anderson, Indiana.’

d

"20;000 Volts Under the Hood." Delco-Remy, Anderson, Indiana.

Wheel Alignment Snap-On Tool Co. Manual.

"Questions and Answers on Apprenticeship Training" . - .

+ *

Crouse, William H. Automotive Mechanics. 5th edition, McGraw-Hill, 1965.




DRAFTING BIBLIOGRAPHY

BOOKS

I3

A 3

Burke, Arthur E. Architectural & Building Trades chtxonaxjx. Amér. v
T\.ch. Society, 1955. ‘ ’

a

Spence, Wm. P. Arch-ltecture—nes ign-Engineering-Drawing., !cKﬁight, 1967.

Hysler, Donald & Wallach, Pg.ul. Architecture, Drafting & Design. McGraw=
Hill, New York, 1963. ‘ ) N

>

Crispin, Frederio Swing, Dictionary of Technical Terms. “Bruce, 1970.

Douglas Fir Use Book. Western Wood Prod. Assqc. 618t ed. 1968

French, Thomas and Vierck. Engineering Drawing for Students and Draftsmen.
(10th edition), McGraw-Hill, 1988. .

Frenoh, T‘homas Manual of Engineering Drawing for Students and Draftsmen.
McGraw-Hill, New York.

French and Svensen. Mechanical Drawing (7th Bdition), McGraw-Hlll, 1/6\)-

French, Thomas. Mechnical Drawing: A Text with Problem Layouts. New York,
McGraw-Hill.

#

PERIODICALS

Engineer, Engineers Joint Council, New York, New York.

*

"Questions and Answers on Apprenticeship Training", U.S. Dept. of »La’boz-

° A

"Western Architect and Engineer."
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ELECTRONICS BIBLIOGRAPHY

"

BOOKS " , ' R ¢ ) 3

L

Zbar, Paul. Basio ”Eléctrici‘ty & Eleotronics. MoGraw-Hill, 1967.

]
Lemon, Wayne & Bobcoke, Carl. Color T.V. Servicil_'g Made Easy. Vol. 2.
Same Publication, 1967 v

.

-

Diction.;ﬂ of Electronic Terms, The.

3

Gerrish. Electricity & Electronics. Goodhart-Wilcex, South Holland,
Illinois. 1968, ' ’\

Zbar, Paul. E,Lectrlcltx—Electromcs Fundamentals: A Pext-Lab Manual. .-
McGraw-Hill, 19 9. , : .

A N
Duarte & Duarte. I‘.‘lectronlcs Assemb}x Methods. _MoGraw-Hill, 1964

L]
.
>
[N *

Delpit & Johnson. Electronics in Action.™

G.C." Blectronics Catalog.

.
%

Zbar, Paul. Industrial Blectronics. MoGraw-Hill, 1960.

Faber, Rodney B. & Heiserman, Russell L. Introduction to wlifieré.
McGraw—H:Lll, 1963. ‘ .

Modern I):Lctmnary of Electronics. Sams, 11968.

RCA Receiving Tube hb.nual Radio Corp. of Americay 1968

Bademeff & Davis. Sgeaker Enc{osures. Sams, 1966.

Kiver, Milton. Transistors. ‘3rd .Edition. McGraw-H:Lll, 1962.

Cavallari, P.D. The Transistor-sttgx Guide No. 2.
I ‘ Ed

PERIODICALS & PAMPHLETS

Electronics 'Digest. Wm. M. Palmer, ‘Editor and Publisher, 2615 West 7th Stre, o
Fort Worth, Texas  76107.

) A

Elementary Blectronics. = Science & Mechanics Publishing Co., 229 Park‘«Ave. Se
New York, New York 10003.

Lafayette Radio Electronics. : ,

Radio Shack Annual Catalog.y

/'Some Questions and A;xswem:~ on Apprenticeship Training" pub. by State of
Oregon, Employment Division, Sa.lem, Oregon.
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. o - BOOKS

Peterson. American La¥or Unions. Harper & Row, 1963.

%

American Steel Catalog.

Kﬁrsh, H. Apprenticeships in America. . Nogton, 1965. s

Giachino, J. Basic Bench Metal Practice. Bennett, 1943.
) " T »

Brodhead Garrett Catalog. 1969.

Ceoley, P.H. Complete Metal Working. Arco, 1967. . ’ ‘

DoAll Cutting Tools Ca.jta.log. #66.

?arléer, Marvin M. Fa.rm Welding. McGra.w-fIill, 1953.

Jennings, Hoyalston F. Gas and A.C. Arc Welding and Cutiing, MoKnight & -
McKnight, Bloommgton, Illmoxs, —1957. S

Lindbeck & Lathrop. General Indusfry. ‘Bennett, 1969. : ) -
Peirer, John L. General Metals. McGrawHill- L

Fraser, Roland. General Metals. Prentice Hall, 1962.

Giachino, J.W. Genvral Metals for Technology. Bruce, 1964.

L

Xman & Koch. Labor in American Society. Soott Poresman, ' 1965.

widick, B.J. Labor Today. Houghton, 1964.

Bolt. Machinery Handbook.

Burghardt & Axelrod. Machine Tool Qgeration, Part I. McGré.w—Hill, 1959-60.

Burghardt & Axélrod. Machine Tool Dgera.tion, Part II. McGraw—ﬁill, 1959=60.

L]

Smith, . Machining of Metals.

McCabe & Bayer: Metals, Atoms & Alloys. McGraw, 1964.
. Feirer, John L. Metalvork. Bomnett, 1970. . '

Feirer, John L. I.A. Metalwork, Bennet, 1965.

‘Alihouse, Andrew. Modern Welding. Goodhart~Wilcox, 1967.‘4

Johnson, H.V. Technical Metals.

Tucker & Sons Catalog, :1970. -
A .
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METAL SHOP BIBLIOGRAPHY

PERTODICALS & PAMPHLETS

AFL-CIO NEWS. 315 Sixteenth Street, N.W. Washington, D.C. ®

The Pederationist. Official monthly magazine of the AFL-CIO, Washington, D.C.

. The Machinist. Published by International Assoc. of Machinists & Aerospace °
Workers. '

Stecl Fécts. Puﬁiished Public Relations Dept., American Iron Steel Institute,
Washington, D.C.

"Some Questions & Answers About Apprenticeship Training?! Published by
State of Oregon, Employment Division, Salem, Oregon
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" VOCATIONAL-ENGLISH EVALUATION PROCEDURE

=

e

Evaluaxionﬂih this class will operate just as it does on the job. On-the-job evaluation
is usually of three parts: Productivity, Worl: Habits, and Attendance Record. These
areas will be defined in Vocational-English as follows:

A, Attendance . . « ¢« ¢« « « 1 pt. per day

B. Productivity . . « . .« « 1 pt. for cach Job Sheet satisfactorily completed.
C. - Work Habits: i

1. Be in class on time with proper .equipment . . . . . . 1 pt. per day
2. Begin work'immediately; work until bell « ¢« « « ¢« « « 1 pt. per day
3. No disruptive behavior . . .« « o ¢ ¢ ¢ o ¢ o o« o« s o 1 pt. per day
4. Return 811 materidlS8 . « « o o o o s o o o o o o« s o 1 pt. per day

You wl]l zarn points daily 1n these six areas. Each day you will .evaluate your own class
performance on the form below, Ziving yourself 1 point in each area in which you have
carned it. You will ke using the honor system in tallying points; however, should you
viclate it, points will be deleted by the teacher and deducted in the final grade eval-
uationo

In order to earn a point for a job sheet, it must be satisfactorily completed with an
* OK from the teacher and be filed in your folder for the 9-weeks evaluation, at that-

time the number of job sheet points must corrcspond with the number of 0K'd job sheets
in your folder.

In addition, it will be possible to earn BONUS POINTS for perfect attendance (5 points
for 3-weeks perfect attendance) and for assisting in the classroom operation. See
posted Job Descriptions for details. ' ‘

Be sure to take the last five minutes of cach period to return materials and to aval-
uate your daily performance. Remember, you are responsible for keeping your own records!
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g - ELECTRONICS AIVISORY COMM, . *
.- " April 5, 1971

. <

* @

tudunts should explore the differnet ficlds of clectronies so th-y know tho
.specific one they wish to cnters "There are a lot of unhappy tuchnzcxans

" around who are not in.the job they want to be in, because they dldn't ine
vestigate the field."

How to0 do this?‘ .

a. OSpeakers from employment agencies

b. Visit Bell System == they have an open house periodically

¢c. Visit General Telephone

d. Not feasible for students to spend a day at any of the companies repre-
sentéd here — insurance and other factors against it.

dorrggpondence gkills:

‘a. IMPORTANT!

"One of the world's greatest aptitudes is to be able to
sit down and write a letter."

b. Comments:

"When I was in school I learned two forms for a letter e
slanted and block == but I never knew what to write 1n
either form.n

"Pagssword to success -~ work hard; be courteous; do good
work, and be able to write a letter."

¢. It is a necessary skill in the business world to be able to organize
one's thoughts and put them on paper.
d. Teach them to write technically. Memos are used constantly-—students
should b taught how to write them. .
.\
Reading skills:

a. In the technical field, knowing where to look for information and how to
find it increasingly important.

b. Scanning important for retrieving information when you want it.

¢. Example: Telephone technician said that 23 loose-leaf binders came
with his new truck, and he had to be able to find information in them
quickly inorder to use his equipment properly.

Technical terminology:

a. In industry they just use abbroviations. The worker has to know!
There is no short cut for simply memorizing them.

Getting and finding o

job = the text for this area looked good to them.

Have seniors write a resume at beginning of senior

yoar and again at the end. .
2. Include in the course skills in taking notes and in

"how to keep a notebook.

Sugpestions: 1.

346
T?JL‘J/ 6




3.

4.

METAL SHOP ADVISORY COMM.
April 12, 1971

Correspondence skills: RPN co 8 ¢

= 4%

Letter writing not necessary skill. Foreman would not write letters.
Memos - most used form of written commmnicatioh in shop.

(1) Form of Memo: To:
From:
Subject:

k)

(2) Informatioff on memo should be olear and concise.
Would often include a sketch or machine drawing.

(a) Possible to work up job sheet with hypothetlcal situations
that would necessitate writing memo.-

- (b) Memo from Dey Shift to Night Shift = pust be written
80 message is understood. Possible job sheet.

- Example: 2 kéy ways ‘in a shaft, halfway completed.
Day shift writes a note explaining what has
been done and where job should be picked up.

>

Technical terminology:

a.
b.

Co

d.

Reference gkillé‘ .

@

Good. Need to have in order to wread blueprints.

éome shops doh't wse it. Bvery shoﬁ that has own drafteman has own
terminology.

, ! .
Are there any standardized abbreviations? Yes. Army and Navy
have their own. Set up own standards. Military specifications.

hols - more important than abbreviations. Make up job‘sheet 80O
students learn’ symbols.

13

.
]

Q.

b.

Getting a job:

Always important to look things up. Be thorough. Double check
everything.

possible references to use for job sheets:

1 Wolfe’(from Ford Motor Co.). "How to Run a Milling'. . .™
2) Kearney & Treggor (sp?) "Milling Maching Operation"
3) Write to factories in South Bend for pamphlets,

W

a.
b.

Ce

Text looks OK.
Important to learn how to sell self.
Know how to speak to an employer properly.

Important to follow the direction on an application. Employer
judgds applicant on this. "If he can't follow instructions on an
-application, he can't follow instructions on the job."

Unions - tudents should be expused to unlons and what they do.

nsq"? g g




METAL SHOP ADVISORY COMM,
(cont.)

(1) . Speaker from looal union. (Mr. Simenson suggested one and
he would help contact when we need one.)

(2) Machinist Paper ~ Have students read. Perhaps work up Job
* Shest uing it. ; i

f. Students must decide whether they want a job on the line or in
business for themselves.. . .

(1) Metal trades a wide field. Student expected to know a
little bit about all of it. )
Suggestions: .
a. Spelling - plain and simple. Important to ld;xowl v

* b. Job sheet - write up a comparison of two tools. Gl'cie opinion of

each in plain English. (This ’cype of writing ofteén‘part of the job.)
c. Learn how to read calibers, how to set up a pa.rt and lay it out.
?
d. Mathematics is really important!!

[
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AUTO MECHANICS ADVISORY COMM.

. ) ‘M Nay 19, 1971
. 'S u
Reading: . b . .

a. Just liace a doctor or a lawyer, a mechanic can not remember everything.
% TPherefore it .is important $o read to keep up in field. Skills of
skimming and scanning excellent for this purpose.

1) Auto becoming more comolex all the time. )
2) ' Technical bulletins come in twice a week. \

Spelling ) '

a. "Spelling is as important as knowing how ‘to use the wrenchi"

b. Records go up to the boss; exbarrassing, if not corrsct. -
c. HWritten material must be legible if passing on-to a boss. =

Jobs = -3 :
a. Attitude is really important. Employee must be willing to begin
at the bottom. Stress this.

b. There is a demand for meohanics = a place where you start and a
career “that you work into. -

V c. Get throurh to students how many craftsmen make money.

d. ,Students would be aware that the union exists and the mportance of
it. .

(1) Obtaim union information regarding benefits, wages, etc. from
the Labor Temple.

Habits on the jobs

Qe Cleamng up is important. Be sure students put awaymterials and
leave room clean when class is over!

_g@ated job sheets:

a. Write a summary of a job performed.
b. Write a warranty repair.

(1) Student writes a deecr:.pt:.on of the fa.llure and wha.t he did
to repa.:.r it.

w
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DRAFTING ADVISORY COMM.
May 10, 1971
a <
1 4
Readigg: ‘ 5}
a. Scanning is mgort . .

(l) Scan first; then go back for technical informatiom.

b. "No such thing as a draftsman; he's part engineer."
c. Introduce students to broad spebtrum of kinds of reference
materials available., A -

§1§ Technical magazines - have students preview. .
2) The biggest problem in industry is the mass of material
available; no one can possibly keep up.
‘(3) Write a letter to secretaries of Society of Mechanical
Engineers and Society of Electrical Englneers to get back -
- issues of their periodicals..
(4) Devote 1 period a week to overv1ew1ng a magazine.
(5) Trade journals should be in the’ room - as many as possible.~
d. Read specifications and contracts. .

Pechnical termlnologx.

a. "The lahpguage of drafting is the big thlng."
b. Important to know engineering terms and materials.
c. OStress work with words.

Hrltin;:

a. Report writing - teach students how. -

21; What is it? Why is it good?
2 Writé‘il'!port, a survey report, which analyzes a problem
by. putting it on paper. Give a qualified opinion of the
problem. . .
b. "Fog Index" - a measure of haw clearly one writes. (Mr. Woodworth
will loan his copy). ”
c. Letter writing - important!

Speaking
a. Spoken language is important. Advancement comes by demonstration

of ability -~ can't be tongue—tled!
b. Suggested activities: ‘ \

glg Have a dictaphone available; each student talk in one..
2) Chalk talk. Each student make an explanaxion, using a
piece of chalk to illustrate.
(3) Give each student one word and have him {talk one mlnute on it.-

Referance
ek

a. Highly important! . -

(1) From the time they get out of school draftsmen need to know
how to find reference material.. No more memorizing; he has to

" know where to-find information.

(2) Only a small part of the engineering exam(a 2-day test) is a
clogsed book. Called "the suitcase test."

(3) It's a true test if the individual can use the reference
material available to him.
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Summary of Varipus Parents C‘rit iques

'Did you notice any change 1n hlsj;ttltude toward writing, reading, or

Engllsh last fall term?

. first English' class he's had that was direoctly related to his interests.
reads more magazines now than before,
more knowledgeable about filling out forms.
attitude more positive; he liked the class.
was boring at first, but. later enjoyed the reading and wrltlng*
«~no change because it was taken for vocational credit.

Does he feel differently now about language arts instruction than before°
(positive or negative)

. he was positive before, and still is, - - ‘4‘
. can't see that he does,

. yus, he knows more about machlnery>and their parts.

. yes.

. mMOre positlve, he feels better prepared for shop classes to come.

. yes,

Did he like the individualiz&d"job sheets? Why? -

. « » liked the individual job sheets very much.

« » o yes; it gdave him a chance to get a work permit, whichghe is using.

o » o yes, because he thought they*d help- him flll out appiications to find
a job.

e o » yes, but he thought there were too many.

« « » yes; he falt they covered what was important for the students to know.

« + » yes; they taught you just what you needed to know.

Any other comments or pertinent information.

« « » continue the program; write another semester of it; expand it into
other subjects

« « » have more field/ trips

« « » only BEnglish class hu has “ever liked; one of his two best high school
classes

. « o Gxcellent cla50° class should be continued because it does involve
understandings necessary to effectively compete in the field.

. . . ne liked the class very much; it was a useful class.

=
.
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- o May 10,.1972

;“«, | o Evaluation Report
for
B DEVELd?MENT 0& COMMUNICATION SKILLS
| PROGRAM FOR VOCXTIONAL STUDENTS

West Linn High School West Linn Oregon 97068
Dr. Alvin K. Pfahl, Director

. k1

., Evaluation Qbmmittee: -
Warren Rathbun, Area III Portland Public Schools, 1221 S."E. ﬁadison Streék?
_Portland, OR  97214. W |
u Lee M@xwell, Gardinmer Jr. High, 180 Ethel Street, Oregon C;t?, OR 97045,
Harry R. Burnham, Whitaker‘Middle 5chool, 5135+ N. E. Columbia ﬁlvd., Port-

land, OR  97218.

?he'committeg reviewe ‘the project with Dr. Pfahl, Project Director, iirs.

schuberg, English te id the ;gaching of the classes invo}ved in the&
" project. The committee was impressed by éﬁe eﬁthusia;m Mrs. Schuberg displayed
for the project‘and he feeliffg that she had that the students were responding to -
this type of instruction with much more interest and enthusiasm than they had in
Athe conventionai English classes she had taught. ’
The original project for the school year 197D-7¢ saw the dev;lopment of a
g s !
fairly large number of job sheets for the English classes. These were written
*: Ey the &nglish teaéhers and the Industrial teachers in the areas of ﬁetals, Mé-

chanics, Prafting and Electticity-ﬁlectronigs. This project was funded by Dis-

trict funds.




The exemplary project 1971-72 was for tue purpose of;re;iewing thé original‘
ﬁﬁob sheets an@ adding many more. It was also anticipated ‘that job sheets devel-
uoped by Northwest Regional Educational Laboratory pe adapted to use at West Linn,
This latter part was found to be not pracﬁical aAdfthat part of the“pfbj;ct.was e
discarded. some of tﬁe original job shects were revi;ed and wany ﬁore wefe writ«

ten so there is now a total of 287 useable job sheets available. These are bj
32@@5-;3 follows:l iietals 89, Hechanics'94,.Drafting 88, and Electricity-Elgctron-
ics 116. This total was somewhat short of the planned total of two hundred éor
each%area, but sh;ﬁld be adequate for a semester's course, |

TA& revision of the original jobs‘sheets was partly as a result of review of
taem by an Industry Adviéorj Committee for edach occupation during the Spring of
1971.0 Also the revisions were'a result of experience in use of the originals. .
_The Evaluation Committee did not see all the job sheets §ut did see a sampling
}or each occupational area.

A review of the specific objectives of the project are as follows:-

Ubjettive #1: Have all existing job sheets reviewed by the respective industry
‘advisory committee to accertain their occupational relevance.

The original job sheets.were reviewed by the Advisory Committees during the
Spring of 1971 and the rewriting was a partial result of this. The Advisory Com-

_mittee involvement was also good public relations as it resulted in the committee

members becoming more interested in the problems of ‘the school and voluntarily

supplying materials that were of use to the' school.

The new job sheets have not been reviewed by thQ,Advisory Committeetbup;§€~

anticipated that they will do so this fall. It is the feeling éf the Evaluation <«
:Committee that this should be pursued as the eipertise“of»the‘1ndustryvrepresentaqgﬁ"éxd

tives should be very useful and the public relations resultiﬁg can also be valuable. G

&




N
materiall need to be made, especially as this would be useful for anyone else

-3 ’ ; '
) | 1 .
Objective #2: Ke-edit the existing job sheets, revising and extending indus-
trial content.
% ‘ . g

»

The existing job sheets waere re—edited and revised and extended as a result

©

. of the Advisory Committee's report ‘and alsoas t\retglt of the experience with

Al gy

using the job sheets.

Ubjective #3: Bibliographxcal materials of content will be updated and core

- rected.

v

Bibliographical materials have been updated partly as a result of the

*

Advisory Committee's suggestions; It seems’apparent that a coﬁplete listing of
wanting to develop a similar program.

ObJectlve #: Ney Job Sheets will'be added.

New job sheets have been developed. No breakdown was given the Committee as:
to how many of the job sheets now in existance are new and how many were pre-

viously developed.

o

Objective #5: Improve differenciation of category 4 (terminology, symbols, etc.)\
and category 5 \Job hunting skills.)

-~ The Committee never really came to an understanding of what was intended
here. iirs. bchuberg stated that the students were not as interested in the job
hunting part of the English course:as they were in the other parte of it. lhere
apparently was a lot of student interest in the other cetegories.

A set of the job sheets will be appended to this report‘by the project di-

rectore.

Recommendations of the Evaluation Committee
1. The Evaluation committee fecls that this project fulfills a real need. 1t
helps to make English a much more relevant subject to thie vocational student

, for which it is designed. As a result of this the Committee feels that this
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uprogram should be continued and expanded.

4

This is a program that is transportable to other echoois or should be with
modifications togéit local necds. There are a number of schiools in Portland
Area III that are interested in this arel?gmnmunication between these schiools ’
should pe of advantage to bogh. ' S . . '

It was the feeling of the committec that a program simildr to this should be
establlshed relating Mathematics with the Shop programs. If West Linn is

not interested or ab@eytb do this some other séhool shouag‘study what they
pave done here in the comaunication skills and institute a simjlar prOgram
inKMaghematics. késsibly a similar program could also involve bcienée and
the SﬁOﬁ prograﬁ;

It was also the feellnb .of the Conmittee that’many of the elemeuts 6% this

pvogram could be integrated into a regular English ‘class to make it more

releVant to todays needs.
oigned

’ ‘-r‘“ & /:'?,/' - he
' . . Uu&éé{ﬂ*{o L sl S
Harry R. Burnham

. War, Rathbun

Lee Maxwell {




