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PREFACE

The information contained in this report was
researched and organized by six Business Education students
at the University of Florida, Spring Quarter 1976. Their
knowledge of the need for information in this area prompted
the search. Their ccmbined effort constitutes this report.

Most of the levels of interest in problems related to
the teaching or administration of integyrated business
programs were represented in this class. These interests
include: the senior colilege level--the instru-ter's input
was from the teacher trainer's viewpoint o, the senior
coilege level; the junior college--one of the stidents was
an instructor in a community college; the high school
level--two of the students were high school teachers, one
in a senior high schonl and one in a prisor. setting; the
business level--two of the students held positions on the
supervisory level; and the student level--one member of
the class was a full-time student.

S0 that others might a.i o use the information which
has been collected, it is presented here in three sections:

Section I. -- History
Section Il. -- Materials

Section IJ1. -- Methods

ii
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INTRODUCTION

Integrated programs provide for realistic work experi-
ence and job trainina in the classroom. This is accomplished
by corbinina office skills with the basic business skills.
This kind of training prepares the student to parform in
a variety of business-rclated occupations. These inte-
qrated programs also cnable students to see work relation-
ships-~human relaticns, work habits, and work organization.

To effectively prepare to give the student this kind
0of training, a proaram of learning must be desianel to
1nclude activities and undertakings that lead a student to
better economic understanding.,

Simulation is one technique used. This is an attemrpt
te model in the classroom a portion of the real work environ-
ment.  This tool has proven to be an cffective way to pull
together multiple learning experiences for the student. In
the simulated setting, the teacher must determine the extent
of cach student's previous business training. Then suffi-
cient backaround material and learning must be provided to
prepare the student to take part effectively in the program.

It 15 wisie to be sure the students are familiar with
the real werld of work befeore tney enter the simulated
situatien.  Some Ceachers accomplish this by having the

students spend one dav a week in industry--or by talking

e



with secretaries.

For the simulated setting, performance objectives
must be identified in advance. This is to assure that
all of the appropriate elements and relationships can be
blended together to accomplish the goals for a particular
office situation.

Constant evaluation must e undertaken by tne teacher,
as well as by the students, to insure that the objectives
of the program as stated are achieved. A successful pro-
Jram is measured by its student employability quotient--
classroom activities must meet employment needs and standards.

There are many techniques for successrul integrated
programs which have been used across the nation. !uch has
been written in this area and considerakble materials are
available. It is the purpose of this report to collect in
one place, scme of these idecas, materials, and methods.

To make the information more accessible, this report
1s divided into three sections. Secticn I includes a
history of vocaticnal education in the United States which
gives an overall background for the development of block-
time programs in the United States. Also included in this
Section is a brief description of block-time programs in
Alachkua County, Florida, which illustrates how one county
added block-time programs to the curriculum.

The purpose of Section II is to indicate some of the

already prepared materials which are available. This

f
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includes Practice Sets, Simulated Office Sets, Films, Film-
Strips, and other raterials. Addresses of sources are
8 1ven,

Jrno fFecticn 111, attenticn is centered on methods of
teaching bleck-time programs. Particular emphasis was
placed on methods used by tcachers and/or administrators
who were in the process of setting up block-tine programs.
This section includes an Aannotated Bibliography of selected
articles and pnublications for the vears 1970-1976.

As stated above Section I, which follows, aives a

history of block-time programs.



SECTION I. HISTORY

This Section of the rerort traces the development of
blocl-time programs. The information is divided into three
oL eas.

First is a brief history of vocational education in
the United States with emphasis on program development in
the State of Flerida. This area includes the topics: Early
Federal Legislation; Recent Federal Legislation; Vocational
Business Education; Block-Time Programs; Intensive Office
Laboratory. Simulated Office Education; Vccational Office
Fducation in Florida; Cooperative Fducation--with sub~-headings,
Distributive FEducation, Cooperative Distributive Education,
Diversified Cooperative Training, Work Experience, and
Clubs or Organizations.

Second is a brief history of Non-Rusiness Cooperative
Programs in Florida.

Third is a brief history of Block-Time Business
Education Programs in Alachua County, Florida. As far as
can be determined, this is the first written record of
these programs in Alachua County. This area includes:
Cooperative Business Education; Cooperative Distributive
Iducatior; Diversified Cooperative Training; and Vocational

Office Education.



1. BRILE HISTORY OF VOCATIONAL
EDUCATION IN THFE UNITED STATILS
WITH EMPHASIS ON THE STATE OF

I'.ORIDA

The early settlers nracticed vocations. Vocational
education took place in the family home with tather teaching
son and mother teachking daughter.

With the growth of the nation and the neced for crafts-
men developing throushout the colonies, apprenticeship was
fundamental to the educational svstem in colonial America.
Throu~" apprenticeship, a young person could cbtain trade
and occupaticnal instruction as well as the secrets of the
trade. It was during this period of time that more emphasis
was being placed upon public education.

Apprenticeships were adegquate until the late nine-
teenth q%nfury when the growth of population and increascd

.

mechanization forced the need for occupational instruction

in the schootls.

Larly Federal Legislation

The rapidly growing industrial society produced a need
for more trained manpower and a need for instruction in
agriculture, business, an? homemaking. In 1862, Abraham
Lincoln signed the lMorrill Act {(Land Grant College Act)
which provided land for the establishment of agriculture
and mechanical colleges in each of the states. It was hoped

that these colleaes would provide help to farmers and

19



6
mechanics to a deqree that none of the private academies had
been able to achieve.

As a consecquernce of increasing concern cf men in
industry for industrial education and training, Congress in
1914 created a nine-man Commission of National Aid to
Vocational FEducation. The Commission included representa-
tives from the Congress, industry, e¢ducation, and labor.
They considered the necessity of national aid to vocational
education in order to prepare workers for those occupations
which employed the greatest number of workers.

The Smith-Lever Act was passed in 1914. This Act
¢stablished the Cooperative Extension Program for adult
‘raining in the area of home cconomics and agriculture.

Vocational education at the srncondary school level
received tremendous impetus in 1917 with the passaqge ot the
Smith-llughes Act. The Act made available to the State
Federal funds for wvocational education below the colleae
level in agriculture, trade and industrial education, and
home economics--as well as tecacher-training programs in
these fields.

The Cmith-Hughes Act provided for a Fedoeral Poard of
Vocational Education and a State board of not less than
three members for each State. Each State board had to
prepare a planned program and present an annual report.

The Georage-~Reed Act o»f 1929 authorized additional

1i

O
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7
funas to expand the agriculture and ho.e ¢cCconomics programs.,
Wiaen it expired in 1934, the Georae-kllzey Act was paczsed
vroviding additional funds for the agriculture, hore
cconorics, and trade and industrial education ProJgrans.

In 1936, the Georae-Docen Act was passed nroviding funds
tor alrcady establis'.od programs and, for the firs time,
included distributive education.  An anenciont to the Georqge-
been act, called the Seoarae-barden Act, was cassed in 1946,
It vrovided adiditienal funds for the same four fields
{agriculture, aour. cconnmices, tradde and industrial, and
distributive cducation),  In aadition, it limited support
in distrinutive cducotion €or cart-=time and evening courses
{or cmplovea workers, It also provided more flexibility
1n the use ol funds, In 193¢, amendments to this Act added

funds tor practical rnursinag and fishinag trades.
Recunt rederal Legislation

In 1933, Congress passed the Hational Defense Lducation
Act wiich was an arendront to tho Georae-Barden Act.  The
Act authorized supvort of vrograms limited to the training
of hiigbhly skilled Coenicianes in ocoupations toermed vital
to the defense o the nation.,

The Areca Redevelopnent fct of 1961 was designed to meet
the needs for wvocational training fer underemployed and the

unerployed in 2cononically denressced arcas.  The Manvowor

ERIC
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8
Development and Training Act of 1962 provided vocational
training programs--as well as subsistence pay for the
unemployed and for those whose skills needed upgrading in
order to meet shifting employment needs.
In 1963, Congress enacted legislation designed to:

(1) Extend present programs and develop new
programs cf vocational education.

(2) Encourage research and experimentation.

(3) Provide work-study programs to enable youth
to continue vocational education.

This was the Vocational Education Act of 1963.1

For the first time, aid for high school business
education was legislated. The definition of vocational
education was arended to include business and office
occupations.

Federal funds were to be matched by State and local
noney and were administered locally in conformitv to the

approved State Plan.

was a qrant program similar to the Manpcwer Developmant
and Training 2ct and provided money for areas of specializa-
tion.

The Vocational EZducation Arendrments of 19638 made a

£

0

orplete break with the past by consolidating all erevious

Education,”™

ts, "Federal Laws for Vo a
< , Pp. 153-20.

c
tical Arts Education, 197
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9
legislation and provided funding on a permanent basis. 1Its
purpose was to maintain, extend and improve existing programs,
develop new programs as needed, provide part-time employment
for youths who need earnings from such employment to contin-
ue their education on a full-time basis and train those
who discontinued their formal education before they were
adequately prepared for a vocation or who required retraining
because of technological changes.1 Now all ages are covered
by the act.

The Comprehensive Employment and Training Act was
passed in 1873. This act prcvided manpcwer reform by
Congress and the acdministration. It incorporated the essen-
tial principles of special revente sharing.

Tre three objectives of the CETA proaram are: (1) CETA
vrovides +0r decentralized decision-making at the governrent
level which is closest to the citizen, (2) CETA integrates
separate categorical grant activities operatinc within a

designated mark

M

t area intc a unified manpower services

celiverwy system, and (2) CETH improves the ability of local
fanstwer rrogram cperators to rmatch services to client needs.

Whatever the procram is, vecaticnal education should

rovide training or retraining for gainful erplovment.

'

pod

Estelle L. Tcpham, Adele T. Schrasz, Wanda Blockhus
"Zrerging Patterns of Rusiness Tducation,” A Teaching-
Learning Svstem for Businmess Educaticn, 1375, p. 13.

’-l.
Wes
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Vocational Business Education

Although a few business-type courses had been offered
in colonial times, the private business school wasn't a
well established part cf the U.S. school system until 1850.
The business school really came into its own with the
development of the typewriter in the 1870's. Moreover,
while shorthand had been around for over 2000 years, the
widespread use became feasible with the development of the
typewriter. By World War I, the hich schocl cormerical
curriculur was well established. Shorthand, typewriting,
and bookkeeping forwred the core of the courses.?! The tradi-
tional business education curricula in high school consisted
of two programs or sequences: the bookkeeping program, with
related subjects such as business arithmetic and business
law; and the stenography prograr, which included typewriting.
The first single cocurse in office procedures appeared
in 1898 in Philadelphi 2 However, the first naticnal recog-

nition of an cffice

‘-’J

rocedures-tyoe ccourse came throuch a
1219 Naticnal Education Asscciation's recormmendation that

secretarial practice (integratinc sherthand. transcription

e C. Deizhten, editer, "Rusiness Edvcation,™ The
ia of Education, Volurme 1, 1971, p. 3507.

The Histeorical Develorrent oI Cffice Educaticn, Business
ucaticn: TYesterdav, Today and Tomcrrow, XNaticnal Business
caticn Yearbocok, No. 14, 1976, p. 76.

tjty
[oNoN
]
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11
and typewriting) should be offered in the twelfth grade.
There would also be a finishing course available for stenog-
raphers. No clerical sequence existed at that time.

Frederick Nichols was instrumentzl in developing
courses in office practice designed to give a more general
preparation to business students. 1In addition, credit goes
to him for developing a course in elementary business
training. The course grew rapidly, losing its junior occu-
raticnal objective and becoming a general business orien-
tation course.

In the 1930°'s, there was an increased interest in
distributive educaticn because there were more high school
graduates who went intc distribution or merchandising than
all other clerical work combined. The George-Deen Act of
1936 provided Federal funds for distributive education,
and in the 1940's the merchandising and sales sequence
developed as a distinctive program in the business education
curriculun.

In the early 1940's, the term "integrated” was replaced
by "office rractice" and actual cffice practices were added
to the integrated cocurses in shorthand, typewriting, English,
bookkeeping, and coffice machines. Personalityv traits were
also ceonsicdered.

Three types of office practics courses ererced: secre-
tarial office practice, clerical office rractice, and

advanced office rractice ({the seceond year of clerical office

1o
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12
practice).
Clerical office practice was to be a laboratory course
which coordinated the students' knowledge, skills, and

personal traits--as well as train students to be responsible,

—

cyal, cooperative, dependabl«, and irndustrious.

In the early fifties, there was a slight trend to re-
emphasize office practice. Instructicon was to include a
study of office functicns and procedures as well as other
instruction.

In the sixties, the role of office practice instruction
was tc help prepare the student to meet the general and

prevaratory qualifications for office jobs. There were

th

three Xinds of office vractice courses: secretarial prac-
ce, cffice practice, and clerical practice. The mair
difference between the programs was that secretarial office

pract:ice irncluded shorthand while clerical office oractice

With the passage of the Vocational Education 2Act of
1263, there was a renewed interest in training for office

occupaticns (for ckvious reasons). Busiress educators needed

lad

o identify entrv 3jobs “hat were available ané i

3

tecrate
their orograms to prerare students ‘or sare.

Presently, the office cractice irnstructicn is cz2Yled

rt

al ¢

' h

Yocatic

o

fice Zducation. This preocram can be a clerical

QY s

4"

cretarial block, but in either case, is an intecrated



13
program consisting of a variety of subiects. Certainly the
cooperative business programs would he called a vocational
business prograrm.,

Business programs need to be roalistic and up-to-date

to rmeet the neads of our laber force in a changing technoloay.

Block-Time Programs

This concept did not begin with the Vocational Education
Act of 1963, althcuch it received irpstus 2t that time. In
the past, office procedures content had been intearated in
ypewriting or shorthand inst:uction, and the class veriod
was twe hours--rather thar one.

Gradually, sore procrams bocame Swo-or three-period

]

nior year. There stiudents received

y

- 1, - -
me biocks in the s

[kt

-

instructicn in adwvanced skills and tre integratien of sub-
ject matter through sirulates cffics rrojects.

Eventually, a three-period stencgraphic block was

substituted for aiv

I
fw

nced tvpeowriting, advanced shorthangd,

—ntsnsive Cffice Laherators
This preogra= is an cutcrowth 0F the 1082 wnsasignal

ERIC
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14
education legislation. The laboratory provides the cap-
stones to office education proarams beginning in the ninth
grade. Separate programs may cxist for clerical, secre-
tarial, accounting and data prccessinag, as well as for the
disadvantaged and handicapped.

The laboratory materials consist of position simula-
ticns developed by teachers based directly on jobs available

in imrmediate employment communities.

Simulated 0Office Educaticn

Simulated expericnces have been portraved as the
counterpart of the ccorerative occupational experience.
office education has been in existence as long

attention in the 60's--Zue <o funding. Some feel the simu-

()
fi
rt
1)
[oN]
3]
O

ancther advantace Is that enrollment in classes is
limited. TFurther, thecse who nesd this tuvoe of colass for

= 3 - = 3.~ T h ] -
~he lack cf insiructicnal materials and teachor
reluctance to undertake the preparztion n cessary for such
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a program have prevented its wider adoption.]

Vocatioral Cffice Education in Florida

Vocational Cffice FEducation began in Florida in 1961
with five pilot programs. It was te be a parallel program
to Cooperative Business Educsation. The program was designed
for 11lth and 12th araders to identify and select students
who indicated office occupations as a carcer cbijective.

The purpose was to cuide these students through a planned
and meanincgful sequence of experiences and to prcovide

training in a block-of-time conceprt which would result in

There are two procrams: a two-hour clerical block and
a three-hour secretarial bleck. Presently Vocational Qffice

Educaticon is still a paralle rogram to Cooperatiw

pet
o)

Business Education. Ideally, it will be a vertical orogram

Coorerative Educaticn is a program offersd in the

Zunmier and senior vears of hich schooi. This creogram pre-

vices oppertunity for zualified students to select, enter
12%0, 2nd £rogress in learning a veocaticn of +heir choijce
lm‘ b - s ] - ~om T oy, s = Pl a4 -2 5
sne nisterical Pevolorrent cf Qffice Tiwcation,
fusiness Education: Vesterdaw, Todavy and Tomorrow, Nzaticonal
Zusiness Dducaticn Yearbook, wo. 14, 1376, Tp. BE-3D.

Y]
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through on-the-job training. The trairing is correlated
with in-school instruction in the general and technical
aspects of the occupation.

A sound cooperative procram has three well-developed
dimensions:
(1) In-school related classroom instruction:

the student studies resource raterial
applicable to his own training station.

(2) ©On-the-jcb training: a station is selec-
ted to meet the abilivies and backarourd
cf the individual trainee.

(3) Vocational vouth group: cemrplements
related classroom 1nstruct10n and training
staticn instruction to include events of
varicus nnture such as business an2 zro-
fessicnal, financial, civie, service,
public relat ons, and social activities.

Traditicrnally, *he cccperative procrams had corbined
areas. Ncw legislation provides for distinct and separate
services for occupzticnal education.

roegrams are administered kv a state edu-

e
0
0

05
(b
~
fu
et
par
3
o

0

cationzl autherisy under the grovisions of that state's rlan

tive program:

I‘r) ~ e Ty v oy b e e o e ol s TR = T NGRS el

(g U0 L INaTOT - LT CL U Lreat ealh
= T - - Y eve ey = ~ 1 -~ -
stucent as an Individuzl In job placemant.

N ™o~ - Eod S o~ e - 237 <

vet o Focause of diversity of avallable jobs
R, R o3 ~ i - . -
anz 0T regulrements, the program is adap-
4 - = - -y < = . g ~ - = >
tzble to a wide rance ¢f individ:al student

N - - e vt

neads and resovensibilisyv.

™,
P—'-
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(3)  In secondary and community college pro-
arams, work experience comes at a tirme
when many young people feel a need to
learn to participate in an adult world.

(4)  Job instructional contcn® and method
can be personalized to suit the current
work experience of the student.

(5) Job and school experiences can reinforce
each other and thus motivate a greater
dearee of learning in all school subjects.

(6) Job experience can provide social and
economic knowledge unavailable through
simulation or school laboratories.

(7} The job can provide a practical standard
against which the student can measure
himself and develop a self-image of his
working capacity.

(8) The economic benefits of a paid work
experience can provide incentive and,
scretimes, the financial means for con-
tinued learning.
although the funds were not provided for cooperative
office education until 1963, there were many secondary schools
which had cooperative programs in the 1920%'s. At that tire

the coorerative office procram was unier the industrial

ERIC

Aruitoxt provided by Eic:
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Business Occupations. The cooperative program

ir this area is called Cooperative Business Edu-

cation, or CBE. CBE began in Florida in 1958

for senicrs to prepare them for employment in
offices. CBE is a working arrangement boeotween

the school and businesses of the community where-
by high school seniors receive instructien in

the classroom directly related to their chosen
business occupations as well as their specific
cffice-training stations. The program encompasses
all phases of office emplovment with emphasis
pPlaced cn the development of social skilis as

well as acaderic skills., "CRBE is primarily used
as a capstone experience which 'teops off' a
series cf instructiocnal experiences thrcugh

s

h

parate courses.

DiversiZied Cccurations. The ceooperative program

in this area is called Diversified Cocperative

Training, or DCT. Diversified Ccoperazive

Ralrh E. Mason and Peter &. Eaines,”The Prograw in
Business and 0ffice Occurations,"Cooperative Occupational
Education and VWork Ixrperience in thne Curriculum, 1972, p. 392.
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The purpose was to provide an effective form of
job training for students whose education ended
with high school graduation. DCT is a proaram
for 11th and 12th graders which provides a com-
prehensive training schedule in any socially
acceptable occupation. Occupations include drafting,
insurance clerk, mechanic, bank clerk, and others.
The cooprerative program is planned to develop a
student academically, economicallwy, and socially.
1t is hored that students will have the oppor-
tunity to becorme useful citizens with confiden-e
and vocational competencies acquired through
experiences and the dev.lopment of interests,

2lated

s}

aptitudes, abilities, and at+itudes.

class instruction is reguired.

Distributive Educaticn. The cooperative progran

in this area is called Cocperative Distributiwv

Educaticn, or CRE. Distrikutive Education came
into its cwn after the passage cf the George-
Deen aAct of 1936. =However, CDE becan in Florica
in 1960 to prepare students Sor careers in

marxeting, retailing, whelesaling, and service

fields. This is a one-cor two-vear prozram with

e

fu

f related instruc-
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competencies. The objectives of the proaram
include understanding the social ané economic
responsibilities of distribution in a free

society as well as the preparation of distribu-

tive emplovees to satisfy the needs of consumers.

Work Experience, or WE. Work Exvericnre is a

relatively new procran designed for the poten-

tial school leaver. This procram 1is preventive,

Preparatory, and scmetimes rermedial in nature.
It encourages students to stay in school, it
gives emplovability skills ard actual work

exrerierce. Students for this program must be

at least 14 years of age and must ke in 8th,

®th, or 10th crades. There is alsc a cne-hnour

class or related ins*ruction

e

equired.

ccb Entrv, cr JE. Job Entry is an additioral

Trogram In the diversified area. The procram
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first chapter of FBLA was established in Johnson City,
Tennessee, on February 3, 1942, sponsored by the National
council for Lusiness Lducation.  “he clul', now sponsored
<Y the Natienal Business bducation fzscciation, oraganized

its first chapter in ©lorida around 1958,

Future Business Leaders of America vrovides educational,

vocaticnal, and lesdershio crverionces for students.  VMembers

learn how o engase in Losineoss cntergrises, aov to hold

office and direct affairs, how to compote, otc.

-

Dhi reta Lambda. o MBL. Phi Beta Lambda i3 the vost-

zrcondary branoh of u-oroa Luziness Lea

»
w2 Ao > :

crs of Amsrica.

{1,

4OFELA Goined toiihior in 1349 and particirate in

D -

wal2noinclude travel and oublications.

=

T Lincation
Soorerative Dducaticn Clubs oz
dctivities are Teara3 =s Tatoh tho chlective and activitios
oI busineszs ani =nTustry and tho Ires enterurize svater.
Distrizt meoetinss and cffigcor training worxshons are armong
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such activities.

Traditionally, several coopcrative programs in Florida
could belong to CECF. These included: Cooperative llome
Lconomics, Cooperative Distriputive Education, Cooperative
Health Occupations, Cooverative Business Education, Diversi-
fied Cooverative Training and Coonerative Agriculture
Education. liowever, effective May 1, 1976, the Florida
State Department of Education will beyin enforcirg a mandate
which stipulates that the cooperative program in a particular
discipline must affiliate with the youth organization in
that area. For instance, CBE must join FBLA, CDE must join

DECA, etc.

Natiomal Secretarics Association, or WSA. The Natioral
Secretaries Association was organized in 1942 to pronote
continuing education for all secretaries. The organization
sponsors the Certified Professional Secretary exam and

Futurce Seccretaries of Anmerica.

2
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2. BRIEF HISTORY OF VOCATIONAL NON-BUSINESS
COOPERATIVE PROGRAM IN FLORIDA

This is a brief listing of the programs outside of

the business area.

Agriculture

The program in Agriculture is called Cooperative
Agriculture Education. Although the Program began
unofficially in 1917, the official program was not insti-

tuted until 1961.

Health

The program in Health is called Cooperative Health
Occupations. This program began around 1955 and provides

clinical, laboratory, and theory integration.

Public Service

This program began with the passage of the Vocational
Education Act of 1963 and provides for various types of

training including such areas as police work.

llfome Economics

The program in the Howe Economics area is called
Cooperative Home Economics. fThis cooperative program began
on an unofficial basis in 1917, but the official program did

not beygin until the 1960's.

28
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3. HISTORY OF BLOCK-TIME BUSINESS EDUCATION
PROGRAMS IN ALACHUA COUNTY, FLORIDA
As far as can be determined, the following is the
first written record of block-time programs in Alachua

County, Florida.

Cooperative Business Education

The first Cooperative Business Education, or CBE,
class was held in Alachua County, Florida, at Gainesville
High School during the school year 1955-56. This first
class included only eleventh grade students. These students
were not employed during the 1955-56 school year--this was
an orientation year (serving the purpose of our present day
Vocational Office Education program). During the 1956-57
school year, however, students were employed during the
school day with the teacher both teaching and coordinating
their activities.

Alachua County now (1976) has CBE classes operating
in the following schools: Buchholz High School, Eastside
Junior Senior High School, and Gainesville Hiah School.

The basic purpose of CBE in Alachua County, Florida,
is to combine formal schooling and occupational experience
in the training of students to fill business occupations.

The program is usually open to high school seniors
only, but qualified juniors may also apply. Students must

be at least 16 years of age. Other general requirements

29
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are: student must have taken two business courses, nust
have a "C" average, must have the recommendation of a
teacher, and must be approved by the coordinator.

2 el all)
b

5 primary objective is to provide on-the-job super-
vision and coordination in a cluster of business occupations
related to the student's career objectives. The student
usually works a minimum of 15 hours a wecek on the job and
must satisfactorily complete the assianed school work.
School courses include business communications and business
organization/management. Students may select other elec-
tives.

The program coordinator assists the student in finding
a job. The coordinator also makes periodic visits to the

student's work station to discuss the student's progress

with the employer.

Cooperative Distributive Education

Alachua County's first Cooperative Distributive
Education, or CDE, proaram was offered at Gainesville High
School during the school year 1957-58.

CDE programs are presently operating in the following
county schools: Buchholz High Schonl, Fastside Junior
Senior High School, and Gainesville High Scheol.

These CDE proarams combine formal schooling with work

experience in the area of marketing, merchandising, and

39
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distribution of gcods and services.

Entrance requirements may vary slightly from school to
schocl. The general requirements are: a "C" average or
better, a desire to work in school and on the job, satisfac-
tory history of school attendance, coordinator's approval,
and teacher recommendation.

Students usually must work at least 15 hours ecach
week on their jobs and must take the following courses in
school: Marketing and Merchandising--first year; Marketing
ard Merchandising--second year; and other electives as
needed.

Students interested in the program usually pre-~register
in the sprinc and should have a inrb at the beainning of the
school term in feptember. Coordinators assist students in
locating jobs. A cooperative acreement is made with the
student, employer, student's parents or guardian, and the

coordinator. This agreement is kept in the student's file.

Diversified Cooperative Training

The Diversified Cooperative Training, or DCT, program
beaan in Alachua County at Gainesville Pigh Scheol dur ing
the 1942-43 school year. DCT club albums, from 1942 to
the present, are available in B-10 at Gainesville High
School+~--anyone intercsted in tracing the programs of DCT
rmay use these albums.

The DCT program enables students to carn credits (and

31
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money) by attending school half-day angd working ha'lf-day.

Students must be 16 years of acqe. They must bhe either
a junior or senior with a gnod attendance record and satis-
factory grades. A sincere desire to learn and work is also
essential.

DCT is not "just -. job"--it is a training program to
help students prepare for the future, whether it be full-
time work or continucd schooling. DCT is a credit course,
with credits earncd for work and for classroom instruction.
Class instruction includes a "general hour"-~cover irg
topics such ar insurance, credit, and in.ome tax--and a
"svociflc hour"--covering work-related instruction. DCT
offers activities such as digtrict meetings, state conven-
tions, parties, and employer-employece get-togethers. Tie
[rrogram offers the chance to be mart of a team, work:ing with
others who have similar qouals.

Schools in Alachua Country which offer DCT are Buchholz
Hioh School, Eastside Junior Senior High School, Gainesville
Hish School, Hawthorne High School, and Newberry Junior-
Senior High School. Santa Fe High Scheool is scheduled to

begin a DCT proagram during the 1976-77 school year.

Vocational Office Fducation

Vocational Office Fducation, or VOE, was initiated in

Florida in 1961. Gainesville High School was the first

3=
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school in Alachua County to begin a VOE program.

VOE's main objectives are: to identify and select
students who have as their career objective employment in
an office, to guide these studentes through a planned and
meaningful sequence of experiences leading to their career
objective, and to develop the occupational competencies of
students through concentrated training in a block of time.

VOE 1is characterirvced by blocks of time, prescribed
units of instruction, individualized lecarning activities,
and office simulation. The block-time framework permits
the students to work in a variety of stations performing
tasks required of office workers in a cluster of jobs.

Students eonterinag VOB are usually juniors or seniors.
There are two types of VOE classes--a two-hour clerical block
and a three-hour secretarial block. The secretarial block
contains shorthand, which the clerical block does not. The
VOE students are not co-op, as they do not work during the
school day.

VOE proarams are in operaticon in the following Alachua
County schools: Eastside Junior Senior High School, Gaines-
ville High School, Hawthorne fHligh School, Newberry Junior-

Senior High School, and Santa Fe High School.

This is the end of Section I of this report. Section
I1, which follows, covers materials available to teachers

and administrators of inteqrated business programs.
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SECTION II. MATERIALS

The following pages list some of the materials avail-
able to administrators and teachers of integrated programs.
To list everything in existence in this area would be an
overwhelming and costly task. Thus, the information included
here has been limited to a carefully selected representative
sarple of the best-known or most widely used materials.

This section is broken into four areas. The first
area gives integrated projects and simulations; the second
area lists names and address of sources; the third list
gives miscellancous sources of materials--such as companies,
organizations, and publishers:; the fourth list names publi-
cations through which information and materials might be
obtained.

The first Jist, Integrated Projects and Simulations,

follows.
1. INTEGRATED PROJECTS AND SIMULATIONS

The following information on materials available
covers Accounting, Filing, General Business, Model Office
Programs, Office Machines, Recordkeeping, and Secretarial

materials.
Tcor ~ing

Allen Electronic Service Greqq
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This practice set is for use after Chapter & of Accounting
13/12, Part 1, second edition. 1t concerns the accounting
for a repair shop. The student uses a qeneral journal,
ledger, petty cash book, check book, and a payroll register.

Camper's Cove South~-Western

This practice set is for use after Chapter 29 of Century 21
Accounting. It concerns the accounting for a retail
camping gear stere. The student uses special journals and
subsidiary ledgers for the transactions for two months.

Central Auto Supplies South-Western

This practice set is for use after Chapter 21 of Advanced
Century 21 Accouncing. It concerns the accounting of a
corporation dealing in auto parts and uses the voucher
systen.

nvironmental Control South-Western

usiness Simulation

This practice set is for use aftor Chapter 33 of Century
21 Accounting. It concerns the accounting for a retaitl
and wholesale corporation and ite transactions for two
months,

Home Heating Company Greaq

This practice scot is for use after Chapter 5, Part 171,
Accountina 10/12, secend edition., Tt concerns the accounting
for a company that sells fycl oil. The student uses special
jourrats, subsidiarey lodgérs, ard an ciche column workshect .

The Kenneth Dale ¥Farm Business fouth-Western

This practice set aives expoerience in doing acccounting f{or
a farm using the standard forms recommended by the Depart-
nent of Agriculture,

torris Link Family South-Western

This practice set can be used after Chapter 17 of Century
21 Accounting or with any otter accounting or recordkeeping
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text. The records are kept for a family for two months.

Pegboard Payroll System South-Western

This practice set uses the pegboard system in keeping
records for the Highlands Greenhouse. The student learns
to use the grcwing accounting system.

Professions Accounting South-Western

This practice set is for the student to learn how to handle
the acccunting and records in a variety of professional
of fices.

Sea King Manufacturing Company South-Western

This practice set is for use after Chapter 26 of Advanced
Century 21 Accounting. It concerns the accounting for a
small manufacturing company that uses the job-order system.

Stereotronics Business Simulation South-Western

This practice set is for use after Chapter 14 or 17 of
Century 21 Accounting. It concerns the accounting for a
small wholesale business. The student uses a combination
journal, general ledger, and subsidiary ledgers to complete
the work for a one-month period.

wWade and Nash South-Western

This practice set is for use after Chapter 12 of Advanced
Contury 21 Accountina. The students ~rk for a partney-
ship and Y=ep the records for two morc.hs.

Filing

Alphabetic Filing Procedures South-Western

This filing sct is a good complete filing practice set which
includes a copy of the rules of indexing. The student files
alphabetically with correspondence ard cards.
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Progressive Filina Gregg

This practice set is designed to cover 20 hours and can be
spread over a whole semester. 1In this detailed practice
set, the student learns to file numerically, geographically,
by subject, and alphabetically.

Quick Filing Practice Greqq

This filing practice set takes 15 hours and teaches alpha-~
betic card and correspondence filing. The kit contains
letters, file, and the filing rules.

General Businecss

Beat the Market South-Western

This is a set of five games simulating economic price
determinations. The games can ke used independently and
as many as 42 students can play at one time. The games
are: Limited Market, Limited Competitive Market, Compe-
tition, Exchange Market, Competition or Subsidy, and
Competition or Control.

Life Career Western

This is a detailed simulation invo.sing personal career
decisions that students will have to make. The players are
rewarded for advarntageous decisions. The score is based on
what they decide for their budget, education, job, family,
and leisure time.

Paying Your Way Gregg

This is a qgame usina real life situations to toeach students
how to manage their money. The game can be played by eight
students.

Simulation Series for Business SRA
and_Industry

This set of simulations develo»s one of the following skills:
management techniques, decision making, supervisory skills,
interviewing, equipment, evaluation, purchasing procedures,
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collective bargaining and inventory. Each simulaticn can
be purchased separately.

Steady Job Game Mafex

This game is designed for junior and senior high students.
It tries to develop the idea that it is good to have steady
work habits. The winner of the game gets a steady job.

Stock Market CGare Mafex

This is a simulation of the stock market for the students
to learn how the securities market works. The students
get involved by investing in stocks an? bonds. The game
includes a 24-page investor's guide,

Model Office Programs

A_La Carte Interpriscs Gregyg

This advanced model office is designed to integrate the
secretarial skills the students have learned before being
cerployed by A La Cartoe. As cmployees they learn how to
irteract with each other, and they get familiar with the
normal work flow of an office. The office will handle

6-15 students and a knowlcdge of shorthand would be helpful.
This 1s considered an advanced simulation for capable
students.

lHHouston House Gregg

This is a recordkeeping program designed to last the
entire year for 11-30 students. The students are first
trained for their jobs, then they work in the model office.
The company is a wholesale merchandising business with a
retail store, a sorvice company, and a Business and Bank-
ing Service, which acts as the outside world. The jobs in
the company are:  Accounts Payable Clerk, Accounts Receivable
Clerk, Cash Payments Clerk, Cash Receipts Clerk, layroll
Clerk, Sales Order Clerk, Inventory Clerk, and Purchase
Orcder Clerk. The prerequisites for the program are adding,
subtracting skills, and a sixth-grade reading level.,
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Lester Hill Office Simulation Gregg

This simulation allows the student to apply clerical

skills in various jobs of this realistic model office. As
the student rotates from position to position, he/she
becores familiar with the interaction of employees and the
rroper busincss behavior and habits. The teacher acts as
office manager, and the number of jobs depends on the number
of students participating. Here are some of the important
jobs: Accounting Manager, Order Clerk, Stock Clerk, Traffic
Clerk, Billing Clerk, Accounting Clerk, Sales Manager,
Cashier, Secretary, Receptionist, and General Manager.

The Office Job Training Program Greag

This program contains fiftcen entry-level trainirg modules.
They are desianed te be used individually and in any
scquence.  [Lach module starts from the very easy and works
up to the more difficult tasks. A student in a class using
this program would complete as many as pcssible in the time
allowed. This leaves much flexibility for all levels of
students. The jobs in the program include: Accounts
Payable Clerk, Accounts Receivable Clerk, Billing Clerk,
Typist, Credit Clerk, File Clerk, Mail Clerk, Office
Cashier, Order Clerk, Payroll Clerk, Personn~l Clerk, Pur-
chasing Clerk, Stock Control Clerk, Traffic Clerk, Typist.

The Office: Reality Training M
Through Simulation

This simulation deals with the American Papecr Exporters
Association. The company can help 20 students become
familiar with the proper attitudes of employees by the
necessity of interaction. This simulation works as a tran-
sition from the classroom to the office. The simulation
contains masters with which to duplicate the necessary
materials to operate the company.

Serendipity fouth-Western

This is a cosmetic company used as a multi-station model
office. There are,at most,ten positionsin the simulation.

I¥ not acting as an employce, the students are working as
customers. The sct can accommodate from 6-27 students. Each
student will spend from 30-50 hours in the simulation. The
jobs 1n this simulation are: receptionist, sales manager,
sales clerk, office manager, accountant, accounting clerk,

3y
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shipping clerk, secretary, and simulator.

Star Confectioner's Western

This is a rodel office set up for a candy company. This
simulation is very flexible because it can sot up branch
offices; therefore, it can accommodate from 5-32 students,
Along with applying their clerical skills, the students
gain the crperience of working with others and depending
on their co~workers.

Trans-American Supply Company AIC

This one scrieste. <imilation is based on actual jobs from
Office Supply Comwanies. The program can accommodate 5-

25 students. There are four departments: General Office
with an Assistant Supervisor, Receptionist and Mail Clerk;
Customer Relations with a Supervisor, Administrative
Assistant, Correspondence Secretary; Inventory Ccntrol with

a Supervisor and two Clerks; Sales Department with various
representatives and secrctaries for the different regions.

Office Machines

Business Machines Prasti:e Set Greqgg

Through this practic+ set the student learns the syStemat-
ic flow of papers threoagh the various departments in a
business. The procecures are clearly demonstrated for the
student so this set can be used individually. It gives the
student good practice in using various office machines.

Business Math on the Job Greag

When using this practicce set the student will be a part -
time employee for o small retasl store. The student will
work with many standard business forms which involve some
computation to completoe,

Machines Office Prac}ive South-Western

This practice set can be used after the student is a little
familiar with business forms and includes a unit on payroll.
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Recordkeeping

Business Practice Set South—Westg;E

The student is employed for a month for a retail office
supply store. This set can be used with or without a text.
The student uses a journal, ledger, and a checkbook. 1t

is a good introduction to Accounting or could be used in a
General Business class.

Business Recordkeeping Practice Set Gregg

This set will supplement classroom instruction of any record-
keeping text. It includes a full month of transactions
including petty cash, payroll, and inventory.

Family Financial Management South-Western

This set gives the student a chance to keep personal records
for a family for three months. The student writes all the
checks and keeps the records orderly in a file.

introductory 3usiness Practice Grecag

This practice set helps students develop clerical skills
and becore familiar with business terms. This can ke used
in a General Business class or a Clerical Recorcdkeering
class. The students work with checks, and business forms.
Little backgrcund is needed.

Paryroll Accounting Gregg

This practice set includes instruction in payroll and then
various apolications are assigred. The student figures
deductions and earnings and then corpletes the various
government forms.

Personal Recordkeepning Practice Sets Grecqg

This practice set is desicned to instruct students in me*hods
of keepiry personal records. The various forms are the
crecxbook, a budget, bank reconcilaticn, personal records,
charce accounts, bills, and a vacation itinerary.

11
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Service Station Recordkeeping Gregg

This practice set deals with the important forms used in
most service stations. The daily transactions are kept in
a checkbook, expense record, sales record, and a payroll
register.

Tele-Pad Repair Company South-Western

This practice set is to accompany Practical Recordkeeping
or Clerical Recordkeeping. This set involves keeping
records for a small repair shop. The students deal with
realistic forms and complete the records for the month.
This can also be used with lower-level students.

Secretarial

AMRS Medical Transcription Western

This transcripticn practice was desicned by the American
Mledical Records Associaticn. This is a semester course

that covers history, phvsical, radiology reports, operative
notes, patholngy reports, discharge surmaries, and autopsies.

th

Applied Office Tvping Gregz

This practice set allows the student to complete realistic
forms, letters, and memos as if in a real office. The joks

get more and more &ifficult as the student progresses. The
set will last from 6-9 weeks.

Clerical 0Office Tiyring South-Western
This textbcok alsc includes four Sifferent laps of simulated
tyring. The feourth lap is a2 complete office simulates job.
The text 1is specially designed for slow learners and will
last an entire vear.
Great Cutdocrs, Iinc. South-iWestern
This simulation centains 62 jobs throucgh these departments:
rurchasing, sales, public relaticns, encinearing, perscnnel,
legal, and executive. The set incluses a pre—-test and a pbost
test.

q<
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The Legal Secretary Western

This practice set is designed to give the student practice
in working with various legal forms and typing styles. The
student is also exposed to a great deal of legal terminoloqgy.

Lenox; Incorporated Lenox

This is a secretarial practice set that is put out by Lenox
to interested teachers. The student is employed temporarily
to help out in the office doing rough draft typing, manu-
scripts, tabulation, and letters. The set will only take

from six tc cight weeks,

Machine Transcription Western

This practice set is in two parts, the first is transcrip-
tion in an education office using their standard forms. The
second part is in the office of an insurarnce compary.

Medical Insurance Billing Course Career

This text was designed to train students for insurance work
in a medical office. 7There is also a workbook where the
student perforrms sirulated tasks to test knowledge of insur-
nce. The forms used are up-to-date and include: Medicare,
ive Cross, Blue Shield, Workrmen's Comrensation, and Dental
ervice.

N P

¢

Medical Office Managerent Career

The textbook in %this series is set up to b= used as a
sirulated cffice practice. The stulent learns and uses
;roperutglephone etizuette, appointments, insurance clairs,
bookkeeplhg, and patient files.

The Medical Secretary western

a2 a Work Technician

This practice set stresses tho importan: termineclegy that
a madical secretary should know in addition to the skill of
being able to make decisions ani set Priorities.

}
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The Secretary South-Western

This is a 30-hour simulation where the student works in the
Executive Offices of America. This gives the student the
opportunity to use skills in typing, adding machines, trans-
cription machines, duplication equipment. Optional short-
hand dicta%tion is available.

The Secretary on the Job Greg

This simulation gives the student practice in the following
areas: dictation, transcription, incoming rail, role-
playing telephone techniques, filing, expense records, and
payroll. The forms are up-to-date, and the student is given
2 charce to make decisions.

The Snow Coun*ry Practice Set South-Western

This practice set contains twenty jobs including letters,
tabnlations, itineraries, lakels, voucker checks, expense
fcrms, and invoices, while working in three different depart-
ments of this manufacturing corpany.

Teletrainer for Rusiness Studies Southern Bell
This can be korrowed fror the phore company alens with a
teacher's zsuide and student hooklets. They centain role-
playing situations *to vractice telephcre technigues.
Ivpewritinag Office Practice Set Scuath-Western
The student works for the Top Music Company as a secretar:.
There is a2 total of 22 jobs for the student to compleze,
includinc: applicaticen, lezal forms, zgendas, invoizes,
Jcurnal article, “akulations, —usicians”' centract, letters,
ani rernos. The stufent will be able o work on this rractice
set fcor six weeks with cne hour a day spent on it.
Worx Processirc hestern
This Is a transcripticn oracti led "U.S. Rusinress
Speaks.” It ceontains the dist J letters from scre
ci the leadin: comranies. Thi WIrX interesting
for the students bscause thess etters Irom real
corzanies.

14
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The second list, which follews, gives the names and

addresses of the sources mentioned above.

2. NAMES AND ADDRESSES OF SOURCES

Following are sources from which the integrated

projects and simulations listed above may be obtained.

Agerncy for Inncvative Curriculur
58 Sylvan Avenue
Englewood Cliffs, NJ 07632

AN P B S ]

Grega/McGraw Hill

o . .
680 Ferrest Rcad, N.E.
- - PAINN
ntlan‘:a, GA 230322
r - Ry - -~
Lenox, Incorrorated
- - .y T

Tronton, N3
MaZex Mediz Aids, Inc.
2 .- IS

> Cherryv Street

- - &S Kol
Jchnsten, Pa 13002
Sclence Research Associates

N

Crier Depar:irment
232 Tast Trie Stree+
-~ N - -~ -
Chicazo, IL €0611
Southorn Tpl?
Your locz! offics
Scuth-Yestern Tibhlishing
320 Mafison RoaZd
™S e~ - 3 i .= -
Cimcinnati, 0¥ L3522
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Three M

Clerical Operations
3-M Center 220-10w

St. Paul, MN 55101

Western Tape

2761 Marine Way

P. O. Box 69

Mountain View, CA 94042
The third list, which follows, gives additiocnal

sources of materials.
3. MISCELLANEOUS ADDITIONAL
SOURCES OF MATERIALS

Following is a list of miscell:neous sources of

materials that are available to bhusiness tzachers tc aid in

0n

the instruction of intecrated buacinzss subxjects.

Chancinc T.mes

Changinz Tirmes gives a teacher's cuide, unit suggesticns,

and prints frcm which transparencies can be made and are

insurance, etc. Materials zre rade to accompany monthly issues

eacher waterials are free, but he Oor she nmust

ERIC

Aruitoxt provided by Eic:
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filmstrips, cassettes, books, and simulation games on
making career decisions, job decisions, purchasing, credit,
money management, law, economics, insurance, and banking.

Write to: Changing Times Education Services, Dept. RMCEZ,

1729 H. Street, N.W., Washington, D.C. 20006.

Consumer Reports

Consumer Reports includes teachirg tools for Consumer

Reports. Includes five lesson units each month to be used

in one class period. Accompanies Consumer Reports magazine

which must be purchased for each student at student rate

£ oavm
- A

o

eptember-May. Complete student proiects, new teaching

‘L
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ideas, an reo -each

D
A

acazine incl:ded. Write

n
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O

3

2
(9]
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s
W

t0: EZducaticn Tivisicn of Consumers Cnion, Inc., 256

washington St., Mount Vernon, XY 10330.

.- b = - - - - <
plus leafiets and litera:ure, on creeming, health, insurarnce,
Iinancess, eic.
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ERIC

ERIC (Educational Resources Information Center) --A
national information system for educatcrs, etec. Collects,
screens, organizes, and disseminates reports of educational
irmportance--at a srall cost *o regquester. Has decentralized

centers in several areas of the United States. Materials

IR

Oor classroon teachers include "how-to" prcjects, research

"

eports on different subiect areas, and suggestions and

cutlines ¢n courses and units of studyv in Tany academic

anZ veocational areas. Trite te: ERIC, Office of Educaticn,
200 Marvian® ave., S.uW., wWashington, D.C. 20202, for

vailzhle.
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United States Money--free of charge. Write to: Federal

Reserve Bank of Atlanta, Research Department, Atlanta, GA

30303.

Guidance Associates

Guicdance Associates--Filmstrips, cassettes, and tapec

On many areas--Choosing Your Career, Jobs for High School
Students, Cur Money Svstem, The Business of Bankinc, The
Credit, Ruyer Bsware. Your Personality, The Vou
Cohelr's Knew, You and The law, etc. Write <o: Guidance

Assogciates, Harcourt, Brace, and worli, Pleasantville, NY

nstitute or Life Insurance--learning packets, book-

lets, filmsirips, etc. on ccnsumer education, career infor-
matlon, ani life anid health insurarnce. WYrite to: E3ucaticnal

- -~ hi hoad .- .- Fagd - - - - S - ~ - —~ b 5 - S
-nternal Revenue SeIVvise-—-Tearning Taxes Unit.  Unis
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cooperative work programs where students can complete
their own tax forms. In Florida, write to: Training Officer,
Interna: Revenue Service, P. O. Box 35045, Jacksonville,

FL 32202. Or, call--1-£00-342-8300.

J. C. Penny Company

7. C. Fenny Cormpany--Filmstrip and record on "Preparing

for An Interview.” Also other educaticnal materials. Write

tc: EKducational and Consumer Relations Department, J. C.
ferny Company, 1301 Avenue of the Americas, New York, NY

100109.

Maas Zrethkers

“2as Brothars--Fresentaticn by Cleothing Coordirnater en

tuients. Ccntact Ferscnnel Cffice
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Beaaty Shops--demonstrations and talks on hair care; Credit
Bureaus--talks on use of credit and how credit bureaus work:
Credit Unions--talks on functions and use of credit unions
aleng with availatle films and literature.

In Alachkua Ccounty contact Charter Bank: "The Mad
Facker" (beauty shop); Zainesville Credit Bureau {(Mr. Ray
Eriel, Presicdent): and the University of Flerida Campus

Tederal Credit Union ‘Mrs. Louise Hinton, Treasurer) .

Mcney Manacement Institute

Mconey Managerment Instifute--Materials include booklets

and leaflets cn meonev managerent along with teacher's guide
for teaching ronev management. Also available are film-

investrent. Catalogue cof rmaterials available free. Write
tC:  Meney lManagement Institute, Household Firance Corpora-

L Steck EInchance--Packet of materials erntitled

L I ey LR I m - z —~
rcu and the Invesirment Worls., rree toc teachers feor class-
TCom use. TWrite te:  New York Stock Ixchanse, Wall Strees,
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River College

River College--"What Teenagers Should Know About the

Stock Market and Investments," 182 pages:; and "A Teacher's
Ready-to-Use Packet of General s8usiness Subjects Crossword
Puzzles," 24 pages. Wiite to: River College, Trenton,

NS 08602,

Sckoeol Beards

School Boards--Resource centers which have films and

other media for teacher use, aleng with resource perscns
available to speak on several subiject areas. Tersons are
also available to present in-secrvice teacker traininc
ccurses on classrcom technigues an?d manacerent.

In Alachua County (Florida) a hook called "SHARE" has
besn prernared that gives rescurce rersens available (towns-

ks to students in sewsral subject areas.

Areas covered include specific acadenic stbisct areas tco

cultural subjects and veocaticnal caree:r areas.

te2acher's cguife and reprrints con Our Foonomic Svstem--You
Maks Tt Work a2 ccatinuing series in "Realers' Cigcest™:
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are also available. Contact: Personnel Department of
local Sears store.

Also available is a "Catalocue of Learning Aids" which
includes booklets and transparencies on credit, clothing,

and purchasina. Write to: Consurer Information Services,

et

Dept. 703, Sears, Roebuck and Corrany, Secars Tower, Chicago,

0683%.
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Scuthern Bell Telephone Corganv--3 s eakers* bureau is
s £ P

available covering all areas of the phone cempany. Included

are tcurs ani illustrated talks (25-20 rinutes in length)

covering personzlity, qjeb +ips, communications, consumerism,

g - 3 3 ~ - ™ ] - 79 > .
Jemmunicaticns. Conmzact: Perscnnod Departrent {in Alach-a
- - by
County ccontact Mrs. Judyv Boles).
- g Al P ”" v b =~ — .
An 1liustrated catalogus, "Filrs, Talks, and Teaching

ists filrs, +alks, and publicaticns that ave avail-

from the lccal phone office while films, coverins several
areas from felcorhsns usate o corruters, hezlth, sclernce,
2TZ., are availzbls from ths Scuthern Sell Tilm Likrarw,

23310 S.W. 3rd Avenue, T, Lauzderdale, TL. Thonse—=1-%8703-

432-T837.
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United Transparencies, Inc.

United Transparencies, Inc.~--Transparency sets (prices

ranging from %20 to $250) on the fecllowing areas: Career
Opportunities, Modern Office Procedures, Bookkeeping,

Business Law, Prirnciples of Business and Economics, Succeeding
at Work, I Want a Job, Rasics of Digital Corputers, arnd

“rhat to Do with Money. Write to: United Transparencies,

Inc., P. O. Box 688, Binchamton, NY 13802.

University of Florida Emplovment Service

Universitv of Fleorida Emplovrent Service--Will give the

clericzl and typing tests that are required for employment
with the University to craduatinc students and others at

¥our school. Contact: FPerscnnel Department, HUR.

U. §. Government Printing Gffice

v. &. Government Printinc Cffice--Tventv-+hree book-

Stores which have publications for sale en hundreés of
subjects. Five 5f these bookstcres are in washinc*on, D.C.
The rest are in the following cities--check the phcne bock

unfer "T. 8. Governrent™ ani look for "Government Printing

cr "Frintina Dffice Zockstore": Atla

— —~ - - l\y'!- - - v - ’J_ » -
Cleveland, ° Dallas, TX; Denver, CO; Detreolit, MI;
- - - -< T e T o o S e LY I - - 0~ . -~ —~
vacssonviile, FL: Ranmsas City, M0: Los anceles, CA:
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Milwaukee, WI; New York, NY; Philadelphia, PA; Pueblo, CO;:

San Francisco, CA; and Seattle, WA.

The fourth list, Publications, follows.

4. PUBLICATIONS

Following is a list of publications with which the
tcacher and administrator of “ntegrated business programs
should be familiar and through which additional information

and materials may be obtained.

Balance 3heet

The Balance Sheet is published by South-Western

Publishing Company, 5101 Madison Road, Cincinnati, OH 45227.

Business Education Forum

The Business Education Forum is published by the

National Business Education Association, Dulles International

Airport, P. O. Box 17402, Washington, D.C. 20041.

Business Education Index

The Business Education Index is published by Delta

Pi Epsilon and is usually found in college 1libraries.

Business Fducation Journal

"he Rusiness Fducation Journal is published by the

o

Ch
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Division oI Business and Business Zducation, Kansas State

Teacher's Colleg:, Emporiia, KA 6€801.

Business Educatinr World

Business Lducation World is published by McGraw-Hill

Publishing Company, 1221 Avenue of the Americas, New York,

NY 10020.

Business Educationr Yearbook

The Business Education Yearbook is published by the

National Business Education Association, Dulles Internation.l

Airport, P. O. Box 17402, Washingtcn, D.C. 20041.

Changing Times

Changing Times deals with the topic of consumer educa-

t-on. It is published by Changinc¢ Times, Editors' Park, MD

20782,

Corsumer Repnrts

Consumer Reports deals with the topic of consumer

education. It is published by Consumer Reports, Consumers

4

Union of the United States, inc., 256 Washington Street,

Mount Vernon, NY 10550.

DL_Today

DE Today is published by the Gregq Division, McGraw-

20
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Hill Book Company, 1221 Avenue of the Americas, New York,

NY 10020.

Delta Pi Epsilon Jou:nal

The Del: i ¢i Epsilon Journal is publicshed by the

Delta Pi Epsilon Fraternity, Gustavus Adolphus College,

St. Peter, MN 5608..

Journal of Busiiness Education

The Journal of Rusiness Education is published by

Robert C. Trethaway, 15 South Franklin Street, Wilkes-

Barre, PA 18701.

The Secretary

The Secretary is published by the Mational Secretaries

Association, Int., 616 rFast 63rd Street, Kansas City, MO

64110.

Today's Sccretary

Today's Secretary is published by the Gregg Division,

McGraw-Hill Rook Company, 1221 Avenue of the Americas,

New York, NY 10020.

Tomorrow's Business Leadoer

Tomorrow's Business Leadcr is published by Future

Business Leaders of Americae--i'hi Beta Lambda, Inc., Dulles

o'V



53
International Airport, P. 0. Box 17417, Washington, D.C.

20041.

Typewriting News

Typewriting News is pubiished by South-Western

Publishing Company, 5101 Madison Poad, Cincinnati, OH 45227.

This is the end of Section 11. Section 11T, whict
follows, gives an annotated bibliography of seclected
articles and publications for the period 1970-1976 which
emphasizes succeesful methods in the administration or

teaching of integrated business subjects.



SECTION III. METHODS

This section of the report is devoted to published
methods which teachers of inteqrated subjects across the
nation have used and from which they have realized some
measure of success. Two areas are included: A Selected
Annotated Bibliography, 1970-1976, and Other Writings of

Interest, 1970-1973.

1. A SELECTED ANNOTATED BIBLIOGRAPHY, 1970-1976

The following are brief summarics of articles con-
cerning integration and simulatio-~ in business education
block programs. These articles were selected from various
periodicals which have been published since January, 1970.
Abbott, Barbara, et al. "The Determination of School

Learnings Needed By Initial Office Workers: A Pilot

Study." Journal of Business Education, 46 (January,

1971), pp. 159-163, and Journal of Business Education,
46 (February, 1971), pp. 203-205.

This two-part article resulted from a study conducted
in a six-weeks seminay entitled "The NOBELS Project"”
(Hew Office and Busiress DBducation Learning System).
The purpose was to c~nsider what should be taught in
the school based up data collected by personal
interview in busines. offices. Table T in the first
part lists the tasks performed in the office; Table I1,
second part, lists those tasks that can be successfully
taught in school.

Anderson, Charles A. "The Effectivencess of a Simulation
Learning Game in Tecaching Consumer Credit to Senior
High School Students in Comparison to a Conventional
Approach to Instruction." Business Education Forum,
25 (October, 1970), pp. 24-25.

This research was performcd to determine whether a

99
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simulation learninag game is more effective than conven-
tional classroom approaches in the learning of consumer
credit. The simulation game, "Consumer," was used in
the experiment.

Atwood, Illa W. "A Model Office the Easy Way." Business
Education Forum, (October, 1972), pp. 60-62.

This article tells and shows how a simulation program
can be set up realistically in any schuol. The program
is designed to take place at the end of the practice
course; contains good ideas.

Barager, Virginia. "Simulation Provides Better Preparation
for 0ffice Employment." Business Education Forum, 24
(February, 1970), pp. 14, 15.

Ms. Barger tcaches high school students who are bussed
from five high schools to the Southwest Missouri Arca
o=Tech School located in Neosha. She describes her
class organization and her procedures in teaching office
simulation (through the use of flow-chart of office
operation), input and flow of transactions, and
"debriefing" scssions.

Barrett, Charles F. “"Integrating Data Processing with
Accounting."” Jcurnal of Business Fducation, 46
(October, 1970), op. 21-22.

Ir. Barrett is with Heald Colleae of Business in San
'rancisco. However, his rethod of introducing students
to the coded information used in data processing could
also be utilized in high schools. By using a chart of
ircounts for a fictiticus company, a list of approxi-
mately 100 coded transactions, and a chart of questions
designad to help students learn the decoding process,
he helps his students prepare for the computer age.

nNauver, bDennis I, "Chorthand and Simulation.” Rusiness
Fducation I'orum, 28 (October, 1973 - May, 1974,
pp. 28-29.

A discussion of integrating shorthand into the office
simulation program and some suggaestions that can be
used in simulated laboratories.

60
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Baulch, Janet. "Simulation in Secondary Schocl Business
Law." Journal of Business Education, 'May, 1976;,
pp. 366-368.

Discussion of how simulated trials can be used in the
business law class. Students act as judgyes, clerks,
attorneys, recorders, bailiffs, defendants, and jurors--
bringing real life to the business law classroom.

Blockhus, Wanda. "Integrating Data Prccessing into the
Office Procedures Class." Business Educaticn World,
53 (March - Aprii, 1973), pp. 22, Z23.

Discussion of the ecffectiveness of integrating data
processing in the office procedures class. Includes
type of data that students can use and the specific
objectives for dev~loping integration in such a class.

Blanchard, Douglas. "pBusiness Smorgasbord--Vocational
Office Practice Style." Jecurnal of Business Education.
46 (October, 1970), p. 4¢C.

dr.o Blanchard 1elates his experiences in learning acd
teaching the many pieces of modern automated business
cquipmenc wiiich he was fortunate enough to acquire.
During .low-navrations of the equipment, he noted the
highly-mstivated students who exhibited leadership quali-
tics and assigned them as machine captains, thus pro-
viding individual help to mecre students. He formulated

a program in which he introduced students to the
machinery daring first semester and then led them into
machine specialization in the sccond semester.

Boothe, Phyllis D.  "Student Involvement in Clerical
Simulation.”™ Business Education Forum, 30 (October,
1975), pp. 12-14.

Discussion of hew 19 socond-year ¢lerical account ing
students at Varia Iltigb School, Richmond, Virginia,
became involved in a sirulation proaoram. Includes
activities related to their co-op program.

Brophy, John W. "Supplement D Instruction with Television
Video Tape." nusiness Fducation Forum, 26 (November,
1971), pp. 49-51.

€1
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The author advocates the use of a video-tape recorder
in DE classes for such things as sales presentations,
etc. The students learn by watching themselves and
noting their strong points and their weaknesses.

Bullard, W. Lee. "The Student Selection Myth in Cooperative

Lducation." Business Education Forum, 26 (January,
1972)' pp- 7‘0-

Mr. Bullard, of Florida State University, discusses
rewriting the guidelines for student selection in order
that the disadvantaged student will not automatically
be rejected as possible co-op material. He feels

every student who wants cooperative training should be
given every possible chance, and that aptitude and
student test results should be used to match student
and job rather than for screening purposes.

Bulls, Derrell. "A Normative Model for an Office Research

Bux,

Institute at Texas Tech University." Journai of
Business Education, 48 (March, 1973), p. 261.

A rescarch institute designed as a model office. Main
use 1s to aid in the effectiveness of teaching methods
and research or writing of the faculty. System

referred to as "A Business Education Learning System."

William. "Fntry-level Office Positions Require Edu-
cation in Data P’rocessing."” Business Education Forum,
24 (March, 1970), pp. 18-20.

Mr. Bux states that technological advances require
that data processing be included in the business cur-
riculum of fered in hiaqh schools. 1e gives gquidelines
for establishina a data processing curriculum and
gives a generalized outline for a three~-year program.

Church, Olive. "A Career-oriented Experimental Communications

Unit."” Business FEducation World, 56 (November-
December, 1975), pp. 23, 28.

An esxperimental or., communications unit is used to
eXpose students to experiences that they are likely

to have cn the job. o9ral communication is a two-way
street, paved with both speaking and listening techniques.

65



Church, Oliv2. “Career Cluster in Office Simulation.
Journal of Business Education, 49 (february, 1974;,
pp. 188-190.

Projeact conducted in North Dakota crcating simulated
career-cluster office expericnce materials to be used
in the classrcom. Called the Occupational Model Plan.

Church, Olive. "Occupational Model Plan: An NOffice Education
Instructional Mode." Delta Pi Epsilon Journal, 16
(May, 1974), pp. 19-26.

lore in-depth discussion of Olive Church's Career
Cluster Concept in office simulation. Project funded
in North Dakota to rcrelop, implement, and evaluate a
versatile office simulation program which would meet
the needs of secondary students.

Clemmer, David L. "Office Skills Survey." Balance Sheet,
54 (May, 1973), pp. 353-356,

in office practice class desians and implements a
survey sent to employers of office workers.

Colvin, Ray. "Bookkeeping/Accountina Job Staticns in arn
Office Simulation Setting." Business Education Forum,
30 (March, 1976), pp. 2%5-30.

Discussion of the need to continue and expand basic
accounting methods by 1ncorporat1na bookkeeping/
accounting job staticns in an office simulation setting.

Conover, Hobart 1. "Focus on Pusiness Classroom and
Laboratory Equipment.™ Business Education Forum, 26
(January, 1972), p. 13.

This article lists five maior noints for consideration
when selecting oqulpmcnt for the b.siness classroom
and laboratory

Cooke, Betty. “"Teaching Via Simulation.” Busincss
Education Forum, (January, 1973;, pp. 48-49.

A brief explanation of a simulated office curriculum
used in cooperative office education related class.

63
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The ¢’ 1scroom is a stage vo learn more than just

skills.
Cress, Elizabet'.. "Developing Guidelines for Integrated
Cffice rrocedures.” Rusiness Education Forum, 25

(March, 1:7.), pp. 26-27.

Ms. Cross, a ‘eacher at Clinton Senior High School,
Clinton, T, Jescribes the procedures she uses in
assimilatin: g..ojects which require students to uti-
lize all t.e skills they have learned in filing,
duplicating, composition, typing, ¢tc., in one assign-
menc.

Duvall, Charles 1. and Wayne J. Krepel. "Using the Video
Trasscription Recorder for Simulated Job Interviews."
Rusiness Education World, 54 (January = February, 1974),
Fe Z1l.

Authors discuss the use of videotaping equipment for
job interviows. Presentations of different techniques
which can be used in preparing students for interviews.

Dye, Charles F. “Teach Taxes as They Really Are." Journal
of Business Fducation, 46 (October, 1970), pp. 23-24.

Because any topic over one-year old is outdated insofar
as taxes are concerned, the author sugaacsts that the
teacher use the booklet, "Circular F~~Employer's Tax
Guide," available frce from che Social Security Office,
and the Teaching Taxes publication from Internal
Revenue Service when teaching a unit on taxes, payroll
computations, and budgeting.

Frank .. Marion. “"Variety is the Spice of Shorthand, "
Journa. of Business Education, 51 (February, 1976),
pp. 242-2413,

This article discusses teaching patterns that can be
used in the shorthand ~lasoroom to promote student
interest and enthusiasnm.

Fuller, Marietta Cain. "Small Schools Can Initiate Business
Cducation." Journal of Business Education, 46
(December, 1970), pp. 96, 97.

64
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/+ teacher from a small high school in the mid-west
describes how she trained her business students to
enter the business field by using minimum dollars and
maximur. ingenuity.

Funk, Reverly M. "A Rlucprint for Successful Simulation.*”
Business Education Forum, 24 (February, 1970), pp. 21-
23.

The author, a teacher in Mountlake Terrace High School,
Mountlake Terrace, Wasnington, discusses the procedures
and guidelines for cstablishing an office simulation
program for a complete school term.

Furjanic, Sheila Whitney. "Simulations and Games: One
Answer for General Business." Business Education World,
56 (November - December, 1975), PpP. 5-5.

Article discusses different ways through gaines and
simulations to make the classroom more exciting, thus
creating a favorable attitude toward the subject for the
students. Also gives suggestions.

Gentzel, W. Eugene. "An Overview of Office Simulation,"
Balance Sheet, 55-56 (November, 1973), pp. 104, 106.

Discussion of the different types of office simulation
and how office simulation serves as a transition
between the classroom and the real office job., Also
discusses and gives suggestions for the development of
a simulation program.

Goldstein, Narold. "Arerica's Manpower Needs for the
Seventies--Clues to the Tasks Ahcad for Vocational
Education." American Vocational Journal, 46 (April,

1971), pp. 18-25,

Mr. Goldstein was the Assistant Cormissioner of Man-
power and Employment Statictics, Buvean of  Lalwn
Statistics, U. %, Department of Labor.  The article

is an accumulation of data reqarding the kinds of
workers that will he necded in 1980, the industriecs in
which they will be neceded, changes in job requirements,
changes in the working population--age, color, sex,
educationral background.
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Gordinier, Patricia. “Moropoly in Rusiness Class."
Balance Sheet, 54 (May, 1973), p. 340.

Innovative idea ot adapting the monopoly game for use
in business law or genecral business class. Students
made contracts, partnerships, franchises, wills, etc.,
that could be alapted to other classes.

Grieshop, Sister Mary Xavier. "Creative and Challenging
Clerical Office Practice.” Business Education Forum,
29 (Cctober, 1974), pp. 21-25,

Description of unit set-ups for subjects, using instruc-
tional packets. Incorporation of creative ideas in
preparing students for the job world after graduation.

Gupta, Vinay K. "Business Games." .Journal of Business
Education, 47 (April, 1972), op. 276-277.

The author advocates the usce of games in the class-
room for conceptual learning and for the development
of problem=solving and decision-making skills. A
short list of games, their sources and descriptions
is included.

Gust, Dale D. "The Unit Concept of tho Emerging Office."
Business Education Forum, 26 (January, 1972), pp. 3-7.

Presents a mini-unit prepared for student and teacher-
testing, touether with quidelines for developing and
sequencing performance goals. Gives sample "General
Instruction ™lan” and sample unit; lists five specific

performance :cals, with a flow-chart showing the per-
fermance q¢ 7 sequencing pattern.,
anley, Mary Leu and Gleoria Wilsen. "A Golf Tournament in

Typina Class.” Business Bducation World, 56 (November -
December, 1975Y, n, 32,

Gives the procedure of a golf tournament in typing
classes. This aame helps typing students increase
their production s5kills throuqgh self-compeiition and
competition with fellow students.

Hanson, Robert D. "An Inteqgrated \pprroach to Teaching Data
Processing and Pookkeeping/Accounting.” Business

66




Lducation Forum, 25 (March, 1971), pp. 24-26.

Mr. Hanscen fecls that a prospective bookkewper or
accountant cannot take his place in today's buciness
world unless he is adequately prepared to understand
and accept data processing fundamentals and techniques.
The article includes an outline for a unit (of approxi-
mately two weeks) to facilitale integratien © d’or
comparison of manual and automated bookkeep’ 1g methods
after students understand the basic bookkeet ing and
accounting cycle.

Hayes, Carolyn K., Dorothy K. Matics, and Lorraine Ganz.
"Outline for Teaching the Key Punch." Journal of
Business Education, 45 (February, 1970), po. 206-207.

This article consists mainly of an outline, in eleven
sections, for teaching kev punch by either of three
methods: (1) with appropriate equipment for "hands

on® learning, (2) threugh the simulation method

(using IEM Selectric Typewriter, the SCM Key Punch
Trainer, or the Royal Typewriter with attachment), and
(3) solely by theory presentation. A list of available
Films, filmstrips, and film activities are included.

Hedley, Martha. "Office Procedures and Comnunications: An
Integrated Approach." Business Education World, 53
(March - April, 1973), pp. 7-8.

A courrne outline developed to cover areas of basic
English review, written cormmunications, and oral
communications for an office procedur:s ccurse.
Course projection--the necessity of the “"seven C's"
of cormunication.

Hephner, mhomas. “Programmed Learnina for Distritutive
Fducation.” Business Fdacation Forum, 26 (Janunary,
1972), pp. 43-44,

More effective teaching in Distributive Ldacation can

be accomplished through programmed lcarning programs.

A program of learning for cach occupation can be created
through the use of "paradigms.” Linear, or extrinsic,
paradigms and branched (intrinsic) paradigms are ex-
plained.

: 6
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tHlodges, Gail. " On-the-Job Training' in the Classroom,"
Business Educction World, Sz (Jaruary - February, 1972y,
pp. 18, 19.

The author is an editorial consultant fer Gregg/McGraw
Iill. This article describes the Gregg OJT (Office

Job Training) Program which consists of 15 individual
job-trainina sequen~es. The jobs were identified as

the most common entry-level, limited-function office
jobs available across the country. The program can be
used prior to entry of a block program and/or in schools
that have no co-op programs.

Houstman, James. "Attitude--Key to Business Employability."
Journal of Business Education, (April, 1976), p. 174.

Discussion of how business education tcachers can
develop good worx attitudes and habics in their
clerical students. This article lists various su.rges-
tions that can be applied.

Howitz, Ruth K. ""he Effectivencss of the Simulated Office:
A Comparative Analysis." The Journal of Business
Fducation, 49 (April, 1974), p. 298.

The results of an BEd.D. study in Philadelphia...com-
pares the effectiveness of the high school simulated
office with the traditional office practice class
according to office employment expectaticn, clerical
ability, job satisfaction, and job performance.

Also compares the effects on differcnt races and dif-
ferent majors.

Jalowsky, Toby D. “The Model Office in an MDT Skill
Center.” Business Education Forum, 26 (October, 1971),
pp. 63-64,

The author is an instructor at the MDT €kill Center in
Thoenix, Arizona, which was established through quide-
Lines of the Manpower Development and Training Act of
1962. The center accepts students who are unemploycd
~r underemployed. The molnl office, called "Kachina
T>ys, Inc.," 1s designed as a laboratery to provide
che student with the opportunity to apply previously
Iearned skills and knowledqes essential to successful
office cperations.
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Jalowsky, Toby D. and Terry M. Frame. "The Word Processing

Center and its Effect on Office Education." Business
Education World, 54 (May - June, 1974), pp. 14-15.

Article discusses word processing and why office educa-
tion teachers should provide studentc with an orienta-
tion, in advance, to the underlyint principles upon
which the system operates.

Jones, Adaline. "Evaluating the Office Laboratory,"

Balance Sheet, 55-56 (October, 1973), pPp. 62-63.

Data-gathering procedurecs, devices, testing, etc.,
that can be used fcr evaluation of projects in the
intensive office laboratory, which are simulations
of real positions in real business.

Xagerer, Rudolph L. "Business Training Outside the Class-

rcom." Journal o f Business Education, (November, 1973),
ep. 71-72.

icle discusses a method that was devised tc
gar betweern students and work. Students
$ consultants to local small businessmer.. It
SO increased the student's knowledge, put him in a
e¢al situation, and served as a serwice to the community.

Aired for teachers of college-level business students.)

t ]
"

~ My

» Harry Jr. TUsing the Computer to Augment the
Educational Process." Business Education Worlé., 56
[4
(September - Octcber, 19873), pp. 24-25.

examles in corputer instruction can facilitate
student~learninc of the =ASIC languace and, therebyv,
enhance the educaticnal grocess.

ton, Carrela €. "X Study of *ho S*ates and “ffoctive-
ness cf Ceoperative Edrcation in N w Jersey, 1968-
1969." Jcurnal of Business Education, {Januarv, 1972),
D. 165,

Data were collected from a large nurker of hich scheol
principals, cocriinators, enzlovers, and students in-
vclved in COT pregorams in New Jersev. Findincs oer-
taining to jcb infermation and satisfaction were basesl

~

Y



65

cn data col’ected from 237 Cor graduates and 248 non-

COE graduates. Find‘ngs pertaining to job performance
were based on ratings of “.iployees by job supervisors

of 186 COE graduates and 200 non-COE graduates.

Knauer, Virginia H. “"Consurer Educaticr in the Business
Program." Business Education Forum, 25 (March, 1971),
pp. 8-10.

Ms. Knauer, Special Assistant to the President for
Consumer Affairs (1971), Washington, D.C., discusses
the need for consumer education in high schools and
lists four interrelated concepts which should be in-
volved in teaching consumer education.

Kushuer, Cheryvl. "Pupi = Gain Experience in Banking."
Crlandc Sentinel, ril 18, 1976, Section B, page 1.

An elementary school orcanized a bank to handle money-
raising projects. Students were allowed to keep half
the amount of money theyv collected from lalvels, news-
papers, and cans. Could be adapted for tigh school.

Lee, “ohn. "Chanoing <he Structure of Susiness Education
with Simulated Envizonments.” Business Education Forum,
25 (November, 19701, pp. 35-36.

iana State Derca:tment of Fducztion,
disc ] ture of business education through
the laboratery a oach to rrepare the perscn as an
individual with the abiiities tha: he rTossesses~-

"... fror we are now being reguired to devalop a full
individual and not a machine.”

Mr. Lo
u

Lenhoff, rillian. "'Tc Tell thre Truath' About Jeb Interviews.™
Ausiness rducation wWorld, 56 (Novemboer - Docembeor,
FE S TV 5 D
A wame develoved abt illelosonsh j1icoh Schweaxl, Tarmpa,
Fleorida, to train metontial cocperative business
education [CRI) students how to conduct themselves
during a jebk interview.
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Herbert A.
Journal of Business Education,
rp. 105-106.

"Education of Clerical Employees."
(December, 1974),

Program designed to integrate clerical skills, with
the use of individualized learning packets and multi-
redia. Units include: communication, payroll,
accounts payable and receivable, cashier, stock
control, sales, typewriting, etc.

Arcyce. "Providing Job-Criented Instruction in
Block-Timre Prcgrams."” Journal of Business Education,
47 (December, 1971), 96.

P-.

Ideas con how to design your cwn simulations. You can
observe an office situation carefully or use recent
personal experience. Provides a good outline to
follow.

» Alan C. “"Work-Games for Typists: Fun with a
Furpose." Rusiness Educaticn World, %6 (Noverber -
December, 1975), rpop. 12-13.

work-cames can ke incorperated into
trring class. werk-zames zre exercises, drills, or
other forms of purpeseful oractice consucted in a
cormpetitive Iramewerk. Some of the cames discussed
are: baseball, kasketpall, hockev, lacrosse, soccer,
and kowlinag.

Cheryl M. "Criteria for the Tvaluztion of +he Office
Freduction Lakcratery at the Secondary Schocl Level.”
cournal of Business Iducaticn, 49 (April, 1974), PP-
250
L322,

Froblem: develeorrent of a set ©f zrizeriz to ke used
in ¢valuation of an o0ifice producticn labcratorv. An
in-scheol relevant work-sxperience course in the office
cccupations at the secondary school level.

» Clzire. "Dhic Prog.zm Brinss the Cffice o *he
Student.” Bosiness Education Feorum, 22 {(Februeary,
18700, oo, 1€, IT.

Ms. Ianch Is the instructeor of an INTS (Intersive
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Office Education) class in Ansonia High School,
Ansonio, Ohio. IOE is a five-period block program
where students work in an office atmosphere--complete
with paycheck. 1Incentives include a raise at the end
oI each arading period if they make an A or B and a
warning if they make z D.

Hdatsuvama, Janet. "Visual trainina for Secretaries.®

Journal of Business Education, (January, 1974),
Pp. 143-144.

A course develcped at Fullerton College in California
Called "Grarhic Corrunications.”™ This course was
developed for secretarial and office procedures majors
and includes printing lay-out and design, photo-direct
platermaking, offset reproduction, coler, perscnal
rrojects, wvisual aids, types of lettering, enlarging
pictures, etc.

MoRitrick, Max 0. "Usinc Cases and Games to Motivate Basic

Business ana Consumer Education Students." Business
Elucaticn World, 56 {Noverber - December, 19275),
ro. 19, 25.

This article Is intended to help the teacher identify
the majeor types cf cases, to become familiar with the
use of cames, andé to locate those raterials which have
teen used successfully by hich school teachers.
y oy C

try, David C. "The Modern Office Ccncept Molds
Program.” Business Education Forur, 26 (February.
1272), »o. 14-16.
The author discusses the desirabie ccncept 0f an
0ffice which hzs feels office practice students shculd
cbtain and suzcests activities throuch which they mav
iearn thes2 concepts.
T, o Toris. TFICIR: A Sipalation bomedd e a Wl
Ruying Offica, ~ournal of Business Sducaticn, 40
(Maw, 1574}, ro. I10<327.
FLAIR--Sirulated Zuving 2%fice. This studv was con-
ducted in Torrance, California. The model office 1is
wsed Zor develcpment of skills, orportumite fa. ick
exrerience, intercersonal charact -istics, et~

™5
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"An Emplovment Project

O

RIC

Aruitoxt provided by Eic:

Pays Off." Business Education Forum, 25 (October,
1970), pp. 55-56.

The authors are instructors at Tempe High School,

Tempe, Arizona. They describe their procedures in
teginring a CBL program. They began with a one-day

"work experience day." The next year, it was expanded

to a "work-experience week" during which time students
rerformed "on the job." The following year, when the
CBE prograr was instituted, the teachers selected an
employer base from those who participated in prior years.

Nagle, Xathy. "Behavioral Objectives in Distributive

Education." Journal of Business Education, 47 {December,
1971), pp. 109-110.

The author describes and lists examples of behavicral
cbjectives for Pistributive Education which are con-
structed realistically by settinc goals in line with
the skills students should acquire.

gon, Frank T, "Simulation and the To+al Nffice Worker."
Business fiucaticn Ferum, 28 (March, 1974), Pp. 312-34.
CTiscussion of the hich schocl cradvate ard “he Giffi-
culties thev face when making the transition frorm the
classroom to the Job after going through the office
efucation prozram. Study conducted in Utah to evaluate
the effectiveness of traditional methods of teachincg
oifice practice and the sirulaticn me+thod.

Dlsen, Melton €. "Rasic Prirgciples in Tguiprent Selection,”
Business Education Forum, 26 (Januarv, 1G672), p. 13,
Discusses the selection cf eguirment *hrouch establish-
m=nt of prioritiss In eguipnent nsedel; lists specifi-
cations of numhors of eguipments itenms, costs, ete.

Tactos, Tan Ticticn.”
Journa . 1370),

Tc. 10
Yr. Pactcr, of tho Rurezu of Tusiness Tducaticon, Tity
cl New York, describes an aconomical and efficiomt
gporoach Lo teaching Xey punch thrcousk the use of one
mev-punch ~achine and twe kev-ponch simulaters.

~ 2
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Pender,

Albert R.
Cooperative Proagrams."”

(April,

69

"Selection and Placement of Students in
Rusiness Education Forum, 24

1970), pp. 21-22

Mr. Pender describes the qualifications that he feels
each student should possess prior to acceptance in a

ccoperative program.
interests, aptitude, ability, scholastic

attendance, appearance, and a compatible personalit

FPerxins,

2
9]
A}
n
0]

4

it
0

"y

(o]
i
|8

9%

St

Transcription Classes."
1972y,

4

This is a summary of
developea a self-instruc
ation

-
i

The

Wilmert E.

(Januarvy,

Among these qualifications are:

av

erage,

LY.

"The Development and Evaluation of
Programmed Punctuation Materials for Zecondary School

PP

a

Journal

of Business Educaticn,

164-1¢5.

deoctoral stuiav in which was

tional package of basic punctu-

rules used in tvpical business correspondence.
Purpose was to provide students with a six-hour
review cf 27 high-freguency rules of punctuation and
their applicatien o business writing.

tn, Lecnard N. "Intasrating the Corbuter inte Basic
Tusiness Courses.” _Journal of Business Zducation,
{Marck, 1976, oo. 277-280.

IXPOsing the student to the vso of corputers in a

faslc Business ccurse. Also gives exarple ¢f how data
1s corputed.

2, RBebert. "Tyoeowriting Instruction in a Simulatedd
0ffice Class.” Business Zducation Ferun, 26 (January,
1372, po. 313-26,

Jescribes the three starzzs of tveewr:uipt instruction

in a simulation cffice class: (1) remedial a=d skill
develeopment, {2} *.:% simulaticn, and (3} Jok simu-
Iation. Student i aware that whatover e loarns, prac-
tices, and QuMICLECeS in fupowi itins~ ia m23ninrful i-
tarms of actual 3uc sit:ations.

I, RBebert.  "Tarisus Tyoes of Simaiztes 0fF<. e Frograns.
Buszinesg EZduocatisn Torem, 27 {(Mav, 1973y, pur. 22-2z2.
This arzicle discusses 0Ffice Simvla-ior ans 1ts effect
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in the classroom. Disrusses the four basic models
from which an office «.. cation teacher may develop a
simulated office piogram.

Powell, Merton I. "The Modern Automated Word Processing
System--Its Implications for Changes in the Curriculum
for Business ani Office Education." Journal of
Business Education, 51 (March, 1976), p. 288.

urpcse of study was to determine the impact of auto-
mated werd processing on secretarial curricula.

Prigge, Lila L. "Specialized Programs in Office Gooupaticns.”
cournal of Tusiness Education, 51 (April, 1976;,
ve. 311-313.

Discussicn f twelve sgecialize? cecupation progrars
offered &b & Vocaticnzl Tech institute in White Bear
Like, Hinresoto . Courses cet up irdividuzlly, to reet
their needs a:..d kackcrourqs.

Futnun, Mary M. "Good Orooming and the Pusiness Qffice.”
. = LI >
Saiance Sheet, I ‘May, 1271), op. 348-349,
Miss Futnum, 3 fteact.r a2t the Tonawanda Eich Schoel,
— . . ~ Yoy o - ~ - = S ] -~ -~ ~
~onawandz, X%, had her secrezzrial students compose
E
ant tvre letters t0 arez businessren iliguliring about
their dress code. Fepliss were recelived, read to thn
I R - A e - P =1 -~y .y - - —~ -~
ciass, znd discussad.,  The survey had rany advantacen
cver the twpical classroc: avrreach.
[ P = -~ had Aol GRS - 3 - T -~ — - o - 3 o~
Juibie, Zane . Instructinnal Straterties of the 05fi-e
Bicck Progras."  Businsss Educetion Forum, 2% {Fa:. ,
1875y, cp. 1i3-15.
T Cew at sov2 of the instrucsional stratenies tha+
3V e oingorrorated in oan afdics bleck nyL.rram. 2is-
Cassron or sirulation 2nd how it is used in a classroom.
Jadoliff, nill.
ZZucaticn.
18705, o.
The author Jdescribes tre Feguence ¢l events that shouzld
tak%e place in siudent selection for a ooOn {or C3E:

ERIC
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program. lle beqins selection processes with .>aluition
of school and community policies and opportuities,
then proceeds to the requirements of and benefics to
the students involved in the program. He suggests that
all teachers in the department participate in the

firal selection decision.

Redinc¢ton, Randall, Jr. "Public Relations in Distributive

Tuhl,

Zducation." Balance Sheet, 53 (September, 1971),
pp. 18-20.

A aguide for the teacher coordinator of distributive

edur ition programs in establishing okjectives and public-
relations procrams in order to establish and maintain

A successful DI program. The "publics" the teacher-
coorcdinatcr should attempt to reach are: {1} school
faculty and administrators, (2) local businessmen, and
(3} local comrunity.

Pobert 5. “The Office =2s an Crganizational Entity.”
Business Education Forum, 2B (Februa v, 197a;,
po. 13-153.
Discussiom of the 3iffsvant aspecsts of an office, such
23 manisSeront, intersvsters relaticns, and orcanization
effectiveness +ha*t should be tausht in the classroom.
Carol Lyvnne "Adaptaticns ‘o the Lester ¥ill Mogdel
CZfice Sinmulation Made <rom 1971-1873.° Journal cof
3Busiress Education, 43 !May, 1974), D. 344,
Short article Ziscuszing the Lester ill medel office
tmulation prosrar in Pennsvivania, Thip, and West
irzinia. Gives some cpinicns ©f how these scheols
felt zbout the prozran.
Jarel iamne. @b >1mulizatien Fecipe.”  Balance Sheet,
March. 1972y, w». 33,
This artivle stivos a2 Trmoawritineg 17 Fimuiation rrozrar
in the {.:rm o7 a "recipo.”  The Aantihios Zives ohe racice
and ther, step-br-step, coes into detail as to how
2ach would ooerate.
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Sabin, William.

Office EQ."

Feburary,

A goced look at plannina arn office
Includes sirulation and integrated projecis.

follcw.

Sawaia, Josephine.

Needs. "

Business Fducation Forun,

72

"Backwards Look at Future Curriculum for
Business Edacation World, (January -
1973).

education prearam.
Easy to

"Block-Time Appreoach Meets Students'

24 (February, 1970),

pp. 10-12.

»
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(1) preclassroom supervision, (2) classroom super-
vision, and (3) on-..2-job supervision.

Smith, Genevieve. "The Mini-Company, a New Approach to
Office Education.” Journal of Business Education, 49
(November, 1973), pp. 54-56.

The mini-cempany is an crganization in miniature which
functions within the classroom to provide instruction
and on-the-job experience at the same time.

fmith, Vircinia. "Cowmrunications Unlimited Simulatior."
Jcurnal! of Rusiness Educ: tion, 48 (April, 1973),
oo. 287-290.

l1cn course vwhere the use of the telephone is th

Communications Unlimited is a tore of office simula-
-
main cbhjective.

fPring, Marietta. ‘"Developinc a Data Processing Unit for
Cffice Practica." ournzl of Rusiness Educaticn, £€
(February, 1971), pr. 193-194.

''s. Eprinz desicned a unit emphasicing card punch data
processing for inclusion in a secretarizil practice
Cccurse sc that students cculd becore a guainted with
terrinolcey and the processincg System prior to entering
the business field. (Althouch her unit was Sesigned
Zor post-secondary students, it could be used for hicgh
scheool classes.) The course can be taught with or
without the use 2f a card-punch machine.

Sullizvan, Pat. "Intecrating Special YNeeds Students into
ths Cifice 3Block Program.”™ =Tusiness Education world, 53
{¥ay - June, 1375), pp. 22-:23.
vocaticonal Tducztion vregravs desianed o include those
stuadents wheo have special needs to acguire the sxills
mecessary fcr entrr-level enplovmeont in office oscu-
cations. Includies students who are mentslly, emo-
Tionzlly, thysicallvy, financially, or socizlly disadvan-
taged.

"Teachers Zain €
tisinc.™
1371y, . 34
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A workshop was conducted by the Phoenix (Arizona)
Republic and Gazette to teach the teachers of DE
programs the basics of newspaper retail advertising

so that they might pass the tralnlng on to their
students. The workshop was held in eight meetings of
two hours each; in the final two meetinas the teachers
were required to do thelr own layout, etc. The prograr.
was heralded as very successful.

Themas, Edward G.  "A Comparative Study of Three Approaches

to Teaching Qffice Practice at *he Secondary Level."
The Journal of Rusiness FEducation, (.ovemuer, 1974),
. 80.

Results ¢f a study comparing (1) simulated office
aprroach, (2) cooperative arrangement, and (3) model
office. Informative for deciding which program to
initiate.

Tilten, Rita Sloan.  "The Rlock-Time Teacher is a Manacer."
~currnal of Business Education, (January, 1976),
oD. 162-164.
This article discusses the tcacher and her role as
being similar to <hat of a Tanager iu teaching Business
Zducatiocn ceourses. MBC (Manacement by Obiectives) is
also discussed.

ty
0
3
mn

=2, Mary E. "How to CGet Your Cffice =ducation Proyram
funded." Arerican Vocational Journal, 47 {Septerbker,
1872}, pu. 60-61.

Cr. Tronsuz, director of Vocaticnal Education for Ance
srunZel County, D, relates the methods she used in
cclleciins data. The datz were used as Justification
for federal furnding but a2isc has many other uses, such
as chanues needed in tzaching mezhol clocv effective-
ness oI procrams, and determinaticn of emolo3 ment
neels.

S, JCo¥ce. "Ten Wavs to Fring the Nusiness Worlé Inte
Your Classrcom." =Rusiness Educstion Kerld, S€ {(May -
Junme, 19767, . 25-30,

This article discusses ten surgestiors zns ideas that
2 teachsr rmav use in his Rusiness Zdu-~ation classroc—

-1
D)
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for making it more realistic *o the real business
office. 1Included are such things as: interrupting
a student while he is working. tcaching students to
work under pressure, etc.

Walczak, Al. "Larn as You Learn--A ¥

€w Apwroach.”™ Business
Education Forum, 26 (April, 1972}

r PP. 48-49.

The author descrikcs the approach to teachinc social
skills used by the Linn-Benton Community College,
Albany, Cregon. The program iz an Organizational

tiork Experience Program in the form of a corporazion
operated solely by the studaents, with guildance from a
faculty Board of Directers. The purpose 1is to place
students with local businesses for a limited number

cf hcurs ver wesk. In return for their services, the
tusinesses pay the school in tke form of a grant. These
funis are applio~d toward tpitien for the students
involved; earninas are used, also, in computing grades.

Watson, FTrvelvn B. "Evalua ing Cooperative Students.™

$
Journal of Rusiness Educatior, 43 (March, 1970),
ED. 262-263.

-
2
4

Ms. Watscn descrilws her "cut-arnd-driea” method for
evaluating cocperatitve students in order to assign the
"fair™ grade to tF: related class and treir work
experience. An example of the evaluation sheet us=gd
by erplovers is shewn: it is usa? in assicning a letter
crade tc ths work experience seamen: of the progran.

wWelch, Lells Mae. " Guide to Teaching Consurer Credi+ *+o
Hich €chool Business Students.” 3Busiress Educaticn
Torum, 15 (Cotober. 1371), p. 36,
Furoess of this stusy was to preride teaching methols
and materizls which can be usesd ‘or Sonsumner cradit
cdusation in general pusiness, isinoss i~w, book-
Leepirt, businass rathematics, e-c. an extensive
tiblicgraphy was prerared. Cory of stuly can e
cbtained threoush ths library: of T2li€crnia State
Cclilece, Los Angeles.)

¥ince, Rosefta.  TZimslaticn with ecverent.”™ The Zalance
Shset, %3 (Serzerber, 1071V, oo. 1012,
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Dr. Wingo describes office simulation as the "next

best thing” to actual on-the-job training. She dis-
cusses the classroom instruction necessary prior to
beginning a simulation unit. She pPlans for total
involvement with office movement, work flow, inter=-
action between and interdependency among pecple in a
business and social way, and with an interchange between
cffice personnel and persons outside the bucsiness.

Worthington, Robert M. "Curriculum Development in Business

and Cffice Education." Business Education Forum, 28
(Noverber, 1973), pp. 10-12.

This article was given as the Kevnote Address at the
National Sympesium for Business and Cffice Ttducation
Curriculum Guidelines, held in Denver, Colorado,
September 23-26, 1973. The au*kor sreaks cn career
education, importance of business and office education,
curriculum development, etc.

1, John S. "The 'S+tudy' Part of 2 Werk Stuedy Program."
Journal of Business Edvcation, (Fanuary, 1575y,
po. 151-153.
Discussicn ¢of how the study part cof a work ctudy proaram
can be irprcved ari how thess imcrovements creo ar
actual advantage o the student.
2. OTHER WRITINGS CF INTEREST, 1977-1397:3
Doctcral Tisser-ations—-
integraticn of Subject Matier

3 ew s 3 - . .. ~ s - i~ - 3 S

G, Javis Lo M Irves*ication o Lantuzge-Drill Effsc-
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civeéness 1n Sacond-Serscstar LyPEwriinzs at the Seccndary
- by T~ < - - 7Y & TS~ -~ Fo T

Level, Tniversizy of rouston, 127 races, 1971,

@



77

Gladis, €ister P. The Influence of Typewriting on Selected
Language Arts Skills and Motor Develcpment cf the Edu-

cable Mentally Handicapped, University of North
Dakota, 1270.

Hartman, Walter M. The Preparation and Tryout of Materials
for a2 Combination Beaginning Shorthand-Typing Class,
University of Northern Colorado, 413 pages, 1970.

Pace, Charles . Teaching Business Arithmetic anid Cal-
culators as an Intearated Subject, Universi<y of
Northern Cclorado., 97 pages, 1970.

udy of the Teaching of BRusiness
rical Office Machines {Calculators)
rse, University of Kentucky, 94

Rearden, John F. X Discriminative Stucdy of the Tactors
“hich Are 0ffered as Teasons for the Txclusion of
Dlectrenic Cata Trocessiac fre= Collecgiate Accountins
~Courses, Terole wniversity, 201 paces, 1951.
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SUMMARY

This report has pulled together a history, materials
~+axlable, and successful methods for those who are respon-
Eirie for integrated business programs. Teachers and
aciministrators should find this information useful in the

preparation for, or teaching of, block-time programs.
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