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Teamwork s the key to an effec,xwe—ed({catxonal program This teamwork 15 evidenced'in
’_7 »T?? }m/rnsh/p Program /ﬁ Simulated Distributive Education
educatlon, distributive education

this Guide for -Devels
/

Programs This gmde |s the product of teacher

teacher-coordinators, Kentucky Departmen't of Education, and cooperating businessmen

This handbook was preoared d as a guide for teacher-coordmators of distributive education

programs in Kentucky for initiating and operating an Internship Training Program.
It 3" hopeful that this handbook -wiit e of value-to those who are seekmg methods to

enrich theur crogcams and.proyide the most comptehrensiveeducghion program possible
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Wil T Jeffrey, Director
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PREFACE

" The pufpose of this guide 15 to provide a practical reference that will be particularly

4 . .
heipful to tegcher-coordmators in nitiating internship programs.

Our sincere thanks to each of the field test Owensboro businessmen, Gene Linney,

Manager, J C Penney, David Smith, Wyndall Enterprises, Bruce Whitmer, Green River

. 4

insurance and Realty Company, and Ron Lucas, Mr Wiggs Discount

\

Dr Clayton Riey
Distributive Education
Western-Kentucky University

- Bowltng Green, Kentucky K
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Kentucky Department of Education
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BAEKGROUND .

. . )
In 1938, when the distrnibutive educatnoﬁ\program was Initiated 1n Kentucky, the State
was primarily agrarian, and distributive education was hmuited to the youth in the metropolitan
areas. Kentucky rural youth were limited, in the main, in their opportunities for the traditionat
cooperative distiibutive educatian programs due \o lack of training stations, and 1n some
instances, because of their social and economic background Therefore a proposal was \
approved In May, 1968, by .the Kentucky Resources Development Unit to conduct a
developmental program in distributive education utilizing simulated occupational experiences
in four areavocational-technical schools.

The purpose of the developmental program utilizing simulated occupational experiences ’
was to assist 1n serving the educational needs of rural youth who would otherwise have been
denied a program in distributive education by '

1 Developing a procedure for training. high school students in distributive edutcation

utilizing simulated occupational experience, ’ . .

-
»

2 Developing specifications for a simulated laboratory for providing occupational

experience, vooes L
J o
3 Developing a currlculum uthzing laboratory trammg far 11th'anc; 12th grade . o
students, !

4  Determining the facilities and equipment needed,

hJ

.
" . .

. 5 ' Developing, trying out, evaluating and refining instructional materials,

6. Evaluating the effect of the prodram on adoption gfdistributive education programs
in cooperating schools .- . o 20 .
7 Evaluating the effectiveness of simulated experlences in securi‘ng and maintaining .-

employment in distributive occupations. . N , > v .

R ) . » ‘

The Distnbutive and Marketing Education Umt ‘of the Kentucky Bureau of Vocancﬂl
Education, selected four schools to-participate in the two-year develépmental program. A
workshop was held for parttcrpatmg teacher-coordinators. A c’burse of study teaching alds,
instructional methods, and procedurés for initiating a program wer# developed Tbe.famlltles
and equipment needed for programs were determined,” criteria for selection of studems were

¢ “

. . . |

identified and procedures for evaluating the program were outlined. . . .
| The developmental project resulted in the establishment of s.llm'ulate'(} rir(;qrams ds an Y
I integral part of the total distributive education effort in Kentucky. The success of the anginul ‘
program proved that simulation could be used effectively. The programs yere effective in
., isolated rural areas where training stdtions were not available-as weII a5 m urban, areas. The  *©
distinct advantages of utiizing simulatron were: : . .

\




a

1. Rural youth, lacking a training station in their home community, could be trained in*
- the field of distribution, L} - o

’

. "o h -
2 Disadvantaged. youth who might have been denied a trammg station, ~“could, be

reached by distrtoution programs and recelve training in a laboratory seftmg “

-~

3. Thelearning experfences in the laboratory can be controlled by the_ cQordinator, ..

4. Specialized skills and competencids €an be pr&xfde‘d“mr individual student needs.

<

AR Tangifyle results of the project mciuded < \ - '
. | N
1 The developmém of materials and orocedures or ¢ra|mng distnbution students
through the simulation approach, oo .
e ' \ .

2. The training and, placement of theé majority of the 128 students who enrolled in the
developmental programs and partvmpated both years, - - -

~ P ' . - '
‘ OBJECTIVES OF THE INTERNSH{P FRAINING PROGRAM | 5
. S e v . pu . ~ t -
. . . . ) , BV y - - '
" The.‘aIOr objective of the iiternship: rajning program is to supplement the §imulated

. ,occupgtional exg#rwnce program w:th‘pra'c{fcaix"hands-on" experiences by on the job trainipg.

- . Y L -
. -

: ' More specifieally” through gxperjences obtamed from- ‘the developmeﬁtal program the
gmde!mes herein should as¢ist teacher- coordmators to = & .

b ! - . . L ”~

1 imtiate lntern;hlp Tralmng M distributive edQcatlon programs utlllzmg the
simulated method of teaching . s N

2. Follow procedures for utilizing lecal busmesses as intern tramning statlons to enrich
' the simulated occupational experience program. :

Y
é a7

,-
AR 3. Utilize procedures for working W|th training sponsors I cenductmg the internship
experiences in the local busrr\esses

.

.
<

4 -eComplete Internship Agreement-(lT»Q) and Traming Plans. (1T-3}) needed for the
Internship Program which fujfitl th'e'requurements of the Fair Labor Standards Act.

~ )
- -

* ) ¢ - ' N
v .5 Place students for internship traning. . N . .
. . . - v - ’ - . . ® . ¢
> . 6. Conduct reqular meetings with training sponsors. < . o

‘ - . . .. " \
,

»
7. Supervise students placed,in local business cooperating in the internship’program.

. M » *
c . 8 Evaluate students’ pmqres\m the internship program - . e ‘i
. . N . “ H i
i \ o
v * [ ! - . !
. © I
, 7 , , '
* ‘i‘ . ! kY
* Pl
. . 2 ,
Q ! . , . .
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O counseldr with you, Talk tu your 'students deterrﬂhe hew many\ are infterested 1n participating )
% § 8“ e . ' " \'x \
v M " I‘ . R e A \
3 - . N .
r ' ¢ M

INITIATING AN INTERNSHIP PROGRAM

.« Theimtation of an mtefknéhlp program in distributive education in your school s the first

giant step In a well-conceived program of instruction. Initiation 1s the beginning, it is the
determining factor that will influence students, parents, faculty, administration, and the
business community acceptance of this program.

."'
-

The following imtiating procedures are presented as suggestions for lmplementlng your
internship program Priorities have been assigned to these procedures by sequence. Do
remember, however, that well written plans are only well written when they become well
implemented actions. Always remember that the students, parents, faculty and businessmen
will develop their attitude toward acceptance or rejection of the internship program on the
planning, promotion and actions of the distributive education teacher-coordinator. So, be
prepared, have a plan of action. Plan your work and work your plan.- -

1t you plan to mitiate an internship pragram, you should start your planning at least a
year M adyance. The following procedure, or steps, is a suggested plan for mrtratmg an
lnternsh|p program - ~

1. Meet with the administrators to explain benefits of the program and procedures to
be followed to initiate the program and gain approval. , -

Make personal contacts with a sample of the businesses in your local communlty to -
expiain the program and evaluate responses. e

3. Conduct a sutvey of local busmesses to determine the number of busmessrnen that -
will serve as a traiming sponsor. {1T-1)

.

4. Contact the State Department to obtain approval for incorporating the program
»>

I3

5. Organize an advusory committee of focal busmessmen to assist in planning and
mmatrng the program ‘

‘ 4, .
6. Conduct a pianning meetmg of administrators, teacher-coordinator, participating .
) businesses and afvisory committee members. This meeting will servg the following
pUrpoeses T
. ) ) o

>
%

a. To ‘determine the length of time and days per week the program will be
c0nducted ) ' . v

. -
v ! . L

, oy ’ . . ‘ .
b, Toexplain the Internship Training Agreements and;l’rammg Plans, (IT2;1T3) . ~

c. To set up orientation meegtings with personnel whp wnll be supervising ¥he |
» @ students within the businesses. - . "

P » s - M -

‘ . it = ©
7. Establigh a method ané procedure for transportimg students to training stduo?@

- - R v .
~§ ' - . LA

- N n

i " Injsummary, visit an on golng internship progr‘am Take your|principa! and gundance .
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in the internship program. Survey local businesses to determine interest. Discuss the program .
with the State Department and organize an advisory committee. '
-
. ® i A} ' *
. . \ . Y .
- SCHOOL ADMINISTRATION N .

1

A successful progcam 1s dependent upon full cooperation and understandmg of &t)ut )
ur administrators, faculty, couhselors and stuﬁents The internghip_

internship program by
plan must have the endorsement end support of the -school’s \administrators. The
teacher-coordinator, must .establish and maintain an adequate and functioning system. (rules
and regulations) to insure harmony and rapport among school officrals."The coordinator must

sell the internship program to the administration by emphasuzmg the need for such aprogram ‘
;o both students and community. You must keep your adrmmStratyOn informed as to how ‘the -

program s progressing. Ask your admmnst[ator to assist in seIEctlng, organizing and mmatmg
an advisory committee, Also, your admmnstrator and guidance counselor shou#d visit and talk
with local busuneSsmen concermnq the program.

Jhere should be an agr‘éement as to whether the teacher-coordinator shouId call on Iocal
businessmen tp ‘obtain |nformotnon concerning classroom mstructton and parents. An
agreement should be made #s to the amount-of tlme the teacher- coOrdmator should spend
visiting local merchants ' -

DUTIES OF TEACHER-COORDINATOR. - \ '

7 . P
’

The duties of the distributive education teacher-coordinatqrs are many. The success of

. the program depends upon how well the coordjnator performs the many functions He. ‘Ras to

carry out. Six areas should be considered. (1) Public Relations, {(2) Programming, (3) Tratning,

"+, {4) Coordination of Classroom instruction, (5) Guidance; and (6) Records ‘and Reqorts A
. brief description of these duties are given below:’ . -

v . ' '

1.. Public Relatmns .
4 ~ .4 - I’
~ it . .

a, - Work with school admlmstratlon school counselors students parents an(l local
. busmessmen . -

1 N ' b = Work with civic and school q‘rou ps, -8
, . b
4. - . v h ' .
T E «. ' Prepare publicity on‘program. ~ ) L,
t - RN . L S
*‘ 'l -> - -,, ‘- 3 ' kY ’ ° ' T i
| \ d. Confer with prOspectwe‘ students, thelr parents and training  sponsors.

. ‘ _ Remember that the best way to overcome any resistance yau might have from
| : \ ' - t\your public ts to prepare well enough that the problems never aris¢

i . ’ . . 3
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-, , 2. Programming
" a. Make community survey
.
(1) What should be taught )
(2) Internship stations available S
’ " . L7
. b. Selection of Adwsory Committee
' : c. . Assist in arranging students’ school and internship schedule .
\\‘\ ) * . -’ N : T T T e e —————,
. \ - d. Préwide internship training stations ‘ T .
. 3. Traning N
a.  Teach classes . ’ .

b. Prepare training plans and training agregm?nts, (17-2,17-3)

v

c Visit students in training stations

d. Visit'and confer with training sponsors >

' ]
4, Coordination of Classroom Instruction .

a.  Placement of students in training stations .

b. Coordinate classroom activities witl.internship experienées as outlined in the
' training plan ) -

¢.  Follow-up on students’ program

5. Gudance

a.  Assist counselor in the selection of students ! | )

rs

« . b. ¥ Help students determine a career objective - ) .

¢. Counsel students

~

R - ¢ . - «

N . ‘ i
d. Confer with training sponsor on student’s progress in the business.

.

S

6. Records and Reports

[ —

»/

. : a. Prepare schoodl reports

. ’ \ » e
: " b. Make out internship schedules
) ;“ ) ¢ ' . . . ‘ ¢
e ! Prepare evaluation of student’s progress at training statign (|T-§)
. L .. . : j ~Tq
\ d. Prepare reports for local and state agministration as necessary ‘ ,
L e 10 e L Cot “
Q ; . i 1 .
ERIC \ ' " "5 ‘ L
: . ) . |
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SCHEDULING INTERNSHIP

o It is. suquost-vd that students be placed in the traiming stations during the spring term, ds
this perfod 1s usudlly 4 slower season, thus providing employees with more time to devote to
¢ the students It i1s also anticipated the busmess would *not lose as much productivity of its

employees. . )
v £ N .
¥ . The program is structured for the students td spend eighteen weeks in the mternshlp

prqgram observing the various busmesses For' example the school week could consist of
Monday, Wédnesday, and Friday in the classroom laboratory Settmg, and Tuesdays and'
THursdays in the trainitg stations-the classroom instfuction will be augmented by. their
. exgseriences un the-training station. Remember that training plans must be adjusted and

. evaluated, with classroom and Iaboratory instruction being prov;ded to meet the student’s
“needs. s :

N N
-

. " ROTATION OF STUDENTS

The eighteen week internship pertod (semester) should-be divided among those.locdl
. cooperating businesseg which complement the student’s career objective. For example,

students could be assigned to nine businesses for two weeks per business. The students would
~ be rotateqd among the various jobs, areas, depdrtments, or operatuon‘% to be observed. The final
. schedule of the students would depend upon the number of businesses available and the
L. - number of operatu'ons*wuthm the business that the student’s tran'nlhg plan indicated a need to
be observed. An example rotation schedulej_s included m the appendicegto this guide.

L ORIENTATION OF TRAINING SPONSORS

- M -

. M >
4

Prior to the placement of students in the internship program, gn orientation of the
owners or managers, and of the employ ees who will provide direct supervision of the students
should be'held The foliowing mformatlon should be covered during the meeting' .

P
R

N . NN '

1. ., Thetaim'and objectives of internship program. BN

3 A ‘y -
. 4 Co. ) » '
2. The Federal and State Labor Regulations concerning the internship program i
! ) . ’ !
, . 3. © The procedures for rotation of students on the job. !
) _ . 7 § . .-
! . 4.  The teacher-coordinator’s role 1n the program. N
! | . . \ -
[ g> The training agreement and traming plans. ’ ( )
' A - M \
| 6.  The ptocedures for stude?\ts reporting and fearning the training stations. (1T-4} \
. | - s , - .

/ e

Aruitoxt provided by Eic:
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r” A , ‘ .
’ ' 7. The expectations an the part of the businesses and the students. v
8.. The evallation of student’s performance in the traning station. (1T 5) ’
PR . ~ , \
L 9.  The communication channkls between the businesses and the school. o
AN
- +

ORIENTATION OF STUDENTS

. The teacher-coordinator will have discussed the internship training program with the
stuelents throughout ‘the first semester. However, prior to placement of students, a formal
orientation should be provided for the students. The follawing items shauld be discussed and |
any questions ok concern$ answered, and any suggestions or concerns noted from the meeting

of the businessmen could be discussed-

P
u S *
M S

1. Review the aims and objectives of the program.

.
-

2. © Review any procedures, rules, or regulations established for internship pragram.

3. Review, discuss and complete training agreements, (See appendix for copy.) (IT-2)
4: 4. Note of any dress codes and policies of the cooperating bu‘siness'es. |
5. Note of any procedures for completing records and forms to be used.

“

» ~ - N
*6. Note of any traimng plans and rotation sumimaries. (See appendyx for copy of

# . _"training ptan and rotation summary') ) 5
. ~~w~. . ; ]
. ““‘N""u.e . ’ ) . .
. ’L_é:Bﬁ)R REGULATIONS ‘ ‘
) e €
- v 77 ¥ : ., \
e e T A
- The Kentucky and Federal labor ‘laws concerning placement of students in businesses fo?“'x\; N
an internship training program must be followed to the letter. 1t must be remembered that the, "\~::

status of the students and training sponsor in the training stations must be that af a
student-instructor and not an employer-employee. |nv‘order that the minimum wage can be ~
walved so-that the students would be classified as student learners, there are six iahor criteria
-that must be met’ - . .

1. The training, even though it includes actual operation of the facilities, of the
employee is similar to that which would be given’in a vocational school. ’

14
’ ‘ 2 The traning is for the benefit of the trainee or students. '
A Y v el e , )
. 3. The trainees or students do nol displace any regular employee, but work under their

'n\\ . ‘ close supervision (on 3\'6ne-to~one. basts.) . -
‘\ / . . o ' \\ ' 12
S N
ERIC- ™ , ‘ S A L o '
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4\ The employer that provides training derives no immediate advantage from the
activities of the trainee or students, and on occasion, his operation may actually be
impeded

5. The trainee or students are not necessarily éntutled’«o a job at the conclusion of the

training period. - . .
A
6. The employer and the trainee or student understand that the trainee or students are
> not entitied to wages for the time spent in training.

Also, the following point should be considered and discussed. _

1. All students involved in‘the internship program will be rotated and receive a variety
of experiences in the business(s). /

2. The specific duties and limitations ofsthe students while enrolied in the internship
program.

3. All students involved in the internship program must have either school insurance or
evidence of other insurance that covers them under these conditions $o that the
cooperating businesses will not be held liable for injury. R

4. That a studentinstructor relationship will exist between students and employees in

the cooperating businesses. .
Thg State and Federal Department of Labor should be mformed of the internship
program so that cooperation between Labor Department and the cooperating business can be
coordinated. See Page 31-33 for a copy of letter from U.S. Department of Labor and

recommendations of the Kentucky De'partment of Labor concerning the internshuyogram.’/,/
\ {,"

\

. T —

CL  DEVELDPMENT OF INTERNSHIP AGREEMEN - =
r”e e I

/ ; . /:r

After the tramlng schedule in the training ,{,’ététrons has, been developed—" rhe
téacher coordinator should complete an iNternship agreement betvgeén“;be stugfimt , the
parent, the school, and the tranmng sponsor. Ah example of an mternﬁrp"ﬁmmng agreement is
included in this guide. The training agreemen L.Mmust be developed in accordance with the rules _

. and regulations outlined by the labor departsrents. o
o | //.r L
’ Remember! The student must/hé supervised on a one-to-one basis with an employee and
the student cannot displace a rﬁgular employee. The student may, however, be allowed to

perform routine duties if obsm‘ved and supervised by a regular employee.

o -

Copies of the mmr/nship training agreement should be made and distributed as follows

l, yOne copy to the trainj g?%nsor for each student to be rotated with the student

/2. One copy to 'e/parent. : ’




ERIC
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3. Onecopy for the tgzacher-coordmator's file.

s

. 4
/4. On¢ copy for the student’s use o
It |s«%lso recommended for schools using the internship for the first time, that.a copy be
sent tq the State Department of Education, Bureau of Vocational Education.

. TRANSPORTATION OF STUDENTS

Students participating in the internship program, as in the cooperative program, are still
under the direct supervision of the [ocal school They are released from the formal classroom
setting, but are still in school. Therefore, the teacher-coordinator must make arrangements for
transporting the students to the cooperating businesses. In some instancgs, the business
community may be close enough‘for the students to walk. However, the teacher-coordinator
should discuss and obtain an agreement on procedures fof going from school to the businesses
and returning to school. Students should not be allowed to stop along the way.

= It

[N

SUPERVISION OF STUDENTS

The teather coordinator must C(/)nduct supervisory visits on a frequent and regutar basis.
Each student should be wisited at least once a week, depending upon the students’ tratring
plan, the students’ rotdtion schedule and the training sponsor. The teacher- coordmator should
observe the following during a supervisory visit.

1 That the student is being supervised by an employee on a one-to-one bass.

2. That the student 1s receiving information and Instruction, not just standing around.

s i

3. That the student s recording his observations and, training recelved.
4 That the student is being rotated among the wvarious 1obs wnthm the de ftment or
the business. - -
5 Experience and concerns according to studentsy’ trammq olaf\ and needs that need to
be discussed In the claserOm

<

¢

;o
2

6 That evaluations are being made on a daiky basis by student and training sponsors.

”,,r"" 7  Todetermne if any problems or concerns have occurred. /“
bt |s'@\1qgested that a monthly meeting should be held for the training sponsors to evaluate

the prograrﬁ,\wjggest improvements, and to solvg any problems that have occurred. .
]
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DEVELOPING THE TRAINING PLAN - A

s . e .

. mevelopment of the dividual student’s trgmmg?ﬁfa/n (‘SEe IT 3) s very mport/ant

The training plan outlines a deflntte plan of progress|ve experiences and Learnmg aCtnvmes

based on the student’s Lurrent career objec’twe It serves as a schedule or step by stepplan for
, ).’J‘-ﬁ‘/ - i

training to be used by .{5 : T ]

.

to aid in planning the rotation schedulesand on-the-job

[t

.

1 The trarming sponsor,
instruction.

* v
.

2  The teacher-coordinator, to atd in planning the d(a‘ssroom instruction to”correlate
¢ with the on-the-job tnstruction. !

»

*

3.  The student, to project his career objectives both in school and‘oﬁ-theqob.w
A : - % R KB '

4 [t also serves.to indicate to the employee that ‘he KHas certain responsibilities 1n the
mstruc‘tlonal program ’ .

W
/r’

The training plan should be prepared coomratnveﬂ‘bby the trammgxégbnmr the
teacher-coordinator, and the student trainee. The plan should be made outb’efore the student
1s placed in an internship. The plan should serve as a guide for the teac ercoordmator in
planning the related classroom instruction and in_ identifying individual fstructional needs.

The training plan should identify specific training responsiblities and should be completed only

after conferences between the student, teacher-coordinator and the training sponsor. The

parents should also have an opportunity to evaluate the training plan before a #irial agreement

s made. Listed below are some important contributions which the tranqmg plan gan make to

o . the development of a successful internship ?)rogram . ’
“ { .
1. The training plan pravides the students teacher-coordinatof and training sponsor a -
. means to arrive at specific occupational objectives.
2 It offers tangible evidence fo parents, employers, .school persennel, students and
businessmen that the lnternshtp program is an educational program.
3. The training plan.encoyrages the training sponsor to rotate and mstruct the student
in proqresstvely more difficult and varied on- the)ob expenences
> ’ .n-"“/
4, It‘provndes the students with an dp“é"o?tumty to.fu||y explore their.career objectives.
r . N . N /a - . » ’
5. The training plan documents student experiences as he develops competencies and
- o skillsin the trammg statton .
;f' . . . i
oo 6. It provides the basis for meaningtul coordination visits and progress reports.
7. ltcan help each student learn to évaluate his own progress
8. I{ offers.the teachel coordinator a concrete basts for evaluating training experiences.
‘8. The tretnlng plan ties together the classroom instruction and on-the job acitvities
]
5 15
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. The.value of the training plan in an internship program cannot be over emphasized. The -
trammg plan 1s the heart of the internship program and must be carefully planned, developed,
and evaluated N ' A
Ay L2
w’.’”‘ . - ’ -
~ THe value of training plans can be summarized as follows ¢
- 1. Trarung plans ,correlate cLasls'room learnings with the internship phase of the
. program. A major o ;eoti’ve of the training plan is to organize the instruction into a
.. Pt step-by-step seq € which assists the student in dhieving his occupatlonai goal
. {?, -7 and.previgetirettion for the trammg sponsor. .
,at«?"’”"v ¢

ERIC

Aruitoxt provided by Eic:

A

2. Tramning plans establish criteria for training station selection. When training plans are
made or’ adapted for each student and each training station, the on-the-job

e internship requirements can’ be analyzed and planned. Through this process the
student-trainee and trammg §tations can be matched to meet the student’s career
objectives. - - . STy

\

3 Trahing plans help the teacher»coordmator keep up to date. As the -
N teacher-coordinator directs the development of the trammg plan, he has.achance to
update and review his own occupational knowledge concerning the areg of training
and keep up with many of the experlences which should be included in the student’s
training programi. ‘ .

5 . [

'\
-

4, Trammg plans serve as a gmde for the instructioh of the student-trainee. The tra{f\mg
" *plan gives the teacher-coordinator a guide from which to determine what the student
can do and what hi§ performance should be in order to reach his OCQUanOnal goal.

5. Trammg plans serve as a guncfe Aor program evaluation. Durpg the School year the
teacher-coordinator should periodically evaluate pach student and training station to
assure the goals and objectives of the mternshlpkprogram are being met.

7

6. Trammg/ plans provide and assure the employer a regp0nsibility.|n planning the
training experience. When a training sponsor helps develop a training plan, he
realizes its functions in the learning process and assumes _more responsibility for
rmplernentmg the on-the-job activities.

7 Training plans kelp the employer to realize that the internship is a planned tr'aimng
program. When, a training plan 1s cooperatively written, training sponsors have an

_input, and hopefully, realize that the internship is an organized program leading to
~the student-trainee’s career objective and adjusted to the training sponsor’s business.

8. Training plans help identify the goals of the student. The training plan should reflect
‘ the goaf$ of tllne students and should be written for_each individual stugent. When
training plans are bemg prepared the student should have & chance to exprass his
desires and m‘terests as they relate to his internship, the trammg station, and his
career objectn/e . - i
A | v : \ ' .
9. Traning plan%r provide a tool for the student to evaluaté hts own experiences The
student can ctmpare his progress with* the experiences dutlined in the training plan ™
in order to see how well he or she is progressmg toward ‘he 5uccessf,u| fulfilment of

his stated accupational goals . ¢
|

16 S :
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REVISION OF TRAINING PLANS

A tranmn@plan must be thought of as a guide for the student the teacher- caordmator
and the traifing sponsor to use in the internship pregram. It shquld be developed as precisely
as possible, yet flexible and subject to change. Some plans may be difficult to follow exactly
and meet all the student’s expectations, however, they shouid be developed and revnsed to
meet local training stations.

B

»
EVALUATION

i
w

A tomprehensive program of evaluation to ascertain the effectweness of the m»'cgrnshlp. .
“program should include, the comparison of student, training sponsors, and teacher-coordinator

internship performance with program objectives. The evaluations should include the’
performance- of the students enrolled”in the internship program, the effectiveness of the
classroom instfuction to'determine the effectiveneSs in assisting students to attain their career
objectives.

The siwents should evaluate their experiences iri the local businesses daily and record
experiences on their training plans. Upon completion of each visit, the student should be
evaluated by the training supervisor. An example of a student’s rotation summary and
supervisor’s evaluation is included in the Appendix. E

The teacher-coordinator should prepare a progress chart for recording the student’s
progress in business or businesses. This will assist in evaluating the progress according to
student'rifi:areer objectlves as 0utlmed in training plans. An example of a progress chart may be

seen in 176

-

It 1s very important that students keep a complete record of their experiences. This vital
information will assist the teacher in prov1d|ng and adjusting the classroom and laboratory

. mstructlon An example of thls summary of experiences is presented in the Appendix.

Aruitoxt provided by Eic:
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ROTATION # 1 EXAMPLE

/
A
i -7 Rotation 1 - Observation 1 !
Business fk*. B C D £ F g_ G H 1
Dept. I | 1**| 3 | 5 | 7| 9| N| 13| 151 17
. A - t
Dept. IT | 2 | 4 ) 6| 8] w/| 12f 4] 16| 18
Dept. 111 19
S, Dept. IV 20
<. S
- \\\“12-(:_—:"\
. .
/ Rotation 1 - Observation 2
~<ZBusiness | A 8 | ¢ o€ | F [ | # I
Bept. 1 20
Dept. 11 Lol 3 [ s |7 9 | 1| 13| 15 17
_ Dept. 111 | 2 ¢ | 6 | 8 | 10| 12| 4] 16| 18
© Bept. IV P 19
= ; ’
";"*nw" . '—’:‘;‘:‘/’ '
/ “Rotation 1 - Observation 3
Business A B C Dr,/ E F G H I
. N [ S—
Dept. I N . 19 .
Dept. 11 . ' i { 20
Dept. TII ] 3 5 <7 9 11 13 15 17
' Dept. 1V 2’ 4 _E 8 10 ]?‘J, 14 16‘ ]8___j
Rotation 1 - Observation 4 on the following page. s /
FTetters denote Gusineos L I
T

** Numbers denote student 19

-+
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R ]
Rotation Example (Cont.) p
A !
Rotation 1 - Observation 4
Business ‘A B c D £ F 6 H ! _
Dept. 1 2 14 s [e | |2 {1 1w | |+
Dept. II ) » ‘( R
— P N 19° . ~
Dept. III . .
. vep I 20 4 -
Dept.- IV 1 v f3 fs |7 Jo |uw [13 |15 |1 L :
,/Nh - Ty )
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ROTATION & 2 Fxanple

. , '
Rotation Z - Ghoervation 1
) &

O

Business. ALl . n F

——

.

Dept . A <3 : 9

pept. 11 | 18-
s R ,v"”'/

Dcﬁff”iidm. 19

A

/!
Dept. 1V .20
s

. ¢
Rotation 2 - Observation 2

. - L #

Business ) . F

Depts, 1

*Dept, 17

"
-~

Depls 111

~

~

Deptl. LV

IS

Business A

Dept., 1 19

Dept. ]I 20

Dept .~ I11 17

Dept., 1V 18

Fl

Rotation 2 - Obervation 4 on the following page,

21
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" Rotation # 2 Example (Cont.) .. i ‘
. . . . \ R
A - . ) 3
o Rotation 2 - Observation 4
* . ’ L : o* s

1 . »

s i .
: N Al o tE |F

Business .

B8] 2 | 4 6 |8 | 10
Py ‘ Nept 1

12

3 a P P

20

T Dept. 1I
. S [ y .
: Dept. IIfd ‘
‘ -~ . T * v
o : .- a7 1 3 15 7 9 N 13 |15
L. . Dept. 1V ! N .
L “Rotations of 8usines§es 3-9 moves, across the Grid as in examples.
“ 3 N . R - ;‘ . . ‘
. ! . L 3 N -
¢ ¢ . - R . < e ) ) ".v‘_ , -
IS r ‘ ¢y L
Taow Ve ; >
P ‘ > ; « ’
! . o RO -~
. , , C
~ i + ¢
. - . |s ? . -
: o
3 - . —— e,
’ ' ' N [ Q‘N‘N _ﬂ
» t B ) ! " , . -
., g . " . -
1
N - T —— - ,..‘
’ ‘ . ~
s - o,
5 ~ ¢ - N R A . =
' ¢ yov
| [
| | ’
> !
. ! ’ ' !
O k 22 . ? _,r 2
!
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SUGGESTED CALLHDAR. OF ROTATION |
\
JAN 1075
S ofm |t y t £ s
5 +
‘ ] 2 3° 1 4
R-1 R-1 i
51 6 7| B 9 e | :
R-T R g
12l 3] e as| sz las
R TR2
1905200 Yo 221 23 oa o€ s
R R-2 " . . b R~2 .4
M » ‘.r ‘J‘.‘,'&' \ ¥
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. DEPARTMENT OF LABOR -

FRANKFORT, KENTUCKY %0401

~.

\\
WENDELL M FORD . ‘ L™ DIVISION OF"
GOVERNOR - - . 0 % LABOR STANDARDS -
“ - o - \\u '\:Q“: |
JAMES R° YOIOM \\ "6 - CHARLES E. MCC&\
COMMISSIONER . .. : TSI~ . DIRECTOR .
. T~ - co

'~

September 24, 1973

s

Mr. Robert M. Schneiéer. Director ) NN
Resources Develcpment Huit
Bureau of Vocational Lducatien
Department of Education
JFrankfort, Kentucky 40601

\
. Dear Mr. Schneider: RN
Ao ~ ¢
v L 4
This office is in receipt of your attached propnsal
. for'a dEVPlODantdl program in Dlstrlbutlve Education.

g KRS 337.010(3) (1) dcflnes "employer'" as,any person.
who employs an employe and includes any person acting directly
or indirectly in the 1nfer‘eqt OF an emplover in relation %o an

o employe. Y ‘

’ . . KRS 337.010(3)(g) defines "employe” as any penso
. employed by or suffered or permlttedcto work for an.empioyer.
* 2 ' There have been ne court decisions made in Kentucky &
which clearly debines what employ means; therefore, the -only
~  decdsion we have to follow is.the criteria the Federal authorities

use in determining an employer-employe relationship under the '
 Fair Labor Standards Act. . ’
% h8 -
’ It is the opinion of this office that if the criteria

ﬁoutl1nod in the lettcr dated Scptember 14, 1973, from Mr. Robinctte
is followed, we would not consider the sLudonts partieipating In
tQis program enuployes. '
. If you have any quectlonq rbgardxnv this m1tter, ploaso
feel Tree to eontact me, 1
\ , . v

Respectfully yours ,

| | ‘ (’>C!L(~.u »/7>(’( ~/

} X Charlos MoCoy
‘ . ‘ Dirccetor ‘

» (Mc/sc ; ( ! 26 | 7
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DATE

REPLY TO

ATTN OF

susslr Developnenéal Pregran in Distributive Educafion Project

T0

|
o |

U S DEPAVRINIEN T OF EABOR
; IMPLOSITL LT STTANDARDS ADMINISTRATION
/w/”ﬂg/f Wage And Hour Division SeP 17 1973

600 Federul Place, Roow| 187E

Louisville, Kentucky 40202

N v WAy
eptember 14, 1973 Loty
| S A
1l \ - '¢ .\ '\:
‘ > | . v K

/

Mr. Robert M. Schneider, Divector \
Resources levelurnpen® Unit

Buresu of Vocational Eadeation

Departrent of Fducation -

Frankfort, Ky. ULC6OL

[y

This is in reply to your letter of September 12, 1973 requesting
our comments or your prorosed project.

Based oa the information contained in the prorosal, the training
program appears to meet tne necessary requirerents and the students
participating in the program therefore are not considered "employees"
within the mearing of the Fair Labvor Sitondards Act.

In order %o “2:5 yrar [ile complets on this matterw to
repeat our guldelines. Tne Courts have made it clear That the

employee relatjon under the Act is broader then the traditional
common law concept. The difrerence between the Fair Labvor Ltandards
Act employee reclation and common law relation arises from .Jection 3(g)
of the Act which .efines "employ”. Whether truinees are employees of
an ecployer uncer the Act will depend upon all of the circumstances
surround their activities on the vremises of the employer. If all
£ix of the tollowing criteri- noply, the trainees or students ore not
E-Ep?loyees witidn the weuning ol the l'air Lavor Standards Act: —
i
1. The training, even though it includes ecturl operation of the
| facillities of the emnloyer, is similar to that which would be
given in a vocatiosul zchool; \
L 4

\ 2. Tho training ie for the benefit of the tralnecs or -ctudents;
\l 3. The trainees or vtndents ao not dlcplace regular employees, but
work under *helr close observiation;

’\?4. The enmployer who providns the training derives no immediate
|

advintage from e activitics of uhe trainees or ctulente, end
\ on occasclon his operations may acuul]y be lLrmpeded;

(Continund on Page 2)




v

6. The erployer and t@g/frainees or students understand that
the trainees or stidents are not entitled to wages for the

tine spent in Eraining.
s

If you have any ur;hé; questions or need additional information,

plegte \‘
Z L
' Richard-RbOKinette
es Diractor

Page 2
9-14-73

Y

/
The traik2es or students sxe not necessarily entitled
to a Job at the conclus;dg of the training period; and,

P
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INTERNSHIP TRAINING PROGRAM BUSINESS SURVEY

L4

Name of Business:

Address-

Izhone'

Manager-

You have been contacted on the objectives of the Internship Training

Program. Would you please complete the following questionnaire on your. -

't

ability to provide training stations for the distributive education students.

I. Do vou have difficulty obtaining employees who are interested
) '\_ \ in their work?” :

2. Do you think 1t would help students to decide which occupation
they desire to seek 1f they could observe the various types of
10bs before they make this decision?

14

-

Would you be willing to place students in your-business one
to two hours twice a week to observe your operation’
) .

o ey

Yes
- No
If E,h“ answer to question # 3 was yes, please answer the f[ollowing

Q ’ que stions. {

29
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1* Internship Training Program Business Survey (Cont.)
Pl ) ¢

- 4. Fow many students could vou accomodate?

No.

| .
.

MR =
S, Could you placesthese students on a one-to-ene ratian with
your personnel? /

/ ' Yes m ‘,Y

6. Please list the types of jobs available for students to observe:

’
[

i .
e
|
% .
i ’ ~
| Additional Comments-
| hY
| , . , '
|
| .
| . -
| .
| Position -
| .
: Thank you for your cooperation in filling out this survey.
j : .
! ) ’ . /
. / . hy . .
' | ‘ /, o o "f?achor-(Joor(imat()r :
' s , /D1stributive lducation ] (/
' . / (R *  /School Na{ne ’
v C / ! ' 3
/ v / ‘ t
I -~ )’ ' v.
N \ .
| R |
Q ‘ . \

ERIC . 30
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;‘ INTERNSHIP AGREEMENT

For Supervised Occupational Experience of
Distributive Education Students at
Daviess County Vocational Sg:hool

intern (Student)

Home Address:

Home Telephone Number:

School Telephone Number:

Place of Internship-

Address:

Supervisors of Intern:

Dept.

Dept.

Dept.

Dept.

Place of Internship:

Address:-

Supervisors of Intern:

Dept.

Dept.

/ / .

Dept.

j
/-.

$ept,

”“

Place of Infe rnship-

|

Address: »

31




]

’ ’ )

Supervisors of Intern-

s

N Dept.
Dept. '
. —~— Dept. L
¥ Dept.
Place of Internship:
Address:- P .
Supe?;xsors of Intern- Dept.
/ ) Dept.
. Dept.
Dept.
Place of Internship:
Address: R ~
Supernsoé‘s of Intern: ’ Dept.
Dept.
Dept.
Dept.
Place of Internship: .
/l\ddress-
Supervisors of Inter;: \ Dept.
Denpt.
y Dept. p
!
' Dept.

Place of Internship-

32
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¢ ! i
»
: Address:’ ’
‘ , | J
o . n
Su%erxxsors of Intern: s ept.
s
- ept.
/ Dept.
/ / Dept.
PPlace of Internship: .
Address:
Supervisors of Intern: Dept.
) L
Dept.
Dept.
Dept.
Place of Internship:
|
Address .
5.
L4
Supervisors of Intern: Dept.
. \L Dept.
Dept. \
‘ '\ .
Dept. L
I'o r)romotel’a basis of understanding, promote pusiness relatjons and
| :
enrich the ’ran}{ng of the Distributive Fducation «thdents, this gpenaran.
cun, of understanding 1s established on L 197 .
i
The Internship Program will start on , 197
A}
and will end on or about
O

ERIC
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ITIS UNDERSTOOD THAT THE TRAINING SPONSOR WII1.:

THE INTERN AGREES TO ITEMS CIIECKED BEI OW:

v

\dependable, and courteous at all times.

t
Provide the intern with opportumtiés to observe and tearn
how to do as many skills and competencies as posgsible,

Instruct the intern i1n the ways which he has {ound desirable

in performing his duties and handling his management problems.

Help the teacher-coordinator make a weekly evaluation of the
intern's performance. B .

Avoid subjecting the intern to unnecegsary hazards.

Provide training that 1s beneficial to the intern.
/
Rotate on a regular basis the student among the various

departments of their business.
p

< -

Not pay the intern wages for the time spent in their business.

«

Not take the place of a regular employee in the business.

Not allow the intern to perform tasks in their business
without direct supervision by a regular employee.

Explain to interns that they are not necessarily-entitle to a job

upon completion of the Internship. ‘
L

Assist the teacher-coordinator 1n arranging a conference with

the student upon completion of each rotation in the business.

And, 1t is understood by the training sponsor that the student
will receive more benefits from Internship Programs that the
business, and that in some instances the intern may be an
xpense to the business.

' Keep the training sponsors interest in mind and be purctual,

Will not recelve any wages for the time spent during the
internship.

Will not necegsarily be entitled to a job upon completion of
internship. ’

Keep such records and make such reports as the school an«i/m
training sponsor may require.

Follow instructidns, avoid unsafe acts, and be alert to
unsafe conditions. v .
34
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¢ Will not perfofm tasks in the business unless supervised
. by an assigned employee. -
i
. I)e\'m]op a trglinimz plan with the training sponsor.and teacher-
- _— : *
coordinator.
THE TEACHER-,COO‘RDINATOR\‘ IN BEHALF OF THE SCHOOL AGREES TO:
- \\ ' '
Provide transportatic;p for students from Daviess County
. Vocational School to,then' plage of training, and back to ,
. school. ' Y .
. \ . .
Visit and supervise the q}m\udent during the internship for fhe - 4
purpose of information, inmgtruction and to insure thatt
intern receives the most ea\xcatlon from his experienc¢s. ¢
. Show discretion at the time ‘akd c1rucmstances of the1r visits
espec1a11y when interns are ac\tzvely engaged in training.
Others. \
: . \
Others. C . \
\
4
THE PARENT AGREES TO: >
Assist in promoting the value of the students expe rlences
by copperating with the trammg sponsor and the teacher- !
coorr@nator . ’
. —.A i
.‘; Satisfy himself in regards to the edudcatiponal experiences
made available to the student. ’
4
. X .
Infern{Student] ~Farént -, . . .
\ « . . ’
.' 4
« . 4+ . . 1A . = ~
Teacher-Coordinator ’ Training Sponsor
7
v . e, i
Training Sponsor Training Sponsor ", .
M - ”n
T rair'lin;z Sponsor ! * Dovg 'Tr‘ainihg Sponsotr
\ N , ¥ ) .
Training Sponsor ' ' ’f‘ra’ining Sp(msor P P o0
“ T raining Sponsor T raining Sponsor
. . ' * ’
Copies to: Teacher-Coordinator, Training Sponsor; Student, and the
Qo State Department. " o ‘ s
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TRAINING Pl AN
v  INTERNSHIP TRAINING PROGRAM
DISTRIBUTIVE EDUCATION
Student-1 earner Birth Date ° .
School . S. S. #
Carecr Objective ’
1 f ) ) " N
Training Station ¢
\s Address :
Traming Sponsor /] Rotation No. o )
DEPARTMENTS TO BE OBSiRVED
DURING INTERNSHIP
3 |
; 2. ¢
\ . toe ) L ~ -
{. . ; “ P ~a oy
, N R 7 J « - .
£ 3. ‘ P o . \
l R I J . ' ‘
| L | ? “ ¢t
—\'. '[ \j' - ¢ ‘f ! ‘ L
] OUTI INE OF ODCCUPATIONAI EXPERIENCES . ' | \
» ‘ - "‘ & ! \ ' [ 4 3 . ' 4
‘ Department - Clasé Room EXperienges ‘\‘ - Evaluation ¥
. —_— T L4 — - °.,
A S . ' \ w ‘ .
- Observations . | . ’bi
! a. ¥ » - o ’
R ' b. b N *x
< ‘ g ‘q 0 . ‘\ '»‘ ?
’ (1. LN r ¢
, O . ) -
£ Ve *
f ) ' \
g‘ \i ~r '
m‘ h. 4 v P e ! L ~ ‘%37
- » , & ¥
‘. . R : c T, . " v
» Rate obsorvatu;,n IFto 5. 1 I'Z,‘xcéllent., ‘»‘JPoor' ! v
* - 5,_' : 1. . v
o L DI
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Outiine of Occupational Experiences (Cont.)

Departments

v

Class Room Experiences

Z.

r

Fvaluation

’
T “

Observations

a.
b.

L

Observations

.
edy 4
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INTERSSHIP TRAINING PROGRAM
DISTRIBUTIVE EDUCATION
Student-1 earner Darlene Rusgsell . Fw[hrth l).lt,(‘~_~$/é()/‘»_¢, >
School Daviess County State Voc. Tedh. Sch. ,S. S. # 400-86-037> !
Y Career Objective . | .
0 "
Tramning Station  Wyndall's 45 ta
A(Mr@ss 2517 Frederica g
Traming Sponsor Mrs. Betty Turner ) -* i
DEPARTMENTS TO BE OVSERVED DURING INTERNSHIP !
. MNleat Department o. , 1*
|
; k
2. Cashier, 7. i
3. Gracery ’ ¥, 1 L
4. Produce 9.
5 10. .
OUTITINE OF OCCUPATIONAI EXPERIENCGES
Department Classroom Experiences ' Fvaluation .
I. MNeadl Department - NMorris Carter
Observations ’
“a. Observed the meat counter. ’ I
" b. Mr. Carter explained how the meat 1s arranged in the counter. | ¥
| c. Explained the cuts of meat; side«rib, loin, chuck, round. ]
| d. ""Meat ig cut on a day-by-day basis." .
¥ "
' ¢. "Observed meat being cut; observed liver being sliced. !
. f. Observed the refrigesation of the meat. . 2 ‘
g. Observed chickens being packaged and.weighed. |
. h. Observed meat being weighed and wrapped. '"Meat is weighed (’¢
g before 1t 13 wrapped on tl;)o' {terofoam plate 1n foil (Clear). ] .
3 1. Mr. Carter explammed the basis, of pricing meat. \.”n()né‘:]('hh ]
meat 15 higher in price than meat that still contains the bone.” |
. Observed meat-that has expired date being wrapped, werghed,
and counted. o . ) o ] o'
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OQuthne ot Ox (upgtlonal Fxperiences (COnt.) -

/
‘

~y . ’ . P
Départment . Classroom Experichces Fvaluation
. LY ' ‘ : b Lo / . -
2. MNeat Department - Morrnis Carfer - /

!
Observations - ’
r L

a.  Pabked with Mr. Carter about varibu 5 Happengags™in the

meat depariment and about how people buy mecat. 1 v
b, Observed meat counter, pre«packed meat & meaft packed by the
department. . . ‘ - AR I
. c. .Jearned that meat that turns color‘s 18 remoyed from the .
‘ counter and later ground. into ground beef. = . . RS

* 4. Iearned that a neWw lighting system (pmk1sh lights) has beeh
placed over ‘the meat counter to help preserve the coloring
in meat. ’ ' 1
e. Mr. Carter explained the pr1cmg & percentage of all m'eat products. 1
f. Observed the fturkeys- -a selling product at this time of the year
(Thamksngm ). Observed pr1cmg, of turkeyys depending on grade. |

. . 1
. .

3. Cashier

<l

B L ’
Observations \ c, . {

a., Obqorved casiuer checking out a customer who had purchased an

efiormous amouht of meat, whuc'h totaled ov'e $100. Consnmér . .

sStamps:-WO ' ‘\ f - o
. b, Ob&mr\ ed casHier checking out customers who had purchased
Aifferent armoulnts of 'products. \ - . ]
o Obsérved the grocess of checking custoners out- -moving
1iters \Closer to finger-tip reach, use of cash register, return \

d. Observed cashier .writing down-items that were on sale on a paper
that was taped to the cash registers. ~ ) % 1 -
¢. Observed procetiure of the receipt of a check from a customer. |

of Chkn\ge, g1v ;:hg the consumer \stamps, and bagging the groceries. |

e
’ . . \\
4. Grocery - {ary Sisk,
o \‘ «

| »
| O})S(‘X‘VZUI()HS\\ ' .

a. Qbsvrved Mr. Si1sk straightenng up a dmplay that had fallen. ]
b. Observed whxle Mr. Brsk checked a box of Chocks made telephone

Pl

calls and avqwerecl the phone . ‘ T ]
. Mr. Sisk (-*miamed the basis for percentage on merc handisc, - 17
d.  Fxplained way“« to display br oducts. ' !
e.  Explained hfpw ¢ach aisle of merchandise is placed. . L .
t. Fxplained ho\w sale 1items are pldcocl oot |

g. Observed whr’lo a salesman sold Mr. Sisk Christmals 1items {o

»

bhe resold in lh(’ store. . | “ 1

1 N -

ERIC

Aruitoxt provided by Eic:

o




ERIC

Aruitoxt provided by Eic:

TR,

<]

. Obse rved the
machine that ra

Ohscerved
Observed

while Nir.

stick to the clear ba kaged 1n
Observed Mr. Russ cHaged ] *
Removed lettuce from™a’ !

Rewmioved the leaves (dea U
~Observed Mr.
Observed Mr.
ones from the package. . \ ]
Observed Nr.,

Obhserved Mr,

Observanons

!

es being twisted. &-stapled. \
ines thc price of prod\ﬁ"e

and another type-of
f.the tag to make it

relqase pri
heat tothe su ,fac

rom the lettuce and cut bad spots off. I
Russell v)acikagin,g the heads of lettuce." 1
Russe}ll packagsng some onions; removing the bad .

Russell weighing the onions; < ] .
Russell werghing bananas for a customer. 1
. | .
S
1 -
* s
’ N |
[ ‘
AY A=
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d : .
1 \‘ !

i Outlinle of Occupational Experience (Cont. )

Departiment Classroom Experiences Evaluation

' 1

Observations

™ ™o

f—
-

Observations . . oo A e e

t.

- ‘

"Rate observationl to 5. 1 Excellent 5 Poor
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located, counts allahe orders fOor acciray, wWhinh e teeps rocords

<

ot all order- made and the ones recer.ed, then aiter e connts the ordera

for accurar v, he delivers the merchandise to the departoent i which

1t belongs. | adnmure Mr. Smith because he takes many a footstep in even

fifteen shoz' rmun-ites.

In the men's departnient, | observed Mrs., Barton making sales to

%

-

her Lstorr ers, With her assistance, | learned how to :se the cash - .
. i

register and rang up most of the sales during. the period I was with her.

»
~ v

She 21s0 showed e how touse the charge card rnrachine. E':er‘}' tmi

$

a custon er «omes up to be checked out, the saleslady asks whether

whe sale 1= cash or charge. I learned from Mrs, Barton thdt every item ,
~

n the store has a number and that certain tags are saved and s&nt n to the

-

»

- N . i o
corrnanv fron- the office for re-ordering merchandise. I observed
y 4
“tr¢ ~Barton taring an inventory of men’s knit slacks that were to be on
; . ; .

-

M -~ ~——
i <

5 . - % : #
A sale e following week. . . . ' .

' 4

-«

.

. . [ He boyv s departirent 1s similar to the men's departnient. |
>

’ -" R ” I3 . A .
Cobsers ed Mrs. Blunk making sales, checking out<customers, and -

\

A ‘
«tocking a néw order of bove' pants. Mrs. Blunk told me that
z - " ) N ) ..J..‘

one lavs merchandise out on a table with siz€s teft to right and

all tags should show so0 customers won't have any trouble finding
. . c

out about the information on the product‘. lalso learned how to
v . : ’ .
' dreplay products that wonld catch the eye of the customer. ~

FRIC > 43
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'

CEXAMPIE OF STUDEXNT'S FVAT UATTON

~3

SUNVARY OF ORSERVATION EXPERIENCES

Sturient - carner Darlene Russeld Rotation No, |

Obsersation,station  J. C. Penney's Dates  Oct. 2 - Nouv. o, 1873

[

»

I'frave learned much while p_art1c1patmg 1n the Internship Traimang

Program at J+ C. Penney’'s. The catalog department was very interesting. ¢

» 4 o

I+ deals mostly with orders; tredit, and ldvakay. I enjoyed observmg,'
. .

. -~ " .
haw order blanks are filled out from telephone calls and it was$ interesting . —

. 5 L ‘ Y . o~ *
toi1sten to a telephone order on an extension line whilg observing Mrs.

Potter filling out the order blank. Ialso observed the teletype rmrachine,

. 1

‘he crecht machine, and the files of all ordets, and the order rooms filled .

t

- N . .
with all the packages. Although I am sure things get ntetty hecticat times
. N 4 [§ *

- - I3

and a lot of work is involved, [ believe I would enjoy V'vorkipg, in such a

. .
.y - [y

fiepartment. ' ] , . .

In the cash department ! observed Mrs. Stout counting out and ) v

'
v -

naclkaging all the money that wasqrecgived the day.-before. 1

realjze that thi's department 15 very important, because if someonc

diint keep track of all the money rececived and the money gm;n‘g

p

out, Then the business would be.in a barl financial status.
The stockroom is of greatanterest, butl den't'think a girl

could handle™ll those heavy loads. Mr. Smith carries all the shipments

from the upstairs rear door to the basement where the stockroon: 1s

-

o
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I observed an 1nventory count of boy socks that are going to be

.

* -

discontinued )
¢

’

. in the fastuons (lpnarth»cnt, P abgerved the new e ot 1alb and

winter c¢lothing. Mrs.? Young waited oh many custorners who
14 > .‘

v -

were looking for new winter coats--this cold weather 1s really coming

/
tous too fast' I also observed Mrs. Young working on inventory ‘
55" '
shee's 1n the maln office, and I observed her checking all the

”

cash registers in the store for a customer count. This is being done

to see haw much help w1ll be needed and at what time of the day during the

i .

next two nionths--Christmas riish.. Working in the fashions department

s
-~

: would be m’teresting, I'think, because I ''love ' clothes.
Household 1tems such as bedspreads, pillows, draperies, bath-

roorr essentials, nfaterial, and sewing gaods may be nurchased *
[ 4 v

- _ 5

in thé household department at J. C. Penney's. Il observed Mrs. Evans

< -

hanging bedsp.rea,ds on the racks. I learned that the purpose of this
: »

< s to les the customers.look at and test the texture of the product before

they buy. Plastic coverings are placed over the top of the bedspreads

with information about the bedspreads gaped inside the p/lastm in view
« /: - -
" . of the customer. I observed Mrs.” Evans waiting on customers-ancd -
- -~
Q% [
S

I feel that observing the different departments at J. C. Pennecy's

.
ringing up sales.

has-helped me to appreciate the work of each of the department workers.

[ enjoved my three weeks there. -

oo
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EXAMPI E OF sSTUDENTS EVAIUATION

. SUMMARY OF OBSERVATION EXPERIENCE
Stodent-] carner Darlene Russel! Rotation No. 2 L .
Observation Station Wyndall's 5 Dates Nouv..r+ Dec. 11, 14973

Wonile stasioned at Wyndall's =3, I have observed four different

denartr ents. The four departmrents include the meat department,

4
.ashier, grocery, and orocduce. 1

The iirst devartment I was located in was the meat department.

Flere T ohser.ed the meat counter while Mr. Morris Carter explained

: ow the meat 1s arranged in the counter.” Strips of articicialgreenery

1« o acrd hetween the meat and one of 1ts".purposes 1s to "attract

» hd —
fhe eve  of the customer

o NrT Carter explained the cuts of meat and I learned that the . .

departnent receives the whole side of a beef and 1t 1s then cut

o

down to four basic cuts--rib, loin, chuck, and round. I observed

————

some of the meat being cut, and I observed liver being sliced and /

[

putin (‘ontamegrsA Mr. Carter told me that meat 1s cut on a .

day-by-day basis and this is done to insure freshness. [ observed

S e v

(hickens being packaged and weighed. 1 observed meat being weighed

= v 4 —

s .
and wrapped also. Ilearned that mcatis weighed betore it 1s wranped

-

1 in ¢lear foil on sterofoam plates.

3 - e . ~ -
o Mr. Carter eXplained the basis of pricing mea! and the overall

. N
b *m’r(n’g—:;l percentage of all meat products. [ learmed that C

pES } i
ERIC A 46 o
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’

bon.eless meat 1s higher in price than meat that still contains the
bone. Meat that has expired 1ts date in the counter or has changed
its color 1o refrigerated and later wrapped and weighed and s;)l<1 to
customers in larger amounts., I observed some of this type of
necat being wrapped, weighed, and price recorded on an inven-
torv basis. Same of the meat that turns color 1s removed from

the counter and 1s ground into ground beef. A new lighting system

fpinkish colored lights) has been placed over the meat counter to

help preserve the coloring in meat. I learned that pre-packed

meat, such as Field's, the spoiled are held over and the company _

.
L

replaces the meat with fresh packages.
\‘
Turkeys, the Thanksgiving feast meat, was an interesting 1itern__
\\
of discussion. [ observed the pricing of the turkeys according.to .

N

"

1ts grade. | learr)éd that Butterball turkeys are more expensive than

s

regular tiirkevs because they havé been pre-basted, a shot of butter

has been placed within the turkey. ‘ f ,

The meat department also makes and packs some of the store‘ds jello,
pimento cheese gpread, bologna svalad, and ha‘m salad. [ legﬁxed that -
the ham salad is ma de up of part ham and part bologna, because
customers won't buy the ham salad rmade completely with hgm. .

The second department [ observed was the cashier. [ observed

the cashier checking out customers who had purchased different
A

amounts of merchandise. 1 also obscrved the provess of checking




-t

O

gele
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th(*~ customers out- -moving the items closer to finger-tip reach, usc
of cash register, procedurc 1f a check 1s received or of coupons
.oare used by customers, return of change, and the baggimg of the
-groceries. ) ‘ =~

The third department of location was the grocery department of

,
the%store. I observed while Mr. Gary Sisk checked a box of checks and made

telephone calls. Then Mr. Sisk explained the basis for percentage on
merchandise. I~learned that two high percentager items are usually
placed on either side of a sale item so that a customer might buy a
high percentage iterm when they buy a sale item. Mr. Sisk also
N\

explained ways to display products and how the products are placed .
on the shelves in the aisles. I learned that cakes and frostings are
placed vertically so that when a customer buys a cake, the type of :
frosting 1t roquir»::s‘,,xs~ located right above it at finger-tip reach.
Brands are often placed together, too. I learned that‘bre% -
located at the front of the store 1n the first aisle, while milk is located
nearer the back of the store 1n a far aisle. The purpose of this is primarily
because milk and bread are the two main items that customers usually
buy. When the customer comes into the store, he will cover a large
area of the store to get these two prodiucts and in the meantime may sce

l‘ -
some other item he wants. T also learned that the candy supply 1s

Ved N -

large and the sugar supply 1s small. This is basically because candy ;s

of « higher percentage of sale than sugax/‘.

4R
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The fourth depattment 1 was located in was, Produce. Heyel

/

observed Mr. Bruce Russell pac)iaging pecans. - As t*he'peclans were

.

packaged, they were weighed and then twisted and stapled at the N

open end. A price tag was nlaced on ‘cach package and stacked in

a grocery cart. Mr. Russell explained how the nricing is calculated .
€ ' <, T , -
Ly pofindage. A heating device 1s used-to make the price tag sticky
so 1t will stick to the plastic baggies. ;
I have enjoyed my internship at Wyndall's #5 and I know that 1t
has been a good learning expénence.
. Signed
S
{0
~, - 4
h >
> - R , -
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\\_ . -
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DAVIESS COUNTY STATE VOCATIONAL 'TE'CI‘INICAI SCH()éJ
. . R e‘ & .. » 2
INTERNSHIR DAII Y'STUDENT.PROGRESS REPQRT. ™
T v ¢ : g . ) « ®
1 T, , R a
Observation Statlon ‘Datc;
N ‘ Student ) . L. ] Coordinator N
¢

Please carcle the number indicating your evaluation:

b ev: ) Poor 2 Fair 3 Good 4 Excellent

f— % -~ e - am = = = = = = 3 % =~ e e e 2 = e = o = oo o s = om = =~ o == = e e e e o= = e o= o

. Dependability: Attended observation station on time e 1234
Coomeration: Cooperative and gets along with others 123 4, -

’ Appearance: Cleanliness and wears suitable work clothing 1234

! Responsibilitys Folldws directions of supervisor 1234

Interest: Shows attention to work at hand 1234

Application: Filled out observations 'on Training Plan 1234

- -~ A

What grade dowyou think this student deserves. for his involvement in this

_Obse"rva'txon Station’ .

v < . C o
DI A I'xgellent, B *‘Good, . C Fair, D Poor, 'F Failure Grade h
C . )
s ¢ * - ,
. Superwvisor's Comments: . - .
. vt N T M N
A r v .
»
o
.~ - l <
’ ' S
& 1Y v -
*
’ ¢
- LY . .
N Repart filled out by
! - 4 L. ———
N Position
L] .,
v N
. . ] “ - ‘. .
. - . ’
. )
- ‘e,
1 Please staple report and return by student. ’ e
Q PR

-
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